© .+ - Student's Book

John Allison with Paul Emmerson

MACMILLAN




T /Je Busmess

B 14 inrermepiaTtE

John Allison with Paul Emmerson

MACMILLAN



Duealiseses L

—

Hsusiness 2.0

Bl+ INTERMEDIATE

To the student

Their vrfeslive Mucadmmsn 26 B io help yois i pvo Udoga: bow o do besipes
Erpgliab wod the lenguoge you need to do U The tew bmguage snd stroctures are presented in

1hie Riduirnt's Pook whalsr the eWirkbook provides lsngnage practice snd extenshn
Fhere b & smmmary of what yoa will find in each

Student’s Book

The modules

Thaie Seisdlends Weol containg 38 maogliiles moeght onal Eseh g deals wiih § Lisy seeior ol
acnloan et basiness wordd, Thyoo are siy i rpes ol sinothrde

4 Vocabulary

L G50 Sty

Inierrel
research

Bvery munduls inclabes an Intermnet sesearch tsh 0 encibrage you B eaphore Uie lapic In
ptir delEil. The i2shs con b dono before or sfier worcmg on S seedsile. Remsomber thu

vt mimrch fiir ey euinicd o, vout muy et dbire docurate el f ye g qoointion marks
arvapild i




Other features
Dt adidionny b Ui ictglhot ki witkis thie Stodeni's Book eondabivs Uhe fallomlng
Basinirss fundpmcatals
This sprcteing sesthon Intesduces s 1o basle bisiess principles and soeabulary 10 provides 2 sulid
Pyl wabem Sop yee i Bdlad Gl the cotivse aod will help goo ger the mast ant of all compomerts
af | Haainsss 0 '
Reviews
Thupsiz anitiiy ¢an big diked] in e wagn: (o comsalidie. yous work on the wsii f0oeesch wp quichiiy i
pisid et il o lessiap, wnd o povise biliee besis or o
Additinnal mateiial
This sevtlon dortims sl ihe sstr matedals you noed toobe piie o graupeo ks aetkyities
Grummnur and praciles
Tihks sectiisn dives a sehal skimmerdry of gremmar reles with clenr esanmples, wnd atss prrovides

or proucige o i cascnibal gramsmar poings i this level ol e oounse
Recopdings
Tkl scripts of oil the mubio recoedings see provided. dliswing yoo oty the odio dialogme m
dhetndl Maweeirr ey niol torly on resdlong e to enderstand the lsienings - very often oo dien
e o Alsitherstund every word, fowt the mudi (dess

Celnssary

Pir gy myondlale, there s g short ghossary of sords you may not knos The definitioms for these ane
in tho Cilsssney of the Sach of the book. Words in red are bigh-frequency, itema, which youn shoal)
try £ri lenrty wnd une. Thee others, in Black. sre words sou jrs seed 1o irmile il

eWorkbook

£l Bunknmen 2o e Whrk bl g ldes everpining wa wodd e in e peinted Wherkiwiok, us well
s eairn wlimcdi resources 1 s mainly injended lor self study or homne stiady and conlaine
maakerul i snppont sind enhince the activeiies i e Sodemi s Hank,

This section comtalns svtivithes 1o consilidaie the Language peesented b e Stadest's ook

Yini ean peactine grasmmieg, viabsibary st g, premscianion. rsding and wilting

Wiich

‘This section contaitie & siden el ml werkshoe! to secomgany sieh wsil o e Stodesrs Bissk
The viden cips sy eptoides of » mini-granss than Alustres the commamicataon sl poopde skitls m
gach unil, The exercises allow you to practise tu unctional lenguige Uz the video

Tesm

Worie cwin benl wuirelt @i uny puie o the oo uelog thie e Wistk ek, by selting chber the tise i
e mumber of guetions Your lest scores are recrmied ot e nelerence

Primi ol work

This section offers @ per-andpeper vershon of the activilies in the-Langioge practios sectiin

Yon can i dowedomd (e st ek reduired o thess sotivita

Grammar help

Yoo can refer to this secion for hefidul granmar rifes und exaimples

fl'l'rﬂ Vit

This settion contais U key words and definbtinm from e Vocibuluny modules i e
Stpdereil s Roak

Diwiionnry

Llse-the Disthersary Toal 1 Bk s e Magunilae Litindary online

Wotap: v macmillunadigtinanery cam

Writing thps

This sectitm prrencidies explanatsoms and oxercisms on aspees o writing, s o speifng,
prutictustion and parigrapting

Liwmen

This sectho goiritiins sl thi sudio recordings from the Student's Bagk o) e Wisrk bk, heagethes
Wil tlse audie sedpes. Yiou con dosrdand all tie material bn il seetion o & mbdle devics o
i ot mo i

W sincoredy Tepe yow will enpy working with O'v Busdoess 20 Good ek

Todin Adbesm
Pral Iimese e



ORI s e et
% 'i.-lfl ) ] -

Additiondl material  ssGes e Grammae and pradtice  eacrt OE-var Reroeeleen  seaes 18-
Glessary  Radrs T2 158




Spaaking

1.4 Mestings ane-to-one
Expremiam for grong dplometit pdvre
Aaluplay; & ore-10-one megling

2.4 Dealing with probler s by
telephone
Eupreman 14 gieing irbrattane
Agieplay: & technical probéem

Writing

1.5 A placement 1epornt

Anaiyes tepent iltoctars
Linguage cui fuarnal prdsees

2% Formal and informai
cofrespandencs
Anilyuie bl v mbgrmal
Langiaage fooun wmail gaprasuicns

14 Presentations - structure 53 A product descriotion
Exprowsion Vi siructuong a @resenialeon  Anaiywis: structies of o prcchace
Eoinpley prasantation of 4 rew proguct deweripition

Limguage foou: featurs ani Do
A8 lob inteniew 45 Ay =
Fapremions 160 ntmesering |of ierlen Anadpic dtoctuns of 8 OV
ML Language oour aporogrine Oy
Rolwplay jUl il vars EupirEEiO
5.4 Nagotistion - bargalning 5.5 A propetal
Exgremnilams for bangaming sod meing Analpia ructis of 8 propoel
alfers - Lanpuaqge [5cua! aiition aeid

B4 Mestings - teamwork
Exprsairn Tor comtrsuuting b maselngh
Rathuiliy mootings

1.4 Presentation - visusk
Expreuicm for describing wices and
Retepley, 8 Dressuricn

B Nagoriatons - diplofiecy
Exmenm for chitkmg indemtandiog.
coereeting wnd refos _

BS Reports and minutes
Analyiis. the structare af mismate and

PRl -
Languege focun. linking sros snd
e i

15 Presentation slides
Lafiguage feovm Laing bried and cordie

8.5 Mequests and rembndets
Anasyvie tarmolating requents for

m'_m.
Lengenge fon: sawiding poite

Case study

1B Coavirieflivug

tharumion, resading, Hiteneng and amiting
kgt bD Cuia mabling ane giving sshvics

i Cybertarian fothwaee

Fistuaaion, imading, [benaig and
premmntytaiE ielated @ AEiore e
TRATTE iR Riotiand

16 Big Juck’s Pizza

prestitation neliled to @ Hong Kong el
Nusiid Lhaim

46 Gapyean and carest biesky

Baading, [ssenlng, wetiting and folephiy
FUiETe 10 Gap year placammnii and
camer bianka

5.6 57 John's Boach Club

RMesding. Hivening aivd doloton mailsted
T P LT e e B i il
pchiige in AL

B T

EiRiiEh, Fesdmg lislwdng and
ircheilay relaiel 10 0 gor nesyclieig plaht
in & riralin

TE Caliste

CHaIuIENI D, A ARl and
prmentatian related 10 @ minkal
it farlsttures 0 Cerrrs
Ametiie

BB Jeddah Koyl Sench Teso

Ceberiapein. reandmeg ani deteming naded
1o B lamury reene i Jedsial




=

e
-
S
-

et

- aenl e R — "
IClcifld i

Business
b ik

oy @l (oeneniey

Vacabulary
EN Look at the ways af dassitying businesses. Which categaries do th companies that
provide Hiese proderiy aid aepdices hslong 1o 7
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Listening

a 0 0s Listen to five people tafking about their basingsset. Note aach apeaker's
ok, rrluntey fype, budlness model, fype of buiiness and comganyy stractuee,
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Reading
BN read the article below and thoowe the best summary:

o Bakur's Dhoemn isles biadely peofitn begaisi its prodice sell well
bl Bakers Devber maibocs o howy o bocalisd by cdate mfie otk of ootidnal
1 Bakor's Dogen inly jusl breuke even Boongse Gy overall mirgen W fon small

THE " Bishor n Diossn L=5n thiawem pusies oale s wedl S swmn
Bn r ’ frovl mmei @nrl s FUEYREE: S35 RED TUILHIY Binee
Ui Lo veg s Demd gl Lis Bunies i jesdeigiils

mm s mw ifym grrera pudle . Boomes gned pios
D O ZE f urs ariling well, fie e meenibcers e Enicdg
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aheno 0 vory Sl St el i ey diwkda e o ) parmesss o che Bosicees =
retained profit B wihst o the predeem™
T =dnpany st = hoenhy geoes proflt. s (s oot of goods sold
= owd iy Traaian s Ul L Mooy il scese gt aELAAT | ATE SREaE | pred e
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Vocabulary
EJ use the wards in bodd in the anticle to complets 7-59 in the table.
proy o o o ot coss —_— —
profit for lom) after dimet and athercoes 5 :
— — - i manay paid 10 e government and ioss in vakue of equigmant
profit {or lonul after all cous ard taxe i —
W monky deibuted o sharahalders =y
motviy reifvesin In the company -
3 With a partnes, put the assets and llabilities in the box in the correct category.
bbb Duildings an mesntory  ovolos land
manay imverted in the company by the founden morigager  office fumiture  patents
Production mathinery  res mateals  anisined profil | unpeid cuitomes inveioes
sk Fisuranoe premmeunia  wnpeld salickes  unpakd seppler oo s
Asxets {what the campany owns) Liabilities (what the company owid) :
Current nusst Long-turm awets Currynt Hatslitio Long-term liabelites  Shateholden’ squlty
feavh and thengs that  (things at ave uned  (dhebiy o pay back felebrts 1 pay back Dwrhary left sl
an bae wsld within ol miare than ong within one yee) ower foare than are peying all debl
e Rl el e —
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Business fundamentals

= fmanschal wpply chaie

Vocabulary

B8 Complete the text about the supply chain responsible for Sugy's new compuites with

the company names from the chart.

Cmmocucts.

Gereral China
Plastics Kuylsosrds Shees Pecins Wigh Street
Cormp. Lid ine mec hs Lid el
m;ll-:luzdl i;_::v,:-rlr ekt b . Ajrigij 7

Wiker Siwrys old P breabo don, shizcain ) aging & woghond withou hoe selal ik S0
s o dhimsih b0 |17 ind bugs a dow ane. 11 a5 simple as thik, She dicsn't nedtd o
knomw shmi thie supply chaln thal maked i@ posaiblo; or ihe mulisple mncial opersiom tha
il el iwiribvgin: Soer crvdl el paynscni o ctmipenlos round the world

On another continent, o new order ol plastie granulite imade trom crinde Gil) & belng
dalipered (0 cinmpongnl sl |2) iy W iN) track Risry's i
cormmpuriny was ondy delivired b dhe store st work by FedEx, bul theyte wlremdy slomost onl ol
sliv k. s i vy sysbem isibomatselly plages an oeder for s mioee with (4) _

Bvery moanity ihe wanulactiarm {31 |'||.||:|.n- liarudreels f thosisondi of coan HararTiie
v augipliers lilie: (&) i distribuotar Bl (7] o several hundmd
P o e bl o dnpphy fiores ol cier the godniiey B9 thie D Sy gets e dea 18 sef up,
litermlty hmmdreds of peoples e oontributed (o keeplag biar onllne

EJ Complete the sentences about supply chalm with the corrett prposition froem the box.

for  Trom (k) o e O with{x2)

1 BHelallees ardé LT
2 Wiholesalers place ardek manulacturces,
3 Supplicss| their cusbanem
i Mumdssierers huy componenis mib=gomimsnm
3 Dammdaliy sappleos previde noenuleciiroms s b erinks
B Trucls deliver jadita _ uislaniniesy
T CCusiomecm pdy foiniler, daully
I camshy
A Ultnaisdy ihe ehd-usee foys
evorgihirg

£l complete the diagram ol & financial
supply thain with the wards in the box,

delwnry  goods  imeeies

1 With a partriee, draw a similar
eliagram 1o the ane in Esorcise 1 10
shaw how you think the supply cdhian
b grganized for buying books of
miatic anllne, Compane yodl idaas with
another pair,
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itar Writing
K} use the headings m the OV bolow to creats your own CV with your personai detaibs

RARIE ['I'u-ur firel o gisien namels) and family of surnama)
Ling Raminer Marono

CUATE OF T

MATHIMALITY,

CURRENT ADORESYL
FERMANENT ADDRESS: (IF APFLICABLE)

EDUCATION: (yeal: from-to, starting with most recant] iname of institution
artended and quaiificationy obtained)
F070-201F Qwlard High Schoal, Buenns Aive: fntesmationsd Sacralaureate Dipfoma |

WORE BIsTOWE: {manthiyear from-To, sarting Wit most recent) itype ot work, empioyer and responsipiities)
Jue-Auguit 2010 halidey joli, S fecky Piera Hotg Kabg
D worked au .. | was regponsible for .,

PORITIONS OF RESPONSEILITY: (year: from-to, starting with modt recent) (position and resporlbilities)
AN T Seeretary of High Schoal Framch Saooiy

| pvganized | managed

armir e detai of languags and TV skiile sports oF culiura) sctiviies, deng Neerap, #1)

poad ipoken French, MES Ofce ond Adobe Pholoibon, wodepbull cidah drlving leence
HEFFRENCTS

Liew niEal page

E—— - NSRS = —

EN with a partier, eschange CVs. Ak and st quisstions 1o find out ot leost fwo mame
preces af informatian for sacdh Hem,

Wlich Pupw f Dicearliareade il jim s ®

Welimd wors o impad Qffreanli s el pomar pord il B Jach s Przzal

Wy et v g ety e

Writing
£ With & partnier, gt tha phrases in bold in this cover letter in the cermect ordar.

iDmar W8 Blagyl,

Aaa seeond-year tiudent at Cracow Unpaorsity of feanami, 'am business syporients gnin | keen to
thiough a thiee-manth work placemant Luly-Septernber) with 2 lesding intamationsl retaller ke

M Warshiouse

‘mxtensive of have | knowledge (he PC markel. and ‘assembling considerable of compulen enperience
for tambly and friends. In addition, my univeniity course In Customer Ridationship Managerment ‘a has In
given interest me mtailing strong

i walll ke & “mnd highly hard-working Intern mativated and | feel wee thiat | can “s contribution maks
your valuable organization 1o | am interested i all aspeots of your bustines, model, and “sccept any
happy posithon to b would you are abde to offer me

"o andwer any call | neat guastons weeek you will you may have, but "ot contect thme free 1o ma sy
feel please for more detall o 1o drrange an bnteryieve Thank you “sed time your consideration for, |
HRcerly prlrs,

Kol Kowaluki

< —— —
= » —_— e .- = - = e — A e T = -

3 Write your own wover ether for a job or work placement you woubd ke to do
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1.1 About business Weork culture and placements

Discussion
With a partnor, discoss wiial youo would do in each stuation and explain wiy

Yom e owt srarod woskomeg tor o rese coampanms Lo o

ai ey bo ok e amiart wind prolessiomaed e possibiy?

ba} wenr jeam nd 3 Teliln like ol the oiber emplovess

Wiy

i) Wl v s @l five o cloei Lo cvergung plas™

b} whay Mgy o Tiguhely yougr vk !

Wi

al whorye your wless gl opinsom an gladl meeiigs noened ey
hji say mophing (iee mne of ymr coélspgoes

Why

Scan reading
EX scan the article opgasite 1o lnd

a) bl thie mrmlary eeermmml demoarsiaied
Bl wieven eximples of nowritien ndes
g whed vpw' siall lesrs abwici wsed euliue and ow thoey o b

Discussion
ED in small groups. dlsouss the quastion.

I Wihai do suio think argamizadsoms and oomipmnies can do tooassd nogeiive arwrition mies?
& Wil sioriiietii Fudes dis vkl Invaghive o imighl axigiior iy Soliniey e an Fism
= goviramon ddpariinenl

= il padihie reliioam fom T

Think oboal

s il eibguetie, @4 dress godi, runctisabing, perinal alls, oeffee aind indh breaks

= polatmimbaps with collesgues, management sl cliviis! business partnon

o jLinncimy ani iniiulive

Wil wesrk culiume ghive sl o prelar b wdl 5 Whilch soubl by e moal diffewli
fer addapt to* Whi

Ll

Listening for gist

B o 1oevn) Liwten te Sandrs, An American business stogdent, and David, o British efvil
rrvria manager, talking abeut problems they enpevienced with work placements. Ansaes
the gusstions.

i SWhat problenes did Samire wmd il e
3 What werie thy misundeniendings thal cousied hee problems?

Listening for detail

Bl & tos007 Usten mgain, What mistakes did the students and the supervisors make in
eath case?

Brainstorming and presentation

[ in small growps, compare organizations where you yourssll, your friends or membern
of your tamity have worked or studied. In what ways are their cultures ditferent? Have
thire differences sver csed problems or msunderstandings?



Monkey )
BUSINESS?

Scientists put a group of five monkeys in a cage. At the top of

a ladder, they hung a banana. As soon as a monkey climbed the

ladder, he was showered with cold water; the group soon gave
up trying to reach the banana.

Sead, the selemiiats disoonnevibed thie dolid waley
and replaced onn of the ive monkeys. When the
P ke ned W climin e luddes, ihe ol
immesintiely palled him diwn and gave D o good
buabing. The new moniiey learmed qulckd and
enthusipsticelly judned (o boating the nonl new reeni
One by woe, the fve orlgingd monkeys wory roplaced
Adthough mone ol the new group losew I'h:,', Ty mEmkEy
s i allasessd to etimh the lnddee
Lihe the monkeys b s caperment. pvery culuane
nred o rgankeation hab i unsekien miles. These rubes are
probably the mogh
frocekd Bifluceidial
et om the
wiith e irmame
anl empliiee
happiness. Though
muiny winrk cebisiees
emlrmee positivg
walues such o loyuity, solidarily, eficiency quality
|,1|.|n|1n||| dievuligrmrpi gl Crisioemor wCTIGH alll foi
islbeiy gy pRinNodTe Mgl e aibilindes
i sty businessss, apy snwritien mile sotes thad
snirking loiig hoars b omiomo popore. thin aeldesing
reslis In one mesfiam aieed coempany the bosy pever
birmven the aflbed umdll if w dark. Outside (0 ihe car park,
hie chocha to e who e still worslng and: wlimse
office windows art dark. Stall who risk ledving
eariier nosr boive thaor office light em all niglit
CHber pominon wiowriben riilies §toiz
ikl the bow b dlwars right, cvon sibes he's
arang: I fun're ot ar yoir dealk, ywoniee nol
wirking, nobody compiules, becuwse nuthing ever
changées; women, rthnic minariites ond the over 308
w are nob peemied| the cushomer |8 king b don 20l

el BEC RSy mnnageserl are mede inberestod dn
srofitabiling

Cipen sobody roally kaposs whizre Diese proariven
rwlen e Broi, bl e thie neswy monkcys; oo

o pecrlis ek thaim dep very guickly, desplie the besi

inrernons of mduetion ond enepiaion programess
Ty siiiny $8F wpenk G minnagemant, o Ccustomon ind
io-each other grves sghile bol Wiraiegss o to an
urpanizaikie s codiun, o do ihe differenoes boeiween
whiat s wald, degided or promised, and what actually
gois done. New sialf quickly o wisen theis ideas
and (i ere Ustened b sl valoed, and whem S
bt b el them b thossel v They learn which
asatgnmmords anl aapeety af therr perormance

il i elsociced and evaluued, and
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can safely [gnonr. Manls miy be
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1 Corporate culture
J— Vocsbulury Werk organiation snd rewpanaibity

Ly irtlisy
Discussion

e rieryg resparmedsl | ees
KT Decide which word in gach group is different fram the others. Then compare your ideas
with a partnos,

I job roak  wosh  peoous
I immnger. Boss dwpiily  Supervisie
¥ vollegue doworher dmociate  cullaborusir

' Listening for detail

F1 2 0 Sam Shenton i 4 apw intern at Warndar Techonaloglew, a software
enganeering cempany in Teaas, Listen o Beriram Newman, e wpsrvinor, explaining the
ompany structure. Complete the onganigram

FECHNOLOGIES

Moy Tries
CED

% i, syl e

ﬂr_ ﬁ"_p - i1

o —
. g
Sl wivimind rutbom Warhoiing LI i IT & Technical
Wewica Deersret ERTTrerr Sasiiimum arrjilEy Mrsragin Flerl Moty Suyrpuare
3 _ e o IEA T} AMariigns Frapmm Sanages Heevirie Toble
Managur Dl cpapmmi Slsmagey |1y
Islia une Art DHizelir Ll evin midliwaie g
T ] g (i 71 FIginesre 1]
il e ater 1) . i
LTS T - |
1 = ' Usten again and anseer the guestione.

Wiy i fhae AT AL s wimpple S

Wiy st Blerirmm aoy (5% jpalag in-change™

What |s the diflerence hrvween the roies ol The ©EC oud the COCY a8 Warndnt™
Whia e Drysis anid whers des thyy besed?

What bapponed abuul beo years agn ™

Whmn did Rovnne Firade o Wiersdar T Winil fappened to her predeoossar

o e el P -

3 match the parts of these sentences trom the hitening to complets wayy of describing

rengonsibiinties

I Vire gt o e gl om @ e Dol Sk

Iniarvesi 4 She aksh Tonaliy fa| Wit Sy
regaarch . Bhe hiin Uk RooaeTEanne wekig ) ireeily weme

4 Dhgivnd juns ie Suisipuss I umicler it
L0y, CO{3, TP 5 Mirriiyn aboals ¢l ablirr fiance
Saandh for 15 Gy
[:u‘-:: B l':::d. = Lhg CHbce Slaluger 1y i imaiage Sarbeting & Sules
T . { Ht's reepemalhibe gl with me in Marciing
ks LATBSEIBE, ML B Hoxane s mchage I o Buiidlong oar prodsc packags
wrrl i et 4 My role s ) ks corw ol persantied

N | i T i sl AT B Tedhiien] Sugspar




Gy B Ey-T0-c Ay e
arganigram
piredesCeibin

bl ower

Prepositions

L] Complete the alectronic nowaletter by wying sach proposition once

glgafpiide & Al W a0

Discussion and préesentation

L vk in grops of three. You wani to open a privote matic schogd that offers o le=teons
o paapss of bl ages Depice

» wt jm respoeisibls for the erees i e Bos sojone

] it PR Ay ARET FEtE b rs el Aol wi

- W S ¥iHImNmeE o I'l s

Dhraye mi LIFgiriggreie  [e gaappaly struclune usiig 10g surds o i b

ST CRATTTE AT
dduratiormil ooy
plannani timetablies

cleaning end martenarte discpline
|¢lv|_|'..|| LTt AL ] ] OIAR I (Oareere
muatity #nd comiplid

pus] PR TR S i s wsienT

G aimdd rreas=r hbrany
WFTT e e MR
plbdic ralation

P R TR AL

imidTAFEE
prrthiing
FECERL R el st
Irarspart and |og e

Ed work with a parteer from 3 differsm group. Presant your masis schoal's onganization using
relevant phrases amd vocsbulary from the previous exdrcises

-E""i.""'Tr;' ...-“T;T__I [ o § =
.i".'“;-rl FF‘-T-*. l'r..' .LJ__I i

Defining words

U0 with a partmaf, pracivsa defiming words rslatmg tn work organizaton
Siisheinl A luirik g pugy | &

St 11 fwrm to pag I




1 Corporate culture

O opat bl 72 Past tenses
i houisl sught e iria =0
PRETGE ST s Past continuous

KR With a partner, take tirns asking about and explaining thase situationy:

Aalreab ywous 1 & b saw you o thve mewting yesterdy Why were you sleeping?
0 1 st ledpiong eenedfle 1o thivlilne Deepls
memory .
A Bdn g seepe il iarng

:“ il W 1 ewesrr g 8 e junt dosaghiegg @ e pereter s ki

cormplnnEs & ans 2 1 hwsand po b plvie yesbendmy b ihe, offles) Why sere vl g o o muinilics ®
Bk conting T 1 bunind o in w Gdccnmlemomoe yoalenday, Wy were poay shaniting sl yorier bt

Hip it il &0 i i i b coflee seaeline yedending. Why wieri v laighing sl ilie oew Intian™
badrwgeciund STaamar ) ol ub poie corpmiter yesberday Wiy wiese pou glaybig o video ganie?

FT—— B 1 e e i Ehie o pelrk geseriey W sepre yon Bleking thin ChEVe e

sm deed ety wrkes
oeve ast st hetoee Past perfect and past simple

by B} write endings for any vie of the sentences below. L the past simple or the pest
L i E pirfect as approguriate. Your gartiver Rl o guass which sentence the ending goes with;

Aliviin wiructinss b8 Beal iy iR fiteriene gt dinieriaty i Mgt
S H: Yip fard foasl patsanyl our axaiy T M Wiy aoam hwi?
— T 1 Becaute
i Sod ol ey lees do Arrdeis @i i
I o fi passed nay e when
2 Whain | s i sl ol
3 1 leod @lrously dlsnn ool hobhidey jobs wien
4 The firdl tinwg | came hiees
A B Teiid orvee Baepy sii Garvlns s aden
o 1w emplerely laist o the fird day beoamrse

I lendny bl aey poecsd e Jong Eme when
W hern | el vt i | i abicpeisal bocmisee
8§ lsodd juest Beein on lenlelay ol the sesidde w ke
i Whaim | hed eha mews

U0 |eodd it (eiedid s godi wclimipn

10 tiewpt Bt pos hoyprpny i il Wle g wfyes

Advice structures I

In small groups, thike turnd 1o vk for and give advice on the paints 18 belew
Lhve sapreiasmms from banes A dnd © 1o give, soospt sl msject sdvios,

You shouldintl . iy inne a good deato . IFs (unhsise 15 ... 1S important (rol) 1o

Haveyoutmed .7 How about .7 Wihat sbout .7 Whiy S0t o .7
Hiswd yeiid thought all _ T o eocld il . You sugivita . Youl Siht voart te

Good wie [l ey that, Vs, you're quite sight, OR, polmt teken
Yourvw Qo s polivt, (bt ) 1 see what youd mman, (bt ) Tow may be rght. (ot .
Fmonot sure showt that | dan't think sfarwill werk.  You're joling!

I o 1o s @ sl pruad el a4 funs b h.r.L]1 USRI Illrlrl:l,'
J o o b popilorin the office 5 hiow Lo gl @ piamoto guickly
1 hivw le mimmage yoier vme eflectivell i Bisa Lo Raihign sirees

E3 take turra o ewplate the problésms 1-6 below and give sach other advice on how o
solve them. Use sxpressions fram boxes B and C to give, accept and reject advice,

i o prdlalemn wHE your ear 4w pevdbm a6l ey
4 W poabbem wriboymr cmnpirier 5w problon with 8 collvegure o el
1 i |'|rr||'|||.':|r: wlify yorer ipachier it w problem ol Unie




Interoet
research

Seierym for the Bepiearh

hawsinpm ke Whitn

el YARAEE S Bl

|y yan™ Tuil w ok

i1 PO AT e

waibhgall kg i
e ————

Listening for detail

:' 1 Liwten to an afterdinmer sigry, Mumber the seant below s the neder they

happaned

| Thhe luepesi ¢poceel s promilh syl eemp: belidnd the CEC)
_ Thiere was a lowd spladdi
1 The VEC grve & oy
The £ELY aluvravsl the exegpriives the pasil
1 Everpang ran Shih i Use posl
¢ Thie CI0 askod ta CEO ahe wan TPs[wmistip
U The CFCr dlbmbed odil of 1ha il
§ The CEQ challenysd hisjosm

ﬂ = 100 Litan again and tomplein the serdences from the story,

(I | T ey et Tom il sl e el lves arommied] ks lisudices
DUUERTEY [yimse
& Abthe beck of the B, he il largesl swinsming pood iy ol them had over som

¥ Thusy b [sllinie the CEO Gsaiipdds e liprtsitisg whivs sudadsily el &
Ll aplush

4 Fverwing amidl' e il e (e ChGe Flasnciad Cdfiee
Do Ribs hle

8 Thecrestasthilgs kb w byt b thie = ol the pom

o He ety okl o the poal whon he the: masih, ol e nggesi. crscotdiic

.I M ARNNL AP DaiEmid hidi=

Telling a story
EB Wiih a partnoe, tell o ttory in your own words using approgriate past tantes

Giving advice

3 Match the beginnmngs of the sentences 1-10 with the sndings &1 10 make piecen ol stdvice
for new omployeo.

1 Yo shaoaiid a) enpact ws fntl an me every gy

3 Iwwumwise ) luaera 1 et goiaks

¥ lisa guaad dea (55 U S TE TRV RET AT STELT

i Vi wimon Al iy i TRk Ton neany persnmal phone-celi

W ol el g1 In lemrn proper meeing holaneom

B 1's e g 1din in M @il respaonsllbd By T prosiibees

T s v gl e s duew wital asal bow (Hiongs ger doni

B Yo shasldn’ ) Al e negloel ferming efioctve relotlansbips u work

Yoo aduoild i e peduee seresa by lmlaecling veste DI

I You oughi W empect P pou wall Sike ovwry tank

EJ With s partier, take turis sskbog lor and glving sdwios.
Briienl A e o page | L4
Fhudont 1 b b pugs | LB




1 Corporate culture

DRSS T SR
(5 JF ST

M plomptic Sapreanicng

ralEmanng & ome-to=om

gl tiags]

a

00 =i b o B G R e

ry

1.4 S5peaking Meotings one-to-ono

Discussion

KB 0o the guestionnaire from & business magarine. Mark the statements Titrus), F (false)
or [ (it depands] Then comparm and justity your aniveers. Telk about how ditferent cuftural
and buslnass coniexty @ffect your answers

OFFICE ETIQUETTE

estionnaire

-

It i= parfactly accanianls o call L Dosa Gy thedr Bl namp
o S P socidl e wis Fanagerd anee Wi

i i sugeEno osss you o bog coffee fora visips vou can 129 Dearm polbety 5% not your ol
Fessnnm cafin sre Beosatsble ORN ot Cartsin trws of U day

Staymg Ipte &1 1he office o Tnish yoor wore I & sign of imefficipnsy

In mps=ings I8 I8 nchisabibe for jenste winll to spoek Gidy wihien Irvifes o o 6o

IF i O, fo e s gl Diinihag o miipd |y, gDoWl ey ia impitee [P bossess

It = piot adiizanie 1o hawe & romantic reaTosahip with B cosworiaE

'. e LS

Listening for detail

ﬂ = TE=1711 Linten to bwo verson of g convensdation batwesn T|“-lr|'|', n wrlern., and
fmaon, her superdisar Undorling the words that dewgribe Simoan'y behaviour. Then compam
WOLF BNAWE With b partRer

Vieriloe '} = S Warsion 2= Simon

objectr  impaticmt & good (s oigecthe  impasiant A goad Ekeaer
dogmatic  diplhimatic  friendyy.  firm dopratic  dipiomsts  inendly  fem
whderilinding  insimeere albbiolLengn urgleritanclng  imincere aufhorfarlen

thrmateftig  wwenk  Framk thieatening wasl  frani

EX vith a parimen discuis the guestions

1WA B S s Coinamlinksatnn st nkiare @i WL Lpealaagg 20
hre thieee wiraummans whes the-angds in Verion 1 18 meierg spprosimaes
N el Bl s comiiemuppbcaiios stylios Be s sctcpiliadhde and B eliecineg de g T

Liprgispigs!




BN 2 o0 in Version 2, Simon uses madal verbe, introductory phraes and negativs question
o make his advice more diglomatic With a parines, find sultable words (o completo the uasful
eupresnians tar being diplomatic in the checklist. Thon listen again and chack your answers

Useful expressions: Being diplomatic

Dbk it b

Vou.  wanlie . Yirw coultl maybe . Your'd dhoy bvtter tnot] ta
Introductory phraves

i think = | - o ey Ehat - Actudlly, §ifink o
MeQative quedticns

S— R B Wouldn't youl agree that 7
Wolldn't it be better (notjio 0 Why_____ you .t

Diplomatic advice

B3 Make thesa comments more diplomatic
I e aFiokilda® dimnirs polr eo-warhie

2 Mo wi el Wil o yamhi aimn T pErsmnee
3 Pelogme, or suw'lk never finjsh the job
d - N abpwmibiny el w0 poer sk
i Doni meke persanl colls @ wark
1E s Egmacs poner oolligite dent exped hen o filp

wd £

Yosh T b wderst T A1 61 ol don't fnke care ol vour Bfewierk Balunce

3 With s partnae, read the dislogue slowd. Then read ILagain, making it more diplomatic.

7
Ay Nimi dimagrnind winkh the? el e ppaerming Beor i grwced diken!

B 5o wlnl™ | waw righie, b s wrinne

A Had wo're alvay S0 RpsEre s

B And sou shoulil mind your own businesd

AL YAl neseer prrngstess in (408 comprity |1 suu can'y iecepd crfilelam

b Soibat's why yod mewer got pramasiion, nighi ™

A Wil b yen el vour aitivade, don' erpeet iy sigipos fiom-: mae
O Lok, jwis forgel B CUKT 105 ol e ahywiiy

Lt sl

research

Sanmi i bop e epnrds Rﬂ"-ﬂllf

:;:ﬂh':::h“ B with a partees, hold infarmal proiism-solving mestnge. Use diplamatic language 1o help
sencrare Dof Ernjfab mwﬂrﬂmi!ﬂuh|lmhﬂmhm
@anilable o tre Wich? Studi A i b poge LH

——— v A o e 120




1 Corporate culture

& formal phress
Discussion

Hiary, & markeling stodent, s it fndched his placeswsnt 98 Cambeo Corp. an
enginesring comparyy in Littehampton, Mew Jerey, He has to write s report on his
sxporenies. Disouss what you think this report will contaim and what style it will ba
i tharr in

B gty g g

Model

ER Reod the ewtracts from diffesent sections of Hanry's repart below: Choose the cormect
haading a-¢ for each section 1-5,

&) Ohsarestiome aboal the ompiiny

=1} ﬁ|l]ll.-n|||.l.

el litrosclis e

dl Peodsibomnl acfoursemrnts gnd comelosinns
¢ Viwperriamce dwriog work placemens

1 —

u simmonth plocemen with Cambico Corp under the supervision of Mr Geulfrey
Thoesun, Mirketing Marager The objective of ihe intemship wes s design, cosduct
and nmalyee the rowalt of & marke! uudy for o new electronic ges e,

p——— .
i — . e e = .

= |
3

reapone rabe o ihe Ol ol was very poce, When custoness were comisciod By
teleptine, i became elear it many ol them had not undesstood e first guestion. Th
wrder ol the ibems was therefore modified and the rosponse mee incressed by 200%

e e TR — __________,_._._-__.-—_._.-—-"

3

u bong leistory of sponsaring focal sporis and cultieral svimty Cambeos reputation is une
of ils grestost struiigihn. To obtuin @ similar pesult through medie compaigns would cos
wifliaares. This aspect al e cinnpany's markeling and PR podicy was ek st

. i e p—— M= —s ™
s

4

whmmunication dellls in particular Devolopbng snd pecforming 8 market study in los
teuts s monihe was 1 majir challenge. Fortunatehy, Twas abbt 10 apply the knowiodge
1 had acquired in smurketiog in yeor twe ol my degree. and the results of iy study wiere
extrestiely well received. In futare, | think il wenibd be very heiplul i)

—— ————

B —_ "

b meludiing ihe Sallowing dosamenia

A Dhally ermnd 1 Thask you ter 1o Mr Thomsen £ Evalastiomn lotter from Mr
Thomson T Résumd | Cambro hrochare and nales bileratune

——

B S — ___\_______.-——-- _.--.—.—-"—"".
Analysis

EX pedide which section 1-5 af the report these walo should be in.

L) Ay of migeewe ind Billoro
L] Chrretives of the intemshig
L] Detuibs ol yesir reaginnnlbilites

| -"|-Il|||1|ﬂ.|| dal witiar you Jeormed

Evuluution bl the comouny @8 4§ mrewiul emplover

__| Bugpestlsits for the e
L | Deseription of the compuny wnd baw i e nirganLIea
# [ Obserstiom on the companys cublure and poiicies

|
F |
3
4
3
L]

L] LT AT




Intermosl LEII'I'EI.I.-HEH' focus

I'EEEEI‘-[;]:I. EJ Match Henry's informal diary entries 1-9 with the formal phrases used 10 talk about the

b e e aarmi thindgs in the report eatrarts i Exercae 3. Unglerfing the farmal pheases bn the report

wimi Puliil @ e Fibigi 1

R T — ! b btz iz a wiiw eallad dued v 2 L e il
Faregy ife b B laarn
MpEn =
s = Thelww £ uaflad bty of duiierry [ Cf may meally dorriegd? sed pdenurd ey
- —— Ll | -
] * rrmally Sederetmd whea? liap prebdes st h s Tn'u'“ LA Laar il adw b
AT & sairda ¥ Feray |
1 o, = ek Thd g D o) e 4 Ansd = s ranldilw HAE i T b T il
L T € &Frih & el ysie | uk befier Phas el ny o Bownrd ey
Qutput
B :‘ 100 Liiteh to @ conversEllon betwesn Joson, wihp s retonily completod @ placemant

ot Biliog, an vaporier of consiruction equipment i Birmingham, UE and his friend Aléls Take
notes abour iadon’s platement in preparation Tor writing his pletement repor.

3 With s partner, srganize your notes from Exercise 5 and lason's notes belew into the five
placrment report sections lsted in Exorose §. Then srite lmohs plicement repor. Bemamizes
to im mors formal languags

Wi !r|||"l'r s Pl saparf stac, warskawss ha v moww ghdFieul b
':.,;:i.|1-||-1-! rl:.:-n.l‘-f-d Ll anass] @ waureR TNt
= dotifle-stenrs iwidormndion — wry laperfaad faocw
~ ughfta proplom 9 wErdhrioe - Arw ' ur.:.1.".|'.t C T T
i By P attecle dailv e wal ol sl S
o A S mipt el fukds 5'--_-._ I ln-n:'!-l
- [pgrwl par cade Tstea = iafasagt lum
= T0E mUEES PR e I-il'-l‘ll.l.-\."l = I‘l‘.‘llll.'l-
_'_'ll'lll-: ir latfars Fo and Frowm l-l‘_-l Wi¥ P, TP N

« migf oF tins ba femvt D1 fea, alsd chariing powlaisars on warshopss

LA N B R NN BN

amry Firies = nned o keligae ang!
e

Orlowsary Gk Th

appnniis
gnarbias
rralhnt
rappet
fabm 1Fue inilchey
WAL



1 Corporate culture

® counsetiing fiils 1.6 Case study Counaelling
P mxplhiag protlsnm
Discussion
B el gduice
EJ What kind of personal problems can interns or employees experiende when working
nhroad™ With o partner, brainstarm s Fat.
Listening for detail
ER & 11 Liiten 1o an extract from a lecture on counselling dkills and comglote the
handaut
Cousraariling = BERrE, Rmesiente & peranndl gredilen Luing e swm -
COUMSELLING SHILLE
ntermg haipirg anmininy T merhveng e e
rEardLL ALY peisindliag BUEHITE pEinn
diifkeg il P T
Memeow=___ Masetens_ masiitese
.-—'———-l——-hl—"__‘_"-i—-l'ﬂ-_....-l-.l*--_..__,_.—— -

EJ with a partner, deseribe @ situation when you helgsd womeone with a problem, or
witan someane helped you. Ind your experiance corrmpond o what you heard In the
lectura?

Counselling language

N Match mach phrase in the ban with a counssfling skill on the wncond handout below.

gl bty Sy i
L L
St tommun, . ByouTe uying that 7 m::niw-mﬂﬁ#

COUNSELLING SHALS CHEDRLIST
Comsaiing skl Deseription u sk Uit hramas of Bt Lomgrngs
:I.H‘q-rl. Rl wa, Wy i, Wt Sabe, R0 00 gFL AN :
 dunsSonu -'-ill‘ﬂﬂ-l-l'ﬁlllll
Tm m#ﬂ_
| Ml‘ﬂ'“i‘ﬂ-

¥ Fowrd mitnmion u--- e Ll i e O e i .
[ bocy argaagn _ -—.:.&t

§ Omagrg S e e by soodeg e seng
Ui, N Y, | o,

ﬁml- -ﬂ-mph#--pu--htil.-h
m-hpﬁ—lt-ﬂ

i By g ﬂiﬂlﬂlﬂlﬂh“.
Iﬂ“lﬂu“_

 Cambsating fhmm”m“mm !
whn 'mmm —

Y R T mhpﬂuﬂfpmwh
.-I-. el e i _ﬂ-ﬂ.

0 PigeEamg - Cazmbia whivcdy of fim posacki opans the
T I eoches B tackle e

I.ﬂ' ii H

E3 Add one mare phwase of your own to sach counsslliesy dhll s B handout m Exercise 4

20 N LT T
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research
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Vi g 0l sl g

lgjlar, The LIL pi
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g b blemie

Wirer smmiih Wi el ps
fear- e i

Bady |andgiisie
Buprus baik
mho
Mgtk
apef geglion
mtlank
Daraprirgs
i e T i

Roleplay

8 Work in groups of three. Take turns being the problem holder, the counsellor and the

el T T
Privteleny lobdor

Prrlslean hodiler A

AT B TR T T 4
b B s do paeee 118
i |

Problem holder © furm 10 jsag

Losay b imToirmagficn proee 1 resmond Po ine Co el

Conatlon

Chidlle thes mrablenr holder thidowgl e il P s Ll SoaiprunEstlarg et LLs
Taise | bing e | Thee elica kL (0 Esomae & (s Relp fre ool Siobds

protalo

(ihseryer

Wi agive 18 Il '.'I". wEs Al L Lk ni ST R TR T
infkEilime shalke e i lkered L paness misel el Iy e Duem A

Writing
B Work wiath a PATIREE Tou an on 8 plarsmend in a T ornegn cauntery

i) YWrnle nn eenall o oue partier epliening the problen
kP laenge emadls wcih s wrEmer YareeE e BRI sl
¥ ilat g g U Dem L Blseny 1RIEl

unk goeliively

iy
et i

| Cary e EEACT 1y WP e TIPS At e B ey T
Wik | JTa rn_, |F.,,,.|.a v"r.f
wird e 1o Mesp Ehings . oerpngive

e, Slare you'™

i [RiNT My ol Yeed

Boiuree s

IEavinig

PEarEiin L]

W I e

Ity periecthy normal 10 leed thal wiy
1o corrieteet voud' | s abde 20 Tind 8 sslution




2 Customer SUpport

P iunimre AerYcE
Terhindlogsy Discussion

KB From the customers palnt of wiew, does it matter whaere & call centre 157 With & partner,
{hink of mesons why it ix or is not important,

Scan reading

ER Head the article oppesite ahout call centres i the Philippines. Declde Il staterments -1
arg T (true) or F [lalza)

iz Fhrilippites hive cnwriakien Indio s @ Business procesé ousourcing peosbiler beiobss

| oml milfions of Flipings ensigrole overy. your

1 hj chianges fo mmancil fegulabone ive mode writing i cul| ventres mdre attedctive
£} calk centre pperaloes dewn 't Wand u pul gl Ve egs mone vt

L1y Acmsertenn-cusiomess uandssnand Pelkpiman Betker than Bodiune

T Filbpdos jmolhir longliv is Tagalog
M Imghmee pall pewpees only provde ighelevel ool sivices

Summarizing
n Match the haadings below with the comect potagiaph in thir text
L Plusga for I s il : 3 Lindims sy Check 5  Liwerming from Tmsbin |
2 Culiiss ehamnge &) | Lonigunge ol miccoel M|
Intermat Reading for detail

research
St Py i Al g il Decide webvirthes ey mprment stangths or seeaknesies, thredah or appartunithes fod the

EX wWith & partnier, discass the significance of these words and phrases from the articke.

EAiT reieteE racst abune Ehllipplnes and compiets the SWOT char

erk lmate dhewn sarivm ,

wsgmrmrend by rall = bars, rosbaisrudile sl shoppieg malls = pimtuliasgy projects ol % (LT ETERATTE S

FAPITE SpaTAbaes WhE = i b mmiplovers to ane fom sork = nadfaomad langnage - haw frewics

raf e glare 4o crme e v I|"'|'||:||'|_I it hll 1Redr ikt = gmrelinhip infrastnariidn = g ifilfis

thin Lyowe ot ab = Hour srellsn csllege grvfunies = oapericinond manzgurn
—_———r——n

Pl Paserabial

ffgrmal  Strengthd Wk netes
farmma pubtwrst inks
ertemal Opporumities Themirt
factors

Listening

w 116 Cloud computing none offers a thind aliemative to domect of autwobrced call
ceEntres. Listen b an interdies with thie head of cuitome: relatiees @t Groupon®, a ‘desl of
e doy” wilbiirie company, talking sbout new hnalogy thiy wis AAveegr The Guisaiions.

Hiny dioes Mprmeriv il &1is calls froem imprirtadit ¢

2 Huw iboses Mugiarhor oy callen o the biadl casioonses e =111
T Whenl s specind sbsis Cinaeipon's cnll oemire wlall

bhony Uews Penmporbure dvnild Cauieanar restralioag

Hunw gl slumed-busedl sampnlithig chinnge call contre stails

ot ik

[t ] Aoleplay
B work in groups of theee, Your campany provides an saline music-streaming service

1'“'“ i i rustomers all ower the world. Hold 8 mestng (o decels svhase 1o 52i up Your new dall
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2 Customer support

> piwpenal qualive 2.2 Vocabulary mm

B deribing proginm

Adjectives

BB With & partney, decide whether these adjectives are most likely 10 be used 1o dascribe
tugtamars, helpling operatan ar bath, Wote € (fustomar), H [helpline aperators] o &
(both] nexl o each word

P phtal seris far honing

prmoyed  chewful  difficult  fustrated  gratelul  belpful  knowledgeabile
patient  perwiative  plesant  festwinng  deilsfied  wenpathetls | Gpaet

Listening for attitude

EN 2 100 20 Liston (o eight extracts from helpling comamations and thooss
appropriate adpctives from Exercise 1 to describe the speakers.

Describing problems

Fl Decide which device sach of the sentences can reler to and titk () the appropriate
calismns

i
photmcopises
B

% | mobiie plhons

"
B

Welnert Fwwetch it on, nuthing hagpes
it Beake densiyon the sy 0o ek

It wmmen o mihing
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| zan's wartid b off
[ P ——
& Wi T

s oud of ondar
| i (08 @ corrplete witeofT

g - R R TR R

=
L= |

Trm Batsery's dend.

Collocations

EY Choosa the best vert from the box fo complete sach collocathon, Use sach werb
once-only.

winngy deagnose  edelile  eachangie  gve  dentily sertout  walk

| the Wi

| — thie faily

3 i

4 the cunivaingr thooligh e process
i ihe probhlein to o apesyoe

[ & winln Truam owr echnigeam

T thie peesteied

. @ il el



Antonyms
B3 Match pach vert with lts opposite,

| Lnnmee il diennnest
T jsen LT T PR

5 Mk ot £1 pusly i it
4 riless 1) remoy

b rjalusy ¥l rumees
& wrrew i b saknipehy ool
T nErm (AN Ty

) Complets the instructions for upgrading & PC mamory module using 12 of the verts from
Enerciae &,

Fiesl, [ 1] e Doenoet 29 b pieees cabli, s thil the PC icratne eni voad

Thee (4 ane |41 ihe wile-panel Sewr, (8 ihe feinirdng ofips o 8
rwiarnd of the aki memory modubs: {71 tve ol mismairy. madisle. Carefilly -
. _ Ui new memory module knd (8 — ) [T .. Ehe whed

] e =lips ) ey e (14 FLTIRE Ll miler gt iz}

(i the 1N and hirck Thal the ew ysemeery 18 meeogniecd

Phrasal verbs

B3 Match each verk with the correct definition

| hang g g renes & call SRS T el iz d ool

- 5 | LIt M entrel b e I|;n||;|'|| v wlay we Lda

% il Back ¢l i lpuder T et ek g il ek ormE)

4 ol Phrooigh b ierminnte a eall E tailip dioy b reduen ooeall
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ugsri
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research | —
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Discussion
Compers your findrgs
sl pERl cpn |jilden u in ameall groups, braimsterm ten 'golden rules’ of customer servjie. Than present your
s fram Evenie 8 ‘olden miles” o ancther group




2 Customer support

Ferniti Quigdionne

2.3 Grarmmar  Duestions and Instructions

i s AT

ner Ty Tmatt Hiave o
I i
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memory

Fentia g tieng
Firliery vl & Bl
= A0 il
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Earap |7 e, il o
whifi 6 Wi byt fi
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Listening

“ w 147 Listein Lo somn peophe playing Guess the Progdect. Try 1o gusss sbal e
mystary product is along wath the contestants. Then continue bstening to ddk poir

205 i

AANET

El & 1 Liten again and completo the guestiong

i an T i i fmnd

. {ni wiiarhe® Y, i du

3 in eveTy Gfflce™ ew, fma vieaild
i o yoar pockal ™ T, YT oo

3 vy yimrs g ! S 1 didni

[ plectrcily Yes W iloes

I wpncah i pavoli ¥ S, ot dog
i with cinnpiibgrs™ Yisw, [l b

u ey iy SA0T far, b Qisesn v
16 by wlinie ala rEs, -l

EN ' vmall grouge, taloe turms choosing a myalery product and pilay Siseis the Product.

Asking questions
n ok in wmdl grouge of As or Ba Winisa question Tor each angvear in your Dist elow,
A B
ol 1 = Ebanr
o leml B2 0080 4 wine = b Btnwlomin e
alpug 0k s ptiwpeen E30 and €30 & musth
v whimnd e years g v kil Linkie
* @ home o wrodwertining tho jaoodiact
«  Harach Oibmmi . 52

L --I'I'rr-:l|,' i ikl

for ket lhe wenrs

R T = Tormiila, Qo™
w oallee = | o0 Pesbiuran|
= sTELE E U Sl = T

«  mipco the 18 v mpbile phones

Sy [ailus

g Cllpmmpie L
o b food amd afrink
Sl ok G e

“Yelwoty Wlintels
UFCE U i

fir micet fmpnche
Tiniskn

B wosk in pairs, A and B, Close your books and ask sach other the guestions you
prapared bh Cssrhe 4, |0 any onden Lone ons paind far sach (ommegt ndwer
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research

Wity thes et vy
ir Iwdrn Engfah! How
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Pl T T grEeTTmart
ey o | bl P dnire
wocsbley Sewh

o i keyprcady FAD)
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Making requests

I3 complets thuse requests with fax or faxing. Then put tham in order 1-8 from the mon
diemet (1] te thie most pakite (6)

L_] Ui i, Lok i cralil ,1|1|.|.||!1|-:| B Ly ilivlails el

] Would you ming i v densis™

[} Can you e Al ednils
21 1w waamwbierimg U g weonld Dawe mivy obpectlon b e the dewils?
L meile detally will pou™

L} Cunrlad g in s gfeiabl, jlimi™

Which ong of thesy rexponsas i not appropriste for all the roquests in Exorcise & Why?
a| P afrald nay Do ieoul ol oedes

Wi I o i strakght sy

i) Finb st bt 'moibod 16 the offce

il Fnon e phor of fime octualiy,

il M o pendbeni

Roleplay

00 with a parnor, take turns boginning these telephone raleplays and nesponding, Choose
suitable forms Tor yodo recpiresis, acoording to the answer aopecied, and give approprists
anpwers. Ask your:

cellempad o sl o a sl o et e o adidresa

b B rivie yoir o advance o ndmt moanth's silafy

wuppics b pembpume s delivery by one weel

slipdrwlngf 0wl 8 pelimmere lor v job appllcetos

Pristiand b lemid sl thelr Bnfitep for e aeckosiil

curslomey b call back Tater wihen the sales manager comes back o funch
bond manager b Tesad vonl o il doflamn

l.|||'.'|I|IE'I'1II ||||Hr.|1l-|.- this iilflee gaosllve i hlne il i -.'||..ur|,=

Giving instructions

) compiete Steves sida of the teléphone convensation using don't. might have ta, T have fo,
Iirewd to, don't Aaes fo oF fAeedn'T

Sy DB P First ol all. o open the pesdon Sy walyaombouie, (1) Il wipptin il
Behect whunge carmidge’ from e meno

bl s = — = ——

B Ex vow il evorst yu (2] aw il il o, el e e cin' s s ineni!

Peie

S Moy thors sl right, you (5 awiwh ilve PO on, e the prmer

el =

Bdve: Sp now yoil gy pemoke the ald anridge. (1) lirc AL LE s bl s
1] plall it back fest, thin upwands

el —

Rieve: UK So i et cpe sl the new corielge. Yoo imd . resminen the adbesien g
flest, bl bie eorihis! v (7] il Uis ;|1r|l1l-|:|J chicalls - (i e vy Ireptlic

Pele

Sievie: Might [E1 nak o i boms whimt do sl e neve ewrtridige. il o (8] __ _ hoallece
Llsanelly f1's flsie us b ks

P _ — — —

Sevic O i, (90 _ ey the old durridige sy, Yo uan recydie i,

Peter: 0 — faye

Steve: N thars all nght, Pete. Yo (10§ — worry Jie by e @ eaHes somm fime

Bl & taa wirite Pete's side of the conversation, Than fisten and compare your varsion with
the recording.

[X] choose sormething you don't knew how (o do from the st below,

«  changh e sil o o gl o upgErdde Che ool s youe 0

=  praoniey ®@ press oonforence ¢ pabbshopour webslie ¢ Lyt ooty idim)

Fired someone who knows e to do i and ask them o expladn what o do, Ask quesisen
andd/of reformulais their andwens o check that you understand,




2 Customer support

* hendling B Tnchnica Giving instructions

Lafddlall o

B rapreriiaeil Yo geving

TP G ST

KB With a partner, practive giving imstructions by describing a symbol s0 that your partney
can draey 1. Do not loak at esch other's pages during the anarcise,

Srdaril & trn sn pepe 114
Brindent W turn o poge 118

Listening

« 1 Liatan to o softwane haipline convemation and anower the question

W | vhe cssummer s praobiom Whuat help doo the-apersing givp

ER with a partnar, decide which expresiion in the talsphons language chacklist below
ware in (e conversatinn, 5 o b Than listen sgain apd chacl your smwery,

Telephone languago

1 m) P |kt plling o of hisld lor J inomil bl Fipake hikd thii 1l

3 &) Dean spesking b} This bl Dean

1 &l What can e P |||-|;|,.|r Oy e an | el pouy

4 &) WSar exactiy veems jobe the probjemn? by Covifd you ouplain the paobiem you'ne hawing”
i &) Thelneyhsd i iEy Rel w uiry good line

foal Could yera ek wh ol lita? by S o Bl @ bl lewder T

I &) ' oonnect iiu o by 1IF ot yoad thmogh po

i@l The saendesi i angagsbd bl The naerbei Buvy

& &} Can bt her to ol g bock? B o | mk haet {0 get back to you?
10 al Soyou'neon ] 5o, your nurmber i
1 &) Coul | Reye o naEeE, peedss by Wy pour neme, plesse
1l

sl Vau'ie edelodine By MOt gl all

Iimproving 4 conversation
n With & partnet, med this converalion dloud.

Helplme! Sy nalpline, wEl & minne ¥l
Wohat's pabir preribylesm

Cusismmer: o basing proabale with THRAF fes: | een
Sired (hem

Melplivie  Whal'™ | U 1 iyl

Costevmer: | sasd | e’ prent PR Rilss

Helalime: il T di ey =LY s

Lt W, cvnehd somn commesl me by Msnctn
WM e

H ek A e FOT exner b gona okl for laseh

Gabvr i yomir namd BAd vl ol vl T
[ usbiniier Dl ndl Aglsl, 1% Lagssrsmpy |aierale e wied
|||'||r.|!|:" Er, poimieg Wpaipi
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Heknfin iTh =
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wll e e st me powsibide, Caoodhg -
Lin —— e ——
Helpdbee:  Yeah mighi
| Dhechdy how thio corvprestion ould be improved
! PYRCise el amprosy] velshon
T Wime chaakar fdlies wirt io ceae LS smd o Ve sarie abib w sl isF ormrereig b
Handling prablems

Bl O 106 Listen to anothes helpline conversatlon, wihich |s based on a true story. and
AR T 1:h|1 qIJI!'I.‘tIl:IM

Wb s i cusleprers wriblewy Wi kil [BEFFATLAE % Al *




Intsrmat 0 = o With & parinar, find suitable words (o complete the expressions in the customer
e EEEII‘C]:] support checkiist below. Then bsten again and check your dnswers

e 1 L BRT vl
vt R e Useful expressions: Customer support
wbrirdl @i Vi @ rode _
grsgraATiEe &bl S I'm l'lli'l-l‘lg — .___HH-H Wmard, WAL 1 = Ty before that®
ol i livferesty. Lsten Mgoesn® Wit i pomis srees ik Py |
walgriwiny, Thint bail @ . secegn anpthing when | type Have you Fitting 'Ewcape’*
partree slmugg i b Mothimg Dt i Vel
moal EhereERing pannes L —— type avpribang. Chiin yis the Lursiie arouradF
it I'n heiwlng difficulty rannecting 10 the (nhermet Doans yens bave @ povnae (ndicaine
) it kneps crashing Hives yod Inntalen wny rew software?
What happerts if you grei Tontrol - At -
Daleda'?
Giwing Wistructions Fromiging help
Conild o o B back of the moerar? P sormwone call the shectricity
Mo you jum® b6 Poflow the dord to the company

plug. 1'1) gyt e tmchenien] export 10 halp youl.
. ybuio ook begk there agale W1l gt B £y I8 cougiie ot hours
PedTln ________ 12goand get tham i havn 2 Yechnician call & 5000 i poasibie
Than i iyl B ke 5 bisch ko B winre

You'll heve to adjust the setupgs 19 the contiod

Eh

Roleplay

With & partnes, iss the chart to raleptay helping o ésllpague with the techaicl prohlem
belowe Take turns being Studert & and Studern B

Tl Sl pranl pour repoe
Yaiar o hibe phong docenl werk
The widet projocior doan | work

Wiy cmr won'l sl
Vit baprbiep i froom
futiur it faibale)

Theer new o lagliia o yoner off oo

Stutlent & Studurt B
Exgiain ™ probiem
= Diagnoes povible cages
Arpwer Student By guestiony - f
& Gl Indnuction
Profdem sadved? =
¥ "
Yee Tz, - Prosiise el
¥
i Think Stisder B

LUPRSAT YOUR, COMPUTER 15 BUT TF vOLD LIKE
————— OESTGMED T BECOME SOME FRLEE RPE
T, SLOWER AND MORT T CAN TELL Ou MO
TFOUHAVE & BAD UMATLTATLE OVER TO DEFRAGMENT
-"-51! OF COMPUTER TIME 60 Y0 HaVE YOLE DISK ORIVL
w3 TO UPGRADE
[|=r.'. Ary ] il i ’ |I
Come again? Lo | P> '|r'.I ]
L4 ELi] i B A = e HH
irenew : u
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2 Customer support

* gl of formalivy 2.5 Writing Formal and informal correspondencs
B i gpeeibior

& wrnving el

KB with a partrer, distuys whal diffesnces you would find in your own finguage
between formal corespondence, &4, & leTter to your bank or your legal advisar and
Infarral messages, &0 an email to 2 friend.

Model -

EN Read the four amails below and anvwer the qoestions.

I Whiet el Is from:
L & custismer service deparment™ L & furior gollesgus
L wsenbr gollowgas™ L W customor?

2 Which two emalls are formal™ Which two are neateal/bnloemsl?

e | mEE | Py = O mAED =

' Teanr e Pesthort
AT i et eiaT T g e e prnilear= Wil may ierneriaer e et ol ine mifes Chietra panty
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Language focus
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Megjuiests

Sahatation

Rmad the nawt four smalls the people in Exercise 3 sent and ansvwer thir guestions.

pateh
Toajin Morssl
writaatt I Wihich teo wekiers ove dhimmped sghe™ Wing?
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Output

EX wark in grougs af three to write and reply 18 business emai using appropeists styles

Stinhiert A; pje | ES
Badeni B poge 116
Bttailirrat ©: pagit 119
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Discussion
n Wiat annoys Yoo most a4 3 oustomar?

W PO RICE praduci et tan'T o whal fhiy clanm
e ol pr e Smaniboes, ol reppie el
podrly tramiketed ippzructions.  baoing put an holo
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Listening for detail
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Solving problems
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Review 1

Corporate culiure

R Make sapressions about intarnships by matching
each verls with o phrase o-! belaw,
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Review 2

Customer suppar
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Discussion

Kl With a partner. think of three axamples of products which are packaged wall
o badly, snd say why Think sboul protection. entification, vansport, siorage, display
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Listening for gist
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tavourite songs, In small groups, distuss how you will package it

T groams Think abowt the guirstions bolow
frustratian <
H‘ T I “rl:lll 1I||:||_=:|_n-ln']i|l|"'l|.|:l:. ;|||.'|I|J.I.:-|| e T What sre thor
ailviimages ol dividvanthges
sl i I e
f‘ Z What desyn clements will pou rieprpoiale™ Thinl aldu) e
o wnnr; photos logos sl sl
FEnllant = |
- E § M wall wii |L|-..|'__'||||_' b worar preadueg ook dbMeren
e lroimy okl eleckiorsg fugs ™
WP
Prsenl yontr pochimgiong salpion b smsiher group

SLIRVEYS shivw that inteimsae. frustration and even injury caused
by modern packaging [ on the increase, especially amoangn
mriar Sevienty per cent of gver S0y admit to injunng hingen,
hmnos prad vsouiden &y @ reealt of ‘wrap riege’, a ore term ussd
o desiribn the isfitation and s of veif-contiol =iiermied
whien struggling o aper wiahping

I'I FEChnt years 1|'III'IIJ‘Ii'.IIJ'.IF£I1 Fuawe B0en uT'I,iEI mLrEasIng
presure io keep food itarms stenile, o proviche child-proal
packiaging for dangérous & toake haouiehold desmng prodicti,
10 protect prosdycs dui g Uaneport and to reduce thefi from
shopi AT the wame time, they are foroed to keep ooits to a
TI.'IIHIHI'I1|.|I'H LA W TH pal.H.ﬂ-lﬂl'l'lg et begammn FYEr mome resintam
12 fingers, nallk and
... consumers use all kinds  JESCIRLCEE LY
Iratkadion with
'D" toals .I"Hi kl‘li'hl‘ﬂ Ll plhttic packn, wivich
defoal al| attempty 1e
ipien e, aven wwith winors, (ofsumors wie dll kiods of tool
andd ke AT hest, the prodict insidie e padaging & ot rieks
atwiorst, o i Rardly suspnsing that 60,000 peopbe a year are
injured 1n Groat Bdiain aiong

Some ol the most cormman tniggers of wwap fage am
proteised chesss packages, tightly wiapped CDa child-proot
fops on medicing botties, and milk and jusce cartom. Ring-pull
an are partculaty problematie far obder fingers ang delicate
shim Dwien Teighiting bo rersove oiioe tede rom iteins bowght &
¢ Ifre eam radss Blood pregsure, snud uanacessary Sl paEaging
purd prowecation 1o the poodagially-minded

Howeuer 1| saenn thern s light ot the end of tha Tummial
Manutscturers sne Fsiening 1o dustomers” Eomplalrti, iid woeme
hanm Bagun (o retacch and vt |0 moie corsurmardriendly
parkageng. The bottom limee & that i they don't react, they
ik esimg salms i customem simply Wop Duying products with
packaging that offers too much resslance




3 Products and packaging

P AT 1.2 Vocabulary Specificationm and festurss

predut destiptipn

I | Discussion
eprEsnang tor procuc

Hohseniaticns KB Put these stages of product develogment into the most fkely chronelogicl order.
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[ Lawnch the produoe
[] Dleww sketches and build mockaps
[ o o prodociion
[] Derew up specifications for the product
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Reading for detail

ED Read the information on the FedEx® Box and Fedfx® Tube and complete the product
specification summarias below
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Describing products

Bl Describe the dimensions of objects in your pockets or your bag, Your partner should

try 1o guess what they are,

Collocations

£ Match the nouns in the box with the compaund adjnctives they most otten
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Listening for gist
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Listening for detail
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Defining relative clauses
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Non-defining relative clauses
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£} wihkih of the peopla in Exercise 3 have had the biggest influencs an the business
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Articles
EJ complete towts about important products snd inventions with asn, the or — (no article).

mmmuh-hnuﬁmhgﬂhﬂﬂmﬂhﬂphm

* in 1485, Leonarda da Vingl made detalied drrmnm of _ parachutes. He alio made tketches of
haslicopter and ___ tank. ___ first hislicoptes that could carry __ person was fiown by Peul Cormuat ___
beginning of ___ mnﬁmm. Darletgg ___ Firet Warid Wad _ tanks v flrst wsad in___ Feaneg [n 1877

¢ Barcodes were invented by Siver and Woodland bn 1548 They wed __ lght taread ___ set od
ConCEING ClRces Bt it vwas Two decedes before __ arriwal of __ compurars and __ lasers made ___ wystam
practical

o Tirst coempuiter wai Bill] in 1943, mote fan 100 jwan atter Charles Babbage bad deigned ___ firid
programmabes Gevice, In 1508, Scanee Buweain in Londen bulll ___ werking cogy o __ Bablidgs
maching ming his ariginat plans and - material that would have boem availatle a1 the time. [tworked jumn
iy Babbage Had intended,

Expanding notes

3 2 ' v Whan writing notes i English. pranouns, articles and comman verbs |ike be and
Furiee mre oftes aimitted. Listen 0 & product reeieEe und weite the venrds you hear which the
cugtomet amitied in the notes below,

il el e N N atl all aldl R Gl all akl a N all al Al el SN N N Sl o

mfﬂ bt plarea == Fav. Faydas @ [lzua for hapis diger. A'Fl..l..l‘l'l botmya st nlui.:bn:Ful |
Frw r--.-; et gPIE RO rrm; I:.J.H--q Nife imoradibda, Ovrall real woviiur o . Ne

research dridly, bt dses what ulﬁu-.tru waads 47 do. F,..r.,,..‘. £,

ks m—— e e s R _om i
-ﬂil'l'll-!'l-ﬂ'llhﬂ

Ubetianity by searchieg Bl o 074 m With a partner, expand these notes written by customen into full produ
for The ke W pyewn. Than listen and compare your versions with the recordings.

Intermnal

— T
e ——

B [eganary
Buwih For s poge
m " o Hata the phode Too small = zan 't apern My cover with sae hand, Ao scrmen on ot sbia to
ar a7 Wil sow culler dantity. Recaption - horride. Drope calls produily 303 of time. Yery bng key
;Lhr:rhrmlm"u drlay, increaildly snmoping Arcously Searting day cam opgrade snd get od of rronetroerty |
arveed w T Wi Rating O/5
il codloacmtion —————— e e
arwd agnirurRine i i - — SES— i
wiged IR P
'W#:HT'T D) Ao chune dbeut Bwves wiseks T FaE vk dasiw Foatiwes mocal oo iy
gy ik sad -
e U R .u.-ln..n.ﬁ # St ol Smavrad Soapda .|.-r" dreymi el sihde rl-:lu. -Hqi"'
TR wrrl- Sy bl dpe Sire about wifmenal nfcona Ih"l:- f TI-" !I'-l'ruﬂ
bl il el ol nﬁu-l-ld-:-rqt‘.dl ﬂd1+a|u'l|'ﬁ$w.ul'|:.&r wm‘m’nhﬂ
Al Frrmraay e £lans [ - ‘s "II..lﬂ ,n- n-uujﬁ-l. HJ' t:-l' i d
prufen. o e ses A in +-|-\I' ‘IEDJ-n-l- R:ui.r-]. LI
e — e e e e i i s, e ————
Defining words
3 Comglets the deflinitions by matching the houn camblnatisrm 14 with the appropriate
relative clauses a-d.
I Decwmmeamaling tools are foeds il 1har B ey dil e linenimmns
2 Fratiire pocked sprosdiboris mr ) tha cuprgano vondoc o ideniily cuslaimer
biimp spirimibsiiesin fieeels,
drop calbe i A dlustrpeanindand itery pabigs eh hail ywie scilisie chilos sl iptian wiih
A A FTTT A m g Eeck of boligrics d] winme specificationms pomply with emdusstry
flip coved 4 Market dtudies nre imasigatinns P
gat ol of
WI’“"' Definitions game
::“Tm EJ 1 small groups. divide into A and Bs,

Az Lrm o pape 1 B3 Tie: Taprm o page 127




3 Products and packaging

*  [spons and obisciive

i prewrting § prodoct g

KB what are the qualites of 2 good letson, lecture or presentaton? With a partner, dras
up i cheghlst

Listening for gist

ER < ' Listén to Version 1 of 2 presentation of the Pingman, 4 new persanal GPS
tracking deévice which can be used to locme dhildren, elderly people, animals or mobile
stafl. Compare the pressntation with your chedkist.

B} wWith o partner, discuss how the presentation could be improved

Listening for detail
ER & i Listen to Version I of the presentation and answier the question.

I e deves the presemter gel the audienues areemtieon and inferm

2 Whint |s the vllecteve of il pressinalion®

T Miow long @3l thye presenistmi Las], attdl Wit & e et Hiep *

4 Whal does th presenier s ihout guestiona®™

3 Whal sulreci will e coviebed b thie tiee wectaes of the proseitibon ¥
&  Which part &l (e piesentatian do we nof hear!

i W dvin e prosoiay div @i thae heglmning of 1he ommdlasion T

# Whaldoes ihe presohier mil the mudience b do?

8 Hior b Y aoclenee lemmy whisn W apnlang
B Whal especls of preseiimtlan echnagpe beve laprosed i Vi 27

B < s With a partner, fimd suitable words to compieto the ussful expressions in the
chacklisy Then listen again to Version 3 aod check your snswern.

Uselul sxpresaions: Structuring a presentation

Hodd Dbjetivg
. TR G Ven v thiv meening 1o the Pingman, ..
Whiat would you do if ... ! hby objective ooy s

: would it beworthto 7 The gosl of this mewting
Aganda Sasmamary
Feel ______ tooimbeerogt me Fellibe o up the pretentation ahd move on o
e divisne my presemtation into thres | esplaired why
— oball rmgaing to .. — .| presented thw diffarent spocifications ..
a1l be 1alking abeart . Last, Bt nat | have gever you
S—— TR T T
Tt tako any questiors at the end.
Call for metion Closs

Thewarmsne _______ wihy lamaking youtn..  Thank you wary much fae your
Thank pou Toe liktening. )
it o by any guestions, TH dioorey egd e angeer them

it e
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Sanrh for it bl

EEATIREMAN U Fid

EINEr 0 e Bl

P L1884

| Howw iong dunds 8
jrossd [ o LR G
L ®

4 What whoibd o
g idi £t e e @
pereaaeerfad bim B

T Whar are tha o
impartam st of 8
prEEs Ao !

i Aihadr mre e Bt
wiEyk b pFalTAE §
pEialaton T

T Whirh molowm and
PR Al o 0L (e
in wour plales?

B Hess ihauid @
ial i’ hondlle
arinra?

T Vhad'y tha latest
PR LTI
I gy easlilalie®

Bay ooy i

B o ilichs Ui o el
Ear Glalw umii

Prrih

S
puprwfielmingly
=g

tracking
WiduD

Pronunciation

K1 = 14 Decide whern the speaker should pausa in this oxtract from the pmsentation
Belorme sarh pause, mark whether the speaker's vodoe should go up P or down 3, a8 in the
anamples. Then listen and compane your aniwers

P dlivided my presentation into theee sections. % Fles of all, 2 'na goang (o reming you of thie

twckiprimimnal b th peoject wnel fhe corrend alloe an the oearke. Ao Chaal, T b tadking whaoan
the profotype. andd Che dsta ses e cilleciod Tosis tes, focus groaps and nariet studice. Faally 1Y

W oy preaseml i ksiiesd pdan ) s Wil disstonstisile By e @Dl § PEErm On InEstranl DALE i
woiLhvinid precycent for oo endiipery. | everybaidy Beppsy wiih thal dgamdn®

3 underiing the key syiflables and key words which showld be stresied, and draw a fine
betwean wiords which should be Bnked [ L &5 in the sxample batow,
o olipiched mey preserfpbion into fRnte sictine. Fired af all

u : 1l Ligiem ag;ln el {AAELATE Oour ansueers. Then piracins :'q.'ll;hnq the suiragt wiih
ceerreect ntenatson, stress and linking

Precentation

B3 in smadl groups, prepare the intoducthen sl conplusion ol a predenaton of one of thews
rmw products to a group of depariment stene: buyers

o Mexible bl TC that can be nalled ap o 0o ke

v humilyer which changes colour ond temperatane depending oo ibe ghl @nd room i@npersvan
i i Teadurm wihich |',|'|;'l| 1y & il oesagss ihit can be mecdified T
o gt oy o] Jdes

ke pRcirE

Fhimk aboni the ballowing guesiom

Mookt Yyl s Hha most surpesing exciiing of anueial spoct ol e prosdae ?
Ubgectbive: Wi are you inmukbing the presomtation el o/ dooyou bppe o otlain
Agemataz Flosa wl] yial isrganine your preseriatsen aad sliat will happen after the (all
Summrwrys Whist are thie it of yener wlic?

il Tor actkan: Wihat do ey waint sour audenee W oo misa
Clemsie Himt eam vadl woaid s (LT e LY E TR I LT

ol e enal bl WU ey s Lk e 7

[E i yoor groogp, present your infroduction pnd
conchssnn and answir any quastbons, (Assums the
baddy af the talk hat boen pretented.) The e of the
tlasi are the buyers. A o closs, wobe for the best
product presentation




3 Products and packaging

B testieed and et
Discussion

ER Fead ttee e dn the bne and derriify e four featumes of ids cor and ihe foan |
cormspoanding benetits to consumars. Thon discuss the questions balow |

= aTihing & grokidct
imerriptinn

AES:  mrconditienad comfort  alloy whssh  sutamatic cRmarts comirel
fimbd-tuining good locks  power o demand  sele Beshing and camerlng |

38 W engire |
W it s i Dok [y 0 6 emF — leataiees ol beaeflie? 'Why® l
3 Whe you' boy 8 coaspiior o mabile phopd, o sofagee, anecopmn moeee irdemoEe| ol
leurures aar Beneis” Wi b uthiers ik TR L
Model

E3 Read the product description and st the main benelints of using OpenDtice

®0®® OpenOffice.org.3

Great software ... Easy to use ... and it’s free!

ﬂ LipenCifica ong 3 N the leackng open-sourcs offics soffwine suib. It s svalisbla |n mairy g and
workn o all orimoh oomdlubes (| glonss & peir date s sn isterradioral opsn standard ot and
Gl it mned and wrde B o ather cormman olfoe sofwam pecksgan. |t can ba dossninacdsd and
sl completaly e of chargs Tor Sy purEoss

A v BBProach 19 0Mce productvily soltwars

ﬂ Cipmn it ong 3 gt yons elrythng pisu"d eapict in ofice sofiwore. You con cheabe dyriares
AECIFTHE AEYTE Ol csin &ps-caithing preasninhons, produce dromatc dlurtpdioms @nd ooan
i pour ditnimien. You can pubity v’ work in Poriatls Docummenl Forrmat [POF) s releges your
grichica n Fimsh (3WF) Mermat - siithout neecing any additional soltware

. i yousrm ot 80 L clbver cifios sutes - such an Micosafl Office® - you® oe completeny al noma
wiin Oipomlthed ong 3 Howeemn an vou Decome used o Openlifice ong 3, you'll nimr (0 npprediss
e axiris sl mnks wdar e odmnn. 700 200 O Courss Cofhinu 10 une youi il AMGosal it Mo
wittout ey probleins = giud i poe P 1 eschangs e aih peceds atill uning Macnossolt Oifes. thads
g groibiaem wilher

What'n n the suiie?

D WRITES - 2 powsrul 0ol for creating orofansans’ Goolimaste You can aasily irlegrade imagen ynd
{has W docufmans, omate everihimg i busingss ipthers 1o comphily boolky iod wab conient
LALL = m taafure-packed ieatieneet. Use adwanoed spraoshest Tunchans and dsceion-making
faols (o pwrionm sophivicsisd dals enafivees. Lise Soilj-n chisrfing fools to germsie ingpaeeanie 70 end
X0 chartny
INPREES - he tastant way o ciids sliestive rilimsda presstiafiora, Your preasniations will rily
s ool with specal sfiecs, smmation and Righ-mmpact drawing 1okl
DRRA = producs syaryifing from sinpl Sagrermn i dynamiz D Susirations and apocial effocts.
Fiiud cui eroieie — iry 1L inimi
Gart Dhomnl#icn oy 3 nowd
G 10 wiva npenofics on) for i infieducion in Flash fonmet

Analysis

ER tiumber the five sactions n the tiaw in the order they apgear in the OpenOHice. omg
o1 alioiv.

bockground sompatbdity  detninof teaturen wnd banrtit
Imdltatain,  Sveryiew ol benelits
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45 Marf abidnd® e
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SPducy ardl =riie &
aort ety iry o
Bl gmiyr shFiEedia |
o Cirayu e B

Glassary racE Tia

Bt ioy
Exgre g
PmapLire
gl
iGN
Alibaisle
ST G

Language focus

B} RAD departments often focus on desonbing features, while marketing departunents prefer
to describe benefis W convamers. Road the algnt featfunes desoriped By RED and undertins
Wessr formespanding bemmfitd in the texT im Erevcise 3

FTOETh BT HIE BRI VW |iz i clowemilomsl B ILFH]Y i

Will= L LHTPTR OGRS i freT Crumiprg ety I it SIRIraE foF Fy NG
4 Taidl 1] el minic of eflice applicwiomes [Pumgraph N

SETH b R ARG S5W T pllslisheng shitbiosil jisig-a Pitagsaili B
[ user inderiary | Padnesspl 0

El enpatible w5k olior docomumit innmals [ Pooageaph

FarEgrasy 11
]

huertmg bl [ Perismnh 13

B Dipgrum weil sporial ffech funciiom [ Femgraph T

El aeformuiats the product features aof the Creals Audia
Manager, pectured an the nghi, m eome of benetits

I Ve et e

(EIRTL [ AR I OREEE L BT ol palas
14 e |

A patisvaly
Vslc seamch. giny
Lribime raghe mindd T

o abd OFguAlEeE Fodlirs
frabii 1A

fhgitidn T bumirg

1iiTyithive Ledet NileFEns JinE Podaifritidis o i beif

AEPUEEEE B LLAE S|

Writing

3 write & product doscription of thy Torment tabilet PO asing the notm boiow, (Rtermathesly
v & product of yore chaloe, | Focus on the banair 0 conpumen, adding any detalls you feel
are appropriate:

Bl i i 1wy s Tavra’ adw wwnalnbds ald rpafyees

e Bygnal ifmA Al & vvpdf i PF Tl s

il Dok | wy B e
W Fuikay B8 Dadw Tooe Fmara o By el b . walimiti
& w7 [ # T [#4igl i I aas phdamy PP mPes ¥

i Pl [500 , s § mp F, I

el .
GO+ mey

CLFY Al Al ped o o ibdoms Sdnaw

sl Sham oo, wad iF Fa D oiewT Sl

B e aae mwd Swilda fileari mrpde

AT ] w P il e PO T FRA -|-|r|--.- "
1B @ T2 § Thm, Tehw

dei qu.|||-|'! Pl s
1o e e e

il L L

_'_'--r- FE -'I'|I' Tl i el
dranf Al mREr S, AR
HEE it

Koptdriied (5 dmall Evviasin
Ly Ta BT 1 e

- amirp wlas

Tl i L dF i .- T
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3 Products and packaging

B formiuld ting @
duswlopment ttraiegy Discussion

B orewenting EJ in ene minute, list as many fast-food businesses as you an. How does sach of them try
RO mendatianm o differeniiate itself from s competiton?

Scan reading
ER Read the documants and answar tha gquestiont

1 Whnl sord o cxnmpuny m B TS Mo

2 Who o fock JrT ' . h

bW hal s g ek LS [l sedlbyg pesdnb)Y |
What prograsrtion of By Jeci's @esiomans eml in (be restsereda?
Whiat ik the company's development smatrgy T

s Whnat s the hepgest thresl o (e Comparny™

T Whas do comtomers ke and dislike abow Bag fack’s®
B Yot four chunges s Jack |r mugpesting”

LA e

S bis Jock's Piaaa

' Big pizzas, big value! |

23 whoims i Vioeg) Kany, Khadoeon and New Taribores
dinadm, partes. 1eessa o 347 home dellvery
Call un now on 2893 6161
Become a Big Jack's franchises - call 2893 5468

=

L —— —
— S B e T

1] § B IMESE | HEFLE &  FOAWNARS &

L.
Fir WAamehng et e
TET LR
o il For Wit Mg dttel Coskinfio vt el ey Wil
; dipceeEng T e Ressng ) SR ww Redding up e
Eisbrr i)t Brul-Chmlad®) P SR e il e il =g
Vol U 0 gitens O mahae® BN agaihe Puss Ul and e pifer
] @TITRCT M Trdinl s wall 1D Teee g Ny eSS ap il g

s | ajersia T e myj
e | .

1%l T g | i i I polatan] mgS e
iy [T - | - b e
| L il BRITIH Wi 1 [T Wi IR

P lah s Pures Werea fisina

B

I#'!-'--I"-J-J'Hll'-'

e
¥

P A

a5




Listening for gist

Lak#mml

b=t 1:r:0 g il EJ 2 o Listen to an extract from the marketing meeting ot Big lack's. What twe declsions
Teaerhdor the hmwests. 1Y Macel
Tz Bais ddleerTeEing 10

W ot v esmpanis Listening for inference
TS S i Y & 12 Listen again and list the ten suggestions made by Billke and Mick. Which anes doss
OV U M Jack ]

TSN Mstch the diplamatic phrasss on tha lefwith their neal, more direct, meanings on the regit

| O poerrse, badl we coeny oo Btk = al s vt g somcerfd sden, ot e a
pi Llnaat dokirr . promaisilit

BOGOF 3 Casr wy miee on Bo posnt fan? = m) 0vs oo prekrd raghil e
chaguered §OWELL Belbie 0w betein odpeisd Bl B 1 ei 00% w el Jelva
elire—m e wip ookl do that, Wingnol? d 1 den'l wani o waste marg L o s
franchizee 4 I'msomy? ¢) 1 knowwe disagred shout tils
Tisban gujlvrrs & Vi ool swire tHits & dlmebin we melly i LU R cild-lwsbipraiseil
‘_ mOurmet wart o g e g Whut are yoe wlking sbout™
I tlige i Thut's meser the Wind of thing | had in mind  B) 10 pob exectly what | waried, But bedeer
ﬂ:m-qlhu ¥ Dtlalek s puil stfumingily abinil e P thii el pa e v fidies
fhirmat #  Things hine changsd smice Big facks time I e decidnd, whethai pon [Tee iF oF mist
use U Thae ismll sy imliereai g, b i1 This ma) relésani
— - i 0 brumsi woir T oagred
Brainstorming and presentation

3 werk in small groups as consuitants to Blg tacks Pres and do the fallewing tasks.

1 Rind il bhricl below froem Big vcks Plem.

2 Brairetovin and sélect ihe bess |deos

¥ |'I'l.'r-irl' # [EresCrkaEiOg [ thi commpmmy s MdNapemeo

4 Prosend vosr eecouneiidatiosis med tiles goestiome Fromi (he ol

Big Jack's Pizza wishes to strengthen its brand and
improve its packaging. Please provide advice on the
foliowing points:

* anew range of fusion culsine pizzas: exciting names
needed for at least five pizzas

* new promational ideas

* anew or updated logo, color scheme and slogan

« anew box or box design for takeout and delivery.

Estimated impact of implementing changes on packaging

Hecurreni negative
CRSHOTIET Sorminenis

The pleaas all wste the
L Ui

“‘Big Jocks s eld-fashioned
= it's timg fiar @ dun:g.l_-

. _-_"'_-'"""""-h_.-_

“The piezas are oo Ehln; and advertising costs:
e | deiom 2
E ] arokin

i the box weid gt stock " the-coor P.ﬂ".ﬂ“g i

together | * four-color printing « 2%

Mo differet frat other \ = non-standard box shape + 2%

pizea houses - same pizzos, | » non-standard box materials + 2%,

same color, sanmg box, |

sme price’ ! MB Big lack's will not accept an increase of more than 5%.
i

—_—
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F iarssn ot sng
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B mandgeng gl Lihee

intormet

research
Tawrrh For the imyvsarmn

By DAOT W Tet

AE

#odd g il |nst ohe
shling bent. Camipars
yoier reRults wilh o
shaumale sl drsues
tcioly e iy o 11 e
Yo perity

.1 About bisiness Caresi choloes

Discussion
B Mark your position an the scales below. With a partner, esplain and justify your chaites

I'I'l-“h_rltln uﬂi}ﬂnrrhrﬂri-n | hulve & clear idee-of My

willl daveing. - warder path

Vwwpect 1o work for one company o | mmert tn work for sevees)

Bl my e T ddfleremt comganiies in ey Dife.
Moiey, VATUL and & comfortable kb watinfaction, variety and being
Efestyla #re my priorita. pom= = o = usalul 10 sEchety Ate My DT,

Predicting and listening

a VAN You dre gokng to hoar a3 tall for university studenits about how Lo choose a
cireer, in part one, Charbe Schumann, & populsr carenry coach, talkes about twe things you
shawldn't da, and twe things you have to do, Befor you listan, Try ta predict what those
tiings might be. Then llten and check yoind predictions.

Listening for detail
El 2 145 Listen to Part 1 again and mark these statemants T {true) or F {fakse).

Stuidninin sy i slmsindd I T uulu'lJtin;f il ke |Jun|,|' wtild dhd 1w rygne fomr l.-||u:.:
Sha recommends going o the Himaloyas o loary martial wns, 0

Belyers B (MITTE und Kekrsey ae Kong 1o ssperin | o
You don't need 1o rewsinch & bl of corovr, iy s Ul siok your preesmpllisy M.IEE'. :-4
Facetook amd Crodgle+ are a great place 10 read ahdaat poteniind Sareer Sinlces |

I .

Bl 2 144 Listen 1o Part Z of the talk and answer s questions.

I According to Schimana, which of theso Bstory are more thely 1o make you ugay ™
Muoacy vurety, eme sutnnomy, bramy recogniion, tearm sy b s
helplig peuple

4  Whmi are Yo actavidirs®

Discussion
B3 i small groups. docuss your resetsans to thase statements fram the tadk,

I Tlsls b muybe (e doo tbmie in yous bl whin you meed 1o be Bty scilish
£ “Tesin Jiss Slgwrs Diriggs or Kebmoy i tol i hundel per ceand rellable’

¥ "Hawing s smorry doman| aciuulby nesko wow eny heppaer

{ “leshs thiat Bty eaperiegics the! Mo (uee) the ey e, your idedl caivee

Scan reading
fend the articie opposlite and find which two fips can be wimmarized ax

I Mg lememreln goe lnmgeierm pol in small, sy siaps
& Mador want that prebomeaved idees aboin vuecrss and Tuibes

ire it prrneen g oo om reaching sonre gosls m

Summarizing narth thatteg
EB summarize sach of the sight remaining Gips in one irvertin
sentence. in small grougs, compare your sentences with othar jump in at the dexp o
perople and chooss the best summary far sach 1ip pick someand's braim
pirmse
wart the Ball rofling
iy put
treadmill

e




Have you ever found
yoursell so excited
about something thal
the cnorgy it gonesrales
just seems to pull

you along? Imagine
fecling that every day
in the work you do. 'S
possibial Bagin exploring
your passions amd
discovering ways, big

or smail, lo incorporate
thom into your iife.

EN GET TO HNOW YOURSELF - Beinie woU SRR ol il it &7 8 Caieer Bl
ol by el pocrr tes Wakih wmes Birme By O SCuTes sserin s sall-oplorwhon, klaks
& list &f e e Shbmgm i wour il B o Peve pesly enoyed. B ocald be s
o pliiy, @ wamnl, & pariod of tme o pour B, el Pick omé and st glgging
iriey K reasor Wiy, Gt Dasonil Wit i) PO el Al RSl I Cowi e
ik [ riclartdng erraotersice. Thnk of if 2 disSihving yvour momsons baiting
blochks
Fl BRAINSTOHM = Ci0E you Fiee @ picsore of tha nirgm thad light voler Tew,
il ways w0 oosd Incorpimidn e nko g life Wi e oo
BT - Wt frivnchi, in - ors Beesin B on & smisl pac of paper you camy wilh
. Adsove Bl D cresiie You mever kihdds’ wihal ormry ioen i goeng o apork the
Big Ore:
E) EXPLDAE - Aok, gei, ask] Dnce you have iderdified somie inmgs you Think
yaL rmughl be chaeserd wu Waidily perrs Who o Reswugsanis iy thoks
BES nd Corines e Explain thol you o sxglomg yowr ootons ang apk i
Y caft pick fror Broivm. Yoo’ ged s fardmstic inmighin # wou ks e o
habsl, Aot 10 memion making soime gl comncts along ey
B2 BABY STEPS - Tha fape of | Ty i e chip At o Phe nEssann Do
it miEly poople Fom wsrrmo il all. Remsmber Bece’s i shalkow ard oo
BE ol ) mR sty mnianteny I the st Look Lor Baby S yin o ke
st wlll bl yowr cemsion avho poor e ard lsdp you0 moving 1owarms e
fesmg= 1T o
ERIDENTIFY YOUR OBSTACLES - Wit fhwngs mre getting n your wivy !
Wiakn 2 st Waycs ey'e feal financial pbelesin, on parnaps e noed Tor
s Trrig]. Maybe ey are Femal, Waals dopiing yind? Feer? Salf-goubt?
Chroie ImarliaT W &l Have vosces i our Peadds Bt g alwens tniling v Yo
aar't do thad’, “vou e ot good anDEgh’, What wE Ry TRk, &5 (denieying
Bnd] rEnorwEEaging thoog vasc=e o (i Thad s i g i Dewir Sy,
) CREATE A PASSEON POSSE — in riry sier s welti Deopm wiho M
inSovwedl e cream, 't mosl cormmonly’ e oo suncssi. ndhor fug been
it suppof af he seopse mound thame Friesnds, oy and collesgues main all be
& e asuroeof supmert and irsnration, |t can be e el mipport neTiork
or a moulorly schodused meapivg b sxcimngn deas ond BrecdlonT aiitiong kS
EreFsnGas
Kl RE-EXAMINE YOUR DEFINITIONS OF SUCCESS AMD FAILLUTE - Wiane
in o dfelirefion of suooma 7 a0 B gerhng i the wny Cur colfurs places a o of
pifpfie On Fyenel socomplgnmants, slalun, els
Listtoriurmataly. fiat fwin 5 B aay of resl Epsanesd 1o & ¥ ol pecgie. who
CRoCEE 10 B on The sl ) pormaet of el deciion of iubonil. Pt
',1'_'|.|'l1.l Aol gk & Dol wteng ¥l Can o Wit 1o Chanics Bhat Delnd) o o BeCORSE
Thaid s O i Umwtmmid. 1y IRl O OF Ben liss COrTrTen Wil of
ETEVING SUDCaNE" = Onad fnal Sdme [vorm thn heeart — §ndl iy B0 move Tonssrds
Vam aa wsll
O ghrlvimion of fallurg, wingh 1aies 1D e @l o Rpteng. aiuo geibs in) e W
I pou) B Sormettsg ane E Soesn T aan S, oW 00 s a8 10aET I Lo Silure?
2 g IE BN ppparsun iy T ey T 0 pou il in o shoed o e e pour
pasmni, i(w nal smally Eikre. Think of 8 20 a8 oo o e it dyeciion. Taking e
IR LT by oA Pals el |Fe
£} MAKE A PLAN - Whethar s o high el overdew or o sieg- by 56p acton
iy, 1 g 0y - 00 RO O 0 ek Bl Lamaaling o [osn well s
yELI A1 TN Pings ITGLgh ond orhd e oemThoinlye SNl 15 aarmesitang
1FURE -G BEA™ Wiy Lgs o 1 B ard aricediai
N AT TODAYY - The faci ln. ifus tme wdll ever bé dght. Soenething s siweays
g e B e than optmuam. Son't sl Co somatimg nght now thar il
N WEnLl toward FOLN Smpicen, Wil Dae Ihnga can yond 90 sighl maey Mharl e
i e DAl eoling VY Thigy AT naed |5 .'J-E-ﬁ'_'u"ll'l-ur.ﬂhﬂllll"] sy |La] Heesd 15
FEECT
m-ﬂm“l’l’ TO MAKING IT HAPPEN - Lot & 5if of v Brai and melg it
oL Sy, | B o o B B Say vl oo S pourssll, Sy 00l a e
FUE B e A Pt e s coe R 0 Orce 18 ougt in he o= % i
Pt Facit| B giow And thal's sooocdly winal (il o




4 Careers

s Lo ot it

rEtTtmEne il
IOy ITET vurie

iy T o || 0

i

4.7 Vocabulary Caresrs. personsh skills and gualities
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ﬂ Usp appropriatn expressiom in bold from Exercss 7 aboue 1o complets thess pob
interviow guestiona. Change the form as nadessary,

—

|r ||

| Bl e el e cncily iy s frisim L0307

o Wern (h dopartifiends veerged belote ai abief wod Lhimlity Maniger

5 After the Pactry Clemesd, sane o s b '

4 Mo ymu tibs Wy athir cotigmamogs e s ?

¥ oMyou for & sk uad lntervien would you be shle (o come 10 cor head
wllgw b Loandap™®

0 Hiow wold piw feel ifwe ______ yow un @ prodnc g

EJ How corrpet thess sentrntes from a biography. The words in bold haye besn mined up,
Pl ibein badk bn the right pletes.

Slehas reéeumat was imaersive: sl w oo divmbaed withou swh .|1.1.:J|.|l.|r|.g 0k Interview

AL e st Ibeevienw, Alsbus did s well that e was made redandint on the spol.

4 Tew s lntes, sk wonate bier firet ponsed wiiile alic waa ﬂlﬂllhﬂld. bt |.:|I'L|||' L

Lopurs

Ao wgs an ddcomyesitbonal [paeialist wiis pageeeed o ek o nighis e aesviong ke

hatara late for & meeting S wiis hined

A Whirn e i e ey el job rofised 1 jpictlish e ciemtmvirmid irticle she had ariten
Arslin Gimimwolmbely arfoned o eoafr Bl e cdiivh refumnd §o Tl Tee

i Hiwseer, when the pesspnper was tahen over by & barger competbind, Alba was shon-
Tiwiesd

T Ay diffleudt thmes wiiily she was on sabbolbeul. st wis fnelly shilc W Hee o coiioe
whin Ber slstll nowel became & busl sl

B S wos T whon e finally decidel o resign i woommg mreds

I

=




Inkaroet mw
resaa rch 3 151 each set of five below, imatch a verl 1-10 with & nown -] te make collocatiom for

. for e describing skills and qualities. .
b il ol | imhe : W w0
Py m ks dadt Bl 2 maoke ——b] Bl
amgiyer weith thane i ko ) et wickang relanopships
Pz s i 4wk d) wpood fisiemer
—— T bebld el i aedel duddiees
B owiik i by s
T mke pl owmenililp
A managy ) el vyl
i posscsa i W valushie cormeriiaiiom i
12 take s [ diring neglitisting skl
3 use sight of the coliocationa from Exarcise % o compiste the seriances beiow. Changs the
wirh form il necussary,
1 Ilﬂ:rqp Enkinig iniitive, and 1 londp my promises; whier | fir i prmect, | @hvigm
dlcliver
2 | e s bt il experienge (o ol preali devgbepimeit anyd salids lggme anil cim
sinpi in thieir diffiere workang soyies
3 1 have cudellen oo baitionad skifls sl 1 Rake Being leic = s 8 T wis problcis wilh
PR —— gomrrmri affiomle dortnnmnedy, |
3 I'mousid o ; o gous ui mulinmking, and coping with pressone is e probism
i | often . b prokecis with nslt oniifioe dollar Budges
¢ belhee | cin Aty wiork freig
Bl wir | Tl ot wnkmg nelimmmsbips sl colleegnes
ER which two answers in Exerciss b could you ghve te gath of thew questians?
al Are you abli-io talie fopiaasbill i i ]
b A o goud comeiaicator®
o1 Are i s o] e manager
all Aog snaw w el dessie) worser™ |
Listening for gist
0 2 + Usien to an extract from & human resources roview mesting. Mark these
emplayees a5 high-tiier [+) or 8 conterm (-}
Haihed Hanoiifi  Pulal Soreem Michmal Dnegel’ - Shane Gaminy
Taking notes
B1 & o Listen again, Take notes on the groblum, causes and possible solution for Rachel,
Mithaal and Shane
Alachai Michasl e
prratiles
el
be sl
EEEEE ,.ccion
wll B im wemall greups, decide what visu seould do abaot Rachal, Michasl and Shane.
GEETH TR
lknjue with
ittt ilng
an e sput
umcomantional
el




4 Careers

PrELENT NmMaiE. present
cantirama

presand pErfecy pressnt
pErTect cortinueog e

Refresh your

Prewes | wrmple

| W bext ke gt snght
[T T
L o IR E S T
BT

Prevast ConrnEos

1% e i A o
Al speie ol Fles
Ll fie]
TRTACSTAFp [P feT
achiidi o0 wlbietinns
0 NPT el N
wrbes, ki | Fpew weors pad
i & i

Eli magestinrey aij 80
vy o e et ol
& PUIEE TR

Pravuaiil purfqel
LT T

Iew bseen wpmirhing iom
LT W T PR
ACEar i pragrems up
Bh Pl

¥ e aml Eailn -5 L0
e ———— iR

4.3 Grammar  Present fenass

The bluffing game

KB Complste the wntonces bolow with information sbout yoursett that cther Wudents
dan’t know. Use the present timgde. prasent (oitineous, present perfect simple and
present perfect continuous. Four of your sentences should be true. the other four should
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ing . gap yesr 4.6 Case study | Gap
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Brainstorming

R o]
BB Bralmstorm the advantages and disadvantages of taking & year off befors or after
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Reading and discussion

EX Read the four descriptions of gap-yew
plncErnents. With & portner, erplain which ans{sl
you'd pruder to gooon, snd why, Why wouliin you
like 10 go on the athern?

Writing and roleplay

EX vou sre going 1o take turns imterviewing and
kg intervlswed lor wisw.gapyearpliosment omg.
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application form
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Review 3

Products and packaging

KR 40 in thw missing vowels in thise adjectives
Tichey's mumiliciplace s highly v _mp_i_i_»
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Review 4

Kl Finish each phrase about cargers with the beat
callocation froom sk

| ik i Coroos g npplicelon
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E3 Fill in the missing letters in thase wards which all
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BB rtatch each word in the bax with Ha definition below
Then translate the wonds inta your languagpe
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BB Fill in the missing lettens in thess words about

COFNPIE.
1 e IIII_ — _'"_ = _d \WiF B e ptET e
4 _A fruenm 1ob boomae yiu ey | betlor ulfur i

annther company

Yom U wy inberview sy Fridoy morming

& bep d o & e e peosition afor
abiivie i i LR ey

3 bl ed |m dgaisipy aller o piceeslul nlirriee

i y fiar & joby s A compaTry
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5 Making deals
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Discussion
KB in small groops, discuss these question

I D i preles shopping b hricksaindaucriar sioem or piline™ Wi
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Scan reading
EJ Read the artice opposite quitkly and civocss the bt summany
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EN Explain the vgniticance of the fallowing phrases
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Listening

= 107 Listen to & shopper answering guestions in & survey on soosl media and
whiogplng. Complate the guesthmnalne

How interested are you b services ke Facebook Places and Fournguare?
Please give sach option a rating between 0 {no interest) and 5 (very interested),

i chacong 1n g shopung senaiss s your frencs ency whnte o e |

" rHng L ciprtihewle o prise .|i||l| A cerimn fypmber of check 4 ,___
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B necorning i e of yne Teoneie coffee-shop of e guren el Spiic
Discussion

I3 imerview s partner. Ask guestions to complets the guestionnaire in Exercise §
Compurs and discuss Feur ansseir
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5 Making deals
v oot

B wtill Framiachione Discussion
—— B} "vou ean do everything in an e-stom that you can do in @ high-street store, except

Lrwit errenmi Mﬂ!ﬂ*m* hl‘“#ﬂ"‘mﬂ“ﬂ!m#ﬁm mumﬂmﬁmtﬂnhn
research [Pt

Samren for e kwy ot Collocations

hﬂmml'! :m El} Complete the coflocations for negotisting by choosing the correct noun from the boxes
pepular spproach 1o for each group of thres verbs.
Iﬂm
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rakn i puote - 2 atk for 3

il N sishe graint
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Listening
EN 2 o000 Listen to pight extracts from negatiations, Whats happaoning in each case?
Complats the descriptions with an apgpropsiate wedh of sepredsion from Eesrcse 1
Extrmct 1 A supplicr |s ar wrder
Eodrnict & A baver B brykng 1o ihr price
Eslruet Bz 0 haiver i b Bilgger diwciam
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Pronunciation
£l =

lafinchivea), The neutrsl sound used hor unamiporiant, whtreseed sounds, for elample the fiml

Liat®n (o thems phrases yodu heard (n Exerciss 3, Emch conthing axamples of

and last sounds im the weoed anather, Undpding the /= sounds in sacth phrse
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MNowr pridinis saying the phrasas vkl the cormedd pronunoation

EE Put these wieps in an ¢-1all wansaction into the cormect chrsnolagicol asder
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Discussion

8 Tell a parines about a time when you kad difficulty reaching an agresment in g Aegoiirtion
wilth somaone. Talk sboui the diffarent stoges n the discumbon, snd H and what you
evinmriually agresd, Uise the sords and the espressimny (o tha boaw o help you
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Making deals

L -
5.3 Grammar Conditionals and recommaendations
Discussion

ER Reod the gquestionnilee snd think sbout your intwer ko sach question; be camful to
uue ifu corredt grammar structures, Then, with a pactner, companme yodr ansvsem; tell your
partnay |1 you think their ansyear s right ar not.

Custo_mer care
questionnaire

You've just started a new job selling
sportswear and equipment.

) What 4o you aduise witiefl @ Custonier can't decide Batvween a thaap and an
T parotlies )

EJ What dio you sy Il o customer agi for & disceunt?

E] What do you recammend daing it 8 antomer i angry?

) et would you de i 8 customer bnjured e oot by

dropping wWelght training sguipment on K1
Bl what will ypou-do il 8 cunbomer Breaks o
valuabie miece of eguipment?
O vWhai would veu say if &
e T T T
ricrthing afsouk spart? -

Kl What do you suggest
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) vmat would you de f s
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Population: 67,000
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Group benefits for bookings of ten rooms or more
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Review 5

B Complete these paragrapha about e-tailing using the
words in the bow,

appracch  browssn detibank | especiEtion
pynball  merchandibng purchale seanch ad
wirlislin  veb dhats

Y Wlosd elaitioes (o il iy el Dy
aiyibidng, s alnsply osang ldsil 24 °F
deent mefan there Wl he lods of sales bn fait. #f 7he e
giirmets s inifers thrdagh paid (3 ot Cromig e
of Yahoo!s, then bringlng them actually costs money

I Custiarmier servies R[4 ANEWET SNtEmEr guesiines vin
i =] am The mite, When s Sliskomer gngayers
I T bt wthe o sales s, theeorrge 030
tasiibilos In vl

C  Bul nmtead ol real casoeser sy rops many saelier
e-iuilers use diimated charmewem that dma o o
[iF) il el i cormmmaEily askel gl
E tniders hope thit the aninmisd Sharacten will bam
(7 ___imin Biryers

¥ Whicn soitioons i sfogigiing sl Bagie, they Diove i
fE} o privacy Ted Mirtin, snlor vice
alds sicheaw far (80 wngl pgeralvine B Dveraocs
doni, anigl “We'nd kg the conserakive (10]
rpghl nows W Al want o b Grirusive

Bl complete thes sentence about e-talling using thess
wordh: conseni, privacy, frackimg, viadation.

Hesgareh) sliwses Lhar et gofine sliuppers cosige

111 AT narclgat e ol o ek e ot (i

[ by B g [ ol et 140

ED in sach set of four belew, match 3 vert on the left
with & noun on the right ta make collocations sbout an
g-Lall traniaction.

1 ol ugp il afa link o gel fo the sellers die
2y s} EFpie prodisis yod o] 0 el

¥ plack g1 A predudt on o wmnch englne

i el K by el cird

3 g gl i cusigamer s credib card

& kehil N the producs irom this warelsusie
Foosantl bock gl dhe sl bl Bad ey inieeestiig peosduct
§  whap ki & fasliy prosduct winder geemnice

E} 1he collocations below sme useful in negatating
Crass oul the one verb In aoch groug that dees not
o loscate welth The fdun

JHI F wifer © pdiee /1 hake aal orndes

aik for o M prettited b/ fhed 4 affer g discmant
wiscugm g arer O prd as d sart st the details
pidther 4 pail forard [ il Daek 0 hojecd o progsal
pvkenrel O piedaf S oaegis O il A deadlime

Faverde e © vt ity 4 pemes @ commpreirmisD

oo e b ==

B complets sach sentence with a collocation fram
Eamrrine i

I 10 e il o o seveieilnisgg by dbee agreed Hine o
iz

4 Wyoun el p reimiber yoan want o buy semething from

iTame, e iri
3 W you Aoy ged pgreement sl beils sldes had
differend samming poimtd 570 fi

i e automatacally e the ighn e lower price for
puiimple ecauee il the guiniby You o oiderng. thes
il a

B3 ook st the seven options bakow. Cross out the three
thal can mewver be Uued

I dcreoar © (mcnsmed £l ducrime O gedd ineorey s
oir ebder, o vou gine Ol vow give A eoptd von el s e
discounl

EJ which version of the sentence in Exercise 6 s
spprapriate F you wani ta showe you are unsung abaart
bngreatlpg your adder (% just 4 possibiling)? Writs the
wrhole semence,

1 Which version of the sentence in Exercise & is the
imisl Cominod - you are just ssking & simple guestion)

B} compietn the bargaining phrasas in this dislogus
uning the pairs of words in the box,

providing « agree [+ Indreased  unlem + guaranieod

Sipphern | might comsiclr milucimg the price

11 . 111 frrrlir umide
Curbemner W owemdd be difeall fee me e incetnse 1
GriieE, 12 il the price

lidir o e

Supipliers  Lotniggtel be sl L geinrusiies Ha price
(3 ikl tin m five yoar
Lalbi] lnaifm)

] choosa the comect option.

I Whai de you secavnmiting B oaee S segopamind s

2 What i e golpise b e 7 acliuse se b ds?

oo st Void O wigges ondereng, SO0 pieces inmially, G
ihet pefbaigs mem: Tnice

4 1 adidlie phat vou ¢ caliskie o B andee 30 leees

RIS
% | sugpeaisd i O slegesndl oo e thot e o ordes
0 phices inlfiably

X compiete the sxtract from a business progasal using
it wmsnds in the boa.

agrowd  avidlable  below  chargey  lowest
placement requke  thould  uilibaly wiskh

I, T— T i proposal b
imaball @ sures ol pholbcoplers
| ik rogiaine anesiie sEpper, our Engincery i

sivEN daym o wieeh

3 In the evernd of o breakdown we soald
il A
4 Dhur vy mirvanegsd (8 i Lht oot

L §1ITH] Lo gace an order, Wi i
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Review 6

Company and community

The company should ...
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And employees need to ...
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o Fale g et o WRTorly wt (e jan

" Fan s ety e e and deesoprnng

w e fiee o e suggEse aniol Corg i

# gl s TEe Al gn s, Wl e BTG ol

“ RAead the cofparils sotial responsibility declaration
sbowe. Complete the definitions =10 witth wormls from
the declacation.

I iy g |ar DHLE & dceapamy mpiloes oo v Jpegeiore

LN

vy pEid becaise s i ingrod or has Jos|

ther job

b roncaris @ail emnpmeini il are jaren el lor @ gt bar
puarmE

4 organtentioes thee give Felp wopeople who need W

3 the lurd, waier and ab than poople e

& ot g simmeninie wilaiy ooonder i get o el for

podesell

sapahly of ormtininng bor o inmg e

B w aitiiiing i which people live tho ssine dhimces o
veryune el I

3 B e sy ersersie e e e e huppy

VO sgree wiih pod suppon mibiteh | el
‘wilh:

B complnte the wentences about ethical bahavious
using ihe phoates &-h,

The Crrjuipimrsy shinnaldd

I acknmedee sy profdem ___
il with amlvgring _
CAATTE b L TICTR
Ll b imvpan® ol
negotinde sellfmomnie
iy Ul L wir
i o menil whien
pphelkd siprakards of

i sommman fesemy vl o iy demage caad
a1y proflim I wtall perform widll

g} thal ewisie gl torknrds emiplosees

ol swhich il everven hi Juce o lewsnii or fione

3 oW P

b

B} complets the memarks of & chairparian at vadiouw
stages of & meeting. Use the phrassd in the ba,

any other Busneas Epoiogy o absence
apgroning 1 minutes  breakl for oofies
clote the mesding onaren Bisck 1o thix

guiiing side trackug haes aeug vl

introducn The Tt ivem s your poing

wlicit o the agedica lakie @ wobe

R @i dochlon idulE 't o dgiee
flgimrming
G ol ldlin mml platlemcn. b cvctione hore!
I howe secnlved justame (1) e Cella, DK |
iliink we =0 bogin. Lers sian by 31 ol thi Lasi

raedbig Aoy conaimeeike Y They'ne guiily sersiglifoewd
I ek Gl Mo, ihare js g Dot o diseiss dndin s
Tei try tm (4] K. whn b gomg i 4 7

Muddie

Thui's inienmiing, bui T thmk we're (5 Coulid ww
6 et R M, Adifionbo, wie Tvin s Tezured
frestn el Do yona (75 oy Ehls deian T

Thmk jemi, Addomia | 18] . bt oo b
gansider the mpact on our bodged |11 khipk there
will be subiamiinl costs i whe do os poo sieggen 7

QK thetre st b be g consersus, s we don’l el o
i1 This werild be w oo thme o (17
End

Goapd, | thenk weve reaclod o (130 _ on thik
Hefore we sk v seed do deal with (13
D umnyune hove any oilior e thad wis linven)
ditmenard™ O | ihirl we cam (140

ER Put each vt in birachets inte the corredt fanm, stive
or pasiiee The firet twes are present simple and the e
four are past simple.-

The cxjampany | 1) TAFRE 0 Hteil dbe Irach o

ihe envrunment, hot someslves privaies 12

Erimba, 10k Lripe Al s rallosct v weste (T ___

lsimad am trmmeln sl week Himever, [em ploused 0 e

thnt w4 _ (ke] netmn mnmedioekhy Thin dicner
ail i trsek 15 _ (Pl w8

e bwmmel Him alfter completing oilt engilne. Presd reporis

il e hand Been drinking o vompjeicly isaggermiog

BB Find pairs of linking words/phrasss with the same

Frs g
i A ke tlearly sorienuenily  Epecinlly
frualiy im ndditien ir particular . mbrisd
i comchamian  In alher wWords  monedans by
on the whake thet W tnsay  thaietneg e i L

I3 Which two werdsphrases from Evercise § would you
usE 0

ndd B wremngl poaimi o WLl puar, e g
higlalight e fuet 48 pofni?
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7 Mergers and acquisitions
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7.1 About business Risks and opportunities in M&R

Discussion

KN in financial terms, what s the
panefins and vishs wien two paople
detidha 1o get married T Think about
liwing conis, puerchasing power
emplaynent, iy, [Avestmsnt
srntertainmant, gt

Hiow o VRl thivik The ®tnatinn
i wimilar of differci) when two
SO e T

Skim reading
EX Read the articie opposite and anvwer the guestions

I Wi are v susbems ood why do thee winl M&A clessinT
2 W hat lessois do they ey

¥ Whiid mpe phisd sppsnms bl puereees sipdd doap iaiibigye

4 Wit see Har wrdng musins

Reading for detail

EJ Resd the artlcle sgaln., With 4 partner, discuss why these statements ane T {true) or
F[Fnlduae].

Every yius oy MM mengirs b scaisitens (0 e U5 T o debiver Gorebsed vilbisg

Ametican exieuzives piv Res do get @ shione inomelti-bilhan doliar mkeovim

Faveuioes wadiing io uitend W&A coures v 1o i dn ML,

Eupritrieriond muinyeis lell alivindess Wboiil twpicdl inlstalion they have mail;

Elercaaisr of the rigke, Busnesd sctonl profesivasn do nit recommend mesgins

Shargboiders cun ofien oy udge the suocess ol their TECYS soygusitiong policy ssners|

gl dlter 5 joleove,

T Auatkn s Lhal empinebanbding. dooeratflicaliin smd ' treramlng dibi are the weong meisin
for m ey

# Aceofdusg fo Aumiih, fAny CECs pvinbsnirk o morsers ang nogussilione b rentional

iz iral Femey

T e e R =

Listening for gist

Bl & 40 Listen to an intennew with Bernard Degoulangi. an M&s specalist il Bangue
i Relms, wha talks about chodming tangets far Mquisition. What sim tha frvi Ga?

Listening for detail
B 2 a0 Liten again and amwer the guestism.

| Aceasrlipg o Derrus] DegodBunpe alud ju (e e reusun Toe o merger?

2 Explabs boiy lsi usiis Uie essimipbe of chanipapoe aid whisky uw sy sy suleisel grostdh
T8 NETESTTy

Edpiain gaali of the proinds summardcd s dn livg Gis

Wit appirtuinily does s aeerger offzr The compotition, and why (s o posaibile™

Wiy e o omerger w Draemutie) perad secteding e Beemsre] Dogesibap e ™

Hiww dows hee sy codiponees shesidd help poople get vheough this wma?

Discussion

3 vou are the owners o Bradburgers, 3 hamburger restaurant i your town. With your
five amployess, you hawe established a reputation for fast, good quality food, and the
buginess s making & good grofit, One of your tompeliton o the next streel it Kadrd's
Eebaba, which sells takepwisys and delbvers kebabd to homes and offices. Thers ae 15
emphoyess. Kadr snd hi iva brothen are eacalant coobs, bt poor imansgens; their kebab
house s losing maney, 2nd & up for saie. What sre the prog gnd cony of taking oeer the
busineds? Think sbout the By Gy (0 pastiouilae

o AR
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7 Mergers and acquisitions

dewrmbing harty.snd

it Discussion
derscriuimg resadty wed ET mwich thess pewapaper headiines with the axtracts they belong to. Decide why the
EOREBGLRI hendines are good ar bad news,

Al o serkes of vipemsive trunsfer deals the
o ﬂtllﬂuEntlmInundlr |l el i failed o et mancial go

——

B—

el — i R

| The music firm was a hit with investors
o Air New Zealand in the black | @ s record revenues matched expenses.

T S
e e e

e

South American shareholdorn were

aptimintic an the flizarsd thraugh
©  OLoIES RECORDS COVERCOSTS | @ srimiias e nees shret e

e —

i

R

[+ LIVERPOOL F.C. IN THE RED | The futurology specinlists will mpm A mirncalous |
) Pl G betsment @l lamoenoa's AR

R g e

e e et ey
e e ———
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ruighy |nferationals ook olf

— s s e

© BRIZAL EﬂFTEI-, BRREAK EVEN ‘ [+ ] Profitatility rose o eales of Hights 1o
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R — s, -

' Am [Fe CoMpAN 'S SL0CK Sans 10 rookbotom, |
chatei e} Linirsare Cagiio describedd 1§ e 'fanly
i i of - it shang

e |
— — —— X il

Q  Predictions Inc. muke a profit

== e e, o e

Giving financial information

Fl Read sentences 1-8& and a-f from @ financial repart. Mark each sentence to show
wehether the wonk in bold indicats an Inoreass A, & decresss 5l or stability . Which

plitase o somsthing else?

I Lot year owr bBullimgs rese by S, al Dhar merheaidd shoodd livel alf

I wirinhla costs nee Eallinig: Bl Car ahiares slamped diring the crash

3 W et ol Gonis o slishelloe. el Char lwrméwer almost doabiled

&L 2000 eier stock alld sooa recorgd oy W Gt vl sales caries froem msnth Lo month
5 Produciem cosis Moctunds ovor il yens vl Clur detl pealo @t the end of sanme

-

Lrabilltioy reach a high wiwn busliea s 0 Our operativg cosd ane diopplng
alsir i At

El Maich each senience 1-6 with a sentence a-F with a similar meaning
n Chnose the cormet label, a or b, for sach grapgh balow.

o) Wadi bl it g 806 H1 Tinn, s, o dbsmienss il 300 | Frieew =il by T1LA. ) Thess mes @ e o 30
] Bamy ineremsed o RIE i The=s mes & decmasss s L. | Peimwa buil i 18 ) Ty s @& s Fors J0%
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research

EX Match the causes 1-8 with the elfacts a-h in sach sot of four bekow.

I There won s eansiderable mprmnyman Al o resall, i el g lijivily
hit 1he Colmpaniny s iftagc i Ul gysivipiny |!:||.i|r|.|.'|l rimlieruie grivwih

2 W plani b dssgirr s techi kg oo & saeldeny sirrge o redinsdame i

T A a resulcof e weemeglicullimoo 7 obeuetion ro m ol etk sl prestigniuae

4 A st emilpoirmle rulds irealiie i AP Surfenlion

% After thir dnengiur, e |y will i) prefies il abesed up denmadically
improve significanily fl us @ poopeyueilis of their dlversifiatedg

i Thiw o bowgr laksar omms wiitn mo i et

T Thiy sew n slighii ¥meruami i anios i) hevaane gl rumgooors aF fostie ik ooasn

A Khiomm pricos odiim go up H'I.h.r;lh- Wy w @ sadn al actimarmies ol scila

L3 e phrasas in bold n Exsrcise 4 describse diffsrent degrees of thange. Pt ther in ondes
Trom smaliess {1) b langast (4),

=

o sightiy

EJ complete the sentences bolow using phoases in the box. Somatimes thers is mare than one
proisihle anywer

oiwbpanift. o0 s redlt of | pemuiteding  thonkts  dips o
LA COnibienie @@ comeguiiee of | Bl sisie o

1 Fhie FPRLE 100 L=l wyaie tcrrealiig egnidmily. lriverlabedg
2 Hammomwrs of & meTper Tl Fhamma gauing i
i Nuldesi PLE bos acoymaludly Fowestccl norod _tjw oo Mam Jielbeg] Gf]
£ Henry Mides clismibaed guiiclls pare{enil tliind ijuwitor pesilis
N Wil swmreibnggs Proim seviesil campales companles sl cand, e o e pefes
b JTL H-.il.il:lpl Rrictibin .1||1:-\-l.:1:.|.|r_l|l weieril Mgk riaint it wlasl el £22
Which phrases explain cousas? Which ntraduce etfects?
Listening for detail
3 2 0 Listen to s stock market repart and eomplete the graph of Franis Compy's thate-price
| i
| 1]
|
| =
@ =
| [ ]
5 1=
E -
| =
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L
IJ I
- R i . mEI SN D mEF =T i -
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Presenting

£ with a partrer. practise describing the information in s graph.
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/ Mergers and acquisitions
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7.3 Grammar  Future forms and axprossing likelihood
B IrHRE P ST e A
Arrangements, plans and
contingencies

ER With a partner, lock at Toms
diary. Talk about his arrangemenis,

Refresli your plang, and Intmrthons for neat seeeh.
mﬂﬁﬂw Be coretul to use appropriate future

¥ ool meg gt be
(e edy Do b m

farma.
Fudbiin At
il = i [y Mol N e min. gk o0 ey
FH Dijlst e bz v prubiilly ey line. He intght lase
eyt deluinm Erreambelmad o o rhia*, sl dhes ligy
PRI TuTur ThiTs pasimy (e pfiwy haw B
frasing i = o
IF guainy i FRin ——
Hars & [Arer e , ®lF REiAEy | &
preciclees Ll L
presant ETatir A pm
SN Wy Fonday Dl il i r {5 fifz wew 1 lafe=
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Tideis T B & [ Lk £ it 4 iy
wl B alliie =—ing 100 TR e
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i el w =kl wil ’ e iy (0 irweith i -
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= A neecguanpy in Tof et nnth Asbrps o Kedly 19 0l
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O By -
g

- | H Tell your parimes windty in your gwn diory/ PFOA'smariphone/hsad for nesl weslk
|

Expressing likelihood

R ﬂ In dmall groups, takbr turnsg t0 make predictions about the things below. Use
wnprmssicng from the table opposite to evalusie the probability of your predictions actially
happening

| o wponis gvenk 4 the job ket
Y thie egomamy im Wiy o B FhiEmiEad eldctnon
[ ¥ . your nexd eexin/ leslrevaiation 7 pextseusooy ushioms

ihr weaihnr B ol o peedichiops

AT ek Bragd! @00 deoe Oe Wl Clapt

N Ne pPY ey

| I s R T "1||':||r| A LT LRl Rl L

B § ledns hewe's | goiad cleve thait the eonminy L eeluy 0 cowliinee geiing apne hefoee I
e e

4 hefininiile Thivee S reu cfona b Bl G oo 1 @0Rr B corry i e some e e
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thare s » good thanoe
Thare’s o SOSGchance 'y Iylgindy Tikely

) wrdikedy IS positle 'y almait certain
iTn highay Ly thirw's ot mudh it iy Fanppery aefinitmly
I impowlbie chante it pomilfel hagien iveras no deuin
thet 8% no widy M might just sappen 19 Beely 14 boudidd 151 haopsn

Discussion

B} Work in groups of thiee. You are futurists. Chooss a column aach, A, B or © Prepare & ane-
minuie presaniation dacussirng the likelihood of each event happening by 2050, Lhing e
exproteions from Exgrclse 3 again and take turhs to present your views, anywer guestions and
defand your idaa

A B C

Everypuna Wil wiork friam homa Everyune will go back o wiveriiny fiokxody will waork mare than hree
vy TRA Rk tlirg 4 ik

Thiesa will b & wingle woild comence.  BAobile oties will ba Bt on this Wortual oraes will e acromdbie from
aoaome arpaihinre IR ife word.

Thisi il buir oty @i cOn e Thit ssajariy of sonks manegoid @il CHinse Wil B e Bngliege of

pEnkies on the Mmoo b weeen. bidlmemi

Inmternai u‘ﬂﬂiﬂi

research B} 2 100 Listen to a conversation beiwesn two friends at a party, and mark the luture
svents In the box U (unlikely] or # [plannad).

[_gatresiance. || start eveneng dleses | Iotey st Armp T find a news o
ﬁﬁﬂfkﬂiﬂ-‘- (] read the job adv ] giwe wp smoking and drinking
|| retrain as & marketing sasiseant

Wihich arrangoment has Ashley forgotien to mention!

Eriscussion
3 with a partner, discuss your plans, intentions and hopes for the futurs Talk about
= the resl 1l the disy = mpend Dosl il

this cvenig = meal e

[ERHATE] g b ¥ MEXT Ay

i wrekenil b ame iewl e

o weel # Uy niel 5% yoar

el il = ¥glF rebatmaetl. (10 meved fon sooi G plisl dfieec’|
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7 Mergers and acquisitions

oaprenninrl 1o Sescribing
WA Discussion

QrvEtiy @ PresEnEaTon ER ttack thase prewentation toaks £ (essential) or M |nah-ssentiall to & good presentation,
then eormpare with & partner and esplasn your cholies.

_lalapton | aideo projectar || 8 DVO layer snd TV [ alassr poinger
| fiap chart and pern g blackboard and thaik ] an interactive whiteboard (WEI
Tlaset of hanckwts [ a B5menaliche projector | pressntation software

Listening for gist

E 2 79029 Usten to four presentars, What mistakes are they mahking? Match extracts

1-4 with the tips for eflective presentatlons a-d balow,

o] D't gt to maven dotn on slides: oo omoee Eaam s inves of feat, and no nre san o

waords por line [] .

T by visuals cunfise the audiemee. don'T ovesband ey wiil slides L)

£l Dop’t be tooiechnical sdogpi in the marger pucionce, pd don rdsed oug bext on eliges.

g Hely the mudience W wodendand by intmodacing. highlightiong e explsinisg (he masl
pmparwtt blomotion

Listening for detail
EJ o 40 Linten to & berter peesentation, Which af the thine dlides &, b, o ¢ balow it tha

pressnier descrang?
-
-
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™
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o
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Intermet B 2 i with a partnur, choose the correet ptisn in the chacklint ol useful expeessives for
research presetting wisuals. Then llien sgain and chack your angwen

Jituad il The Hevi

w1 e e Uneful “m m visuals
pgrating s ! Fuul :

sl bl curTeet irenis Ivtroducing & dide ar visul

o it B At by

S ertic il - TV Pl Pl e (o lelok bty sliie
e My Tt Wlizhe resanmy ¢ SAOWS / COMAAT B st
—— L21'1700K / ior £y A0 the secunid charl
Highlighting
B ithen - grmprh whvien

Ay il ek £ netice | eemank it e ple-chart
AS yOU cany pEvetive Jiew ook, afiey & merger

Contrasting

" pontraE o,
compirad with | regarding £ ln relibas o oalmond hall aks ks
mortaves | natwithitanding { ahenss 1 mmains about th @me n

‘Explawing and mimrpretng
Thr figures seem 1o pecasmymend ! wggeat / eeplim that
‘This b hecaise / Fevaiting / dur o 8 pertlaved drop
Thie remilty ivimler £ inditiibe S intes et il Hetalins

a5 conirary foppoute [ anpamsd to mantarturen |
T i 1ol rwralait ¥ redrson Fepcig of impeowed prodec guality -

Presanting visuals
EX thw piechart shows how typacal Amarcans spend their income

L T

* Wranseorialivn
= ik

& magasable, e hoalih,

camemnlation, sic

Orass twyo pie-tharks, showing how yod use youd |reonre fookiy, anil B o think you mighi
s b i 20 wears Tram now. b small groups, present your choris usimg idse framessnri bebow
i UImtrosilce fhe foret cramt
gy bighn parirvin ol imiieriie
¥ Eapslaie sirmtbding, sl
4 Il wiad wisir o says absaisl pon el yuue lilestyle
% Hepeut poeis 1= Bar e see pongd cBaet, sived coneran thie secomil cham winy o Oea

Presentation

B3 Work in groups of three. Your company, which manufactures lnniy sacguets, s looking for
m 5 uptabbe wkeover et i antder 1o divarily and adesieeats growth. Ench porson will pressmi
tne tamganyt decide together which is the best candidate for aoauisidicon.

ﬂ (=] I- 1I 1 3 I 1%
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7 Mergers and acquisitions

B ot of alides
* mnng el anil cavicie

Ll g s F ]
18

7.5 Writing Presentation slides

Disousshon

KB Decide which two of the follewing yom would not expect to find in a presentation
sfide. Why not?

batkgrotsss bold test bolbet polnts dfferent fanhy
fotneden  Malls  logsy  piregiapi  phatos  wound eifeni

Maodel

ER moad the e PowerPoint dides. Which is the best way of gresentang the information
ana Wil T

Guidelines for slides

Tou shoukin't use more slides than necessary; ong or fwo per minute of

i prasantatinn Wil be enough. Don't presamt informartbon in seiencos
pnd pragraphs, divide it up into individusl paints. Try nol e present
s thion sz podits on ond alide. You shiuld educe Texi to keywonds
ani ptimtos: (ry o hove 0o more (en sia woards pad e, Don'l fonget. o
graph ar chart s much esasler to ondorstand than o Text,

L L

Graphs and vinuals whotever

= Vi

Guidelines for slides

= 1-2 dlides/minute

= fafw in points
¢ i
= nas B words

o whanls bost




Imtirrnmt

research

beeth for The kmpwordh
Dwdith by PowenPains
8 id gud imere
i 1P proc enn
o o multimedia
rwehlplicdn

| — ———

Glrssaryg ERIEE FA

bullyi points
diwtracting
faet

wipas

Analysis
(3 ] Compare shided A and 8. Which words have besn setamad snd wehat ind af words have
bBeen deletod in slide 0F

Language focus

ED Underding the koy weords i each sutract 1o inchude an 8 shide sbout writing prosentations
Then reduce each point to s fo sEght wiorde

LR i 1t P ChaDingerg ahpecty Bl priing & prescivlatian s the tond io etpenice fhe

inforrnmiaan diva lisglcal v

i sbtsicve baclogrownd and tent colualbs thse wie cominmlile lor the sodience to read

Presemalios softwory con b fun doouse e cresiiag, bl Be notindlude fomommey effoels whach

ity Cliirmit vor isiionee Tnan e cosiend

4 Malos sure thy el b leige eiough that the aodiende can poadd b iatly v e sl il e
roemn. Aden st w wtandend font thist e et oo camplicited c distractiag

5. Lise poiiliye sxtvments ke Tl fgures show ruther thuw vague lagunge Hle The dula

conibil possitily niggesi

et by

B3 foduce this presentation sutract 1o fhve palnts on one slide

I"rer P ifids FEATEINE o sl ilae ibipi= o i oo e setnah, T o o Tl
il ibr bapk are oue cotmaliaiil, se have idengified o the (rme musi malisile fuiums
Bt (o e iy, Lt Siesd copilins b b dee neadiene et ki hnd L mmabaet |s baegiamamg
tare arid e crumpaettlive, bk oE wr e caneful, we cam contimae o serye = @il
dorp v wemrs Ll woooen] aplion is ke Borsnw memey B st bnonew ischimnligles
bn st Dol i clers elog petie ign-margin prodsos for our exdsfmg cuniomnes,
anel for new ek Thie thind and final soumaio s w0 Tavisich J b onoer Bld 20
pefeine (e il alesdy Bae e technedepy w0 need fo enter theste ey mirbess
imunediasly, Tadiow ancd gemtliemmn, alier careliilly comsiiring all fhe opiions it s ihis
thired scerirsi irhich | mbend o reermmmend. 18 s, of cousse, @ ligh-riak sormasio, bt it b
i mowmae Which fuolds mnopmens poioniial forsar oommpany

T ——— - ST M= L

Output

Kl 2o Ustenioa prossitation abaut Galway Soltwaere. Take notes on the strengthe,
wedhnesses, oppartunities and threats the speaker has identified, and his progosal. Thes write
ilicles 1o Wlustrate the presentation

Writing slides

KA Pian a short presentation on 4 subject of your chiolee and write 3 maximum of sie shides
Enchange slides with a partnar and ghve gach other fesdback.
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1] Mergers and acquisitions

ensmiparing fanamcal
imormarion

Ayl ol the sasbilivy ol
& [T

Discussion

KN Calisto, IMM snd Reysonido sell musical instruments in Central Amerlea. Look at the
Tigares and compare ihe three businessss

BT = wwrrrrgs fednew nteewer o b

-

Reading

S —

EJ Besd the newspaper article and answes the questions.

| Hmw leas Dylan ichivved 22 rmpreslve grosaih ™
& Wit ellect huas 1 had on ilve sinasket?
3 Whach company haw adupled beet to the new markee leader?

Dylan rocks instrument market

This yame

L o

Hvow Trgures pesterdey confirmed the meteons
rime of Dyian Inetripnerh fo immnber one in
Cemiral dimeriea s minsical inarmmsen mariet fee
chomy) Panama-base newcomers Exydon, whn
have enodelbcd thoor umines on PO diseci suim
pbtul. D, B i liormer tiaroet leador
lnistrumenios. Moavioa e Mefcanos (1M indo
socond plice. Under the charjsmniio eedershis
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ianrcting &nd iy disiouiiing 10 Gagur
pansge] share brom Wl iy competiiamn. We alm o
P SR ol vhie Encnd it i Teo v oo,
trumpety Drvinn. Competitees fike IV, Calisn
i Jleymmido aee povsidering slilances o
ermury thekr arvival; sevral smaller plaen haye
ibrvicly o vl of bislnss

Srhers 1%

Tl
Prananaiein 11

T
L%

¥
Wy iz 13w

Lil P

A FE

il w Il 3 LH i




: Listening for gist
nEornel
rEEEErEh ER & &0 Listen to & prossittation by Calivto’s President 1o the Boord of Direcios. aind Get the

T mmpEny's sl options in Cofumn 1 of the tabie

e i L
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st hlem .
ek Listening for detail
trumpet n : 1 LINTER L EIEE il fDﬂrPlFll Thie moleEs on CElYTa S8 Splom in Colurmm 2 of the
— tabile above

Discussion and presentation
EJ in amadl groups, mest o comullenis o Calisto’s Boam of Dol

| Resiew Callsio s iy o & well us FRILLE RATA LA, Emid livcid e wiluad ralepy v el
FeCoinThe L
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8 International trade

= Erplit Heenries ang
EGTETEE Discussion

Kl How can selling your product in other countries ba more difficult than at home? With a

m parmmer, fist four aspects of export yales whers there may not be @ level playing fisld.
Scan reading

m;::,_n ER #aad the artide opposre from a trade magarine. Which four sxport mistakes did

T e L Elsenduary Garmes mzha?

irrporiamt e in

[ S b

h"“'“"! e Reading for detail

drides 1o T it & fun EJ Read the article again. Which slgit lessins does Vincentl say exporters have to lgarm?
vl uf Mg thiss

—— Listening for detail

EN o 10 Usten to an interview with James Sullivai. a sales manager with Nehling and
Hynes, an Amerkan credit agency, and answaer tha questions.

Wik v Elnals ol serviee de e b apusighs primdde?

How lurge 18 Sehding and Hynes' database, ind why i this imporis?

B ioa ars preidil maringe usednl?

Whal progtortion uf Europesi misid LS s punshuise credil lisarasce®
Which advantage docs credlt iInswtomee give Daryl Vincentd in Sauds Arahia?
n wvermgr. bisw smach) diees inieemaions) eredii imsarpee cos®

Reading for detail

E3 #vad this extract from a guide to methods of payment in intornational trade. Put the
methods in erder from the safest (1) (o the rskiest (4] from the exporiers point of view

U s R =

" Open accoumnt

SEremn g uiypieid i ree by B 1R Dgaer wlillP g Peduieal 10 pagTTEeed
__'.h:hr-rﬂnm'l

Sryment o eapeched by the experte) il Bithone oo s Puppegd
ity for cnlbection

& 5ill of yonharmge % st from e eeporie b b e Guses Garke. Wren e Soer s
S ity O A T e, (P e theoteaf]. The docurment arel gonth s s b0 1he
ey Bguont sl scrostecs

| Latrery of grodit (LACa), aiso soven oy documentary (roedits (D)
D witmitpry cimdde! v @ Safh-E0=tmink Lonivin el of peviresil. e Doy s Bk [uoialiiess
1ha7 At il e mAE ehe= B Cupme LRSI At i 15 b @ e plleece &
i e R T

e -—-'_"-"J'I—-\--_._._.——-""_._.-—-—l__.--_-.__-

Discussion

3 Ay the suporien, decide what methods of payment in Exercise § you would reguin

from these customen

I The buyer b0 well-knas'os compony b i e country by westorn Euvoge. This oo Sl
wirdior b ipaid Bigee Usid Aoy wll bocome o ragilie oulsbomes.

4 The hu}q‘!r 18 i o cosniry wihire cRreTCy nrhl:rlIE 1 comireled oy the ginermaneni

m kegumita fur firign surredcy paymioniis el be jusifod by dupportiang docunmsnis
1 Thie buyer l8 o ped custoimer e eoutiiry wiili o fagile sionooy aisd & pooy gredii caklng
chaae 4 The boyer s w large North Amenican gosnqary with m rerpiraticm foar v pagemend
5
&

cradibwafthinms The Bigrce 1w ome ol waier supplices inos metghbouring commry

leand playing field The buyer represcivis o amall conipany (0o developing country und s & pessanal Trend
tahe i board

thinx outside tra box E2 vou and a friend design and sell your own line of Tahirts st rock concerts, You have
wREUE § A beon sy seciesiful in your own coundry, and now several contacts in other couniries
wlzard hawe expresied Interest in your prodoct, What problems do you anticipate if you stari to

e mmpor, mnd what selutiems can yeu suggestT

1001 b1 i e




learns from
mistakes
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8 International trade
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Collocations

£ Complete the collarations for tafking shout paymant by chooslng the soerst nous in
thie-box T nach group of verbs

lmm Adesl anitwDos B pEPMAMT  Aditine  gaods

I provice sapemit

settin o S r—
Gisery i sfiptoie

slale — muske

— E mach 5 ke W
ersmply with sign chass

Decide whother thi buyoer or the seller corrim oul the actions above.

Phrasal verbs

ED Put the words in these guidelines for exporten in the correct ander. Each sertence
contains & phrasal verh.

1 check Y cusiorers O yuar ©on § eredipacriiones £ ag

dayreien © bresirmriny O 0l 0 e S imke O aBot £ getting 4 B S ool £ pad
bactudenid / theke © pustoeters O de el 2 e 0 peEnneeds S st e

ua  iryeniices ¢ o S B £ ey £ chese Sl Fooviddee S ip

set S gedting & pomur S dilieulthes Foguickly Ol F condmer S St

ED Maieh delinitlens s—= with the corect pheaal verb Irom e 2

i g nnmethdeg offically Bam o specialut oogantentiom []

Bl mcwbigg seowmride n ppiiealer eomliton oF sibslvin i

o) nd vl anfarrmifoen. phemd scemrthmg or simenTm ihsorecily :
dl Hed out whs bs beling dane ehdat somethdng ||

g bl b iles seeibelngg af thee might dime _J

L e = Pa
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Listening

res Eﬂ.l'l:l'l. El D Listen to five comvarsations aboot Seport [Bsues. Use verb=naun collocatians
froir Expsiies 1 and 2 to dal whal b hajppasing ngach,

Iniermat

L I T
wimn 1 A imnfult b % hledmdboam ooty o gpimiten an applcatom o Sredal
Teemeh foe dhe beveausl Brutidi ankos Bils colbeigaie b . e thctr
Badiiue. T, b o & Fhe gurmgnaiiy & grivmg i ati @ wl el
(n EheLmars, b [Py micesd v dlio v s Wity the anelBboim mt th garmre)

:, Wi Telearsh Tt i Frodugisia's s mb hoer o — ym ap inece
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. | iy piarngiprbey ke @bl Pk Che gosiads sl T | 1w el thes .dri
Collocations

Bl How many pawo-word collocations can you make by combining the words eredif, insurance
afnd curtamer weth the o in the bos?

faid  elaim el (ndanes e Adgalty
Jl:-ul-nd poliy  porthelin  salex e

£} the cofiocations fram Exenciue 5 1o campletn thew sentances

Friguaea e setines fre2 gls and ol e sl wiys of deyelupisg

T iwvind cush Tl profilermns. sales e peed 1o plvet i clear

AE| — prvmi s oover b il ol e seridei

Bocsmse old custimms lowvie o usles perssn must comstanity bo ey 10 add ta 1
reduces the raik ol defoull an export penemis

Wligr U digp ihe Loty ki @ _ | luer g i ssi i

A e il Pl

Defining words
Bl with a partner, practive defining words relating fo business ransactism.

Bradenn A e D inforrmartnn el
Neugent T4 tuen Lo page 12

G Btuabent B declimddons foe 1, 2 4,8, T onsl % oerors. Siaden B will geee yow efindnams for 1,3
Sl 8 duearn mnd 10 wened 8 v (o Bedp to oo plivte U o noss e
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8 International trade

E L gEprEEIOTT with i
wn @i al

* aga lest el pealsedg
aid farmofhie

*  dependent preposition

Hefreal your
memory

in

perawdy

The miriurg, fulg T
wirihey JOGF, ehe Bl
ar

claryn wndd cwim
Afnntag the T7rh, N
ima™n Sy

&t

e v Tpeeciad drme
T, Drwakiaey, phe
a2

A e e e fa M T
ﬂﬂnmr-ﬂt

.

Il-I—ll--i-llH-"I

.3 Grammar Pregositions

Prepositions of time

EN wWith & partner, ash snd arvwer the questions sbout your tountry wiimng the
Appropriate prepaition,

Whien e et peopile stat ond fndsh wek™
When do suderis umsaltly G miost of thiear wiack™
When does U Suew Yo begin®
Whisr mre il wchond hesllelms®
What gthier eenves amd pogritar for holidupsT
When in the best time Doy touriss o wisie?
Whini tine iy people dsieally snr Breakias), i sl dipmee?
¥ When il it impalite to izbephone people?

#  ‘When are youallowed o pwmie o 1ot of noie”
10 Whien mne salames el paid®
i1 How guickly do conmpenics wtasally (ma thar Rikls?
12 When aro the is?

Dependent prepositions
ER Find the weeh in sach group that doet not Tave the wame depandant preposition i the
other three, Write the prepotition in the space provided,

il O Al el =

againgt for from e W ot en 4 with  tor

I fisfen |I|:|-.'.- eIV refey |
3 comply syt fyntan Uspenciuds [ ]
3 iy Wi ol tibjes | i
4 depomd rely fmatel atlen | i
3 el friveed borrow wicceed |
6wl byl hahk negimani I
T dbscuss apply faiali dirodtiglis — 1
B comuis POt approve think [ |
# listen brlong TS reluie [ i
Lo flght ETETITE {aristed sk | i
Listening for gist

EJ 2 20 Listen to ten shor dislogoes and use & word from the box to describe
what the peophe are discussing. Be careful 1o use the right prepasition.

mmﬂlummﬁﬂ

dependence  Mearing  insuring iﬁilllnhm
I Theyure dispussiry R TE
2 He ls dallderg nbowui wilnl e sakd w ber
3 e by ueky that thire Bot omeh . hiis o
4 They e sdm g he Lunpepes
3 They ure watrring abodl their compuin’y ooe hig jirm
L] 1he Arpmrcan Food ol Trug Administmmen b emential i they
want bt sell 1'.'11- 1;1rnd|m.| [ e Statios
T She w explaining the company podicyefl - o e
o They sire exprssing fhidr Elby yEsir s reiualis
0 Thiey e worrsed sl not Tabwan
10 Thgee ivas apsiem failure, so they don't have datu
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h

researc

il

Fapil M Deveme &
Tivn raaateE  Bs i
yumg, Miake @ b gl Fian

Speaking

3 with & partner, o in groups of four. play prepotitions tennts. Student A “sirvel by haying
& werh from the el in Exgrcte 2. Student B retwrms’ by waying & thort wenienos with the verh
and ot preposition (without looking at the listl). Student & then seys another verb from
the lst wihich Studsnt A ‘returnd’ with the cofmect prepositbon and andgther verl, ste, Score &
pnint mach tims yowr cpponsnt anveeens inconreckly

N TElp

B you can rely mn me o gel The Aghl anwess emn

%D o s mprete Wit Pl @i ull! resac

Listening for detail

B < ::= Listen to the convenation between Paul, 4 manager, and his assistant, jonsmy
Complete the schedula with the times or time poriods, using the approgpriate prapositions

lemty s RN up TEiurm
Plit sanaistn. hafars &

|8 R e TSkl D) Y LI

Pard & Mgl iy

Check @ gpan

Firgiics s I Pl

I'.'.!I| B RIS bll: [ ¥k

Pmui i staying n he Hipies

Paul iy BNendIng s masings

il ‘s metarm fight eawn

Piill i jiepaivsg e Wllsrassies fiiki

SlErpaus prmgnns eir docisin

Pl welll oot Nes Tor Mow ek meotirfce

i T e Wi

wermale Fnllmvwsil by

chrguaridaie! pregenifion,
webwchi po Pewd avm

Speaking

igllid b3 lai 3 Wwork in groups of three You are going to hold & conversatlon about ore of the subjects
—— |0

¥ {IERY M1 BECTHIE & TR E LS F lw i fund s R L R
’ L I|'_'I"'-I.|.|' i bark i lenni Pl Mg L] L TH 1) 10 IR EE RrOfesRinia) i

L Ve Bis o] PP i L i Qi i Lol B
e oM i
prblagges Sruderit Al turm 00 puge 117
|'|lT|'h sEiert I fkigs Lis B g 1 1=




8 International trade
e

tarrmcting ang Discussion

sttty KN Read the information in the bax, With s partnar, discuss whether you think the
rerleniaying & nngotlatian countries and reglans below are L [low-context) or H (high-<ontest) cultures,

Lirwi-comtest cuftimes High-turtit cultuns
Focus of nagotiations  problem-solving, deadlise are Empartant r-lnl-umm-huli:h'ru. mhﬁnlnh
Communication tiyle  direcy, verba few nan-verbal digrsh h'dﬂ-ﬂ,alhlhmnﬂu,nnfﬂ Ll;.rrhq ne

Busness organiaation  ind|yiduas more importang thar the groua mmmmhﬂmﬁuﬁ

... Ching | USA | Aumtralin | N Eampe
L Middle Eant [ Latin Ameriea UK | Japan
What does this mean for international negotiators?
Listening for gist

Bl 2 267200 Uisten 1o three negotiation extracti. What wont wrong in each case?
Think About high- and low-conbaat cultures, 85 well a8 the actual phrases used.

Bl 2 200277 Listen o alternative versions af the three negotiations, How do the
nmegatiators punid misunderstandinga™

3 & :o22: with a partiver, choose the comect optioni in the chockist of useful
axpressions for being diplomatie, Then listen again and check your andwers.

mmwm

Cheeking uindarnnding

Conect me i Fm Wﬂm:&m Tt you deem 1o be saying that _,
Have | gt/ seen | ciught thi right

Wowld | be trow / faw /ripht inl saying that . ?

I¥ I'ye pnderstood jurt @ cotrectly | really

Cormgting mikundeniandings

rim atraid there weeri o be o ibght miwcidentanding / initake [ minhag.
Vi bty that in's guilse what | want | moant { espected

m+mmwdlmrmim
Retnrmuiating

Fime. f
ety i 4o i o i b

Diplomatic language
E3 Match the diroct mmarks V-4 with diplomatic forms that were used m Exorgise 3.

Droct Diplomatic

1 I'm not reody 1o make & Secilon. &) Merhap we should 1EIN agaen in e few days?
7 This perodect ja totally unmaiintle. B | think e might nesd mose thme o sepises all the mplicarion

3 Lot Gavish th meeting now. £ W wnauld e wery Rappy 00 gise you the wame Serm s Auckdand, if
O Vreie Hlmnlmtnmdrthlum m

Tm;‘!ﬂ;hr ﬂllﬂ;ﬂ mﬂ_ll gl ey atraed v fasl thare are 52l Quite A large sumber of il 1o
Yol give us & Bigaer order. Tnce o Tiis projec.

108 « BNEEiTVEER 2 0

——————— e —




Inmiarmat
h

researc

Bealh Far e eepweris
T i Eaardmgg
BLENPOINE SUITUA

i fimd 0ig rrshe

sbaniid Echwmrd T vlaiTy
oS O FBire el

L e
e
L3 Comglete the summary, Diplomatic langunge often wse:
molad werba Lilie cobdl
- o LD WV NG et Or
s puslifer ke o dnf, Aol {
imirmdnglosy warnings e acriel
& [RpepeElvE | gueskions TULEET Uhaidl sliomn i
Translate' the directy romarks into diplomatic language, and vite versE
Damct Deplamatis
L] Wiouldn'y «f be easnr for puery T T i vl Nl Kb maeting

hiEra- rathes Than in Cednmina)
& it you don't want 1o oo bind e juer gy ol

] AlTualby 1A T e g whethm WitHd |'|II:'||'|I i s T LY a1
posilon om Thot o lan St ®

4 30yl ooty sinrTh B el o el pPrdngts

- 1 Couldh T W erhans w1 & IPPtlE gadller than 1 am formosfoe »
Wi might fincl vy sweiuld make » bit move progres

&  Thats mel e | e s bhat)

To e honert, 1'm indjindgd ta shink that Buinew ips-aren
Qe g Ll U0 gs gusiyistdy sy they ade

B %o pod don? brosd kb pee

Negotiating

0} With a partnes, tako turms to choose 4 subject and hold shor negotiations following the
chart balpw B diplomagid

I Buving warldwide rghis e oier rarkmees mantie scripd

. BRI v rE I SiniE STHILE O ORI PaFTHEr § cur
¥ ErpyinieE v riclwicde pebirs o e IRE it partney™s [

| ||.'_ el CPUALY R STIRLE (UL S Dunl s

Sueleay & Lristisaprt B
Clomtary AL ¥

1 Miks anaife

BT .
ImoiReET U &  Chooh andendanding
e L1114 . P
¥ Cormeit moundersianding &
il npcesssry, relarmagiain offer
g !

4  Mieke a colirier offen o g tn S

& Accent offer, or goto d




International trade

[WRIRERT NP1 E.5 Writig Reguests and remindear
euding pealily
. Discussion
wwrititug derpuiesty sted
TS El Answesr the questions Below. Then (ampare your anaswen with A partner.
I Whial b saomie prlsilisiighis’ o credi?
a) mever Burrow meney bl use eredin i moderation ) gt as much eredis as you can
10y havi 1 esh samasinng 1 repay money they owe you, how i sou feed?
Wi embarramed bl angry ) nuibiog, iy only money
¥ OWhal wemihild i werkle 16 remind aomesde they v yiml ey ™ Wy
u) ow el message By oan email ) s lemer
Model
E3 nesd the emaibs below. Which email 14 s,
arequest? | areminder?”  amefusal? | o fingl domand? |
Highlight the phrases which helped you fo decide.
.1:.—_'5,11-&'.14 By | iRl - F] .l;::;imm-murlwm! [
. EETOiElinG B T T S e (LT Firghir 5o sur eriall of 23 Elig e haiis @il pak
T M0 e RS PER & rde Gewdin 1, Fidiwwewi gl payrmnt S e eisarelinog e ol
i itwde bun sleddy Soor mitied, Feol CHETRE Wi et 1o s it weam
frnegand. thi amad gl sl degrrent e S austandang
' il e b, b wline '
L J Py er—— o) Ol [amem e wamns 8

T

I urmaan1e g enceey = 3 Spmemben aooud
PUAETFIY (a0 Exe Wt e, Y T i e

Ag wey e TS R oo e geile anie T
PRI LTI, Vi aand i e dipmg atos
gl el e pie wiaiineg |0 e N8 gl b ed i i ol dipes aloRand W e fohbelsed tha
aE 4 gt Trdtrent e nating | e e'ipe prranmErn e wall B on e mutuEl ceealit, ans
vk el umisnlaned e fEs i B o, l o SOk Yy e war |y e
b e trusl thad ver €49 S b 1 da

fiusdreit trmntlier o i Pie paed

Analysis

ET Make complete sentences by using one phrase from each calumn, The firet ane has
been done for you.

™ i Bl

the sum of €1.457 _/’,_-——ullﬁtﬁm e of 1 darp.

3 e are plessed 1o whether yeu wouid be shie a4 this autstanding halsnce.

4 Moy tmiod you that. o earysetement et pou propose.
5 Ve rahe 10 40u O 4 Hovembber  dows st allaw 1000t gl dopartrment
e T R =
B T T

B W hall have o altermatve  know your decivon o v moow than 30 da’ oredit,

Wehileh ssntenies are wasd (n;
s rogiet® [ meomiinder® ) o rebuad? 77w agressien? T Gl deenend®

(L TTAT SS S




PRI Language focus
I'Eﬂ-ear':h E1 which |5 the most palite faim, & or b

T AINF ST R P edewi gl 1 LR ETh 1gF walyirne of hiesdng
oA [T, OON iy 11 CARTRROTEER FIOEET FSilil I § HEIEINEA e T R TR % 1
regritre [l Mo 5 i SR LD Monger CYTIE VTR KR LELTS
taraimg Yeanh i ) WWilth Feposd W i regoisl Tae b il crediL bisteme,
i By T F 1 nr el 1 |

eerrmptilisd 10 fires sul

A PR her pn e el T W0 BRI
Pivd Pl Wi, i
1 el | lEhrWEErn] fis FECSIVIR e bt

3k

il v ek pel! el 1 ordet idicd

el N eraartagey el

L R T e o

1 We're givimg v g Wees da oo
1 Rridess we Pecy poavinenl, Witk smnm I
I e il [llie A =Tl | I ihe chrbiy 18 Aefctmg 1 I 18 TR1]
WM e ey we ool st Jisvta e st e imiel i) B Bl
T omi This weas an dotforsnsie overslein doe 1o cletumsianoes Scyond oo conirnl

B Yer formod. Pt (E seEEn Tt reer tal
Wee cari saniekts s Llnd oF o (ll jasl Pogm

Wi Dont werre i wall e happen again

B Complete the emnalts using waoabalary from Exerckiss 2 5 and 4

o b mbie | sans = bomsant = . © e | mry o | SORmARE ®

1] T T , © R

Which emall is
m il it & a tetiulides | TR ELT

disrugard ) fimall dyrmand m squistagy ! e
itErad

tatnring Writing

outardig
OETI a
aversinict wiwilent A tuen bo piis i
LTl Stugeit I barm o oo

SEpEeme 4ol o e [ |

nll-'l-".’?l‘l'l i graugd Gf three o write and epdy B0 fegpassts aneg reminden




8 International trade

O IMaNSgIrg CURLDITTRR CPRR]

b linging a solutsos for
mpewaknay ety flos

Intormet
research

e e (D ey
walirifi o it Ting glintin
b Fnd ot s gl
Eoiid e L | iR
P TTIREER T i Fy

Discussion

“ Breipstorm 4 e of servides wilidh |H!g! haatels EaM '.'J'I.'al‘“gr for in addition 1o
picomenedation

Reading for detail

ES Read the extract from a business magarine and anssrer the guestions

Hevw s ETVET |_'..I|,'.\,| 1 IO IR FOHIE] FigvgiilEss Rl EINrCT BT CLEnEs

Wi ales lxtery haatels preler o e thatrr osen erod|l cards eatlure thnn b paile] by %154
Mapterand ¥, Americon Elgreesa®, ele T

I What are ihe sctvmniapes for (e Customes of o 'CasiiERs resort”

4 "Whao is Rine Hussabic g s'bsil apd his respisthilpitisg

THE JEDDAH ROYAL BEACH RESORT

110 i

T TR S & Bl Blopchs sy i oo o8 Saiiti Sabia s supwser
vl et huoswrbous Posels. ln e leecely omgnetitlve market whitn
forrrps compeentio pa e T3 of Fevemoes. ey Frone o

fhie - five star malace fa fhe one-star moiei neede 0 incesss e

wenLies W b ety B disvest e g Ddedliilis 100 ke ass sy alliiriln

L ril i ot el

411 El'w HITIHTLTY I"| .Il" I.'.'
rrinciontieg la o, The Breesl Panch, Blie rand’ of He ceenges o
NaE il |l..'l||-'| LS ] T o a-Tel imanad e Uar vicslil
st H Phw b oomes b it D e cusdiniEieFs Y el ek on
1S e al ey

e o Rlog H =a ' el s tiomes i Lol Sliiren
i Lt i i e Dt cpesdi ey bt Kol Beaeh bisth

cards are tnepranmghy poyrlan allimesng Faopeis i deweion

FELEE O Y i WAl auercl Bavin cemenrilsbon b clisl
i paimiet HE o ki B renl Biasl e fhisite Dl w0 e e—
prwitt mbenmrr @ alde Bedise e clectnenes remberat in
ir® 40 makie peservabicas vl e Drierearl 10 sped] L ifeiek
Ml e ot winE o e e p sl o ssveies Isckucling
RCrEiF OGNSR, Eiefsiong Wil 1d siairaiil id hiar Bl ==y

eritie= frmenmnes, atrine fkcets arad oo cEn . atranices Wit
i e Paige problesss Witk (B o Bodigi 1S ARTHS ET] ST =51 T
it spasibe Biud pall coiiptas, [0 eded [o i s Hriis all cpoes the
otz A e et Aeveral daye i -thy Al
umid e gy seveteal wenekes s Lapvl
with rrhinvg e than this
plele sifory St | g b L
o s |

Wil Hisssain

fes Pl res nelide seiting
IHECHOIE &4l flklbslzial
.|"|.| EUHAiA IvH (T | L

drmilimat et et b fem

v bl e piie=ts, 1 1k
WIS s, Wi Berger b

w{ T Ty T [LF 2]




Listening for detail

El & : ¢ Livien 1o 8 conversation betwesn Rz Mussain and Frederck, the front office
manager at thi leddah Reyal Beoch Resort, and compleie ihe customer detabase entres.

L Tl
- — [T —— e ]
— gy e
I = s | ]
oy e e ——— fe— _—:-_-'-p_ _‘_ ]
A | el D e Ig.- L 7 [] ML seel B e | sl s
& == t_. - -._--- == = h--lll--rl-d_ﬂ--' — ==
— e — | = —is -
— e —— = 5

Bl 2 o) Usten again and smywer the questions.

Why dodealt't Riaz lilie haviag mock geoagnd fn b hoowl?

1 s Bppaple lesie biattm) svilhest paylong Mo moch el e bl b
M mriiih wredid |s Riar propared b akios s

Wy o= Frederich think Mr Kobayashi 8 a:difficuli customer

Why s Frmlerch susghbcins uf bimi®

What haippened sl Mis Sunads compaiy lost yesr "

Why arr M Samian and her beoter nperiant. for the el

- R R M

Discussion

E3 ook at tha chart showing the Jeddah Royal Baach Resorr's customer payments. Describe
th tremds fior
Voo paymeits 2 short eredit pennds 3 bonger ormtll penods 4 meolleciible

CUSTOMER PAYMENTS !
[ T O PR ST PSR R T P TE TTLL T I
LAKF TESR.

o ' i® (e L L s f

Ly F L LF [ 2]

I. |

¥

i :
T g — s

Lo —
= e — . L

I} with s partner, talk about these questions. Then change partner, compare and explsin
your docisian
I Mlowsr pady the fends i poymsenis By eaplalied

2 Hoew can the hote| improv ils cosh fos™
3 Vo shvoold Hice Hussain deal with ooty of ihe rhree customer applicatian in Lasrcme 37

Writing
El Write a short letter to each customer explaining your decision.

Frisarapens | = 151




Review 7

Margers and acguisitions

BB Match sach word or phrate abaut finance in the box
with I elafinitian balos

ACtiuRtEn FEst
meonomng of stals
llqhﬂll,!,. (L

fus S lgance
limed foadn.  Hipbiiitin
furmgepr  warlaole oot

I Tall Seecwidgetiem off o congany’s activiios und Hadiedes

& Ihl_' CUEETSIIET InorEy 18! ORIy InvER

1 thie provyw of combiidng wo sanpanes to Gam
bigpar oo

4 sopetining fhat spmeong b fespesilly & oomgmoy
il Besn Bamighl by amother comprm

5 comts Ui mleer disecily whon the busles alies i
bevel of oaip (e rey plennls, components, el
cniis fer Bacxory wosbicm)

B uats thal do not slive shion the Susingss abters b Jevel
b ouilpie le.g ber Birkithing nianegrmen salarbes)

7 thizgs sach oa eoonbey, boildiegs o eguipgmend il o
[ERSGN OF COUEPRIY Dwms .

& meoseny al | cEEpang s :‘I'Hi|-irJ. i q.lu.'h:h CUTETT

it io cash

0 retuctions ko the cost of producing o unitof o prodict
ll“ll R LA R bl 1I|L|lIIJ| FINU TS -
10 todal aswesieey o moneg coemning 1o 8 company bo
sarlicy (umunlly: ghveia @s oo unmuad e

B Find worehy or phrases from the box in Exrgisa 1 that
hinwe the same o similar meaning 1o the fallswing.

il ol saless gt conils

ey padad | ndbres cosls .
cunlyAiny

dubn

FUYETE RO

ol B -

Match the weardd in the bos with their definitions
{@nd mEtra infermation).

tlimh  dip  deieriorate thetaate
peak  mse  dide somr  abiiioe

fiamp

begome sigher fhiiemlly- fo movee up naing yoar Tamds

(T[S —

becora Jess [literally: 1o pud somethdag iy & lguld

end uiwkly Jide it owt gy

7 elwrge freguently, sapectaily froo a high hoel 1oon dow

fine imd hatk agmin _

ilam & bimining wisd bednmie iesdy .

gel worse [opposke improwet

gt warse pradhundly [libenidly be pene smoathly ang

ajbekly e & sl

increase [opponlie. fally

B inceomse fuscicly toon high bevid (el oo fiy lgh i
L n|4l N

U ipcrease wodibenly and Bya largs adnaiat l,||lp'r.1|.l:|,
sk yonie Body ol the groand using oo legs)

i remch ihe Bigilvewl puolnl bolore becomng e (s
iy Fregiieie e bop ol @ mokin e’

b

¥ we =

114 L

) Raad this sentencn:

Thin sy a _ ey wdies
Pikke adpectives that can go in the empty wpace using tha
lefturs and meanings given,

1Clue: the leitor in bold s always the fiee et )

shodeciinoes (lnmgu
sasdine (sudden sl serprising
__ mdeemorn (neisher big nor sl
_mhipes [adden)
achpiiinmat (Liege or aoticegble)
philse {sminll in sien)
_ibdivrm (i o s pedied)

= b —

4 T oas e

1 ook 3t one way 1o show ‘teime & effect’:

THa e fwchimiger s fumrg e fesd voar nenlied' fir a
R e (e pradllacinin

Mo shagy ‘sffect & cause’ uikng these wardd 1o complete
the gaps: a; i, becarse, due, of, of, reswlt, thanks, o) o,

Thet inereass m prodwcivicy [as year win
iy

2 —

5 __ =

i the new feotomslogy’ we baoughn

I3 Complete the sominnces using the most approgeiate
forrn will, be gadng o or the present cantinuodn. Use
contractions {7, I'm} whaere possible.

1 bikesrnbng pour jrkams S g [ W Ry
ki Crootian marksi by buying & smodl Jocsl firm

2 pmoking o promess] Don' wonme l_‘h_'luu'llil."ll_l
Floe pesnrts Bwy it omdl il il e

3 ivimg dumails of & fived srmangemant Y
rereed | Abarfrern Prooe @000 oo Q0000 5t her odfice, amd |
sbitiahil b Bwipth wrinsml 10%

i [moking an instant decision by that ooy mobdle phone
rimgiing ™ 1w sy, (e i odf

El Complete this presentation extract using the words
and phrases in the box.

o rsauft 0f haowEeRr T MOVE o0
fent ilide shicwi  nobce rom the chait
it e GgoerT  WHerees

CHEL (1)
My {21 our adednidirogian cosis one yjear
after Ve menpee You will (3} _ thit the fgures
{41 i narieea e impact on Goms
i) the perger) Bl e bhides s reul
situation. [niially the meeger (6 many large
Compenotion puyments bor manogerial stall who lost
thebr jobw, wad this increased costs (7
orver the longer torm salary costs are coming down 2s 8
resilt of (he cuts Neal year we expect ndrministraion
wuiats b be I35 (8 this year they will be
ot 295
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Review 8

BB in sach st of four bolow, match a verb on the leti
iwiith @ moun on the right to moke phidsed about eapor

ke
1 Dhoin'l sl i) prvscilve stk (ol disribnio
. Ii: Wi & e commtaimitbimesi 1ii e % ]
b Mauk i iswae Uw bus
i Think | il jifEy R {1118 WARTIEL ST [F
" lFaiidie &= an sl dew
B Sain i Wabsie e llandt sl F i iate
v e prepared gl o Cp E e
K Tiwaesl i e mnalely ey apecTEireTiimm
H Ak il ||||:,|||.'|'.|I cnn e dowie Iy the coeln
P | [
L L RERing | i cred meney e § clsEnmeTs
CTtell i ILITIEN R
| T TR K1 [han bl wiorks in yior Soimesly

ikt will sy ey ibiressld
i imadket; ratlice this by e
wifl) il enr Che wirksd

12 Then? sssame |

Bl Fisicl toen wisrelh in Sassibas 1 that matih wdth thisss
definstion.

1. blve abibiby ol & qompieey Gis fopal debls

= &IAg liar B et s ining Uikl el

El The collocations below are used in international
lsuislmess transactions. Cross ot this one vark in asch
grouge that does ot colbetate with 1l foun

| WA RTL "o T ™ o o P T T e e T
= AR O el o spndl hap s
¥ ot S gl bl sy S oann? @ormikicions
I wEpEflaiia O et S i | oaprhe o
tlrek in citec mpal il g ST A I TTTRT .

crediisarthing

fo. bed! dwednipndl 0 et Beiieirrd

pnine Bediieg will pavscns
n Thee wionds in bold below are sl 0 the asang places.
Pui them in the comact placey

Weer i eagarier wmd Ioirogr custormer Bl 18 ehiedk
o om i dond, e wapserter will (2 comgrly sl the godda
wrald (%0 eewche an (nwmoe. The espsener mos) (4) aoe Sl
B wririclidavies b cniiirmeet. aisd (3 ey des Py sk
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Additional material

1.2 Vocabulary Work organization
and responsibility
Defining wards (page 11, eusrcise §)
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1.3 Grammar Past tenses and advice
structures

Giving advice (page 15, Exsrcise 9]
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1.4 Speaking Meetings one-to-one
Raigplay (page 17, Exarcise 7)
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1.6 Case study Counselling
Roleplay (page 21, Exercise 6
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2.4 Spaaking Dealing with problems
by telephone

Improving a convensation (page 28 Exprone 41
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2.5 Writing Formal and informal
correspondence

Oulput (page 31, Exarche 5)
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1.3 Grammar Articles, relative clauses and
noun combinations

Definitions gare (page 41, Exerclan §)
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4.3 Grammar Present tenses

Asking guesilons {page 53, Esercas 0)
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5.6 Case study 5t John's Beach Club

Negaotlating (page 73, Coercie 5]
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7.4 Speaking Presentations - visuals

Prventation (page 93, Exercise 6)
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6.6 Case study Phoenix

Heading and discisshon (page B85, Exercse 4]
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7.2 Vecabulary Business performance
Presanting (rage 51, Exercise §
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4.3 Grammar Present tenses

Present perlect and pasi slmple (page 52 Dosmnie 3)
Aémduni If

il el o e o R g avigeramey| reyTa e sy o
cliaras ahin Incking o

& Sl sk b wisd i aranng

T TS R S TR BT ST S

W ki m el e w fnee Fiosenie dnmeua

m Feefiih bkl Btk o Pasarid e

&1 arrs --|--I-.11.rl--'ruﬂ| wrehi AR TTETYe = W Bar Rt

w Inifintiecee dpedliliy fFnibiEes wiil dafetirier in ml

Winip lidem ssiuh it reirmeml sl 1etind Tive Lsmiizdim
iR

I TG T P TITH HD LDA e e D TR dnad e vE g
wpbnle cpnrida e, ure e sanjabie fan ek eenpeei

T e

Candidute Grnthuation Wnrk.
g figre i iRl
Maira
n ey
el i Hicem AEES LT,
LT
e Dl Ao
W Gren [P e
Pitywan
Wi Pl [FIER ST BT
il
" rats )
a8 Beduip it Sl
i Ferounty
Tinia

1.1 About business Call centres

Debate (page 12, Exervisa §)
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1.4 Speaking Presentations - visuals

Preseniathon (page 95, Exentise §)
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8.3 Grammar Prepositions
Speaiing (page 105, Exarcise &)
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E.5 Writing Requests and reminders

Quipit (page 100, Exnrose &)
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1.3 Vocabulary Work organization and
rmﬁhili:r

Defining words (page 13, Exgrcise 8)
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1.3 Grammar Past tenses and advice
structures

mmu (page 15 Enercine 9)
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4.1 Grammar Present tensos
Axking questions {page 53, Exercise 6]
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1.6 Case study Counselling
Roleplay ipage 21, Exercise &)
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2.4 Speaking Dealing with problems
by telephone

Giving imtructions (page 28, Exercise 1)
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Output (pagn 11, Exarcise %)
luidwii ©

APl dsiil G Pl & weinali o i) ijea=zmli g 1

= ISR Y TR A T T T S SRS e [ ST
e | Swletd, umrig i whple Whart e _re=zion wn pinall, fooes
Al wjude sl 4l ml’l-ﬁl-m;lh L e e
& Ui fw thn wey wiall i g i il sbn] fluy meails

M i il o i sl gt K e vaties’ R il
Hiim P gy VORI i, ] 1 i)
e gt s A ER AT (U0 R T MERE @ preifm

ik Nabdw | wiid i 1| Wil el |disiliiopesr] . Whedilives 1.
ot Inivrraiinn Sy e Dypermoes. Wiile an el i fudom
A bl g Whaal, e wesgenniiil ey Wpapdere B g e s gt Esseg

Ty sk T2
M s i b e el S e msdierrd. i, 1. Thw
lian ip paninsal '™ g which i it U i M
hi siliidbnin b st i joilis B s mgfin b= aiil il s cacll
T i an el s Buden! & exsliining & e e de
M ot frorme sl oy il e, Braskiend I wbered wn provober Wi s
sl Lo Stigadp ) W gtk by e dia g g pled

LS DAL S LIRS .

5.6 Case study St John's Beach Club
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8.3 Grammar Prepasitions
Speaking (page 105, Eunrtiue 6)
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8.5 Writing Reguests and reminders
Wiriting (page 10%, Exenise )
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1.4 Speaking Meetings one-to-one
Raieplay (page 17, Exercise T)
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7.2 Vocabulary Business performance

Prasenting [page 31, Exercise 9)
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8.5 Writing Requests and reminders

Writing (page 109, Exercis &)
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3.3 Grammar Articles, relative clauses and 7.4 Speaking Presentations - visuals
noun combinations Presentution (page 5, Exsrciae §)
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2.2 Vocabulary International deals and
paymants

6.6 Case study Phoenix Defining words (page 103, Exarche )
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Grammar and practice

Past tenses
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B yods wehile i widesd af wiork, lor exarigle:

= WPl g were danjp i el ke

= e e Weert dasingl an imteresliap

= kbl oAl were HEH TR Likivlls miveisbeer

WP Gabiii Paepain, Lisiila Bgiier @l Lhg d,ul'_l_ by i I Lt hse
oy Esereas 1iL Alsg, pap the visalidlary in Faxprese #
amd Enamcing §1 o etp o

Advice structures
Carmect the mistake in cach senience.

1 Vi o Fiaislel das e B bralon
F LB L s | sl

b H sliodilibs alin i ol

d D | shadidi i il Risdliik

8] vou can give advice wslng both must and should

Yidiy rrdnisd pwalk Bak pRall® W Py s

Viow slranid spcsh Loy supereisae

I Whileh senleiwe iveme 'H's 2 pm.n_' Kl 1|.'I-I.'n|l [ 13]
v ey sar ®

& Wikiich senlenice v CHs necesssary las speuk (i dasin

-u:l|lr-|g.l.lr

8 cComplete the sentences by uning the verb apply in it
carrect form (apady, (o apply or applying)

Wiy ilomi 1 oo e Ehat ol T

H o b Tier Lhvai semby

Yimi isugilil (g byl |ials

Ny whao b {uer that joh

B g g ==

K0 Grade these replies from 1 (sgreement) 1o 4
jilisagrpement),

L0 S s vt a0 oo i

U] Thimi g b sty orvling

U1 o med s bt il becmnss

| Thugl soamels T (HEITHS e

gyt and rrent are gpamplies of modad verb. Cehes
miocal warbie v can, coudnl wall, weudls, may, might and
whall Ml werbi have wetel chanecier sl
» Thiry are ‘ausiliary vedba’. This mean thay wre uvsad
witls BROE B main vark
o el earn o det gas
» Twwvo meadal werbs @annnt be e tegethar
MOT Femrr vl ety
w Thipy are followed by the infinitbee withoul ia.
MOT ot fea-rreef-Hre
» Thay oy huws aore Four, s vees iy Ao Sl peraon -5,
rig -ing formoersd mo -ed foem
& T ake & guUETEan s put the modil s e baed ol
the sutyect
Should? . F Canj.. P
» T praiie B regative you put nod afted the modasl werb
[oftmn shartEned 1o -0
Yo shadlan® You can't
Mistal vatba are el ta eaprva e st oy advice,
wtial | ¥y, abligation, probalisity, The waimn medsl verl can
Firwe dlifimreni maaning

JER REETTT] = |



2 Customer support

Yes/No questions

Kl compiets the table with these auriliary varbs: sre.
did die, o, doed. had, had, hed have 1 Wil were.
wwould,

-'I'I'-ll'l'!'lﬁ'l't* N v mare
ibe it Thieen T
Provsant ¥au wenrking There naw'?
cantinuaun he warking thers nowd
Fast vimple il worl thele Erfore?
e wors here belore?
Past pontinuous oL winrhkbng there thenT
he working thare thent
Peerimnt parfoct i Ever waried Thane T
e e worked B
Pat perfoce il alve iy et theee?
she alrmady wotlued these !
Todnh Fq'#ﬂ.'thﬂnm LT

“w cumpleie the rile using ese wonds. subjesd
T TS, iy e

e lorm peiina quisstmr Lilng:
- ®

Ed ead Frank's anvewers in the telephone conversation,
then wiile Geela's guestions uikng the same tEnse.

Ciewta: (1] thks smfslare frodm ust
Fraake: Wi, | Bomghi i frioe gin

Cugera: (1 W puiirandes

Pl Yo, | have 4 paveyssr gaaranice

Lhitda. %)
Frank

rrsbirbling e cuspler®
Yrw, Py tred doany {hat

Cimim () il wonir corprpaeer fighi e 7
Frank: Yies, Do abnigg et my dish
Eapdta” {57 the saffware again. ol

Frambk ™ | wemd rerssall it agsind | ihiught yosr vty o
felpline. bui you'ne not being wery helpil,

] uUnderiing the correct short answoers.

| Dheie it sirgrle ik gusbinimis BiRpor
Virw [ mrks, O Ve S © Yok ik
J ATE Wl i enaiommar s my
virw, [ ek, © Ve 0 gl Yok, Jdo
b ENg dad swiark im0 piiadommoer sapiion o
Svad Dadnla swirde, 7 S I aliger'f,
Himw Wi el wirsod |0, cRslonr suppor
N wppyr oeedlend F NG | Moipai P

Wh- questions

A vou maks questions baginning with Wh- or Haw ta
ask lor mare Information. Comglete the toxt using two of
tha following tems in wach gap.

M how e Hess mdeh Wieat - Wiy
gm  do oo el owill

Frmnding meck othoe famctimns far g|r|hr|| Bipstncss 8 w1l
for Indis s coamomy Lvidis csrm frnm el pes
wegr® Abomin 52 bitfhon, (23 1 TR Shmpanies
cuttscenne kg bo Lindia ™ The ehswer s =implic % chiaper
Wl [V) thiie proiitss go T Ssrprislogly not much
Farthes, wtl Fetst as for s India is eoncemed. The problems
are paver inbenstruiciare, Wismer shoruges amd in prriciine
s splianion. (dy wir ey ihpre well be i
poabiem ! Because thie wioni thing happened before: o
Irelaind i the B0 S (5] campuiies Uy P Tley
will @mply peisoare fher busines protesses jo otlhe
cotnkron. mich e the Philippines, Malaymij, Vietnam and
Ensterm Fammprni rindhi

E Compare haw What and Which are used, Then
complate the sentences below using Whsi or Which,

What + noun Wehich = noun
* things #  prople and org@naatian
= swide chaioe & jimited chtite

i ivpe of cor i)y dejnd?

2 sty dio jou go 157

5 i wonrid be b feir yon Sabiekdig or

Banduy™
4 Uit shiall we meet™ Cin Bree All day

fomartimes iwifio, what ar which i tha-iubjett of the
sEnbEnce. im ihis cae, wose don ' uil an janilisny worh
Wha bl o ROIT Wea-abo fei pand

What hagpenod? NOT Whet did heppon®

3 match the guestions with thi anaswess.

I Whis culleg]? ) The pme b wanled
Who did you call? o T

Wha got ihe jab? e enlbied Marg
Whigh job s e gn” d} Mz cplied

Bl ‘write the questicns for the answars given.

4u i B

ui ey slsmin

[ it S

| ul vhae station®
Sl aspl nee

1 oo W Vhe brmiming el "
Thicrry spiske ) wail meally indormibng

4 about T

He spolie nhosl ow' et up o il Budknei




Making requests

03 5aying Help me with my bage! or even Help me with
my bags, plasse! con sound voo diecl. instead, use

Polite request fanma

ConvTouplel piaw Paf me with my beg®
WliWould you help mg with my bags

Do you think you cowld heip me with my bag?

I womer if pou cowld Hejs me wilh oy Bags

! s wondaning i yadr rould help mp wth my Bags

I ] b womal jassethly 0 thie corredy jrlies b ik
'l

I snowialer #f | ool Tomw @ Feme minptes pasly ioclay ™
150 b e imissdeige Dt o mpadie v (moee dobibs
redquest formis
ni Vel e Pl
b 1% realiy @

W

= —— iy conid help me
£ 1ol ens okl e pee

EJ Readd the contexts 1- 4 then match each one with an
pppropriale request form a-d,

I sslemg tor help from a fmend weha ahneld be helpimg
goti, Bt e[|

2 mskbiy o amall fovour of e brothies faister 1

¥omskbing w sl tavoner- il @ colleagoe wi s deing
sorrm it e 1]

& aling m b ey of o semidr cullpogue who is dalng
snimetiving e |

a) Chmn ol pave mg o land?

b Come o, give mea hand here

o 1w wonderng iF you coadd possiiy gree me & hanad

d] Dy theih pou sondd g oe i land ™

[ When you agrea to a reguest, ‘0K’ ean saund tos
relimed arvd informal. There are olfes mods CusDomer-
Hriandly alternatives. Fill in the missing [sfters

Ciarar woaky e w0 dpagnd

Teh o e
Yew o ¥

Wew §_

[P

EE] match the first part of the phease with the Last part
to make requests wsing meng,

I D v e ] m) clomod b sabidos
& Wil o mind 6 1 b} chiming thie window?
b Weiald you mind €l Close il windosw?

Regurits with mind maan T it & probiem for youl
o anpdwiting ‘na' meanm 'ro proabileey

Would you alvief helping me with this offiese
N, natat all W, of catirme ot

It yau want to refuse any kind of request. you can
sy
A N Ty bz B

gl e,

B o Bb Esciinseieicen

Giving Instructions
higich phrasea 1-§ with o definitigh a- @

e TR R

Yo mighet lee b0 doae
Wik ey Nawiaer fio ey 14
i iRl do ol

¥ v 16 dienl

G bl gl o

W) Ts pessssnry LD 1

b s QK = voing illvmed o do it

gl Hs e peeesaary b dao i

di o oellmg yow mod for @ b

Bl li's poOsENE 1l adurp AeEDn in ECEsmnT.

8 choose the three phrases from the first group in
Enercign 13 that mean the samé ok

I Edn's das i1t

2 sy pecd jaa-da

7 You nesdr™ 8o i

= To way I i neceisany (o do someliing, W
i e o o L Yoe 'l have to do 1t
¥ neadd o S 0 Ve T e Pe g E
1Tk Taarenm wanth W are monk iikaemal.b

& Togay it v not necesiany to do womathing (e there i
A Chojoel, Lge
Vo ckan'f hawe fo da it
Vi et ol it

® Toany || s necessary Aot 10 do seenething, use
Wi mensh ' e )
Doyt il ir

KB in the affirmative, yoo have to and you mas) ae
wery similar. But notice from the bos above that,

thas negativi. pou don't have to and ol mustn T an
ditferent

Complete the texi below using have to, don't have fo
o phugtn T

N [T1 el o ciE et wepeort b, 1 el 24l
ety Wil sorsutbmes be leomd with vefy argey calios
Luckely (e ase siimie trchsigias Lis Ay Fist, yo
] mpiermipl while U oahier pama @ apumking
Thicy ieid Lo e lle 1o uxjpris wihai this are fégilig Od
g, (|F thy'pe pngry e Chie sissdnge tily get coilsed,
an whegn thes fimie, gou (5] | ank whasrt, simple
guestionn 1o eslaldish the facis Mosl companie insist
thiring thia fresd ol sty (5 ____ mice nes oind
prempaitid bty Ter Hse prolaleenm S dhal's 0K - yasi

13 Yoy cast. Hiweser, a0l bo syt heng une
iy Lo ek, Aboe 201 wir stibiede bs lmgnariamnl = i
ing| bl anel pabied ol all Useis



3 Products and packaging

Articles
B Complete the sentences ising the, an o no articke
11 Nigjet bilein. Lt dlpmpoph |:-l|'|1|—!|.'l.1.'|'|. (SIS TR TRTLIT |

willy gxrrn [eabares - we could call 7 “Prenna'
L cocime, 1 wanld seil ai ___ minch higher picieo
S Wl we lmivinch ___ wigw “Promm) maodel, wa will
i redeslyn packaging We sint o diffcreuie b
Eruin atiinddanr mvoikel v =1l Ao
¥ Aiigrene who wesrlo e iiekettmE will 46l o
FaEkEping b very: Hppetam - preslywis dodid
sl thmmeer]ves

[STL]

El Complete the grammar rudes using the. adan or
Ao arficis,

1 You s wilegh Lhe llulonoy deesi't know
which pesen of thing you ane talking dbout becauss
® you are mentigning it for the fint time or
It not specific.

dWoluse  wiven i lselear which perian ar
thing you sre talking about becauss:
|1 cliar lrgen the oot o
* thedm i only ond or
® i i aboaadie mearrtioemd it

3 Youi use wilwirt you B0 LA NG gaRaraly.

n Fill in the gaps using Bhe or afan

I T beoughl with me __ madlimp ol o Tolest GRS
dessleg = ___ miwkun shows hiss compsct ihe aew

presdaiid willl e

Tl 1hleg b finish _ presesiaison iy 1eling eou

Wiy

¥ Havwe g bt o S 8 seee P s
pabbai that dances aied tallis

i W've developes] __ groal mimw o =
[reaim wuiy WED depattmgnd,

L]

e e b

idim rame

ED Fill in the gaps aaing the where necesry,

| Muple mey i inuEey nmles wprdd g roand

F | maney we spend on marknt researnh i iy e
wrrnu] et o s wholn Duikget

i o b || ihiear ik 1 fiziech thiare commitericinlixed
Ehwin ___ Tooeks|l vhey phineil 30 jears ags

i _ - |‘||I:I'l|.'il.'. i i i B pOcE g maleroil, sl

plogtie vie wie (w100 bimbppradafle

Defining relative clauses
BB read how to join twa short sentencen

iHere iv the package. W designed i1 lant sk,

+ Hese i M pachage whichthat v desgned

it ik

{NOT Fare i Bhe package which we dessgoiea o

Lt ek )

Herm 7 this ©% of the Perhuguee candidate. $he got
tha job

+ Here s the OV of the Aertuguess canditiate whothat
gt ihe fab.

INOT Mere i the CF of The Mﬂagur-::mlfﬂ.lrrﬂlﬂ
she gof iie o)

The wndesliped phrsces are riratee cliuses

Thie wordh in bobdare refatfr pronoene. You use el
tor things, wihe for pecpie and thar for both things and
Pl

(- ypeech, that b mose oommman for things, ard s o
e coemmnn for peopie )

Joln ihe sentances below, Write both relative pronguns

I FedEs® s ap mirmaiioral company 1§ operpies o The
trusiaportaiiion blmsis e

: '1.'.| rl.'mlﬁr:ﬁ ;r":,"1:|||1-1: ey, HE mons the e
Chimil Pachsgmg Cormpary

Relative clauses without the relative
pronoun

ﬂ Look st the tao joined wentences with the underlinsdg
reiative s in the hos in Exarcise 5

im ongé of the sentented you can leave oul the relotive
pronoun, 'Write the wholis santende again, without any
rplative prooeun.

EJ undedling the correct words in bald to make 2 rule.
Think ahoat yowr kast aneswer snd look agaln ot the o
abave o help you

= iow can Teave out wio, wehich or char in s defining
Fuilitng Elmie |1 ey shis fillovwed imimsdlately by
@ weils /8 provoun [ a nogn

* o M baep o, whioh o inar il they ane allowed
imwiliately by & verls | @ prosoun @8 noan,




Girmjrrenar sl pif arilos .

Relative clauses with whose

3 the relative pronoun whose shows possession. Aead
e saammied in this B,

Fedisl man arimmational company. He reputation i
vy goad

& Facdla & rbermatietal oommanty eelioss femcia s
1 pRry good,

Charise Wisng & dynamic man. Fh jdess sbout Buines
Bg yEry iriniERting.

= Chiaehie iWang a a dyniamt man wiide e @bt
Buninem are wey TnfevEtting

Combine these sentences using whose

| These are the wiews of T commuflante. Vs mepor e
imviet By e goneePriapnt

puvmpsany. Their prodiction wes o soereed 0 Shovalos

Prepositions in relative clauses
B} Tick (/) the two sentences that ano in modern spoken
English,

I Tierimafi B ip o comgaamy i wiied T fomes guils 3
I} 8

d  Whemsai] = 8 commpang atects | ke ailie i fail alieHil

5 The persom wawlmom § spolic-wies culled Sandea

4 The peres | ok 0 wEs clled Seniim

hpvrmally Yok part @ propaedtion o the ord of the relative
clanse (nithmogh this may not be the snd of

e stbemee).

Tha wword whom folkewing & propotsan i rarg-in
madarn Coghih. i abund very Toomal

Non-defining relative clauses

) #ead the sxamples of non-daflinng mlatve clauses in
thie ha.

Fedila®, wihich imome of &marica’s langeit com panie,
hatn bz beied afficn in Mesnphis

Charle Weng, wha s President of Hew China Packaging,
has sema intoresting ideas sbout crost fundtionsl (e

Limpsrlipe the renre wasnds in bald e maks riilsa

= A& rypne-defiring relative dause ideniifies exactlhy
wilslch persen or thing we mean / simply adids acor
Imformeticn.

# Ir @ red-defoming relative daue you e / do not e
ey ateund the clause

|y @ o defiring reletive clace yol cln ¢ cannot g
QUi e o aich

& Iy a e aefinlrg relative cliuse you San f cannot Liss
that

Noun combinations

K] Read the information about noun combinatiam in
Thie oo,

o credit cord (s 8 card wsed for gettmg cradit

& company et oeed b a el used for geiting oredit

it s been provided by o coempainy,

o naurancg dodiment & a dadument that sbimes you

T irdLranoe

& trawel drwramie dodument B8 toimeit Lot thaees
yeri hawa imsirannh for traued

o, the main Ao comes st the end, and any otfusn
dewrie .

An o] ective can soame ot L eginring, The ssamples
pelow arm all bve-part adpectives.

# longdasting printes cartridge

4 high-quatity WRlEr treatment wyvinm

B y=manth governmant irsining coune

Make two-word nosn combinations from the Wwonds n

marh groap.

I ruin femimmes  oriflakion L RTHITI |
teflardom) wple prodisch fifares

& JE T FHER Erasip

¥ lomecast  pid IsEnring e

i lepdes il | muripe Cumrrinol

& |riie leedbaik  oustomes Fulgc

B Make three-word noun combinations by putting the
wards in the correct onler

EE] thoose the best adjoctive 10 put at the beginning
af sach noon combEnation in Eserosy 13 Find & solithon
thiat uses sach adigciive ance anly

hwrd-yroriing Wyt mE-looking
oer-hudget wailamplowed  wsh-basod

U e oG s frE
1]

H

=

mii

T el e wd b —

| perredEn lemm ihowigin

3 hem {Hisi attlon - —
¥ developosemt TRy slafi

4 gigneeyr cioinpinter  snliwaee

1 lepilbayk PITgrAm LSO

B consroefion  hrdgs e

18



Present simple and present continuous

Bl natch the vart farms in bold in the sentences below
with their uses a—d halow

i1 wpeak English mainly ro my Englsh o, gnd
siitidtiines whidn s op ol bl

2 ' bilippual - | speak Peerch dod Chisvman N imiim
Woms prengpie,

3 Doy mlk e e
e i

4 Feit hd o ievaihle arpunseni %40 anetliir sese el
albhough we're sl spealving

can'l yoo see U'm apeaking on e

gl Prssent eontimacdrs med for an artion hapoening
aromidil inomk Bl feld 6] THIE et meiel =

bl Premenl coivklnmious wsed foe am actioh hoppening rght
s ]

ob ekl kel dbed lor g Lt oF divisabieii
wlhminin

il Proseiid alimpbe dred Tor § labie o pogifne

BB 1 these mini-dialogues th tenies ane correct, it
thiere are (oo mivtmkey of foem, Find and correct thae
pristaked

I A Y sk on Satordings
B B leiefeily 0oivol ek okl Salieridiph

20 Yau wre going for an inierslew Dogles 7
1N M ) ol ki o

e islEFcEsil s 1O e AL

B #ut one verb into the present simple and one inte the
preiEnt continpaus in 2ach wEntencs

T eyl omel Proadu ™ Sy
Beelan O, thers ulse s Shipe
L,

1 -.ILL“'!. WL lreg | navt e Froemme o6l [.."lilhh
W owpel. Dae this month | Ml e =i
bessiinne lix help me pel o butier grede b0 the eaam

Fesme freom
{pamel vver here

b

H Thee thme esgression can glive 2 clus abot swhich vorks
tenss to . Look &t the time oxpression in bold then
put tha verb inta the corredt fuem.

| High v | [} pats @erErEnis cme for
Eiddinstiles aiid ofie Ner UpimiliGidive Adaidliels
+  Ewvery simicsliy we Uhaved am exanii eayal| (e
ke Fld we v sl
i e @ day k) wll miy Ginnila
4 Thia weik s mend oo Leellieid
m
Aiihe moameni | fwnki] b bear from an 11
crmpEey wl ) wrnd my OF 1o
o Freien Wi A dvime |
falier's company - wsaally dhivivg thic sumster,

sl wiih

iedesi m B il werls b ms

el

B fome verbs (cafled ‘state” verbs) ase nat usustly
uted |r 8 contimoouy form Tick (] the werb larma thst
arg correct. Change tha incorrect forms in bald into the
PrEsant simple.

The s s (astmy ol

Mg g is beidling

oy 'm pol fullpwing you

Same 'm pot endersianding yoo

What are you saying”

& Wil wre o meaning

T This lsok is bybomcing 1o s

A This hook @& aelling for €15 an Amaran

#  Ponse domt inbersig me = Umeodolng & prommio

- gy e

=]

SLEN L
i Thw grammar caereie s eay = 1'm h.llllﬂ"ﬂ' all of the
NEIFS AR
Commuon sate wris

be bellave belong oo depend  know
lhe  mean  medape  nesd e Al Lagie
g enderzand  want | woigh

Present perfect
3 rarch the wech farms in bold in the sentenoes el
wilth thair uess g

I've woorlindd Bore for mepsly 4 poas

2 I'we wirrked inoseuerd| different baes and eestuniran e
s Jewrelng umiverslsy

v peil iy eld camera b dake o el ingd Py sald i
Wil cho mondy 171 b whin io buy s bedler o

Al Presend shtisdlon cuused by 8 pasl evenl

1 Perple s exporienoes tge W vieny Cefissn Sy Siapvpermd 6
nol bmpurset), [
Sejrs g thial simited 15 Hie s ghd coistiBeee 5 o
it pressent. [

Complete the grammar explanations in the box with
these winnds: pressnt Umple, present confineoul, pressng

perfect
* The Puas savisril unEs, Bt it Tha the
djpaker v inoking bach from fhe presset to ihe pail
= Tha s sweral imes, but it shows that a
[ BREE BN B SIMIBTAON 1 BEMENTERY
* The Has seweral s, bud @ snaws thst &

pressft acilon 2 slbuatom b permanent.

Mow ook beck ot all the expmpls sentances on this page
and tempare with the goplanation.




Crgmempr snd pracisy .

B8 Underfine the cormect words in bold s When you talk about peapis ssperionces up s now

| ['vie b & abisdemt gl this oemversldy Poe 0 alnce | yOu Lse e i
wim 18 = Whwn you fooms on the acton ik, net the reselt, you
2 ey bseomom student e s anversity foc / since e e

three Yoo

b1 Bl eyt e Trar  dliaring my oaidvdediy digs

& | had g grest ttme b O dhigniag tho et tao i ai
i verrsany s wiier ibod e was o Jon ol deork

Y 1 mks m atisdenl @ that unlegmlly sienee mamy Poilds
MAMF FEATE AP0,

= Wt you oo on the reiulL ot e SehioN You ube

.

= \yhan you sey how mary’ you ue the

Put each verb into the correct form: pressnt perfect
vmple ar prewnt perfect continuous, Some suntencay

El Compiete the rules in the bo usng these wortds: may wsk Ui same form twick

dgpo, during, for St i alt prab apphicatoms il wermer b |
wlill Crak ] any hick

. - umnd with perloos of time: used with the = [semid off) abemit 30 job, epplicatliang this
pat simple and present perfect; swes Uhe guesison KEETAeT — ekl A | __ Bipplyh Bar ihe siming
‘v long T kil sl ks

w il wiith pericdds of tire: eed with e 1 Joanno ook reolly uiaappni.'mﬁd e
] wumple; grvaees the guetion wien ! sl "repeivie| Ber e resiifls mod Foosoee she

» : bt she poknt an suept Begar tied il
with thie present perisdl.

are—— L Ll LR Choosing forms: more practice

Lot e with 25
fing happened, WIthTNS P BT KE] Put each verk Into the corect lonm: present simple,

presant perfect or past simphe,
Complute the sontences with these words associaved |

with the present porfect: sver never aiready, just, petf. ; L S e 1 i

4 ‘Lglew (g0 wpl by 3% s fr LRI pear
| Ente? Shes = LT TR IR RN T EVR | P 1 oSl (0wl b 0% ey Lnve g Nave i
pairk. yaoni'll fnbeh b udvuitlahig campadga,
2 UnfuaT She's UEh, I Bhel, s Wl apvupil i ek} ftir PP, & [ohiomoen tor Tl
liaptarn upni g, 01 el commpmany, Bl e | Bk s fime For s
¥ Erica™ Skie huan’ e 1 sam g gy o b chiminge
ot fooe, guiu'll padels hes ksrer anversiiy | _ [wrirs] Teer Jobmsos &
L Moy i et bvmlly | e Tor i dpberles ™ Tokiriy Foor pw yosre Thies 1 wies fnviied W o
Whial happemed™ Nyt
3 Wew et s o mpridiastion M B i panrrh) Bor ileimsiin & Lol Thiees U

e itz 18 A Tag vl ataasghere nony departiaen

m Complote the tet by using each of thewe form ande:
present simple, presant continmeos, presant perfect,
present peclect contimuois, past simple

Present perfect and present perfect
continuous

(B fead sentunces 1-8. A tick () means tormect. and o

: ; . i o
ross (A] means incarmect [ a1 wanil tha oh | GZF

tappby) Toe o few woeeks api § (31

Imalll ko ages

I e Nz hl.'f'l- 1 ETR TR RN TTATETS - | wnmter i fey 14 ___ idpeiidy| anyehbeg™ )
2 ee by living hess glnce lust sunmes: || o (sbeep) wr budly 5 the moseni
§ o Bhir's hewn interyviewing since Ban - ahit must b ) .
Elrod, |
4 Bhe's lmppevdervwed slnce Kam — sbug st b vieed . ||

Ehie's iFI!EH.IﬂI'HJ Inmice Malthows ind ham affersd Bbn
ihe jub

& She's been Intervhewing lames Matihews and s boen
alferimg bim ibie fob,

Vv wriegn twor ussignmenis tus week

B I've been writing iwo aeszrmeiis (fis weeh |

Hufwr to tie esamiples above 1o complets the grammat
rles In the bo Weite proaent gerfect, presant
prerfedt raalinpoul, prewnd perfedt or poeend perfect
confinuous.

H
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5 Making deals

Types of conditionals I3 Road the whole sentence then uniderline the phrase
BB Fead sentences a— balow i el that (s best in the contest
6l 111 e Amaaon, | bay o bodks U | reslly wan, U AFN et dast, OO0 ok sl win im ey i de = thisee's
wivet ety | don'l lave tha (e i remd Phem afersanls’ nathiry itluir § g dhes
Wi 05T we Aems b Bl aad ook sbead maskeiing BT 2 Iyeng hig The contract iodtay, wie'll e able o 0 we
wrrive willin & week, ined | won's need tu g round all mbgdel b wble (o aleliver by thic end o the snsaih, Bl |
fhir basodialuops Jouking Tar i AR pronsise alpih oy beounse gt lactory Bowery sy
el N uned Amaeon 10 d ot ook absotin imirketing il sl the |r!r|r.'1r1r|
be hsapire. =l of cogmae | wriidldE by able Lo looak &5 6 3 M eou O TE R T I.!IJI.'III.II‘III 11 be alble pa 0 1 should
Firat e abbe to place un order but | just Beed i6 check with
Maw anuwer these questians by writing 4. & or ¢ ey e il
I Whicl serifencs 1|"'|i'1'||"| there v !|-|-u1| :Jr'.'ll-'l-l-'tli‘:illl il rime Besibaly i condithiraly Maes thelr normal TG %
- :‘,‘I"‘l i i i * will mean ‘the rewtt is certain’
= Which H‘t"lﬂrrﬂhl :I1|,'rn.1|. ' et imagnning ang vvent that + whould e the rewlt A probabie’
I rREY I Amppenth ;S _ - + miphtirould mean “the reult i potsible’.
¥ WWilch semiemecy (s nol abeut oepe speiln esom™
4 Inwheh senienpe conde Y be ooplaced with
Whidveeer  0F Esery tie P[] El comparm these santences with the similar cnes in

Emiroises 3 and 4
ER FRofer to senténces a-< in Exorcise 1. Complete these
wiatemants by underfining e correct weoeds in bold

|  Sznbenoe il s caliod the gdro S firsd 0 second
caileditiommal apa {he time refereres s post £ preseil
Fiktnee el

E-:nll.'m.":nlg. s cubledthe iew 7 ik 7 Sacond Whan thn of clause caormey at the end you leaye out the
cuattaditionna| ir] ihe tome vl ls past © present ——— Inwriting.

Twbure  general

¥ Sepiencecl insalbctf the sevw © Thesl 7 seeond

coatrabiflomnsl pod et relerEnce ds pu_q.j el if-ilnﬂ wh"

[y mire moar 81 foncd @ cnmprmese 1F fow comermeer el riRg
W'l pifaice i oveliee (F pen miang ey Bl prive

Mow complets the rule

i

fuiare / general 0 in the sentences below yiru can use gither if o when,
Compane the two abisrnatives H the mesning s the
First concditional same, verite 5. If the meaning (s different, write D
E] Correct the mistakes in thede sentonces. Think b7 Whan e Admaean, §bay made Bk thas § il
carefully mbout the ward will, waunt. |

d I Wham | oose Armaaon To-find that Bl afoe

U 1wy el ot i bailkorge, 1o st dad Tipld a Mierketing, Wil arrive within awouk ]

CrmproEnisg, 1
& I Laifl mgree 80 thal price, cun oy sipn Do Faw undaring tho correct anewens in bodd

al Io Sintenee 1) tet wonid 8 sppesie cerbalndy ¢

n Maich an if daise 1-3 with 8 main clause &+ WiOerthEEy about ysicg Nmogsm

1 ypou hiding dewsn ihe pricve, bl [nSinierce 3, tho woed mifen suigests ety

21 ey dsking fer @ o, mpeerisbmiy dbiul using Az

¥ W weve disgussed abl vhe detadls, [

il e thimisl Bhe mreebie™ * I pero conditions] sertencm, (f and wintn have the

by sl place i order TR TG

el el e s inrmasiislie * In first conditional sentences, F and wherr do not have
it dafnE maanieg, I vhowt LrceitEsty 30d Wi

E1 Undurline the corect words in beld to mais a sule. shawn cortainty.

Wetar o Exprciers V-4 above ta help you

Thie farst conditional relers o4 eedy ¢ uniiksly svent
i th futare. In the # claven you use the present timple
I ary pewssn tenae (il cortinuo of pechect) and
i thee tnaln clawse pou use wiif or sther modak or the
g et

i
e
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1 iibred A S tid B .

if and unless
EX underline the correct wenrd in bold

1 I/ Unlpds Teimsiairii i-'rnpn:n v [T loke oy o
2 T Lo Friaibibons dimgrvmees, sl all pei o jrn sl
3 W Casless yon gt down o T dipanik, we can scoepi
your mrder
d IV Unbess puis pf dirs' 6 D096 degiobil wi pua't scce)s
icrar cirtler
wrien = f ret

Unless buiinems mproves, 1 lese my job.
=H busirei dosin't imprmid, 1) fose my job

B Rewrite thess sentendes using unless.

1 1P e don') besve nowd w1l e the start of the [hn

iy 1] imes te wliurt ef Ehee Filn

a I fw doesay ngred 10 our iérme, we shoudd will osmy
Trwosim e megodintion

wip sl wolk i P Lhe

LIy = e

Second conditional

] nead sentences 1-4 then match the farms in bold
with their best auplanatiom a-d below

| I v inckense aur sede, wll yue gl us s dlsooen

4 1wy iingressed vur onder, woaidd you e i s
ilisioant? _

1 1l whi dnerensed our order 0 would be oy risly We
mighi mecver resel] ol theBeme tn per cosinmeers

4 Woww inereased our onider woald B oo rieky. Wi
wahild nevier renel] B Ehe iles 0on0ur ClslomeEn

i) Firsl condiiiamal; thone i o high peohudsliog of (o coeml
Rorpeiing. A

b Seorimd comdlitmmnal; thers W o Flr\-.EII'L'I'HhJLni all o 1he
el Tmpprening - 19 s punely imaginary, L

o Secontd comditkenal theee b oa low probobility of the
evein buppeermg, bisl b s v ol il ilue jieskion ..

d) Second condigbomal there is no rederener 1o probatbilidy
frakesic] the apunilier b asing ibe po lor o e i
et g byes diplainoiic. 11 B oaslpr fop foe oflde predim
say ‘1ho’ without losing face. |

Coroct tha mistakes in these sentences. Thry should
both B second condihicnals.

1 W00 weiialed e e Bstb ol this wisimpany 1 adtl |mgeoss
st scodons by g g lor moetings.

& e wotiid pald 2 50 deport mow; gou reduoe the
wrlee i E25 007

Tro second condmional e 1a an unlicly, impossily
dr kinaginary weenf (6 the fubure, in e (Fdsue yau e
the past simple ond i the main clause pou e wouid
AR

The-second conditional cah abeo be used to make the
@enker wund indirecitentative.

providing (that)lias lang as, e1c.
[E Aesd the enample sentence then underling the
corregt wonds m bold In the box ta makie a rule.

[ wpiphel dtpinivder mowrkiog abesdal peoialing (M i el
dihafpias Tawp o fpang i ile micmry joirs gousd

Thm empreviiom proviaing, prosided, & ang o asd

w0 fiang % 8l mean i ang ooly if, They empheio the
condigion, Thay have o Timi /second conditional fomi, a
ey are Ialioywed by 8 verb i the present | paat simple

Verbs patterns with recommendisuggest!
advise

Read the verb pitterns in thae bax.

retomameniliipggeit (npe) cdodng yomathing
recpmmeEnsEuegeT (thall wemeone do sevihing
ddvite (PEL) daing snmething

adviie wmoong (notl to do wmething

adtwvie (notl deing wmeihing

ROT i recammend pow thi

NOT 1 recoavemasne you doing this.

MOT | reconieena it that yau do the

NOT | advise you daing th.

NOT | svine shat you 10 da this,

Mo commeti these santendes by doleting one word from
mach.

1wl e g Doy i chipapor muodiel

¢ Irecommoend i that we hove a st brgak
| i il you v ook smin m e Ty
Wihai' dhin vim muggionl ime?

I reveanmetid i vl garking here

e bl




& Company and community

The passive
K compare sentences 4 and b then anywer the
questlons elow,

il (lir giybeshlmetors emgloyed 6 e of {Oegal Tomigmiss
bl il iae.

B Aol (el iemrgramie wene employed By our
suhcovvimugtnm insi jnmr

b Whstl saniescs me youb gone Dkedy 1 s o506 sfoken
ponvepsation™ [

£ Whisth semivres e g ooee kely to mms) g written
iepo? |

¥ Wheeh apniimde tsevn passive veri® ||

A Mowrbe senifemee bso (el i gomen or Udng dei Jeil

the pethom fihe agenil B ned mnibsoncd

B} Read the sentences a-d then anvwer the questiom
beloawd

ol Aot ol prodociion has bee miveed oversom (o
coppties whery lafioor s clicop

B Sew Laws have been Inirodubed §o protei healih band
vy |l i

ol The comrpary sdmitied teut mrwislees had boen ninds

el U wes agredd il Cobmpeassinnn wisdd b paled b ik
emplosces who loal theein jobs

P Wikdch semiemie v The pissdve becaise the agend s

utsw o (1 e clowrdy 'the T ) T I:I

Which seirlence i the possivd because the apenl i

ietah iy

b 'l'l;h.l-,:'ll WITLWNCE FMEE 11 FPURETYY DU W WY T
ieterestad o the agent (i o group of people, b
susiily wii s irrpbevaani® .

4 Which senfence wres the passire because (he wrber
s vl W i 0 Tadnatly dho spend T

B} Compare two wayi to and this santence.

Many fowrisre enjoy taking o cruisr aionj e Dhanshe, Buoi
UWLE PRSI s

| ihe river has been pallyied by raw sewage
aigrienilnarsl chibmbcals und |mlustnis] Gy
b iy wirwage, agricudtisid ohemicals and fndusinal

sty lave pofluied thie river

Which snding makes 3 botier ink to the tapa of The fin
part of the sentence ("the Danube’}? [

= Thie passaes [ used whn 1Heagenl [T panom wna
dos the aclion) (s obvious, wWikirown of ofkeesting

& The passies i1 alen el tn Bring & Sopic to the front
of ® phoase sa hat i lnka v the sama wmplc jue
g timined.

# The pastlel & Mo camman b witing, dnd ghei &
farmal, ampenional style.

Wi i

3 Complets the tabibe. Do not menten the spent

Astive form Passive fonm

T We make oar parr meve, CRr pars

1 They're palliting the rives The river e

1. Wit Sbiyed thie Taw: Thelaw ==

4q Thﬁulnﬂﬂrld;rlﬁl}ﬂ-h -I =

S Thay ware saliing fake goody. | Fakegoods
6 Wi can Change Ehly poly. . This palicy

¥ MeymightBrews = We___
5wl :Ii;..rﬂ'lhrl.l.nue . Trls

Bl fewrite the seniences using o passive lorm. Decide
whether ar net 1o mentian the agent,

I W hanve pudd the gpviemmien sl the oot of Siis
(e planndig.
Ihe enwircenaesg

d  Iobmimoi & Jodhiison ineroduoed the idea of coepest
il r|:|-|1-|-1m1:ri|'||'|.
The iiles of cormporang sk rt'hFrrrru'I;n'Iﬂ}' =

¥ Someeoe services Lhe slyviitor veery week
The wivyagur
4 Thaiguy wiih the ceaey Took in s oves sirviced ihe
eleuglon (W week
Thin elevatoer _ i
3 The comjumy s hiring 100 nevw soplovess s o
& Muardrey niew .r.mplrn_.rl.'\
& A bl delegil my gl
iy Mg _
A !T|.l|r|r seciaraiy et invelving 80 Chochmaem lerrorisi
aledugetnd oy Ml
My fegh =
#  Wo numi predcot e evimmnmenl
Thi giskrutimgint

3 Aewerite the phrass in bold o that thare is a betoar
link 1o the first part of the sanlesma

A terribake gae [eak ocowrred o Bhopal i i 0§84
ifunt jni @it of solsiage covsed iho disasier

il meUrTe
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far wrmrmal ansl jr & Vae .

Reported speech

n Mutch mported spepch 1-7 with the gudtation a-h,
Cene peprartad wnribon i used twice

Tellenig & friemd aboui the conversation later

Sl siisd Dl
| (LTRSS
3 alie wesidd do i

L=

wlig! gl despe L
§ sl wins by thai
¥ wliz 'I'.ig‘||I| i W
i whie could das Ul [ ]

slvie mivEwl ds Flimd
Thie actiial words she spoks

Ui ldixirrgd bnad
Ed N s eal
e 1 de thai

ali N i thail
gl N s chiit
fi Femmodn ths

gl Cmay dn il
i N miwat g il

3 #ut a tick (7} if the sentente i possible, and a cross
Cr oF bt s imperssalile. Think abaut i you are repariing
sorething vehich i stilll true.

1 e smigd bve woild B herr i afieme=on. | peed Lo

speak tu hioe [

Hie sahi] s sl ba lsicee s albetrringi. 1 meicd 16 soeak

1 Pyt

5 B sl b weonolad B bigee il albeendasng. B bide
sty bas st called (o s that be can't naike b

i He sal b wall beheee Uhis aflermoon . B B sy
has jwsi cmilod fo gy hei be cund jnoke i, |

LE"

EJ Read the actual words spoken than ungertine the
carrect wordi in bald in the mparted vernion

Al vaards sgapkeii an Mosdag

"WrEl e W aF aivewer BT
Mepormng, b cnllomgis iin Tecsakn

Sl sald than well © they'd give you O mm adar
anwrT oo < findii

thedr

Whati o tepet | whial wmsone kald sadlise Hie orlginael
wierh Tines mgyes back i Time

* presant simple ¢ pat simple, e Doe Eaercss T abowe)
* wlll = wanuilel

Hath the part smple and present perfect chamge te the
past pefoct, Thers k no chanpe for o, sbodin, mghe
oo, woull

¥ou don’t have 18 change the verh tane i the statemert
b A Rruse.

Tainetimes 3 pronaun ar Hime esprisabon chandgi e well

Reporting verbs: say/telllask
Undderrlerm the covredt o in bold

| Sl snbd & dobd ilisd shie weadd do td

Shin wnidd moe - bl e | han she el i iy

Shi wiid 1oome 2 iold e medhet dhe wonidid do i
S miked e that | whod | wiiuld dio

Shy gsbivd sine thal o WL wakadid dlig (el

i She wilictd me what T was dobing © wis | doing

T Rhe melid me w1 wondd oerive 0 saeeld 1 e

M A il Ba

Worie By TR

Voul fell womebody,

T meﬂiwmr

Tz report & quassiain yoin e ank « @ gioednn wohl
twefiadl, i, @] or If

The weerd ol of § regsorteg IIL.I-E.I.H-II-I': ih Mk= & il
skutmment, not be 3 gueation

Other reporting verbs

Theoo ame many otfwr worbs 1o report wiuwt peaple Loy
Study the table

» Wirtm like sy, ofiowed by wamething';
SgE, drnunge, claim, gupladn, mpdy feply ikihd,
PROIT St marghitivtengd g Efve siTLm Bian,

¢ Yorta like feif, followed by somsbody'
drnie, mfgnim, peraae, raiiiee, e
MCIT She fnfoemed-ihwet (Re sfuibisn win wundher oartral
ISt il mm i)

= by faws vorle can be followed by yomething” o
urrmebmidy” guarantes, groshoe
Fhi greastanieed (b that the goods would b bore

KRl meport the phisses in okl uiing e veibs in
brockets. Indude the word me whme poseible

I 0i's & really good doal
i e aen sl e
ipernandis
I pernntied mind Bl IF mach, i onevlly g el

2 Were stogrping wll produciion wpil uy Qg

v of the paollite i thir thar

[RTLIF L0 T hy o

hl II & - — - - — -

it sy woit Bipwe Tl oewe Biblers i imake sum

Elait vy wpeatewmd s clenm amc sl

L seLling |

e

4 W g swmnny B o Bl oww can o whosn e
wleieysie ¥ W e du Ill:l'lrlll-lll.l‘l} |11|||1||I-:
=
Rhe

L WL T Bl Hhes pirle

=¥




108

T Mergers and acguisitions

will

BB tatch the tarms of will in santences 1-5 with their
frenl sxplanathsns g below,

il The myrger will tale place next Januim,

b | bk ehie mierges will probakiv iake place samsitimg
rarly sl e

o1 I'N opeiny the windonw = v a B8 ot m here

L | TS P PR TRETR = TR T

gl I el o gl el B!

il I-.-rudn;mln mhonit e foiure aied G an dgEeiom dr
bcliel T

it fature B [

i promasi sBaut thi futuee [

an irislenl deemlog = somietines releing b simmetlibing
[rverkeeclkmte, mod-dn the fatare ]

5 an cfler ol heip - siemttbaes relerring 16 somel ung

[ erereveciubie, thint o Ve fueiere [

b LA B

sl ISt taln uley

1 predictorns and Tech bl the future

4 dacslont pramisrs and offars of help that we make at
the maemert of ipesking

# The second use i miarmal, snd in this use vl 8 wsoally
ontracted o W,

¢ Decnionm, promees snd offers of hilg ere afien
ombines)
O, M pemall the (aforrmation S pou thit afternann
finstant decision » promie]
P gpeak fo e hor and wee I uwe can sla Fhai
Lirstant decaion + affer af bela)

EX Read the axtract from a presentation then add the
weterd weill b thres places and won't 0 two places

Cleiid mnrsang, Ldies gl gentioomsen, Dol cnbled s
press coplibronce reondss of ihe mmmairs ciresbaring im

the medim gboat our 58 stratogy, O e et few
prnry nur hanll beeemn s mm s player in Cendral Evrope
wrmil rudnnally e ook g sroag el banks o paalble
targuts fig acgiseition el s make any Eecoiomd unili we
P Wiuddied the marked casehilly, There hoa been museh
gummizicdil abivial piaslble peb culs bisit | sl b romssin e v
thor the stall of o hank are amesmgss ite mod| v lushie ameis
Whaett we o il 0 menee, here be algiifiewet ol Deses
e Panl we segubre, [e sy cose, wiedeold selih) (els beeie ol
the ten, o | oo e frther chmmert to adid o

ER Aaod these two santance
| Thers will be-ugnifiiant el loues

il

& Themeaaan't T slpnificend gl homies

Feanws el the wond probably in the comren place ta both
seatencet (biit not at the beginaing).

i inisiim £

EX rtatch comments 1-5 with responses a—a bulow,
gt )

& Aro vl rewiby 0 arder s

3 Can you smid e 8 copy of your new Srochure © f -
I T only havve e Bade b gl P thie serpors 1.2

§ Are wod gobng for o deink with your collusgies™ |
al W soneree. 17l piel oo 0 Thie mnil Chis altgmonn

] I T e oo demmiarroos

g Bant wiarrs 1 call & wask

di %, b 1 dem ik 1 e hack e

vl e T biee dvo rininl Lamby,

EJ Look at the i of I in responaes e i Exentias 4,
Which onn s the bhest ouample of:

& proticlonT

& Sty Gal™

an insianl decision®

i pmiikse

am afiler of help?®

be going to
B nead the information about be gaing fo bn the bas

il fad

W e

He @OinR o Fas e maln ey,

| pradictior, sspeclally wihdne thers [ rbpadg suidsnoe 6
i pr et uteatan
ook outl i godng To fall

2 plams snd decsian we e slrepdy maiie.
Wio'rp going fo our forty jobs naxr morth

Mo discide hawe ba gaing to iv used i sach santenie
Write prediction or plan,

PR | i fhas nrticke that there are going tn b b
il b o tanhing sector bocmuac wl afl he uretjn
nqustinng L

3 1" g e e Yenli msurvagier aboud thie lesers mes
ik

¥ o wnnd delivery By il endd of the taonik ® Thai's guing
b e il

4 Wi're golig o lunel the pew meesbol ot e Franldust
Wotoe Show

5 Thures o pidech i g babity e dosdlise. Wene o
ghibg o have enciigh tima

fi  Wewanl To expiend dir dpemitivems i Contral and
Bisitem Europe. =i we g @oling b open how braischis
i Mrntlsleva ard YWaerssie

Kl Read the evidends in tha first sentence, Then use the
weardd bn brackers to make a prediction with ba going o

| Amerenn ks warnil i cappol i Shovalion
fCitilmnlimuke a bid for Tatrm Bankis.
Thires 1o0 wmach o g before |h;-:]|:u_rjﬁm
[Wiem el v enuaph Hine:)

LT




e grpues gl e wrbive .

Present continuous

El itead the sifarmation sbout the present centimeous
i the bos,

The esent ronTmoous hat 8 paesend firme petarends (i
Gramrnar and grochiced page 114)

it shio A et tiene seferanie in @l aboul tieed

AT angm T

Thi finedd arrargements ane ofyen social EmangmmeTits
and aEpoetimaeniy

Thiere (% wdiialiy d Liihe gl i

I seming my Bank manager 3t TT30 net Toesday

fow complists the text by putting the verba inio the
correct form of the prasent contimuous,

1 ) [Tky'd o Darrds fary Thiersalss ederrring Liomis
ainfl Isahells . nimine) et Lopwwing b an om

Wi —: PINE) @ pResrnon sl e inerger Je
frvki it bgsnal i i Pridny moriog. ol the afiies of
0% 1 St

will or gaoing ta?
B3 Rwad the information in the box

Drfar afthet will or gomg o are posible. and you tould

Litie Bvath if e sarme SUALIE. Wi Ehire o tome

il defiormioes that can intluencs yiur chalos

Pradictiarm

= W is mode likely if the prediction i based on the
ipdaker thalughts nd agniidahi

= Gaing i W omore ilely F B pradittion w beeed on
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Glossary

The definitions for the words in this glossary are from the Macmilian Dictionary. The red words are high-frequency
words, that is 1o say that They are smong the 7,500 which native speakers use for 50% of what they speak or write.
Sen hetp:! fwwow macmilllandictionary.com for mome infermation.

1 Corporate culture

1.1 About business
Work culture and pilu-mn_ih

BNERTIYHINT O ssiitei MO [EOERL O MACRIE] Lk
vy e gl ol ke sitidis or o e Mkt
Sanigaimenl g1 @ mpeatier S I corer e Loeal mlecyia,

Butamoamy o s noun juncouni| e poswer b oule
e ower decimlimis: ok mpiilefion aie sspereli
reafrictid the aartonen of dorton

beating Tuim foun jeoubt| te st of Bt someone
B m mumaber of times b o paciamend ) T opene e
i peatn g ssr Peating

dhrets codle dive wmsl MU Jcerind] o sl of mules sBaal
rhint pu alissld wiesr 08 partbculir plice oF 5k &
purticudar wrend: The drvss code G o offiie i ery
formeal; eperirboh spmie. o sl

wtiquette siber noun [ancoint] &8 =2 ol s fre
behsvitig conmrecthy inoa porthcular sivsition: (hie
Fitipieite dorie s 2hae your doirt s ather poople's
R EFL

imitiative ol Soun uneount| e alility o dunk
‘OF kdean el take dectsbens independiently Take the
bbbl o s kit 1pe Trrsd miiegt wor e due fiesd o ke
uctise: S sourif furse i faiee Hae anitratioe in oder fo
Dpmipaningie e pelidtuinmini,

Iborr wdei i o (ot @ stoelenil or ety
aputal el prrmsty el woorios 100w Joby By aircher gor guon
experipnes WO emplones peeler fidenes ehs ol
fiafy waiir sk Erpenditis

pick up ik o phvaval vt irmsitieg] b been
mnferratsim Gr a i sleill veidwiiel trvng oF sdthaal
MLt A L

1.3 Vocabulary
Work organization and responsihility

o & day-to-day Besis o dooia del o’ pliness usod
far sigring by il stisithine hippena. Om o dadly/
oty el eve. basly: Salerr ayutpraend aras checked
o ity i

organkgram v genogruen Ao [osul] w e g e
plan that gives the nemes and job Uides of sl ibe stalf in
A orgEnIEmEEn OF depasinieni

prodecessor ridsouit ripan feaent] the peesim whs
had the (ol befome. Adsurmiler sdemd o lais b
neidlitg it Janitin af A premlacmonnrs

tabie ower wik ‘soal phrdsal verb |inssbilae) o ke
cnntrul of somsrthing (A B8 daking teir o el seaifer
I MR E

1.5 Writing
A placemant report

appendiz = penddo noun [codnl] & section giving extrs
dbetin i g P el ol 5 Bl o docimmmi. i)
Mg fhianticimy ai deicleiled b e agrpiiabir i Chimislis B

gEarbos '[:nhnl.-.. naaar o] & msetil bos i
eoaniagins the parts of a vehicle pra machine thie changs
enging power o moveent

mailshat ‘el for noun oo s leter or adveriienson
BENIL {0 TRy P E e amng e

rapport = pialin fden fslnguilae co- uscien | gsiad
velihomatikp indd wndenstambing belween people

take the mickey wik a: bk phrese Besos Iveogstu 1o
fwiagh ui sonebody, smoally oo friendly wan

weaste woi noun fwount oF uncoud] uscloss sl
thut are lefr or Wieown awny. A Sl pds infrodised o
elogdsl lp tovie mate from deoal factoriee

1.6 Case
Counsalting "

body language  link Jengwody' idun [uncoiant] e
muvernenis o posiibing of waer Body that show iaber

pevple whall you are tsinking ur el Tk by
fangarage bitraywd e fessbon betroeest dhen

Bounce Back  haons hak phrasal verh |riran sitive] (o
lcaine hialihy, haggs ik siicoell sgaim alicy samdifiing
i i hmppenied 0 jou. )

wcho  coss werbs [unsliivel 1o express sameste clse's
idems of to aay the s wands thae somoeune chic has said:
fligter exivowst P rienes of Ay ampioreed,

headachs Nodsil nawn leoimt] & paln B peur hesd: Hee
gat @ etbhing idrdachie | = an oviremely hed headoche ),

open question s kel s nsoun [count) @ ucston
with & = pusisthion weml as appaecd (o 2 chised
questinn which has & yesfps s

outhook ik noun binguiard yoor gereral amitde
Phrirugs ahare an outlooh. Ty shered the same kimd of
aurtlanlky vn e,

paraphroge “piss loe verb rankitive| L sdpree
it sumitemne cles s aadd islng differoi wunds T
particaierly forporsan? it penagiirsdng fo be s tlar
v dfo it diseoer thae moaneny of the origing! staremient

perspective peir qukis moun | eownt| & way of thinking
adoun somethimg 2 fumeount] & scemilbike woy of judging
the imporiance al semeihbing 0 comparisan siib other
Priies: Reep sometiving ln perspective: B85 mporiaa
feeep dhangs i pevgpeerion wmd nor dned] on ane inciders

2 Customer support
2.1 About business
Call centres

i non weil Lronskiivied woleke sisese semeabeee by
hus

copycat o ke’ Adjectivi smiler to simeihing el und
voisidered o be u coger ol (£ fopyead erivmes

tan break t=b. ved nour feount| o reduction i The lax
ihat vl miel poy Aty Sreek for college




tan hollday  uces Peinks moun lcoant| & anporary
perind, during which time the govrrtiment mrmes cortnin
biives {ieaindly siides vn) oot Gortibiy e, bn obder o
emcorrrige the capssiniptlon of purthase of these [bema

twentysomedhing vl oo R [doumd] wfom (o
Lisie mphe ol semimipcimi o bs bubewein tagiily s peei-
mine

1.2 Vocabulary
Cuttomer seryice and telophoning

elip Rl noun jeoant] 2 small obiect thal holds someething
In pumitsin: frair olip

warth oo warks [iranmitive] Rarrise oo conmect s geecy of
iclitricn] dgudpitient o the ground 5o il s sale Maks
Sl the it 1 eribad gy

retain e wert [lrunnitive] 19 kecp somoime of
siimbetining.

nlde-panel s s aoun lcomt] o 8 parr of o o
inr ithier objegt thul can b memoed

slot i toun [count] 4 long memrow Bide tal yon can fit
someihing o

upset s sdjective very aad, worled or angry shout
warmething: Why are mou so Lpye”

1.4 speaking
Dealing with problems by talephone

Com again® wum o'gen e imed for asking
sampuiie o repest whiil they huve jusl sald

cramh e verh lhdmmasiove o treeskilve] Cesisenso il a
capgniter o congrites program cemlizs, it suddenly Moo
warking,

frwee:  fru wird {Tstrunaitve or sratitie] Comin oo i
a computer screen Ireeers or s dromen you carmol naove
detythalang dim i ursise e ke someiliog v whil e

REmTpElEr

1.% Writing
Formal and informal correspandence
sccounts payabbe @ haont peosal noeen [ploml] ALl

Asipanean @ meciard of how s money & conapuny oses
st piplo or eomrmoanbes fur goods pml e
ASAF o ¢4 i 'pil abbreviation m soon o pussible,
crack wxk werb firanstive] o damage sometinng so Chat
o line wppoary o (65 wiiiTace, i (@ dies ol hrak i
eves [ dvopped @ plane and ensohod it

duplicate “dlspiikon ardecuve marie 58 an easie onpy of
st by ehe

Inconaistency | whan sl nown joannl| semething un
g il mistch simcthsty clse

pateh guil moun juount| & ploce ol safiwane Uit you sdd
to 0 computir program ko mprove it of remove @ b

Trajan (horse] irmuta s ok, 0UN et ] Cosm s
o progim that seees wsebul bl ks designed to caue
dosmape. bor csnmple by destroging indimation

werite-off ve ol noun foow] @ seldele or machise thst i
ah beaidly damisged thal o cammd be sepaiied

2.8 Case sitvuy
Cyberiartan Sottwware

come up With Lm0 sid phuasal varb [transitive] o
ibvinnle ool mamraistbudiog sich as o bdo o @ plan

from the horse's mauth o 0 o mndd P
fiabriiwtaien Trows Ao Tiese's s i eomes i somivone
whis bs directly Invglved

obsolescence  nhe'irsinm poun [imcound] he state of
simmtiing which in no longer uscd, planned obsalescence
the practice of moklng products thisd will gol Lisi long, w
thiat prevple will meee 1o by aew cmes

sl il nowsy leodnd] o perdod of werk s g lciory o
biinieas whene some prople work dunng the day and
nuEna ‘wirh ol niglil! '@ Mwe-airil| areiom

staff turnaver o e rmalvainy o fement e aneount
e tate s which people B fobw and new prople e
& Irighr turecner of siafipervorunr]

swap sanps verk |ntrsisilive o tmositive] o glee
sormething o someone i exchangr for something el Do
R TR R S TR T T

triphe ‘i el verh firansitive] o incresse samething so
thisd it be three bmes igger than hetore: Fie dwiped mple
g varluw iof Hae vompgrn

3 Products and packaging
1.1 About business
Packaging

focus faiknn e nosen |oont] m el groap
of i whuo are iendesvd fopesbier wind give thair
oprinions tu help a compamy malke decldons

frusirwibon v ovedine mown jeomei o ucosni} g
feeling of being frustredel

irvimrlaoe  wani i ey yert [intmmloie) miemict aml
surnmunicuse with each uther

provocation | yrwvakefls e mouR [cownt af uncount| the
wct i doiig o suibng simeihing deliberately i deder i
maks sxmvbody Bory or apset S fuear inie eers af
thet nirglibend preievicarsion

e Tk PO |eualsil on ekediel] @ vory st ieeling
of anjger; Masay josaLine angty violmi bebavious in
# ruthic shuabuon: J is cléar that wir e &yl or He
[enpaia

rmsintenl el adppctive iSbe o fet wething:
it ellwstnir Shire To mevistaal b antiididies

trigger g wih | traasitive| to make something
Ingpen fo Frigaee e alarm

werap ey vierkn [Ermimbiioe] o et samgihiig by ki
sitwetbinyg wach @8 jper or plase arowund i [ earsped
rery gt frae dn! aikers Byirtfdlm s

1.3 Vooabnsiary
Specifications and Yeature

attention-grabbing o oaflol gnslen ddjictve an
wignitanyratshing, resnurk or setivity s one that is
istended 1 ke people notce il

bird's-wyw view  hobs o vpe noun fsiagulsr] o gond view
iof snmething from a tiph position,

blusprint bl el moun [count] o deawiog that shens
heo i ) somyething
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chart iTuitrn noun [count] b mup ased Bor nevigntion in
T e pluries

foolprood il prod sajective very well designed and eany
by e ettt 1 ot Bl nel peu i wse W wromgly
Thin tecipe 1y fariproal; (1 works moer) e,

mockup ‘ikap Aoun oourt] = model of o e prodoct
thiit 1 the seme size o the tesl ing

eariay Cwsl e noun [count) o st of et isdorration
thut by added to 8 ploture Iy o oumputes

retardant = asraiiom sdjective sliwing down o process
Tiwe dace [n fe eetalm,

tamper with tempalin w1 phiaal verb [maushhe) o
wraih wrmsethiing and ¢hangs it in 8 way thac will
dummge it

1.3 Grarmrnal
Articles, relatbve clausas and noun
enmbiimatiam

bump Fuep eerb [ntransitive or ransition] 1o it agoins
sumetiting solld The der huscped ke o B,

drop calls &g b=ir phrase 1w il 10 conpea mesning
culls

l o e f R TR [ims ] piving

control or power over somethiig,

fiip cover g Los noun jeoumn| pert of a mobile phiooe
wingh fndds over ihe keypaal

getrid of oo 1l s phrassl verh Juunsitive] o thaow
Ay, Ehve Ay oF sl g posassilon that you Bo lionges
witit! f Fraew o gt red of sy old eimgiter

no Frills ‘nav file exprewson used for somvething which
I8 gracnl enomgh but bhas ne anrecesary o festures 4
simpely sl ik no fridls

rabing ‘reiag nows [count) @ messurement of b good
air pofrilst somenne o' saitwibing b The guule glies
peataairan & melig ol of trn

workhorse “niqrik heins Boun jcount| o very ueefil rece
ril exquibpieent thal you use 3 W MY old cor ass o grea
i

34 Speaking

Presentations - structure

ook ' modn [coon| g owrved plecy of e Tue
hanging things on; a methad for petting peiple interested
anid Eirecicd 1o smiething Moo wuer eaat o B ok

lectire lekeary hown [cound] i talk to o group of peuple
abtomin a parmcenler nuljecy, sspecially &t & cnllinge or
usiversty] This lefune wtant tae Dark Ages was mealfy
Jatneleipiing

-ﬁ-ﬂrnh'hﬂh.:l'r oy weimmnly advesh vy |ﬁ'||-|"h.
Tiney ool imucrsefonlay rgly sgainar e proposl

ping /g werh [ransitive| Cose st send an elesmnic
gl peoruesiibng an snsser T @ diesdoe: 1 oo i o
o fater, _

tracking todin roun jercourt] e sel of fallowing e
lowikimg firr & porsin. animal or thing.

Wrap up i op phrisal verh [imfrafstive or tranite]
bsrenmine 1o fimiwh somedbvieg: That jesl almacr e B ap
fur foday

154 s MEmiivees i 5

3% Writing
A product description

allgy whn nawn jsount of wocont] @ metal et s made
froei cosmblming two af more fetilo

benwlht honin nown [consi or enaoam] @n edvniage o
gt froen o pooduicl of sliumion

Pentuirs “Holsiey moaln [Coind] e (iporiil g o sspeol
af u product,

intusltive wiijoin sdpective an uitive sEEROT (8 Slsy 10
e hecainse the prisess of isperafing & by viery sabur! or
ubwiams

plugen “alwgm’ noun [count] Comruisag ik software
el itder wivdeh allenws wis applbcation w perfurm
adaditicnnl functioms

quibble ‘sl noun lcount| & complulnt or eriticlam
ahownt somisihing that s vt imponmrt oo quiblble
guirmnbes o proovise o refund thie Sustonser wittow
gisestinning thetr reasaris or disaatislnction.

stand ot swerd s phrasal verts [intransiise] 1o be casy
to see- becanse of heing difforent

1.6 Cane study
Big tack's Pizza

BOGOF hruel' abbreviation buy voe. get one beg

eheguened “fois okl adjective a cheduered pattern
ur diesign conalsis of squares in tao o more differmi

colours

dine=in o 'w adjective-ased (o decfibe meals liken in
& restadiru: dime-in oy

franchises Sranfu o AOUA [COUTT B PECON OF COMPENY
thud has the franchiee tooaell o preticalur e of goods o
EeTivide

fusion cubsing  flumw kwy oy Ao [Unciing § parteoiar
siyle ol coonking food combining Chinese and Westem
1ugipes

gowrme gl e fnlin fcoun] saimeee win K i
ht abwinid poad foind =nd wine.

sihide =il verb [intranairve] (o move soroms @ smoath
nisfoci ! '

atrengthen wenillcm werh Jirnalitieg] to pake someting
slroiger

thrmat Ut noln [ o inoon | simethsig Bl ookl
cause barmn,

USP i o pi novan |eoini] Bowmess anidque selling poini
pruposltizen: the thing thie makes o prodoct or serice
differeitt from il

4 Careers
4.1 About buslness
Carmer choboes

w “UnrEl Lo ey adjectee exireseily
surprang and inponant

imerrtia i T noon fungouns s stteaton o which
smetiing dows pol change:  feefing of o wanting o
changs thkmgs

jump in at the deep and | Gyunp moel b dip e
phiratal verk [Entransizive] o beoame valved oo @iifical
st whth Bitle prepsrason




pick soméane’s bralms ok cimeoane nuss segEesion
mitnisean. for sk som3ecns qikesicns 0 get advice or
brdurrsntiom P oanaeted b peek yeier begies Gt this il
V'or had

poasE el roon o] Teeoauia o groag ol frisdda

wtart tha ball ralling i & bl ol ®apeemion 1o
ke something stan hoppendug

sty put | sio ‘s verh [nimansitive] o resmain b one
placi or poatiicn

treadmill welaul soun coun| o situstion that s
very ting o burking becusg yull do Uhe i things
comtinarumhy

1.2 Vocabulary
Carears, pernonal skills and qualitus

controversial knmraveir izl sdpective i coniroversial
stbest, eqeintlon oop decialnn |s e that people distgree
mwdﬂm'.ppmﬁf
ransitive] 1o mark something an that yi

wﬂlbulﬂnn nd il again

thmur “hed haresi) Ao [obund] o person or

cottipiiery whes seurches for good stull and trics 1

perscage thm 6 beave thelr joby and go th work for
inadler cimpang

flaise i v verh [ustunsitive] If one person lakses with
another or prople llabse, they talk to sacty other and fell
each other what fhey are doing, so that they can work
tojether effectively,

rrltiasking  ndimasdkony noun funcouni| doing weversl
ibErgn il e waEne G

an the spat an & spo expressbon immediately
unconventional niewonfinmal sdjective

w Ik et people consider 1o be usual or Bor

wannabe wonshi noun fcount| [seada somesne who
wietts ter b fumous or spccesslul

4.3 Gramemar
Prasont tomsas

frowm

assaull course sxll owrl nioun |co)] de esersise
invelving ranming, elineing und famgsng, uwsed o milaary
rudissig,

hand hesd werh (ransithee] Lo g samething e sstneeine
with yiur hand, you have 10 hasd i 1o someons
expression Shoues ined [or saying that vod adsiine
sremiing fod seipithing they have dope

knock over ok ‘suvain verty fimasitive] 10 hit something
wi thit il Ballu: Thin car emsocked Sim s

relevant  mlavians adjective directly commecied 1o whal ks
Being dismissed or consldered

wndergraduate ol ) grasdyase mﬂmnl;.m
whis s wtudyiisg for o first degree st o colloge or universlte

You're kidding 711} ksl expression maknly spoken
wsedd e saietingg Wial yoig dio nest el whial somoone bs
BaVing.

lilimai ey .

4.4 Spved g
daob imtervieves

schiavement of|coen’ AOUR [count] o paroculer thing
ihm) yraid baeve succeedeil in dostg after a bol of effor

copn with Loop welh' werh jintransitive] 1o déal
muccesstully with o diflicul abuimivn o job

rappart e pairy noun [singulasfenconn | s relationship
inwhich people Nk, enderstand, ond reapect mach othee
iy e st ikl e clmimey iy ansihizl

regardisss of /g e = phesse withow beog
atlected by

strangth el nown foous| samething el semeone
does welll Ran's s sdreangth v Ain whility in wolisar
players

weakness st noun [count i laelt e probbem that
ke snaeeone s offectve or abreetne

4.6 Case
Gap years mh'ﬂ;l

00 ks prefie miluting (o (e ervironment wed with
sonne noun and

mhﬂ |t jain i mwpression to start 1o feel
o and fwmillar with something

step back alop bk prrasal s2ed fintrennitive] to stop for
lmmmﬂnhrmmnﬂdum:n‘uhhwﬂwl}.

mulh 'im.bh,lll- adiestive important umd potleeible;

m smbsryprvaladsd adgertve tl laving
as many odvantages or oppormunities a3 most other
pugdn

5 Making deals

5.1 About business

Retailing

bricks-and-martar o, s T ) SHEFELAION &
building, when you ere thinking of it in conmection with
It itich it cost to balld or Bow much B s worth: Thy
ettt prriey inte bricts ad serta

clw it noun jeount] e shaep curvod part st e end of
dime animil's toes, for exumple o cat

Wit s nvown feomnt] a piece of informition tht «
computer program finds for you: I suerchd for e s

iy’ g g e K duits

5.4 Speaking
down thme ‘dem sy soun [count o uncount] perod
Curing which eipupmumt or 8 mnehine is not functional o
L PETR TR

bead Tiovm it tamm foun [comint o imeout] the e
betwoen stnrting e complething a production provess.
package  pebay noun [coans| b et of products o
pervices that are solil {ogether as ane amit

reluctant ko ddjective iwd willing o do something
tentative oroin a3fective nod definile or cemtam

N Businsss sy 1h%




5.5 Writing
A proposal

cash flow "k Moo rosen [usigiatl] the ke ol which e
bunlness inkis e meney ileough sabes ood pods 18 it o
the thimges I needs fa camtinie opesating

cantingency plEn o indy o ples moun [uncount] o
plont thiat hedps v 10 propaie for possble bod evems

mail order | rsdsory moun Juncouns| g wey b bueying
g i which yai order Thein by post o By eiephone
sl iy wnd paisboid ey

marrchant Socount “pearefia e s kee nown [soum] e
apechil dcwisini fisr peerlinining o hilsies imamssciinn

wot-up foe <1 o0 M ooun the prce gou e e g i
by 3 pevce of pquigement faalkegd

6 Company and community
6.1 About business
Corporate socinl responsibility

altrwimmy ey e fun [upcodnd] 8 wag ol thisiklisy
o Bohaving 1l shows oyl caee sbdut’ il peophe amld
their irierusie morg fhan o core shoot pouesell

biodegradable ==l ot sdpedive Bloadiogiadald
substanich can b bralien info very small posss by baiterip
al) bl thiry dre mof haroful L the faviniment

credo ‘brkdsy nown uut] 8 stalamisid af s el

hylaFd  haibedi maun fiooni] nomiigre of different ihings
e ukgles,

sustainable -« wevutol adjective capable of continuing
for & fong time oi [he sane el

wirtuwous circle s ool srikiall noun |singular] a
proceas mowhich g good action or ewnt produces o gosd
prail] viusl udsey pnaisen (e process g ot s b
g il Fusidis hogpen

.l Vodatmilary
Ruarlingy, othical behaviowr smnd voeial
performance

lirdtatban - demnfy hmidiae soem [undownt]

ihie process ol kg 12 limit tie smien of Jemage el s
catsrd by something

mxtrovagant Larrosise odjertive cutreme. escssbe ur
Lifraiisarable

misleadireg i o edjoctive giving v weeng lded or
Empreslom gl suaklig yud Beliove sumpibiieg Qi bs s
Eruiie

settberment ‘sous i noawn o] wn olficial igredonini
fhiidk yaids am argumend hetseon v peaple e o

&3 Grammar
The passive andd reporied spasch

feakage "1kl foun jwiioint] G amrmmi of gl ue
g pncaping Uooagh & hole (0 somclisg

protracted okl agjective Fosaiu, contimiing for &
Tomg Hme especially longer (e b drmal or necessary,

stakeholdor s bbby’ nour feouit| & persm o
ety thr b insodved in g paiticidlar organuation,
iwinjeed, vl cic. enpeelly Weaeause thi e rinosicl
diminiasy im AE

154

s Binkjpn

6.4 Speaki
Hnﬂnll-l-"llm

civil mErvand | Gs il mowm loowil] somicens
who works for a giaetanien deparimend,

disabiled &onhiaill adjecivee someome wioe s disehlod =
umnuble to wse part of their body or brain progerly bevause
af inEmy or disgase

ethnic minority ok i mna noun [cogni] s groog
of peoply who have o differms culture and different
riiidibars s inest people ling ooy place.

miscorduct i umiskn noun juncounsible) inacoopahly
behavinar

6.5 Wiriting
Reports and minutes

dhiiried b werh |rasshiieg| bo gt i leeling from

symething ey pleasere. stisfachion denve smetling
Tromm nomiahing Ty divaee gront toploumied e fhees

Srangrle g

greentiold site  roniill s nowe [count] o piece of lund
Usat Bss mover been bl on before

paternalism po'wsria lSam noun unaoeni| gevorming h
lika m Bchur, By looling afer peaphe Bal sl kg @y
Uscly Froedimm misd n:[.ll.l.ll.lil:lLI.I.lh:t.

positive discrimination . oy 0 baom s Moan
Jumecsiri| taie peactici of giving spocial beiefits L peagle
fréag) o prowg el wak trested o wn wrlein wiy (o the gt

& Case study

Fhoenix

s pdous oo ke ddjecTred domge midd, papecially’ fo
peapl's hailih or sl Thee eheminiily are fesndin
i hiziameest Ireadtiv

resldami reenlie o A ool = peeson wiha Dives moa
prrticuber o,

TERETNNGE o ot Pown [imoog) deifibe of or
upp-niil.fnrl il @ e wnciglem; vie

7 Mergers and acquisitions
1.1 About business
Risks and cpportunities in MEA

due ditigence Jju dilabwsme moum e |
fivesiipaiian of & cormpadiy s oeiavitos el Anpeo bedore
trEwtiml of peglisiticn.

gene iy naln [codnl] Information o oells that
determing s pomon's charavierndics) M belivees i
il i 1N Bk

homogeniee > medinas verb [bransibe] w make thing
e same. ofiem so thal the redali @ borng

apen mreobment | spen m el Ao [Comml|
unavmky chis whoek anybosy cun o

prestigioos e iy atvierd rospected and wdmired m
wiery bpureaat ar el 4 vory high qualisy

sunceptibde o wpanhiz ) adioctve ouly influcnoed m
Alfected

taboower bid ik moasry Ind noun joomm of uneounl] e

offer lu buy ih sharesy in g compony wnd ke cofiin il
it Shrgesinmloer liape edoepied o b




turmoll coomsd roun luncount] o st o cscitemernd 'O
resat|rnlled aefiesty

w W Lw kA Y
Hiriirsd sy feerfipfmaatiie

bz T thwd bladhe (i v v 'e=h exgieiiion 1 luve moiey
by yorar bank sccount ue more money tan pou owe We'te
bwwrm i i Bk feor cee it yoner o

Bt hl mcaim jooudn) o obles o ghnou pinicular aawm
il mmcisky lor sstietbbg, oF cwsimpile s nn i Wy
recwived & bid of £5 00 for Hhe tehie

filter thrawgh i) ks vere [Jr.tmuinr:i il s
o irsfemnabion Wiers theough i people Uy receive |
gradunlly or after u period of o Ness of the dectsion
fritered Hivarih i reporTery.

flotation Mt nome foomnt or ereoom] Basisess
the salp ol whares in o comapamy Bor the Rl i,

FTSE 100, the  fanl w st Wamidead: Ao juncogm)] the
Finarsciml Tlenis Sk Eschinnge mdis: an svwergt ol
e prices of shinres from the wp 100 companics on the
London. stock exchange

FUTTROLET e ol feourt o encoent| anoffical
imfrmation that may or may nol ba e Sl g
rusreriirn ahiniel scome by Rrdimedal deal

7 4 Speaking
Presentations - vituals

el erugial adjectie miiremely important; eracial o
Listenimg b cusdomers” el o ecrecipl i deatgreing yeod
prroailingis

deteriorate @ natsren verh [imtrammve] W bevomie
wibse: This iciniismie RiRuriog | delerioniiing,

disposable imcaere | ol shun’ SeUR [sseo|

mﬁﬂﬁumwmmmmv-lm patil s

highlight tu (ot vart [Transition) b smphasice or
uncerfine purt of somalimg: TTe peesemter foghligices] f
iwited foor @ gueieh decivion

overload s et varb [bramaitiee] oo pot 100 mech of

st hing an somieiidng 10 pressit poopie whili o much
Imioemation bof thee bo inderinnd eaally

7.5 Writing
Praworiiation dlides

bullet points haln peams roun fcosmt] & circle prined
Pefusrn each ifem an & Jist

distracting . ersins adjectivie preverting yoas from
concentruting on something: This rolse outsite the
Flaiariai 1§ Dery Arbhiiling

font fom Aeun (cont] Tiisac e tie shide of etlams and
numbert Wi i o docisment.

WaiiE oy ndjeciaee ol Cleady explaisel o wenf
detmiled: Witmesses gaow oy @ g descriprinn of the
fric: g

charismatic - kvt i’ adieclive 3 churismutic pursun
las & sirinyg persenaiity that miakes otlel peaple ke

Wy wed bie peroaciahl o i8iem)
meteoric i vk aojectivie Bocrung vory auccessbul
vy quickly

ruthless neifss adjective willing 1o make aller people
iiffer e |hal wiill et achlivw Vol slom

shick i agective done m o vere imgressive way Ohat
seomm to novd wiry il effod,

trumpet smgit verb firaneitive] o snnounce somethiig
putdicly in o wiy that i intenddold o make it wem vory
Pmportint.

8 International trade
8.1 About business

ﬂmﬂmm‘hlﬂrﬂhfhmhﬂmﬁmﬂh&mﬁ
wani: Wany arr il iy f i
ﬂummm —
creditworthinass  wrodi wairimesy noun [ancouni)
ability to repoy debis

tevel playing fimld | o8 he il nous [dogular] o
mmummmm

take on board | ok on bl expression fo consider an
bibem, o npnept eriticinm nomd leam e past misiakes
think outside the box innk s sl bo 'hois expremion
10 find new and unsinl ways of doing things, expecially
wilvisigg problesis

withowt & trace wid'sil § wei epromion no okgn gl
stiripine hs beoon prosent; disappenr sl e She
coan pewer bt ool thien dinappedred withow! trece,
wikard <o noun [eouni] semeone wiio b ey good
il siymething

.2 Vacabulary
'nmﬂ-thmn! deals ard o yrmenty

file & claim < fwil 2 Ve werh [tramsitive] to present o
claim s that §von be oficiudly recorded and deah with.

forwarder Ly oy noun feouni| fiom specializing
in armnging stomge and shipping of merchandioe on
bedull of its shippers.

wchurrmg - fridow eni famin) shinm Bown

fcouni] & e in incourage people to il with the
anetne aleiki by giving e reduction ae glits

get behind with 0 nikamd w0 phrasal verb
Jiretrunalgfs] IF you gel Beidiad it work ar pagsieids, g
bawe wol dope as mmieh work or made s maty poyments
ws o shioaled Tave Shetd boernr 81 vo aften fhor, st sean
zeriing bekid gl Ko sdficinoonk

oy B b ik} & j Eag



B.] Grasmar
Prepositions

drop ol | sbop ol phresal werd fiunsliie] w ke
sl Fragg i i Pl i miol s iers lamg iy i LK
rrep thie dociimests o lter®

Iet-lagged | oo bead adpacte fobfing Hred wnd
sametbries conlised sher o long Qighi

pitch i noun [cound] an oml propossl designed 1w
permiste somedae b0 Buy ous product ar support fod.

8.4 Speaking .
Negotiations - diplomacy

CONMENELS Lo anes RO famecunl| an apinnn that el
ety 0 1 groap agres-with

irplieatiom  miple e i oo oo wsially sl
pousibile effiect ur result. Ve moed 1 wxwpaidhor thar firtitnacsard
implicaiiGR

gkl et it [l e iransitive] 10 lesve @ job ve
waoject: Shit qunit aifier avely sde poaedin G the ok,

55 Writing
Aeguests and mminders

disregard die gl verb [irarsitive] in pey Ao ationtlon
bz weteething.

wwtenad huen wers [erarmsiive] Fosvo: i egree o iend
surtienng innhsy of g them crediy

Vliekearsy moun juncount| selling @ campany’s

teeelvabli Ivisices in veder 1 ahtain [unds s duibeiily,

outstangimg ol siendi adiective so smoanl of neemey
that o oulatandag has not et been pald.

overdus ol die sdjective o prenont b svendue. (0
should sy heen paid bafore nicas,

eaursighvt aisal ) pat Pesgn ool somneihleg vod docail
think of which ceuws proldems ey,

seftle wainll verd (ransinive| 1o pay all the mongy you
e ot e s thirke davy te setile bix bill

8.6 Case study
Jeddah Royal Beach Resort

armoLry i fmer Ao [osmaelly smpakar 8 set of skills
megiipemsent on poavers (i o availabile Sor somcone iF thoy
nevnd I

beyadty | == nosun fomcommit| copiimoed wie of the
progducts or services of @ particudr Susinoo: A Figh femed
af braeed lenwadry

urcolbectible i loomhod moun comni] o hed dede
which cannin e reowaered,

vulgar v g sdjective simecne who s mde.
unpicasant, und offensive

word of mouth wuirkl = s gepressen indormation
ermrmanbnred by peaple speaking infonmlly 16 each
[T 1H2
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Based on the surcess of the original edition,
Business English students the fundamentals ond skills they need to succeed in the
competitive international business environment.

Why It works for Business English studenty:

- an overview of how
butiness works, covered right at the beginning.
Topics include business organizatian and CVs
and covering letiors.

- ¢ath module is

chearly linked to key business toplcs:
Persanal development

Service

Sujply chain

Maragement and career

Sales and marketing

Enterprise

Finance

International trade
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MACMILLAN

warve macrnillanenghlah com r— —

2 0 continues to offer

r = the modutar structure allows
you to dip in and out. This is the course you can
make your own,

1N - an integral part
of the cowise on your owh computer of laptop.
This includes extra language practice, tists
and word liste, and audio and video you can
download for onthe-go learning.

- the best
professionaly are thos= with great emotional
intelligence. Special speaking tasks and the case
studies focus on this dellcate but vital "Sth skill',

T



