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- Introduction

Who is this book for?

Business Vocabulary in Use Flementary is in the same scries as Business Vocabulary in
Use Intermediate and Advanced. It is designed to help you to learn basic business
vocabulary. It also helps you to learn the language of business communication for social
situations, telephone calls, business writing, presentations, and meetings.

The book is for people who are studying English before they start work, and for people
already working who need English for their job.

You can use the book on your own for self-study, or with a teacher in the classroom.

What is in the book?
In the book there are 49 two-page units.

The first three units are learner training units. They give you ideas on the best ways to
learn. They explain the instructions used in the book, how to do the exercises, how to
learn vocabulary and how to use dictionaries. It is a good idea to do these units first to
help you usc the rest of the book in the best way.

There are then two units about how to use numbers.

After that, there are 28 subject units with key vocabulary for different business subjects,
and 16 units with business communication language. These help you with the skills you
need in business, for example in presentations and meetings.

The new words and expressions for you to learn in each unit are in bold. They are
explained in different ways, for example with a sentence showing you how to use them,
or with pictures. Sometimes there is a '=' symbol, followed by some words to explain the
new language.

You can use the contents pages at the beginning of the book to find the subject or skill
that you want to study,

There is an answer key at the back of the book. Most of the excrcises have questions
with only one correct answer, But in some of the exercises, including the Over to you
activities ar the end of each unit (sec below), you write and/or talk about yourself and
your own organization. So the answers in the key for these sections are examples, to
compare with vour own answers.

There is also an index. This is a list of the new words and expressions in the book and
the unit numbers where they appear. The index also tells you how to say the words and
expressions.

The left-hand page
This page shows the new words and expressions for each subject or skills area. Each page
has a number of sections with the letters A, B, C (and sometimes D), and short titles.
On the left-hand page there is:
m information about the meanings of the words and expressions.
information about word combinations - words that are often used together.

notes on language points such as the differences between British and American English.

notes to tell vou where you can find more information in other units.

6 Business Vocabulary in Use (elementary)



The right-hand page

The exercises on the right-hand page give you practice in using the new words and
expressions shown on the left-hand page. There are ditferent rypes of exercise for this.
Somecumes the exercise asks you ro write sentences, or 1o write words to finish sentences.
Some units contain tables or diagrams to complete, or crosswords.

'Over 10 you' activities

An important part of Business Vocabulary in Use Elementary is the Over to you activity
at the end of each unit. The Over to you activities give you the chance to practise the
words and expressions from the vnit in a way that is useful in your own job or studies.

Self-study learners can do this section as a written activity.

In the classroom, the teacher can use the Over to yon exercises for discussion with the
whole class, or in small groups. Afrer the discussion the teacher can ask learners ta look
again at the words and expressions that have caused difficulry. Learners can then do the
Over to you excrcise as a written activity, for example as homework.

How to use the book for self-study

Find the subject or word that you are looking for in the contents page or the index. Read
the information on the left-hand page of the unit. Do the exercises on the right-hand
page. Check your answers in the key. If you have made mistakes, go back and look at the
unit again. Note down important words and expressions in your notcbook.

How to use the book in the classroom

Teachers can choose units that relate to learners' necds or interests, for example areas
they have covered in course books, or that have come up in other activities. Alternatively,
lessens can contain a regular vocabulary slot, where learners look at the vocabulary of
particular subject or skills areas.

Learners can work on the units individually or in pairs or groups, with the teacher going
round the class assisting and advising. Teachers should get learners to think about the
logical process of the exercises, pointing out why one answer is possible and the others
are nor. .

We hope you enjoy using this book.

Business Vocabulary in Use (efernentary)



Talking about language

Grammar words used in this book

. Grammar word Meaning Example

| noun a person or thing | director, job
singular one person or thing executive, office
plural more than one person or thing executives, offices
adjective " describes a person or thing Friendly, beavy

| adverb describes a verb: how something is done usually, often
preposition used before a noun or pronoun in, on, with, for
verb something that a person or thing does — work, make

often an action

r
base form
{= infinitive)

the first form of the verb, used with ‘to’

| to make
It's easy to make a mistake.

second form
(= past simple)

the verb form that you use to talk about
the past

She went to school in
Liverpool.

third form
(= past participle)

the verb form that you use in the present
perfect tense, and in passives

Pve learne a lot in this job,
| It was developed by IBM.

Where does she work?

| special situation

question a sct of words to ask for information
answer | a reply to a question She works in an office.
| phrase a group of words, not a complete sentence | an interesting job
sentence a complete idea. In writing, it starts with a_He is very good with
(capital letter)and ends with a@ computerss
expression ' a word or group of words used in a I'll put you through,

To learn more about verbs, see pages 107-113.

Understanding notes in this book

vowels = the letters a, e, i, 0, and u
consonants = all other letters
BrE = British English

AmE = American English
formal = for public or official use

informal = not official; used with friends or colleagues

Understanding instructions in this book

Complete the table. = Fill in the spaces in the table with information. (For example,

exercise 27.1)

Complete the sentences. = Write the missing words. (For example, exercise 5.1)
Match the two parts of the sentences. = Join the two parts to make a whole sentence.
{For example, exercise 18.2)

True or false? = Is this right or wrong? (For example, exercise 9.1)

Choose the correct word to complete each sentence. = Choose the right word to use in the
sentence. [For example, exercise 24.2)

Look at A/B/C opposite to help you. = Look at section A/B/C to find the information that
vou need to do the exercise. (For example, excrcise 4.3)

Put the sentences into the correct order. = Say which sentence is first, which is second, etc.
{(For example, exercise 43.3)

Business Yocabulary in Use (efementary)



1.1
1.2

Write the grammar words in A opposite in your language.
Look at B opposite. Write the instructions in your own language.

Write the words in the box in the correct column in the table.

big expensive helpful job learn long
lose money old salary sales sell

Adjective

job

| .

Are these phrases, sentences, or questions? Look at A opposite to help you.

1 Do you get the train to work? question
2 on the bus

3 He went to school in London.

4 good with computers

5 I'm an architect.

6 a part-time job

True or false? Look at A opposite to help you.

1 The plural of ‘office’ is “offices’. True
2 ‘was” and ‘were’ are the past forms of ‘be’,
3 ‘on’ is a preposition,

4 ‘cheap’ is an adverb.

5 ‘sometimes’ is an adverb.

6 ‘Can we meet on Monday?’ is a phrase.

Follow these instructions.
1 Complete the sentence.
[ live ... Paris.

2 Complete the rable. Look at page 112 to help you.

Base form (infinitive) Second form (past simple)
| be was/were
become |

came '

3 Match the two parts of the sentences. Look at A opposite to help you.

1 A noun is a word a that describes a verb.
2 An adverb is a word b that describes a person or thing.
3 An adjective is a word ¢ for a person or a thing.

4 Choose the correct word to complete each sentence. Look at A, B and C opposite to help you.

1 The e (base/second) form is the infinitive of the verb.

2 You use the . {first/second) form of the verb to talk about the past.

3 Youusethe {singular/plural} when you talk about more than one person or thing,
s {question/sentence) is a set of words used to ask for information.

5A s (phrase/expression) is a set of words that is not a complete sentence.

Business Vocabulary in Use {elementary)



Learning vocabulary

i To help you remember vocabulary, keep a vocabulary notebook. Write the words that
you learn from this book in it.

Waord combinations
You do exercises in this book. Sometimes, you make mistakes.

Words uscd together are word combinations. To help you remember word combinations,
write in your vocabulary book: do an exercise and make a mistake.

Word combinations show you which words can go in front of another word, and which
words can go after it. More examples of word combinations:

verb + preposition: | work in the sales department. (Unit 43)
noun + Noun: company car, company restaurant, company pension (Unit 25)

verb + noun:

arrange | |
miss a meeting

cancel

WWM Learn words in families

The units are organized to help you learn words and phrases in families.

Word family Some words in the family
| describing a product light fast easy to use
F]escribing a service  friendly reliable helpfu_l

Pictures and diagrams
Draw pictures to help you remember words.

1@ (=]

square coin note

Draw diagrams like this one. Put more words in the diagrams as you learn them.

S e

" arranga TRy

— ¢ chair ) b S
/camput@r?“\ M
office . rm% ameatmb
C desk
\“-h-____ﬂ-/—’

cancel

10 Business Yocabulary in Use (elementary)



2.7 Choose the words from the box that can go in front of Jjob’. Look at Unit 8 to help you.

full-time  part-rime  sometimes  overtime  permanent  contract  employee

.2 Complete the table with words and phrases from the box.

research and development cash marketing currency training dollars"
Word family Some words in the family
money cash

| company departments L

2.3 Match the words to the pictures.

1 photographer (Unit 6}
2 factory (Unit 7)

3 change money {Unit 22)
4 load (Unit 29)

5 fall (Unit 45)

6 rise (Unit 45)

Business Yocabulary in Use felementary)



Using a dictionary

What dictionaries do | need?

You should use rwo dictionaries: a good bilingual dictionary (= English and your own
? language) and a good English—English dictionary, like the Cambridge Essential English
! Dictionary.

The bilingual dictionary is easier to understand, but the English—English dictionary can
give you more information about a word or phrase. It’s good to work in English as much
as possible.

What information does a dictionary give?
Each entry gives:
m the meaning(s). Sometimes there is more than one meaning.
the pronunciation (= the way that you say a word] using the phonetic alphabet.
grammar information (if the word is a noun, verb, adjective, adverb, etc.).

example phrases or scntences.

common word combinations and expressions (in the Cambridge Essential English
Dictionary these are in bold).

=

words with opposite meaning, if there are any.

company /'kampani/ noun

1 (plural companies) an organisation which
sells things or services: a software company

2 {no piural] when you have a person or

? people with you: [ enjoy his company.

i A dictionary entry
I f i o . s ke ey
WW/J/W&% How should | use my dictionary?

ﬁ Here are some ideas to help you.

i

= Many words have more than one meaning. The first meaning is not always the one that
you want. Look at all the different meanings.

®m When you look up a word, put a ¢ next to it. When you go back to the page later and
see the v/, check that vou remember the word withour looking at the meaning,.

I ; )
ﬁ ® If you see an English word in a text, try to guess the meaning and continue to read. Then
use your dictionary to check the meaning.
m If you look up an English word in a bilingual dictionary and find several different words
in your own language, look up the English word in an English-English dictionary to find
the right meaning.

12 Business Yocabulary in Use (elementary)
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3.1

3.2

3.4

Use the Cambridge Essential Fnglish Dictionary (CEED), or another English-English dictionary,

to do these excrcises.

Answer the questions.

1 In CEED, the entries for words beginning with ‘A’ use 21 pages. What letrer of the alphabet
uses the most pages? How many pages does it use?

4 ‘rose’ is the past tense of a verb. If you want to find out which verb, where in the dictionary
do you look?

Look at the entry for *heavy’.

1 How many meanings are there?

Look at the entry for ‘job’.

1 Can you use this word in the plural?

Look at the entry for ‘business’,

1 Is it a noun, a verb, or an adjective?

Business Vocabulary in Use (elementary)
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4

Numbers and years

Zero to pinety-nine

0  zero, nought, oh

1 one 6  six 11 eleven 16 sixteen

2 o 7 seven 12 twelve 17  seventeen

3 three 8 eight 13 thirteen 18  eighteen

4 four 9 nine 14 fourteen 19  ninetcen

5 five 10 ten 15 fifteen 20 twenty
21 twenty-one 43 forty-three 65 sixty-five 87 eighty-seven
30 thirty 50 fifry 70 seventy 80 ninety
32 thirty-two 54 fifty-four 76  seventv-six 98  ninety-eight
40 forty 60  sixty 80  eighty 99  ninety-nine

BrE: zero, nought, oh; AmE: zero ]

Y T P STV, ST VI S !

Larger numbers

| 100 a hundred one hundred

_\_—.

1 l
| 19 a hundred and twenty :

120 one hundred and twenty \ one hundred twenty !
20 o twohunded
'vwm | athowsamd |
| Loue || one thousand ‘

R R R R R R :
| 1,250 —| one thousand two hundred and fifty ~ one thousand two hundred fifty
|

twelve thousand
55,000 | fifty-five thousand
| 350,000 | three hundred and fifty thousand | three hundred fifty thousand

1,000,000 | 2 million

onc million
_ a billion
1,000,000,000 ot billisn

Note: For 1,000 and above, you use commas to separate the figures into groups of three, starting
from the right (for example, 10,000,000). You don't use full stops or other punctuation.

L

Years
The French Revolution was
in 1789,

You say years like this:

1789  seventeen eighty-nine

1800 eighteen hundred

1805 eighteen oh five [ Astmn.aufcs landed on the ]
moon in 1969.

1969  nineteen sixty-nine

2000 two thousand y

2001  two thousand and one (BrE), two thousand one (AmE)
2009  two thousand and nine (BrE), two thousand nine (AmE)

To learn more about work and numbers, see Unit 9; time, Unit 13; money, Unit 21.

Business Vocabulary in Use (elementary)



4.1

Match the facts to the numbers.

1 the number of metro stations in Paris — 240,000

2 the number of miles from the earth to the moon 191

3 the number of members of the United Nations \“-432

4 the number of bicycles in Beijing 6,912

5 the number of languages in the world 11,000,000

Write the numbers in 4.1 above in words, in British English and American English.
two hundred and forty thousand (BrE), two hundred forty thousand (AmE)

Write the years in words. Look at C opposite to help you.

1 The first steam engine — 1698 Sikteen ninety-eight
2 The first railway locomotive — 1814

3 The first telephone — 1870

4 The first radio — 1901

5 The first television — 1926

6 The first computer — 1944

7 The World Wide Web — 1992

Over to Yyou

Wirite down, in figures and in words, the number of people in your:

| office. W department. B company. W city. W country.

Business Vocabulary in Use (elementary)
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Ordering numbers, parts of numbers

Ordering numbers
When you talk abour the order of numbers, you use:

a Ist*  first 6th  sixth 11th cleventh 16th  sixteenth

' 2nd* second 7th  seventh 12th  twelfth 17th  scventeenth
3rd*  third 8th  eighth 13th thirteenth 18th  cighteenth
4th  fourth 9th  ninth 14th fourtcenth 19th nineteenth
5th fifth 10th  tenth 15th  fifteenth 20th twentieth

] 21st* twenty-first 40th  fortieth 80th eightieth

' 22nd* twenty-second 50th fiftiech 90th nineticth
23rd* twenty-third 60th  sixticth 100th (one) hundredth
30tk thirtieth 70th  seventicth 120th {one) hundred and twenticth

* Be careful with these forms,

- This my first job. T work in an office on the thirty-
% fourth floor, The building is on Fifth Avenue.

| BrE: ground floor; AmE: first floor

To learn more about numbers and dates, see Unit 17.

WE:l] Deccimals, fractions and percentages
! When you talk or write about parts of numbers, you can use decimals, fractions or percentages.

Decimals
‘ 03 (zero) point three ‘ 12.93 | twelve point nine three
’ (nought) point three '
tl.S | one point five J 59.367 J fifty-nine point three six seven
? BrE: (zero) point three, (nought) point three; AmE: (zero) point three |
4
F Fractions
i 1, | a third 35 ’ three-fifths (
3 i
% one third 7132 | seven thirty-seconds '
2/3 two-thirds | ‘ |

nine-tenths; 9}'10
A Rfth of the
Be careful with;

world’s population

1%4  oneand a quarter
21 two and a half
834  eight and three quarters .

S

BrE: a quarter;
AmE: a quarter, a fourth

- lives in China.
‘ 5

Vd

BEsS

Percentages

‘ 10% LW.S% 1 99.99%

| ten per cent seventeen point five ninety-nine point nine
per cent nine per cent

ninety per cent;
30%

Note: You say ‘point’ and you write a dot () in a decimal number. You don't use a comma ().

16 Business Yocabulary in Use (elementary)



5.1  Complete the sentences. Look at A opposite to help you.

s

1 Alain works on the

)

e S LI _‘L\' - v ©% ;2 Birgit works on the . floor,
OfLice deliveries - 3 Charlie works on the ... floor.
Alain - 3rd F 4 Davina works on the ... floor.

g + 5 Eddic works on the o floor.
'Bfr‘qr-f' trdn 6 Francesca works on the ... floor.
Chﬂﬁi& = ZCH' f 3
Davina - 33rd
Eddie - 4dis+
Franceseca - Bbth

5.2 Mark the places on the map. Look at B opposite to help you.

1 United Nations — First Avenue and Forty-fourth Street

2 Times Square — Broadway and Forty-second Street

3 St Patrick’s Cathedral - Fifth Avenue and Fiftieth Street

4 Carnegie Hall - Seventh Avenue and Fifty-seventh Street

5 Museum of Modern Art — Sixth Avenue and Fifty-third Street

S7ek
nr | s
P Shr

/IR _ Y

UL

A T T
igeM, B ’ A0 = s
B En BT e S

1 ; .y
T : B
3 pil - =

1
2 -
3

twenty-five per cent | oo J

| T — {nought/zero) point two

— ]
5 | ten per cent

Over to you

Talk about the floors in the building where you work. Which floor do you work on, and
which floors do your colieagues work on?

Business Yocabulary in Use (efementary)
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m Jobs

E @W/[Mﬁ/ﬂﬂ% Your job

What do you do? (= What is your job?)

I’'m an engineer. i | I’'m an architect.

o

I’'m a photographer.

imﬂﬁﬂi]% Other jobs
|1

[ s
: h}f : What do Ew}c;l nd Pabl do?
What does o do? . ARRREAIE A0
Jlm |
Maria
He’ a construction worker, She’s a programmer.
She’s an artist. He’s an oil worker.
E He’s a teacher. She’s a receptionist.
Maria’s a personal assistant. Jim’s a tour guide.

, They’re teachers.
3 Note: You use "a’ in front of a consonant and "an' in front of a vowel.
i

To learn more about the present simple, see page 107.

W//W }fgfm Dream jobs

What’s your dream job?

]

I want to be a rock musician.

/

18 Business Vocabulary in Use (elementary)



Complete the sentences. Look at A opposite to help you.

1 Iwork on engines. 'm .21 engineer.
2 T take photos. I'm e

3 I design buildings. 'm ...
4 I work in 2 hospital. Pm s o .

Match the pictures (1-6) to the jobs (a—f).

a a shop assistant ¢ a call centre worker e a footballer
b a bus driver d a teacher f a barman

Write the questions for these answers.
1 What .do...you  _.do.>?
I'm a doctor.

2 e e et ertasesisraanns ?

He’s an architect.
K ?

He’s a barman and she’s an oil worker,
4 ?

She’s a policewoman.

What do you do? What's your dream job?

Talk about the jobs of people that you know.

Business Vocabulary in Use (elementary) 19



JA Places, departments and industries

Places

‘Where do you work?

I work in a factory.

m in a shop B in an office B in a college B at home

;.
{

m ar head office (= the most important office)

—

e

B on a construction site = ona farm B on an oil rig
®m in Paris B in Shanghai
does h[f IS':.]e ‘ works
I i Where SHE work? . on a farm.
| do they i?ﬁey work

| 5 Wﬁ/ﬂ?ﬂﬂ% ;% Departments

(Whjch department ‘ does e ‘

| she | work in?

i | do you ‘

| He works in the sales department. He sells the company’s products.

She works in the training department, She organizes training courses.

i

I work in the production department. We make the company’s products.

Wf/f/]f%@é@ﬁ% Industries

You can talk about the industry that you work in like this:

I'm in sales.
H in oil M in tourism ® in education
B in construction M in tclecoms B in advertising

20 Business Vocabulary in Use (elementary)



7.4

Match the two parts of what people say about their jobs. Look at A opposite to help you.

1 I work in the production department. — a I’'m the boss!

2 I work in New York. \‘”b I make televisions.
3 1 work in a college. ¢ [ sell machines.

4 1 work at head office. d I teach French.

5 I work in the sales department. e [love big cities!

Complete the sentences with ‘in’, ‘at” or ‘on’. Look at B opposite to help you.

1 Iwork i @ shop.

2 T don’t Work ... @ CONSEruction site.

3 I don’t work .. .. home because I want to be with people all the time!
4 She works .. w @ factory.

5 He works ... . the finance department.

6 They work ... e A farm.

7 One day, ] want to work ... head office. [ want to be the boss!

Complete the questions. Look at A and B opposite to help you.

1 Which department . ?
I work in the training department.

2 Which department ... s e 2
She works in the marketing department.

3 Which dePartiMent ... oo eesreesesesssssessss eesssresssesssssrsens ?
He works in the production department.

& Where ... ?

I work at home.

5 Where ?
They work on an oil rig.

Complete each sentence with an industry. Look at C opposite to help you.

1 T work for Alcatel, Tm in e .
2 She works for Shell. She’s in ...
3 He’s a teacher. Hes in e -
4 They're tour guides. Theyre in e :

5 We write advertisements. Were in ... :
6 He builds houses. He™s in e i

Over to You

Where do you work?

Talk about people you know — where do they work?

Business Yocabulary in Use (elementary)
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3 Types of work

lobs and work

Charlotte Stone talks about BISG:

‘T work for BISG, British International Stores Group. In our shops, we have employees
(= people who work for our company) who have full-time jobs. Full-time employees
usually work around 40 hours a week, but they can also do overtime, where they work
longer and get more money,

Some employees have a part-time job. For example, some people work 20 hours a week.
Most people at BISG have a permanent job — they have no finish date.
Some people here do temporary work for a short period.

Every employee has a contract, an agreement about how long they work, when they
work, etc.’

Note: You don't say 'a work'

Stopping work
“When employees at BISG are 65, they retire (= stop work because of their age).
They receive a good pension (= payment for people who retire).

If someone leaves the company, for example to move to another company, they resign
(= tell the company they are leaving).

We make people redundant if we don’t need them anymore — if we don’t have work for
them, or if we have financial problems.

If someone has done something wrong or stupid, then we dismiss or fire them (= ask
them to leave the company).’

| work with ...

I work with people (= help people cvery day in my job).
I work with customers (= people that buy our products).
I work with suppliers (= companies that we buy products from).
I work with computers.

I like my colleagues (= people that work with me). ot

Business Yocabulary in Use (elementary)



8.1

Complete the crossword. Look at A and C opposite to help you.

Across
1 The people who buy your 2 If you work extra hours, you do
products are your ... s (3} . (8)
7 Ican work here as long as | want — 3 e Are the companies we buy
TLhavea .........job. (9) products from. (9)
8 Your ... are the people that you 4 [ want to be a doctor because I like
work with. (10) working with ... . (6)
10 If you only work 20 hours a week, you S My job finishes next month - it’s only
WOrK e . (4-4) S ) |
11 An agreement to work for a particular 6 [ work 40 hours a week — it’s a
company. (8) e jOb. (4-4)
12 Today, most people need a ................... to 9 If you work for a company, you're an
do their job. (8) o

Complete the tables. Look at B opposite to help you.

retirement

resignation

dismissal j

Noun Adjective

redundancy

Complete the sentences with words from 8.2 above. Look at B opposite to help you.

1 There was no more work at the factory, so my company made me ... -

2 I don’t like what the company are doing, so I'm going to .......cc..... and find another job.
3 Pedro took money from the company, so they had to ........c... him.

4 When ¥ o » I'm going to read War and Peace.

Over 4o you

Think about your job or one that you would like to have. Is it a full-time job or a part-time
job? Is it permanent or temporary?
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How many employees are there?

Interviewer:

Charlotte Stone:

Interviewer:

Charlotte Stone:

Interviewer:

Charlotte Stone:

Interviewer:

Charlotte Stone:

Interviewer:

Charlotre Stone:

Sites

Interviewer:

Charlotte Stone:

Interviewer:

Charlotre Stone:

Interviewer:

Charlotte Stone:

BISG

How many employees are therce at BISG?
Approximately 4,000 - [ think the exact
figure is 4,053.

And how many shops are there?

There are 34 shops in the UK and 22

in Europe.

Is there one in Paris?

Yes, there is.

Are there many offices?

There’s (= there is) one head officc and there
are six other offices.

And how many hours a week do your
employees work?

The full-time employees work 42 hours a
week on average, including overtime

(= some work 40 hours a week and some work 44).

Where is BISG's head office?

BISG’s head office is in London. About 70 people work there, mostly top
managers (= 55 out of 70 are top managers).

How many other sites (= places with buildings) are there?

Well, we have the other offices, the store branches (= different stores) and five
other sites which are our warehouses. We kecp the products there before they
go to the stores.

So how many sites are there approximately?

There are 7 offices, 56 branches and 5 warehouses, so there are approximately
70 sites altogether.

[ETsG
[T T

Head office - London

+ 6 offices

+ 56 branches + & warehouses

= 68 sites (approximately 70)

To learn more about numbers, see Units 4, 15 and 21.
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9.1

9.3

Look at the interviewer’s notes about Singapore Computer Stores (SCS). Are the sentences below
(1-4) true or false? Look at A and B opposite to help you.

A
D (5D

Facts about SCS
Employees: 2,433 10 offices
The London office has 30 employees 10 branches
(3 are. managers). One warehouse i London, one in Singapore

Some emplogees work 4b hours a week, some. work 44, and some 4Z.

1 SCS has 22 sites altogether.

2 SCS has approximately 1,000 employees.

3 The people working at the London office are mostly managers.
4 Employees at SCS work 44 hours a week on average.

Complete the interview with Ann Lee, an SCS emplovee. Look at A and B opposite to help you.

Interviewer: (1) people work for SCS?

Ann Lee: It’s not a big company. There are (2) i 400 employees in
Singapore and the UK — the (3) is 409.

Interviewer: And (4) branches are there?

Ann Lee: (5) seven branches in Singapore and three in the UK,
so there are ten (6) e, .

INEErVIEWET: (7] wooveeceessoeeesins soveeeesssssssoneennns two head offices, one in Singapore and one in London?

Ann Lee: | only one head office. It’s in Singapore!

Interviewer;: How many (9) do you work?

Ann Lee; Sometimes 40, sometimes 42, 50 (10} i e , I work 41 hours
a week.

Choose the correct word to complete cach sentence. Look at the diagram below and at C
opposite to help you.

Summit Supermarkets
Frankfurt

+90 %r,—u—" +8
Pt

=103

1 Summit Supermarkets is an international company with its ... o {main office /
head office) in Frankfurt as well as four other .............. (branches / offices) in Furope.

2 We have a total of 90 ... {sites / branches) selling our products in Germany and Holland.

3 There are also eight (warehouses / sites) where we keep the products before we take
them to the stores.

4 The company has 103 ... {offices / sites) altogether.

Over to you

Think about your organization or one you would like to work for. Where is its head office?
Approximately how many employees are there? How many sites are there?
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m Getting to work

(Y 2y of getting to work

How do you get to work? (= How do you go to work?)

; go by tram. ‘
' I get the underground.
You | take the train.
We ~ bus.
They drive. I
walk.
! B | cycle,
roes b HAR:
Eets th); underground.
| % kes th mai.
| He AT b,
= She ,
drives,
r] ' wa]ks.
i cycles.

Commuting
Samantha lives in Naseby and works in Osborne. Every day, she commutes
(= travels to work) by train from Naseby to Osborne. She’s a commuter.

She likes commuting — she does a lot of work on the train. A lot of her colleagues commute by
car and by bus.

When you talk about commuting, you can say:

I leave home at 8,00 and I get to work at 9,00,

! Julia leaves home at 7.30 and she gets to
:; work at 8.45.
1
]
i
B
f
s !
|
! Ed leaves work at 6.30 and he gets home at 8.00.
I’;j If the time is not the same every day, you can say:

I leave home at 8,00 and I get to work at about 9.00 (= get to work at 9.00, or just
before or just after 9.00).

Julia leaves home at 7.30 and she doesn’t get to work before 8.45 (= she gets to work at
8.45 or after 8.45).

Ed leaves work at 6.30 and he never gets home before 8.00 (= he gets home at 8.00 or
after 8.00).

To learn more about the present simple, sec page 107; time, Unit 15.
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Match the two parts of what people say about getting to work. Look at A opposite to help you.
How do you get to work?

1 I get the train. a Ienjoy the fresh air.

2 I walk, b I can listen to music on the radio,

3 I take the tram, ¢ It's dangerous and I don't like it when it rains.
4 I don’t cycle. d It stops just outside my house.

5 1 drive. e 1t’s hot down there in the summer!

& 1 take the underground. f The station is near my house, and I can read

on my way to work,

Complete the sentences using the correct verb forms. Look at B opposite to help you. Use the
verb list on page 112 if you need more help.

1 PIOrre v oo — (never get) home before 7.00.

] s {not get) to work before 9.30.

3 He s e {leave) work at about 6.30.

A Hé {go) home by metro, On the metro, he . (read) Le Monde.
5 On his way to work, he ..o (stop) at a café for a coffee.

6 Pletre o s fwalk) to work. He likes the fresh air.

Put the steps {1-6) in 10.2 above into the correct order.

Over to Yyou

How do you get to work? Do you commute? What time do you leave home? What time do
you get fo work? :
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m Who's the boss?

Managers and emplayees
e § ]

This is part of the organization chart for Havajet, a company that makes planes.
The managers arc in charge of different activities. For example, the research and
development director is in charge of developing products.

I chief executive &
== o
— 7T __ |
rescarch and

=l
| - | i |
‘ finance director \ (I{[gg)‘?g:‘le‘zg}r \ ‘pmduction director\ ‘ sales director

| {making products)
products) ‘ J |
hﬁgkl 1 1

F L ____meloyees - J

(money) develnpmg

‘ (selling products)

]

—

! Note: manager = formal; boss = informal

%/WWM;% Managing departments

Miranda Thomas is responsible for sales at Havajet. There are 25 people who work
a under Miranda — 24 salespeople and her personal assistant, Julie. Julie helps Miranda
with her work. For example, Julie is responsible for organizing Miranda’s meetings.

sales director

‘ M irarlda Thomas

—l

personal assistant

’»_— ]ulie Sutton ‘

r 24 salespeople

28
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11.7  Which managers at Havajet arc in charge of the activities below? Look at A opposite to help you.
1 making the planes
the production directar
2 getting the money to develop the plancs

11.2  Now write sentences with the same information as in 11.1 above, using ‘responsible for’,
1 The production director is responsivle for making. the planes.

............. et .

11.3  Draw an organization chart for the production department at Havajer, using the information
below. Then write full sentences to describe the chart. Look at B opposite to help yon.

® Carlos Soncra — production director
four production managers

=
B one personal assistant — Sandy Baker
=

ey
‘ production director

Carlos Sonera \

\—_’—

80 production workers

Carlos Sonera is in charge of production ...

Over to you

Draw an organization chart for your department.
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m Getting to the top

H%EWEM%%% Getting to the top 1
L

Charlotte Stone is the chief executive of Britsh International Stores Group (BISGH.

Charlotte Stone
Her father and mother were both factory workers.

She was born in Liverpool in 1955. She went to
school there.

! She left school at 16 and joined BISG. She started | &8
work in the BISG Liverpool shop as a sales assistant. §id

In 1988 she became head of the Liverpool shop.

In 1996 she got a job as head of sales for BISG.
She moved to London.

In 2004 she became BISG chief executive.

f_ﬁ W///////////ﬁ% Getting to the top 2
| -

sy

'r
|

Mark South

— What did his parents do?
His father was a company director and his mother worked at a furniture company.
She was in charge of designing the furniture.

— Where was he born?
| He was born in London in 1956 and went to school there.

i — When did he leave school?
: E In 1974 he left school and went to Oxford University.

— What did he study there?
He studied economics.

- What did he do next?
| ! In 1977 he left Oxford University and went to Harvard for a year.

o —Which company did he join after that? 1
i / In 1978 he joined Snares, a big company in New York with department stores all 1
over the US.

— When did he come back to London?
He came back to London in 2003 and joined BISG as head of finance.

T Bl - T m———— R b i

To learn more about the past simple, see page 109.

30 Business Yocabulary in Use (elementary)



12.1

Complete the table. Look at A and B opposite to help you. Use the verb list on page 112 if you
need more help.

Base form (infinitive) Second form (past simple)
be | was/were
become ‘
‘ came ]
do .

.

| get W

g0 i |
] joined 4‘

S

leave

move

T 1

start

S [

e

|

|

| studied
work - T

Complete the interview using verbs from 12.1 above. Look at A and B opposite to help you.

Interviewer: Where were you born?
Charlotte: [ was born in Liverpool.

Interviewer: And where did you (1) ceeeie to school?

Charlotter 1{2) o to school there too.

Interviewer: What (3) s vour father and mother do?

Charlotte:  They were both factory workers. They (4) oo in a car factory.
Interviewer: When did you leave school?

Charlotte:  In 1971. 1(5) o BISG in that year

Interviewer: When did vou (6} e, head of the Liverpoal store?

Charlotte:  1{7) s head in 1988.

Interviewer: And when did you (8) o to London?

Charlotte:  When 1(9) e the job as head of sales for BISG in 1996.

Interviewer: And when did you become chief executive of BISG?
Charlotte: I became chief executive in 2004.

Interviewer: How are things going?
Charlotte:  Very well, thanks!

Over fo You

Write down some key dates and events in your life and talk about them, Where did you go
to school? What did you do next?
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[F Skills
!@%@%WWWK&% Are you good with computers?

. .| very good with people.
| Khatlotiests good with figures (= numbers).

very good with figures.

‘ Mark is good with computers.

‘ She isn’t (= is not) very good with conq-)uter&

He isn’t (= is not) very good with people.
|

Skills

Charlotte 15 very good with people.

She has people skills.

She isn’t verv good with computers.

She docsn’t (= does not) have computer skills.

| Mark is very good with computers.

He has computer skills.

He isn’t very good with peaple.

He doesn’t (= does not) have people skills.

Charlotre also has very good

B management skills — she’s a very good
manager.

m listening skills — she listens carcfully to
what people say.

m language skills — she speaks very good
Spanish.

Mark also has very good
= problem-solving skills — he finds an

answer to every problem.

B presentation skills — he explains things
very clearly.

B negotiating skills — he always gets the

best price.

Skilled and unskilled workers

At BISG, there are a lot of skilled workers ~ people with special skills — for example:

computer
programimers

cleaners

Business Vocabulary in Use (efementary)
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13.17  Write sentences to say what the people are good with. Look at A opposite to help vou.
1 Boris likes computers and he knows how they work.

He's good with computers,
2 When Jocasta uses a computer, she has problems.

3 When employees are unhappy, Jocasta can help them.

4 When cmployees are unhappy, Boris can’t help them.

5 When Boris looks at the company’s figures, he knows how to make them better.

13.2  Now describe the skills of the people in 13.1 above. Look at B opposite to help you.
Borie has computer skills,

13.3  Answer the questions. What skills do employces in a company need to do the things below?

Look at B opposite to help you.

1 Sell products to countries where people speak another language.

2 Find answers to problems.

3 Tell people clearly about their ideas and products.

4 Sell products at the right price, when the customers don’t want to pay that price.

5 Understand what customers say.

6 Manage the company well,

Over 4o Yyou
Are you good with:

&

M computers? M people? m figures?
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Qualifications and training
] WWWW%&W Qualifications

Look at Mark South’s business card.

PO Yl e
Y, J I': s
k"

290 Park Lane, London W1

Tel: +44 20 970 2000 Fax: +44 20 970 2055
Email: mark south@bisg.co.uk

/

Mark South, BSc (Economics), MBA' : job title
. i

Finance Director

BSe (Bachelor of Science) and BA (Bachelor of Arts) are types of degree, a qualification
F after a three- or four-year course at a university.
E! |

An MBA (Master of Business Administration) is a type of Master’s degree, a higher
qualification after another year at a university.

|
Wﬁmﬁfm Training

Training is for a job. For ecxample, you can train as a doctor, an architect, an accountant,
or an engineer.

?
l

You can go on a training course to learn skills in computers, management and other areas.

_ Charlotte Stone didn’t go to university, bur she had on-the-job training — she learnt how
i to do her job while she worked. And she has a lot of experience — she worked as a store
manager for a long time and she knows the job well.
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14.1 Complete the business card with the information below. Look at A opposite to help you.

Her name is Samanthas Unwin.

She studied French for three years at university.

She is in charge of the training department.

Tel: +44 20 970 2000 Fax: +44 20 970 2055

R s | Freneh)

290 Park Lane, London W1

Email: sam.unwin@bisg.co.uk

14,2  Complete the interview. Look at B opposite to help you.

Intervicwer:

Melanie:

Interviewer:

Melanie:

Interviewer:

Melanie:

Interviewer:

Melanie:

Over 4o you

Think of your job or one you would like. Are qualifications needed? Is training important?

Melanie, how many buildings have you designed?
Ower thirty.

So you have a lot of (1) ...
Yes, 1 do. But 1 trained (2
computers weren’t important then.

So what did vou do to {3) computer (4 . al®

I learnt about the job while I worked: you know, (5) . s .-
........... e, trAINING,

Was that enough?

No, it wasn’t. So I decided to go on a three-month full-time (6) ....oooovveveeee
....................... in 1990 to get these skills,

v

! Do you use computers in your work?
an architect in the 1970s, and
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Numbers and time

Talking about the time
What's the time? (= What time is it?)

It’s ten1 oh three.
It’s three minutes
past ten.

It’s nine ten.

It’s ten past nine.

! It’s eight fifteen.

It’s ten twenty-seven,
It’s twenty-seven
minutes past ten.

It's eight thirty.

It’s half past eight.

It’s nine forty.

| It’s quarter past eigh

It’s eight forty-five.
[t’s quarter to nine.

It’s ten forty-six.
It’s fourteen minutes
to eleven.

It’s nine fifty-five.
It’s five to ten.

It’s noon.
It's midday.

It’s twenty to ten.

It’s midnight.

BrE/AmE: twenty-five past eight; AmE: twenty-five after eight
BrE/AmE: twenty to nine; AmE: twenty of nine

Start and finish times

You can talk about start and finish times like this:

The bank opens at nine
thirty and it closes at five.

(I work from nine to ﬁ@

Morning, afternoon, evening and night

In the UK, banks are ope
from half past nine until
half past three.

The bank opens at

nine thirty

half past nine

in the morning.

9.30 am.

The bank closes at

four thirty
half past four

in the afternoon.

4.30 pm.

The bar opens at

nine
nine o’clock

in the evening.

9.00 pm.

The bank is closed at night,
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15.1  Complete the sentences using words only. Look at A opposite to help you.

3 ; 5
112
10 2
9 3
8 4
Wl s
O TS s ceeereneeersansrines
It It’s
4 6
Pal ™
f10 29
9 p—3
%8 4/
Ml g S
T8 s ISy
1t TE%S e e

15.2  Complete the sentences using the information on the signs. Look at B and C opposite to help you.

1 o .
Shop opening hours ¢ Theshop is open f ten thirty ...
£ to fo
10.30 am to 4.00 pm | T N
2 “‘-::--.._\\
B arry S Place ™. The night club opens ten
n\'h;\ 10 pm t6 3 3m and closes ... three
3 I
S}Jﬂ S Sll[lEl'm ﬂl‘kEt The supermarket opens eight
Monday - Saturday and closes at $iX ...
8.00 - 6.00
’( / ?W i ﬁ!ﬂ@m -"'{' : The bank opens . eight thirty .
/ j/f”%g /{ il | and closes .......cc.... quarter o
" X "‘? .", onc. It doesn’t open again
e s !

Over to you

What time is it now? What time do you go to work? What fime do you get home?
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Timetables

Timetables
This is the twenty-four-hour clock.

seventeen hundred (hours) twenty-three hundred (hours) oh nine thirty (hours)
ten oh five twenty-one twenty (hours) twenty-three fifty-nine
| It is used rainly for timetables (= information about times of trains, planes, etc.).
| ; IBrE: timetable; AmE: scheduieJ
] : " L X
‘f”ﬂWﬁ il Talking about travel times
' ! Look at this train timetable.
1

1

—

|—\When
i | What time

O s S S —

the train | leave Paddington?
it arrive in Bristol?

] K | leaves twenty fifteen.

‘ l_T\he train TIeavcs PaddingtonJ & 8.15 pm.
| It '

arrives ‘ . twenty-two hundred (hours).

The train arrives in Bristol ‘ 10 pm.
f Wi b S i niontasnin B S il - o S = S
‘ I S e
Fhe IRy take | from Paddington to Bristol?

How long | does
| |

(11: ( '

It takes one hour (and) forty-five minutes. |
L anes an hour and three-quarters.

It’s a direct train. You don’t
change trains.
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16.

1

16.2

3

Complete the times on the clocks using the 24-hour clock. Look at A opposite to help you.

1 oh six thirty 3 eighteen fourteen 5 twenty-one twelve
2 sixteen forty-five 4 twenty hundred 6 twenty-three cleven

Complete the questions and answers about the timetable below. Look at A and B opposite to
help you.

Train 1

Train 2

Train 3

1 A: When does the train leave Singapore?
S O SINGAPOIe oo 08.30.
P UL - Je— train?
B: No, it 1sn’t. You oo trains in Kuala Lumpur and Burtterworth.
3 A: When does the train arrive in Kuala Lumpur?
B T, s Kuala Lumpur S
4 Ar e 15123 (TR S Kuala Lumpur?
B: It leaves Kuala Lumpur at 20.10.
5 A: it ... . in Butterworth?
B: It arrives in Butterworth ..o o the next day.
6 A: SR S— Butterworth?
B: It leaves Butterworth o i 2
R T oo T B e R S R Bangkok?
B svnpnin seewerssrn Bangkok . 10.00 the next day.

Ask and answer questions about these journeys using the timetable in 16.2 above,
Look at B opposite to help you.

1 Singapore — Bangkok

— 1 A: How long does the journey take from Singapore
2 Singapore — Kuala Lumpur to Bangkok?

3 Kuala Lumpur - Butterworth B: It takes twenty-five and a half hours,
4 Butterworth — Bangkok

Over {o You

Wirite five questions and answers about a journey that you' know.
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WA Days and dates

%WWW Months and seasons

January February March April May June
July August September Qctober November December

The New Year begins in Janm
spring summer autumn winter ([ take three weeks’ holiday in summer.)

BrE: autumn; AmE: fall

Wmﬁm Days and dates

You say ... You write ...

Ast  first the first of August, August the first 1 August, 1st August, August Ist
,-/ 2nd sccond  the second of August, August the second 2 August, 2nd August, August 2nd
;,4//3rd third the third of August, August the third 3 August, 3rd August, August 3rd

.s'f:’f ' ;,-*’f 4th fourth  the fourth of August, August the fourth 4 August, 4th August, August 4th

;{x‘f ;,"’;,. aI(.rS th fifth the fifth of August, August the fifth 5 August, Sth August, August Sth
.\'f . ,=f |.='; I:'"f E‘mE: You usually say 'August first’ and you always write 'August 1" or ‘August st

] BrE: 1/8 in informal writing; AmE: 8/1

"'\‘ 8 L.ook at this calendar.
\\\&

AUGUST |
Monday ™~ Tuesday \ Thursday\ Friday~_ Saturday Sunday |
T 7w s M s (6.
e 8 9 gl w12 .
L (18 - |16 oz 18 19 |
21 122 123 %4 02 2 21 |
28 | 29 | 30 | 31 : . ;
Be carcful with:
20th twentieth 22nd  twenty-second 30th thirtieth
21st rwenty-first 23rd  twenty-third 31st  thircy-first

Monday to Friday are weekdays and Saturday and Sunday are the weekend.

The training course starts on the The meeting is on Monday the
twenty-third of February. seventh of June.

W%WWW%% Public holidays

Some days are national holidays or public holidays when many businesses are closed.
For example:

New Year’s Day is on January 1st. May 1st is a national holiday in many countries.

|_FBrE: public holidays are also called bank holidays
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121

17.2

17.3

Write each date in one of the ways you can say ir. Look at A and B opposite to help you.
1 17 Mar (St Patrick’s Day, Ireland)

the seventeenth of March OR March the seventeenth OR March severiteenth
2 25 Apr (Anzac Day, Australia and New Zealand)

Write the days and dates of the shows, using the calendar and the information about an
exhibition centre, Look at B opposite to help vou,
March Pl F O SPRING AT THE SHOW CENTRE
' SUN | MON TUE IW'ED; THU | FRI | SAT
: - - l ', et | Cad Show 78/3
'27'28 '29 ba0, Lol bl 1R f .
R M- SIS (e bk 2 BuSiness Show 3|/3
{4 : 5 6 197 | | . |
e Sl b | L | ol ! % 3 Fashion Show 274
!1{} :11 512 513 :14 ;13 ;' 16 ¢ 4 Home. Show 2/
7 18 119 120 121 (92 193 | 5BoatShow 204
1.1he LakShowleonMonaay SEELMAIEN ... s gt s
B e L T B B e e e T T R
O O
Bt S A T R S T SO S RS
Complete the sentences. Look at A, B and C opposite to help you.
1 Her birthday 18 e Tune,
2 Earth Day is e 22nd April.
3 The office is too hot e summer and 0o cold .. winter.
4 1 usually go on holiday ..o August.
5 The main national holiday in France is ..o July 14th.

Over to You

Wirite down the spoken and written forms of three dates that are impartant for you.
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Time expressions
][%E{rEgWWM% Early or late?

\ l carly (= before the start time).
| half an hour early. ‘
30 minutes carly.

I arrived at the mecting o : .
on time (= just before or at the start time).

I was

late (= after the start time).
threc quarters of an hour late.
45 minutes late.

WWME% Word r.:'f.:;r_'u binations with "time’

[l
I !
|
! Jl}l
L
|
1
:.
3 v ! -
i J= { ! il
{

- spend = usc time in a particular way \
i - — . )
| i lose d = use more time for something than you planned

' ime - ; 2 -
waste = use time in a way that is not useful
: save = use less time for something than you planned

I usually spend 30 minutes every morning checking my email.

i I wasted two weceks waiting for a reply to my letter.
o We saved two hours by getting a dircct flight to Hong Kong,
1
|

| VWW% Adverbs of frequency

I . always ‘ FISLLIS | l always ‘ |
usually SISV usually \
| I often | get to work late.
g often 444 | sometimes ’
: sometimes | \; | never |
\ never X J

A: How often do you arrive at work on time?
B: T usually arrive at work on time.
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I 18.1
"
-

18.2

Complete the sentences. Look at the times that these things usually start, and the times that they
started last week. Look at A opposite to help vou,

Maormal time Time last week
Sales meeting Monday 9.00 am Monday 9.20 am
1 Last week it started .20 minutes lats
Presentation by the boss to all employees Tuesday 10.30 am Tuesday 10.30 am
2 Last week it started ... ... i
Open-day presentation for visitors Wednesday 2.15 pm Wednesday 2.45 pm
3 Last week it started .....
Conference call with the New York office Thursday 4.00 pm Thursday 4.10 pm
4 Last week it started . s e, :
Drink at the pub Friday 5.00 pm Friday 4.30 pm

5 Last week It started o s o

Match the two parts of the sentences. Look at B opposite to help vou.

1 Ilost time when my a because the office was closed for holidays.
2 They wasted three days in London b it was a good presentation!

3 We saved a lot of time ¢ computer crashed.

4 She spent a lot of time planning — d after we bought faster computers.

Write sentences with adverbs to say how often you do the things below. Use each adverb once
only. Look at C opposite to help vou.

How often do you:
1 go to the theatre in the evening? v

Over 4o You

Talk about what you do in a week, as in 18.3 above, using the adverbs in this unit.
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Do you have time?

| don't have time

Look at this diary.
| s R o R
| Mlon L1 | Tues 12 D Weds 13 | Thaes 14 { Fri 12 ;
41 10,00 Sales | 945 Meed 1015 Meet | - 4.30
meeting | cusfomer | cushomer - . See (= meet) |
I | : _ manager i
— ) — R N RO (— SRR | i
‘ uiml 2 .20 | 2.00 Uork. at  2.00 Uork on | t '.
i Appointment | the office | customer ! _'
f - with dentist | orders . |
i | |
1 ( Can we meet on MondaW
; N,
| No, I'm afraid I don’t have time to meet on Monday. 'm busy. I'm going to a sales
é a ?3 | meeting in the marning and I have an appointment with my dentist in the afternoon.
I

: ( What are you doing on FM
|

| going to a sales meeting
meeting a customer
I'm working at the office
sceing my manager
' I ‘ having lunch with a customer
|

——

{(on Friday).

Are you free on Friday?

{ Are you free on Friday? ;’ ( Yes, Pm free on Friday afternoon. Where shall we meet? )
|

i I | my/your office.

a restaurant for lunch.
a café for a coffee.

a bar for a drink.

i I ‘ Let’s meet | at
R -

A

12.30?
How one o’clock?
b
i What | APOHE |2 pesa
i \ \ after work?

To learn more about the present continuous for future plans, see page 108,
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19,7 Complete what Trevor says about each day next week, using his diary. Look at A and B
opposite to help you.

Beptember

1 Tues 23 | Weds 24 | Thurs2s | FriZh
.l l| I | : ::
| | | | | i
| 10.00 am 95 am | 9.00 am | 8.00 am L 9.45 am 5.
| Gotoasdes | Viita - Uork at the | See my - Visit Mr

| westing . customer " obkice | manager - Okl

I ' l . f .
! | | | 1 \
! i e —-I-_ ---------------------- .JI..._-—------....._,—......._____._.......i, __,_._.....______...........____._._Iu
| 2.00 pn . 2.00 pm | 2.30 pm 145 one | 2.00 pm :.
- Mok on sales | Meed my - Visit Aldex .! Appointment | Play qolf _i
| plans | daughter’s | LAd | with Hhe doctor with Mr Smith |
: | deacher at | - Then go back | |
| ' her school :. | 40 office - 5.00 pu Kree. |

1 On Monday I'm 40ing to 4 sales meeting in the morning. 'm.werking on sales plans in

the afternoon

19.2  Complete the conversation. Look at B opposite to help you.

Damien: Are you free for a coffee on Tuesday afternoon?

Emily: P oafraid Pm (1) o om Tuesday afternoon. I'm seemng a customer,
Damien: Can we (2) s on Wednesday?

Emily:  Yes, I'm (3) ccccroo. on Wednesday.

Damien: Where (4) ... .. We meet?

Emily:  Let’s meet (5) i, Luigi’s café.

Damien: (6) .o shall we mect?

Emily: (7)o about four o’clock?

Damien:  See you there at four!

Over 4o you

Look at your diary. What are you doing each day next week?
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Free time and holidays
]ﬁ%ﬁWMﬂﬁ% Free time

| What do vou do in
. your free time (= when
you are not working)?

What about I’'m going swimming
you? How do on Friday. Arc you
you relax (= rest free then?

\ after working)? i g i —

Do you play an
mnstrument?

}

L
! at the pool near A
| . my office and I Y. A

: ! play a lot of golf. | [/2224 4\

’ I’'m interested in music, Yes, in my free —1 I play at least Yes, I can take a break
I so [ go to a concert time, I play the twice a week (= stop WOfk for a
F g | once a week (= one piano, but not (= two times a short time) in the

' Ilﬂ’ . time every week). very often! \wcek or more). Y, afternoon.
[
- i 1 | + i ki 4 1 i ” { 13 oo
': WWM% Word combinations with "have’ and ‘take
a break
E a coffee break / a tea break
' your lunch break
| a day off / the day off
| haI:c a week off / the week off
take

| :-: a long weekend (= take a day off on Friday or Monday to add to the weekend)

' I l * a holiday
three days’ holiday
\ two weeks” holiday

[ Note: ‘a day off' or 'a week off' can be a holiday or for illness
| ! ‘have' = the company gives you the time; 'take' = you decide to take the time

W///W////////////ﬂ% Going on holiday

| 5
‘ | . I have five weeks” holiday a year. I take three
[ weeks in summer and two weeks in winter.
‘ And I sometimes take long weekends too!

In summer, I don’t stay in France. T go
| abroad (= go to another country). I like
I to go on holiday somewhere very hot!

In winter, [ stay in France. I go skiing in the
Alps. Sometimes it’s important to take it
easy (= relax).

BrE: holiday; AmE: vacation '
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20,1 Complete the sentences with words from the box. Look at A and C opposite to help you.
music walking the piano golf
the violin reading swimming football
¢ ' i
running. _ modem art.
uear hgo moumal..t.l..ﬂl.mbmg- ;’kanterested in Aty
ﬂ%% L e ———
saxophone | the guitar " rughy.
B I play the saxophone. Tl BT,
11 _Ilr ..........................................
rugby \_
20.2  Complete the crossword. Look at A, B and C opposite to help you.
1 3
D
b LF OCL LT TIIITTT]
O
Bl 0 ] o |
1 I
u FIT T
13 - -
H B |}
Across Down

2 [ don’t go on holiday in my own country:

tennis: I play every day. (4,1,3,2)
5 They
their office every lunchtime. (2,8)
6 If you feel 1ll,

at the pool near

N0 R . (6)
3 Two times. (5)

4 A: Are you e in the local football
team? B: Yes, 1 go to every match. (10)

,,,,,,,,,,,,,,,,,,,,, . (4,3,3,3)
9 One time. (4)

11 Stop work to drink coffee. (4,1,6,5)

12 British English for ‘vacation’ (7)
13 Relax and take it oo 1(4)

7 When you’re not working it’s your
- (4,4)

8 Don’t work too hard. You must .ccoeccees
sometimes! (5)

10 Dan goes .................. in the Dolomites
cvery winter. (6)

14 Taking Friday off makes a long ... A7)

Over to You

How' do you relax?
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Numbers and money

il ’; Amounts of money 1

.

|
|

You talk about exact (= complete} amounts of money like this:

$12.99 twelve dollars (and) ninety-nine cents
twelve dollars ninety-nine
twelve ninety-nine

£211.53 two hundred and eleven pounds (and) fifty-three pence
two hundred and eleven pounds fifty-three
two hundred and eleven fifty-three

€33,972.35  thirty-three thousand nine hundred and seventy-two euros (and) thirty-five cents
thirty-three thousand nine hundred and seventy two euros thirty-five
thirty-three thousand nine hundred and seventy two, thirty-five

When you write amounts of money on a cheque (= printed form from the bank), you give
as much information as possible:

$12.99 twelve dollars (and) ninety-nine cents

£211.53 two hundred and eleven pounds (and) fifty-three pence
€33,972.35  thirty-three thousand nine hundred and seventy-two euros (and) thirty-five cents

| BE: cheque; AmE: check

‘ BrE: You usually say 'and" in figures; AmE: You don't usually say ‘and’ To learn more about ‘and

in figures, see Unit 4.

| EW%WMM% Amounts of money 2

You talk about large amounts of money like this:
£2,250,000 two and a quarter million pounds
€6,500,000,000  six and a half billion euros
¥19,750,000,000 nineteen and three quarter billion yen

To learn more about fractions, see Unit 5.

o1 Wi, .
| EWJWM% Approximate amounts

_.‘;

When you want to give an idea of the size of the figure, you use ‘of:

hundreds pounds.
This camera costs thP]FZil;ds of | zzrlfai:s.
billions yen.

You can also use words to show that the figure is not exact - it
is near this amount, but may be higher or lower.

about

The price of this house is around £2,500,000.,
roughly

approximately

When you give an exact figure (= complete amount), you do
not use the word ‘of’. For example, you say:

This camera costs five hundred and twenty-five euros.

Note: ‘Approximately’ is more formal than ‘about’, ‘around’ and ‘roughly’
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21.1

21.3

Complete the cheques. Look at A opposite to help you.

1
20-05-54
Date 23 June 20
Pay Ken Mintoff . ate 25 June 20__
Four thousand three hundred and eighty-four euros and » [¢ 428455
1
=
Signature
Sheque lo: Sort Cade Account No,

100536

£0-05-54 102265878

g
Sandra Shaw |

pounds
pence

1Nov 20_ _

10,036.61

M pdecos

Signature

Pay Jane Doe J

~ doliars,
- cents,

Date Dec15,20_

5 82397

o 2lge,
’ Signature

Pay Frank Delgado .
EUros
cents,

Write and talk about these prices without giving an exact figure. Look at C opposite to help you.

1 €599 hundreds of euros
2 $86.,666

3 £2.7 billion

4 €40,000,000

Date othFeb 20 _

raseasisasaase—————asrat R e RIS by

€ 255295452 |

Cdid,
Signature

Use approximate figures to write and talk about these houses and flats using the words in

brackets { ). Look at C opposite to help you.

1 chateau, €9,950,000 (about) The.price of the chateau is about ten million euroe.

2 villa, €705,000 {(around)

3 flat, €299,500 (roughly)

4 studio, €50,500 (approximately)

Over to you

Talk about prices of houses and flats in your area, using ‘about’, ‘around’, ‘roughly’, and

‘approximately’ Talk about:

M a big house. M a small house. M a big flat. M a small flat.
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Prices
MW ﬂ///////é//g% Talking about prices

£39,000 £48,700

£19,995 £24,950

How much is the red one? The red one is
i What's the price of this model? The price of this model is | £19,995.
i How much does the X-type cost? || The X-type costs

TR -~
Sometimes you pay tax on the basic price — this gives the total price. Prices are shown

:’ including tax or excluding tax.
In some states in the US, and in some other countries, you pay sales tax on things that
[ ] you buy. For example, in Pennsylvania, the rate of sales tax is 6 per cent.

Eimi
| B

rﬁ This beautiful book is $100.00 per copy. The basic price is $100 and you add six

b r Pennsylvania residents add sales tax of ‘B() 00. dollars sales tax if you live in Pennsylvania.
In Europe and some other places, you pay VAT (value added tax) at a particular rate on

some products and services. For example, the rate in France for most things is 19.5 per

cent, and in the UK it’s 17.5 per cent.

We have to add £3.50 VAT onto the
basic price of £20, so the price including
VAT is £23.50.

[ ;
Mountain Castle computer game
£20.00 excl. VAT, £23.50 inc. VAT at 17.5 per cent. f

e Y o

Note: inc. or incl. = including; excl. = excluding
These are abbreviations (= short ways of writing something).

///////////MW E’f/} Value' and 'worth
If you want to talk about the price of something which is not for sale, you can use ‘value’

or ‘worth’,

1 ”

The value of Cézanne’s
‘Auvers-sur-Qise’ is
€10 million.

These Fabergé eggs are worth
€500,000 each.

The Hope diamond is worth
| $250 million. .
| i _ |
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2.2

Complete the conversation about the DVD players. Look at A opposite to help you.

A (1) 18 this one? o 32 il
B: This one (2) . $50, é e 3

A: And what’s the (3) e
that one over there?
B: That one is $30.
A: And what about the black one? How
e A, that one (5} .o ?
B: That one (6) ... $20.

True or false? Look at B oppaosite to help you.

1 The basic price is the same as the price including tax.
2 VAT stands for ‘value added tax’,

3 The abbreviation for ‘excluding’ is ‘excl.’,

4 People in the US pay VAT.

5 People pay sales tax in all states of the US.

Complete the sentences. Look at C opposite to help you.
1 The value ... this house ... $37 million

ey T

5 This painting

[H BT T —— this shopping centre ...
$2 billion,

Over to you

Is there sales tax or VAT in your country? If so, what are the rates for different types of
products? How much is the tax on food and books?
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Notes and coins

Currency
The money used in a country is its currency.
The currency in Australia is the Australian dollar (A$). There are notes or banknotes for:

A$100 A$50 A$20 A$10 AS$5

The Australian dollar is divided into 100 cents {¢). There are coins for:

A$2 AS1 50¢ 20¢ 10¢ 5¢
| i ffﬁrﬂ“ 3&5‘?‘::55%'?"

iy

i r " a hundred-dollar note a fifty-cent coin

BrE: note, banknote:
l : { AmE: bill

|

B o . :

WM Changing money
1 Marion is going on holiday to Australia. To change or cxchange money, she goes to a
bank or a burcau de change. She asks these questions:

a
| ( What’s the currency in Australia? )

‘ ™\

ANN

1
41 ;
| | !,"E (What’s the exchange rate? How many Australian dollars are there to the euro? )
. A | '
| y CDO you sell traveller’s cheques? Are they easy to cash in Australia? )
| |
| i i

| AN

d
{ ( How much commission do you charge? (= How much does it cost to change money)?)

e
!- (If [ have some Australian currency at the end of my holiday, can [ change it back into eut
| [

| BrE: traveller's cheque;
AmE: traveler's check
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3.1

45 ]

3.3

Match the notes and coins of Doradia (1-6) to their names (a—f). Look at A opposite to help you.

=T o oW

a two-dollar coin

a fifty-dollar note
a five-dollar note

a fifty-centavo coin
a ten-centavo coin
a one-Centavo coin

Complete the sentences using information from 23.1 above. Look at A opposite to help you.

A

B:

FePe

: How was your holiday in Doradia?
Great, thanks. I'm just going to the bank £o (1) . s the money I
didn’t spend.

¢ What's the (2) ... T in Doradia?
It’s the Doradian dollar. This is a (3) . . R :

. Oh, it’s very colourful!

Yes. Did you know that the Doradian dollar i (4) s v one hundred
centavos? Look, this is a fifty-centavo (5) .o . This is ten centavos, and these smaller
ones are one centavo.

Match the answers below to the questions in B opposite.

1
2

3
4
5

There are 1.6 Australian dollars to the euro.

We charge one per cent commission on banknotes, but for traveller’s cheques, we charge two
per cent comimission.

It's the Australian dollar.

Yes, you can change the notes back, but not the coins.

Yes, we scll traveller’s cheques in euros and US dollars. Banks, hotels and restaurants will cash
them — no problem,

Over to You

Talk about the notes and coins of a country that you have visited recently. What is the
exchange rate?
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Can | afford it?

It's so expensive
Kim works as a teacher in London.

‘Living in the city is very expensive! Transport
and clothes cost a lot of money and food prices
are high too.

T can’t afford to go out very often: 1 don’t have
enough money. [ spend all my money. 1 don’t
have any money lcft at the end of the month —
it’s difficult to save (= keep and not spend).’

Careful with money

X isPECIAL OFFERS]

Kim is talking with a friend, Lisa.

Lisa: Are you careful with money?

Kim: Yes, I am. I try not to spend too much.

Lisa: How do you try to save money?

Kim: 1 try not to spend too much. I go to shops when there is a sale — with lower prices
than usual.

Lisa: Yes, when I'm at the supermarket, [ look for special offers — for example when you
get two products for the price of one.

Kim: And I try not to waste money by buying things [ don’t need.

Loans

Lisa: Are you renting (= paying moncy to live in a building that someone elsec owns) or
buying your house?

Kim: I'm buying it. I borrowed £200,000 from the bank but it’s difficult to repay the
loan, What about you?

Lisa: The bank lent me £185,000 and I have to pay back £700 per month.

Note: You can say '£700 per month' or ‘€700 a month’
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24.1 Complete the table. Look at A, B and C opposite to help you. Use the verb list on page 00 if
you need more help.

Verb base form (infinitive)

cost

lend

repayment

savings

24.7  Choose the correct word to complete each sentence. Look at A, B and C opposite to help you.

1 The bank ... (lent/loan) me £150,000 and I .o (repay/repayment) £550
a month.

271 have 8w (loan/lend) to buy a car. The . {repayments/repaid) for this are
£90 per month.

K T (cost/costs) so much to eat out in restaurants! 1 prefer to eat at home.

4 I get £2,000 a month from my job. I spend £1,800 and ..o (save/savings) £200.

5 1. S (borrow/borrowed) £10,000 for a long holiday. Then 1 won some money so 1

....................... (repay/repaid) £5,000.

i~
-
L

Complete the sentences. Look at A, B and C opposite to help you.

1 If you want to buy things at lower prices, you go to a shop where there’s a s :
2 Tf you want to buy things more cheaply at supermarkets, you 100k for .. v
3 If you don’t have enough money to buy something, YOU ..ieer emmmmmssionnes it.

4 If you spend more money than necessary, You ... money.

5 If something costs a lot of money, it is ..

6 If you pay money to live in a house or flat aned by someone else, you ... it.

Are you careful with money? What do you do to save money? Is it easy?
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Pay and benefits

staff: the people who
work for a company

- ; : L -
|
[R .-
) Superfastfood Restaurants | yac paye mone
g1 We are looking for staff for our restaurants. Yi(m get fm]’ }Torklﬂg
the normal hours
- 35-hour week :
| wages: the money you————_ yages. Earn €5 per hour basic pay/  sachowesk (35
! get if you are paid €6 per hour overtime - hours in this job)
. every week s s - R —
'i earn: get ree meals: all the hamburgers you can eat! £~ 9V¢ ff‘ macey
| Y Or
Email personal details to E&ilﬁig i
[ 1 / recruitment@superfastfood.com thaﬁ o '
' % °F normal hours
f o
I ﬁﬁimrmj >alaries
f '? Ot Business Television — Producers E

We are looking for producers at our studios in Frankfurt.

salary: the Salary: €90,000 per year :
[ money you . :
| S ion '. Working hours: Monday to Friday, 9.00 am - 5.30 pm

are paid :

q. every month | Benefits
| e T
benefits: the 30 days’ holiday per year

things you | - Company restaurant with cheap meals

K get in ' — Company car
l iti -
! additionto — Company pension
money |

i ! Email humanresources@orbitbusinesstv.de

e

) T TS TR e e i
[y ¢
N pension: money you get after

you stop working, for example
IBrE: holiday;
{ AmE: vacation

at 60 or 65 years old
;l . |
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‘5.7 Match the two parts of the word combinations. Look at A and B opposite to help you.

1 basic a hours
2 company b meals
3 company ¢ pay

4 free d pension
5 working € car

5.2 Complete the sentences using word combinations from 25.1 above. Look at A and B opposite to
help you.

1 It’s great — I can sell my own car. They’re giving me a

2 They offer a .. cocnnnw fOr when I get old.

/3 1 get 5 &
but I don’t like hamburgers!
4 The
are very long: T finish work
very late,
) U S is
very bad, but the overtime
\_ is good. o

i |
. 1]

5.3 Match the two parts of the sentences. Look at A and B opposite to help you.

1 I’'m looking for a job with a better salary:  a you have to pay €2 for lunch.

2 The company restaurant isn'’t free: b but T can always work overtime.

3 It’s a 25-hour week, ¢ I don’t earn enough where I am now.
4 The other staff are very friendly: d that’s six weeks a year.

5 1 get 30 days” holiday: e T have a company car.

6 The benefits are excellent: f 1like evervone working there.

Over {o you

Wirite an advertisement for your dream job using expressions from this unit.
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Accounts
Kim is the teacher we met in Unit 24,

‘T'm with ADKL Bank. 1 have a cheque
account with a cheque book so I can write
cheques (= printed forms from the bank].
My salary is paid directly into my account.
I also have a savings account wherc [ save
money and earn interest (= money the bank
pays you).

[ can transfer money between these two
accounts — I can move money from one account into the other. T can go to the bank to do

this, but it’s casier to use ADKLs internet banking service.

The bank send me a statement (= a printed list of R ]

. rE: chegue; AmE: check
payments from and to the account) every month,

A he bal N - it BrE: cheque account, current account;
showing me e, alance (= how much money | have LAmE_. checking account
in the account), —

S

Lisa: Do you have a cash card?

Kim: Yes, I use it to take out or withdraw money from cash machines. I can use the
money to pay cash for things in shops.

Lisa: And do you have a credit card like Visa or American Express?

Kim: Yes, I do. It has a limit of £5,000 — that’s the maximum amount I can spend - but
I try to repay what I owe (= nced to pay back) every month. I don’t want to get
into debt and owe a lot of money without being able to repay it.

Lisa: I know the problem! B 3

Note: Cash machines are also called ATMs
{automatic teller machines), especially
in the US.
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26.1

Complete the crossword. Look at A and B opposite to help you.

Across
2 If you have a job, you ... money
for the work that you do. {4)
3 When you can look at your account
On computer: INernet ... )
5 You can make payments from this.
(6,7)
7 You can get cash from this. (4,7)
9 If you don’t spend money, you ...........
it. {4}
12 Another name for an account with a
chequebook. (7]
13 Another expression for ‘withdraw’.
(4,3)
15 TIf you spend more money than you

have, You wo e AR . (3,4.4)
17 and 19 across and 6 down My salary
sy it My ;
(4.8,7)
Down
1 What you use to get money at 7 across.
(4,4)
4 Extra money that you get when you save, (8)
8 Mastercard is a type of . s . (6,4)

10 “Complete” a cheques ....... i, (5)

11 Another expression for ‘take out’. (8)

12 You can use one instead of cash to pay for something. {6)

14 A place where you can get money when the bank is closed. (1,1,1)
16 To move money from one account to another is to ... it. (7)
18 If you have an account ar a bank, you are ... that bank. (4)

Complete the text with words from the box. Look at B opposite to help you.

take out owed debt it

credit card cash machine cash card

Jon got his Arst (1) i o when he was a student. At that
time it had a (2) e of €3,000. When he got his first job, the bank
raised the limit to €10,000. Jon spent too much and got into

(G [—— . He couldn’t pay what he (4) v every month,

In the end, he paid back the debt, but he doesn’t want another credit card.

Tane withdrew money one day ata (5} o P et with her

(6 )sammannmmanamsmmer . Later she looked in her handbag and her card
had gone — someone had stolen it. She remembered someone was looking
over her shoulder when she was at the cash machine. They used it to

(7 all the cash in her cheque account.

Over 4o you ™
When you pay for different things, how do you pay?
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YA Product details
; @WWW% Dimensions

A journalist is talking to the marketing manager of Samson, a mobile phone company.
The product is coming out (= Samson is selling it for the first time) next month,

Journalist: What is the Samson 5007 What does
it do?

Marketing manager: It’s a mobile phone and it’s also a
small computer,

Journalist; What are its dimensions?

Marketing manager: It’s 10 centimetres by 10 centimetres,
and 1 centimetre thick.

Journalist: That’s an interesting shape!
Marketing manager: Yes, it’s not rectangular. It’s square. D
Journalist: How big is the screen?

Marketing manager: The screen is 5 centimetres wide by 7
centimetres long.

| Journalist: How much does it weigh?

' Marketing manager: It’s not heavy — it’s very light. It weighs only 120 grams.

1 BrE: millimetre, centimetre, metre;
AmeE: millimeter, centimeter, meter

| ' ] SCreen

'Y

| messages

{ | phonebook.
settings _ e 7em| @ li organiser EAE g{\{
f file marager \ i
. ll i ger §| settings :‘}E ;
|| L Gt
2 b
fl file manager §
]
| }
o L ] o
| 1‘3“?\4 - - —
10 ¢cm S5cm

The journalist asks about the features (= important points) of the Samson 500.

I; WD -t

{ . . ’
! [ Journalist: How fast is the computer in the Samson 500?
Marketing manager: It's very fast. It works at very high speeds.
Journalist: What does it do?

Marketing manager: It stores names and addresses, you can write nates on it and it has
| a clock with an alarm.
I Journalist: Is it easy to use?

Marketing manager: Yes, very easy. You don’t need to read the book that comes with it!
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214

Complete the tables. Look at A and B opposite to help you.

Adjective Noun
| long |

length
| width

|

:' | thickness
:' | square

\ L rectangle

|
|
|

| b weight - |

Complete the sentences using words from 27.1 above.
lLook at A opposite to help you.

1 The screen is 105 centimetres ........ . The
of the screen is 105 centimetres.
2 W5 o, 15 4 centimetres. [t 4 centimetres ..o ;
3 It’s not square. It’s ... .
AT e 20 kilograms. 105 em

Complete the sentences. Look at B opposite to help you.

Everything is clear. 1 understand! 1t’s very
'

This computer 11t VEry ..o . It takes a long time just
10 send an efnail!

Over 4o you

Talk about a product that you use, using expressions from this unit.
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Service companies

A service company

j- reliable: they
arrive at the
right time

Our drivers are Sl
pful: they
reliable 7 helpful— | help you with

Qur cars are - your bags
clean comfortable

Our fares are

LOW!

(]
|

__ comfortable

z| WWW/% Talking about services

Joc 1s asking Tom about a conference hotel he visited last month.

‘ the hotel
‘ was | the service

What the food like?

|r il were | the hotel rooms

J v/

i

|
? g >
reliable.
modern.
comfortable.
It was delicious.

| They were @

| unreliable.
old.
uncomfortable.

\_ terrible.
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5.1 Complete the table. Look at A and B opposite to help you.

Adjective Opposite
_! friendly unfriendly

' unreliable
unhelpful

‘ uncomfortable

clean dirty
high

Complete the conversation using adjectives from 28.1 above.

Anthea: Have you tried Tim’s Taxi Services?

Belinda: Yes, and they’re terrible! The drivers don’t say ‘hello’ — they’re 50 (1) .o ;

Anthea: Do the drivers arrive when you ask them to?

Belinda: No, they’re always late — they’re really (2) .

Anthea: Do they carry your bags?

Belinda: No, they just sit in the car — they’re s0 (3) oo )

Anthea: And what about the cars? Are they clean?

Belinda: They never clean the taxis — they’re always (4) ..o :

Anthea: And are the cars comfortable? .

Belinda: No, they use very small cars, so you always feel (5) , and very tired at the
end of the journey.

Anthea: And what about the fares?

Belinda: They're $0 (6) ..o | You pay so much! Try Sid’s Taxi Services instead!

4.3 Complete the text about a confercnce hotel. Look at B opposite to help you.

The hotel was very (1) [, but the food was
(2) o (D]
The hotel rooms were very (3) . [O], but the service was

|

Over to you

Talk about a service that you use, using adjectives from this unit.
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Where's it made?
Egﬁ?ﬁf////f/////////fmm’j Manufactured products

Look at this Samson 3000 DVD player. Where’s it made? (= Where
is it made?)

It is
It's made _ factory

I | in China.
They are manufactured e plant | B S
They're

It’s shipped to the 1% stored in a It’s distributed to a
United States. warehouse, retailer: usually an

electrical goods shop.
To learn more about the passive, see page 110.

1 W/ﬁ//ﬁ%f//////jﬂ% Food products

I
I

1

These vegetables are grown in East Africa.
They are picked by hand.

They are loaded on planes the same day
and they are flown to Europe.

They are unloaded and stored in warehouses,
but only for a short time.

They are sold in supermarkets two days after
they are picked. They are bought by customers
in Europe and North America.
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9.1

Complete the table. Look at A and B opposite to help you. Use the verb list on page 00 if you
need more help,

Base form (infinitive)

Third form (past participle)

| buy
distribute J
fly \

grow \

hoad |
| make |

| manufacture ;
R

ship .
1' store _ 1

| unload N

I

Complete the sentences, Look at A and B
opposite to help you.

1 These clothes ....... : {make)
in Vietnam.,

2 For example, this type of T-shirt ...
........................ {manufacture) in a factory in
Hanoi.

3 The T-shirts ........ S {load)

into a container.

4 The Contamer ., s, 5 Wi i (ship) across
the Pacific.

5 The CONTAINET ... v .. {unload) in
San Francisco.

6 The T-shirts ... {store) In a
warehouse.

7 They ... (distribute) by truck
to the stores.

8 The T-shirts s v . {sell) in

stores all over North America.

Over fo You

Where are your favourite clothes made? Where do you buy them? How are they transported
there?
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B10] Where's it sold?
-_ ﬁigﬁWW/W;% Shops and f;;?(‘; res

trolley il PN checkout
! You can buy food, clothes and sometimes other products in a supermarket. You can use a

trolley and you pay at a checkout or dll.

; A convenience store is a small shop that is open from very early to very late. In the UK, a
corner shop is a convenience store near your home, on the corner of two streets.

A chain store is one of a number of shops with the same name. These shops are all part
of a chain (= group of stores owned by one company).

A department store is a large shop usually in a city centre. It sells many types of goods in
departments or sections — for example clothes and furniture — on several floors.

r A mall or shopping mall is a large building outside a town with many shops and a big car
: | paﬂ{_ ; :

BrE: shop; AmE: store
BrE: shopping trolley;
AmE: shopping cart

Some manufacturers use direct sales — selling to the customer
without using a shop.

You can buy things by mail order. You choose from a
catalogue and order by post or on the phone.

With internet shopping you buy things over the internet
using the seller’s website. Buying and selling like this is also
called e-commerce.

| BrE: catalogue;
AmeE: catalog
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Complete the crossword. Look at A and B opposite to help you.

Across
A book where you choose what to buy. (9)

b3

Buying without going to a shop. (6,5)

)

=~

You buy food and some other things in a r_
.................. N _

Where you buy things when other
shops are closed. (11,5)

WO

11 When you buy things by post: mail
................... (5)

12 and 13 A building with a lot of shops.
(8,4)

14 The place where you pay in a
supermarket. (8)

Down
1 On the internet, you buy things on a
COMPANY’S ..oovvmsvreerns A7)

5 Buying and selling things on the
internet. {1-3)

6 In the UK, a shop near your home which is open late. {6,4)
$ 1In this type of large shop, there are lots of different ... ... ARy
10 British English for shopping ‘cart’. (7)

Complete the sentences. Look at A and B opposite to help you.

3 When you buy clothes ... mail order, you choose ..., a catalogue,
4 You can order ... DOSE OF ovvceenenrrnn the phone.

Over 4o You

Do you like shopping? Wﬁere do you buy your clothes?
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RYB Where was it developed?
F¥ @"EWWM%ﬁ The first PC

A journalist is interviewing Sandra Pefers, an expert in the history of computers.

Journalist: Where was the first PC developed?

Sandra: It was developed at an IBM centre in Florida.
Journalist: ‘Where was the software written?
Sandra: The software was written by Microsoft in California.
Journalist: Who was the PC sold to?
Sandra: It was sold to businesses and to people interested in computers.
. It was | developed . Florida. '
| ; They were written California.

To learn more about the past passive, see page 111,

WMW% 'w"hw were the first PCs produced?

[BM PC [personal computer), 1981

Journalist: 'Where were the first PCs produced?
Sandra:  PCs were produced at IBM’s factories. But [BM allowed other companies to
make the same computer with the same software.

| Journalist: Which companies made PCs?
I Sandra: At first, they were made by lots of companies, but today there are not so
many: Dell, Gateway, Hewlett-Packard ... . I still have a PC that was made

[ by Compag in 1987, but L don'’t use it now!

| Journalist: Where was the first PC manufactured?
Sandra: The screen was made in Texas, the keyboard was manufactured in Mexico
| and the disks were produced in Singapore.

Journalist: And where was it all put together?
Sandra:  In Texas. The PCs were packed there and then they were distributed all over
the world.
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2d

~ ﬂ

1

oy

o,

Complete the table. Look at A and B opposite to help you. Use the verb list on page 00 if you
need more help.

Base form (infinitive) Third form {past participle)

develop

distribute

make

manufacture

|

|

|

pack |
L.

put together .
| sell \

write : |

Complete the sentences using the correct form of
the verb in brackets { 1. Look at A and B opposite
to help you.

In the 1950s, Britain had a very big motorcycle
industry. One of the companies was BSA.

T ThEOROTETCIot BWBEE cummosanmmin s in
the BSA factory. (put together)

2 Then they were ., by retailers all over the
world. (sell)

3 Thewwettun, e a4, by land and sea to different
continents. (distribute)

4 They Were ... into boxes. (pack)

5 BSA motoreycles Were e in Birmingham.
{develop)

Now put the sentences {1-5) in 31.2 above into the correct order.

Over +o you

Look at a product that you use every day. Where was it made? Where is it sold?
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B¥4 Product instructions
| %EWJ%W/M i Follow the ins *{uf(m-v

1 Pull the lever. §

5 Turn the key
to start.

2 Key in your 6 Plug the cable into

PIN number. a socket.
i1
| |
|
|
|
|
3 Put vour ticket | 7 Insert your
into the slot. card.

8 Select a language.

I I?///////////////////////////ﬂi’::;F Press the button

To play a CD:

= i

Iﬂ | 1 To switch on,
? press the ‘On’
| button.

4 Press the “Close’ |
button.

| 2 Take the CD
out of the box.

5 Then press the
‘Play’ button,

3 Put the CD
nto the tray.

6 To stop the
disc, press the &
‘Stop” button. B
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32:1

Iy

Ay

Match the instructions in A opposite to the products and machines below.

i f DR g e ]
a ticket barrier b lemon squeezer ¢ cash machine

(3 instructions)

d car e office door f CD player

Now write the instructions for each of the products and machines in 32.1 above.

ticket barrier Fut your ticket into the slot.
lemon squeezer

cash machine

car

office door

CD player

= T oMo ow

Put the instructions for recording a DVD into the correct order. Look at B apposite to help you.

To record a DVD:

a When you have finished, = gro® = ° e Press the ‘Record’
press the ‘Stop” button. G\ © button.

h Put a blank DVD inta
the tray.

f Press the ‘O’ button.

¢ Select the TV station that _~ V7 «q w9 Pressthe ‘Open’ button,
you want to record. :

d Push the tray to close it.

Over 4o You

Give instructions for using an office drinks machine.
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72

Problems with products

Faults

Antonia is having problems with her DVD player.
She phones the call centre (= office giving help on the
telephone) of the chain store where she bought it.

Sharon:  Service department. How can [ help?
Antonia: I have a problem with my DVD player.

It broke down (= stopped working) last week.
Sharon:  What make and model number is it?
Antonia: It’s a Samson DVD 7000.
Sharon: What exactly is the fault (= technical problem)?
Antonia: When I press the button, the tray

b

Samsnn‘nlm mnm

Samson 2 year

doesn’t open. ::ﬁ.‘- guarantee
Sharon: How old is the DVD player? e o &
Antonia: 1 bought it last year P S e
Sharon: OK, vou can send it back by post for repair 7000, simply return to poine ¢
(= the company will make it work again). ¢ of purchase along wich this

guarantee wichin 90 days and 5
we will offer a replacement

Samson guarantee (= promise to repair or (A
or full refund.

replace) their products for two years.

Antonia: That’s difficult. 1 don’t have the box,

Sharon:  Don't worry. You can take it back to the shop.
Where did you buy it? ...

Guarantees
The company repair the DVD player and return it to Antonia, but it breaks down again.
She phones the call centre again.

Sharon:  Service department. How can I help?

Antonia: My DVD player broke down last month. You repaired it, but it broke down
again yesterday.

Sharon:  What’s the fault now?

Antonia: T can play DVDs, but I can’t record.

Sharon:  Is it still under guarantee (= in the time period of the g E,u”-u antee)?

Antonia: Yes, [ only bought it six months ago.

Sharon: OK. Because it’s broken down again, we'll
give you a replacement — a brand new
(= completely new) machine.

Antonia: That’s great!
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33,7 Match the two parts of the sentences. Look at A and B opposite to help vou.

1 This product is brand a with your new kitchen equipment, just give us a call.
2 This TV is still under b down two days after [ bought it!

3 1f you have a problem ¢ new. I bought it yesterday.

4 My CD player broke d back to the shop.

5 When my new phone stopped g guarantee. It’s less than two years old.

working, [ sent it

33.2  Complete the sentences with words and phrases from the box. Look at A and B opposite to
help you.
breaks down call centre guarantee under guarantee
take it back repair replacement fault

?\5\5\6\5\5\5\5\5\5\5\5\9\5\5\5\5\5\6\5\5\6\@%) :
1 We e our products for two years. 2 :
; 2 If the product doesn’t work, . § ]
g .. to the shop where you bought it, e
3 If the shop can’t help you, phone our .. %
: - If there is still a .. .., Send the product back to ; :
f’ \\ys We will .. . it ? :
5
5 If the product again while it is 61
still , send it back to us and we é
will send you @ .. é

Over 4o you
Talk about a problem you had with a preduct. Did you:

m send the product back for repair? B get a new product?
What happened exactly?
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Socializing 1: nice to meet you

|

[

Excuse me. Are
you Rita Sandoro?
I'm Stephanie
Howard.

At the office

»Good morning, Rita.
" How arc you?

Trevor, this is Rita Sandoro from
World Wines in London. Rita, this is
Trevor Smith, our marketing manager.

f NICC to meet
! you, Rita.

Hello, Trevor.
Pleased to meet you.

meet you

(Hello. Nice to

I'll take you to
your hotel and
then we'll go out
to dinner,

Thank you. That
would be nice

Fine thanks. Take a \

seat. Would you like
something to drink?
Therce’s coffee, tea, and
orange juice.

Cape Town before?

‘. At the Interaonti.nental.

Iy

Saying goodbye

Have you been to

Stephanie:
Rita:
Stephanie:
Rita:
Stephanie:
Rita;
Stephanie:

It was nice meeting vou, Rita.

Nice meeting you too, Stephanic.
Have a good trip back to London.
Thanks. I'll be in touch soon.

I look forward to seeing vou next time.
Yes, me too. Bye.

Goodbye.
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34.2

Choose the correct reply to each of the expressions (1-7). Look at A and B opposite to
help you.

1 Nice to meet you. a Hello,
b Fine, thanks.
2 How was the flight? a That would be nice.
b Very good, thanks.
3 T’ll take you to your hotel and then we a Fine, thanks.
can have dinner there. b Thank you. That would be nice.
4 How are you? 4 a Very well, thanks.
' b Nice to meet you.
5 It was nice meeting you. a Pleased to meet you.
b Nice meeting you too.
6 I look forward to seeing you next time, a Yes, me 0o,
b Here you are.
7 Have a good trip back. a Thanks.

b That would be nice.

Complete the questions that two people ask a visitor. Look at B opposite to help you.

1 Leslic: Take a (1) i, . Would you like (2) o to drink? (3) ..o, coffee,
tea, and apple juice.

2 Leslie: Brian, (4) o, is Georgina Osborne from SPL in Dublin, Georgina, this is Brian,
our production manager.

3 Brian: Nice to meet you, Georgina. {5} e, SO s to Melbourne before?

4 Brian: Where are you (7) ..o -

5 Brian: What's it (8) e ?

Match Georgina’s answers below to the questions (1-3) in 34.2 above. Look at B opposite to
help you.

a At the Hilton.

b Pleased to meet you.

¢ Tea, please.

d Very comfortable, thanks,

e Yes, I was here about ten years ago.

Over 4o you

A visitor comes to your office. You introduce the visitor to a colleague. Write the conversation.
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- 35 Socializing 2: at the restaurant

Rita, do you smoke?

What do you recommend?

The fish is very go
Do you like fish?

Where would you
smoking or non-smoking?

I think P’ll have a chicken
vindaloo. That’s a type of
curry with chicken,

No, I'm not keen on (= 1
don’t like) seafood. What
are you going to have?

Are you ready to order (= Are you |
ready to tell me what you want)?

That s

I'll have the same.

|
=

i
|

I ? W/Wm:% Small talk

Really? | play golf too!
How about a game
tomorrow after our
meeting?

It’s fine, if there
1sn’t too much
traffic. What do
you do in your
free time?

I commute too.
It takes about 20
minutes by car.
Do you like

commuting?

train
isn’t late! T read,
and I listen to

music. And you?

No, I live in Brighton,
on the south coast.

I commute. What
about you?

e e

i :‘;'1 i
I play a lot
of golf.

Rita and Stephanie finish cheir meal. (Later)

Rita: That was delicious! Stephanie: Can we have the bill, please?

Stephanie: I'm glad you liked it. Would Waiter;  Certainly. (The bill arrives)
you like a coffce? Stephanie

Rita: Yes please. (to Rita): I'll get (= pay for) this

Stephanie Rita: Thank you very much.

(to waiter): Two coffees please. Stephanie: My pleasure!

76
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35,1  Put the conversation into the correct order. Look at A opposite to help you.

a Roxanme: What do you recommend? 1 -

b Francesca: 1 think I'll have a salade nicoise.
¢ Francesca: It's a type of salad with lots of different things in it.
d Francesca: The steak is very good. Do you like meat?

e Roxanne: I'm not keen on meat. What are you going to have?
f Roxanne: What's that?

g Roxanne: That sounds good. T'll have the same.

35,2 Match the questions {1-4) to the answers {a—d). Look at B opposite to help you.
1 Do you live in Paris? a Good idea!
2 Do you like commuting? b No, 1 live in Versailles, about 20 minutes from Paris.
3 What do you do in your free time? ¢ It's OK. I do a lot of work on the train,

4 How about a game this evening? d I play squash.

15,3 Write the conversations below. Look at C opposite to help you.

1 Alain Bengt
| Ask Bengt if
\Mant&‘ a dessert. J\W
like ice cream.
Ask the waiter for two /
| ice creams.
\\ Say vou liked
‘ Reply. ‘/ the meal. n
2

| Ask for the bill and tell ]|

‘ Bengt that you will pay. |\—\ _
hank Alain. _J

Over 4o you

You are at a restaurant wrth a visitor to your country. Write a ‘small talk’ convmsatmn
between yourself and the visitor.
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m Telephoning 1: startingﬂand ending

/ :_‘ Starting informal calls
T S CHe]Io‘ v
4

[ Speaking. )

@HO’ Liam. How are you?

l Z

f/ﬁﬁﬂwmﬂ starting formal calls

|
z |

1

I Pia there? R T T
3 that Pia? ﬁ; ; N
) :

@ia, it’s Liam hcre./6 o SN

oy o2

[ Good morning. Cara
. Thompson’s office.

i [He]lo.

Could
Can

‘ I speak to

Ms Thompson, please?

A

) ‘ ( Who's calling, please? )
|
|

| i My name’s Julian Maxwell.
| i ] I'm calling from |M
l Consultants in New York,
A

One moment please.
I'll put you through.

{ Thank you. )

i

| (Good morning, ﬁ
! a

| 5 » L¥AY E5 s

Thompson. My name’s

IWMMM Ending calls
g T

to talk to you. j

‘ E:l?ne | agam next week. [Good
i \_ -

~

on Thursday.
at the mecting.
in Rome.

See you

Byve.
Goodbye,
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7

5.7 Put the conversation into the correct order. Look at A opposite to help you.

a
Speaking! d . %
: _ 5
c (Hi Nadine, its Mel herc.) ( Hi Mel. How are you?
A ries
b Is that Nadine? -

.2 Complete the conversation. Look at B opposite to help you.

Madeleine Townsend’s PA Fernando Soria Madeleine Townsend

~

] R— :

Madeleine Townsend’s

office.
7
L

\ Ms Townsend, (3) ..o ?

Who’s 4 P — w 1

4 (5) o o
Fernando Soria.

) B

( Madeleine Townsend. )

o

6.3 Complete the conversation. Look at C opposite to help you.

( So, you’ll be in touch next week to fix the
exact details? Y

It was nice to talk to you. ) ﬁ

Over fo You '

When you answer the phone at work, what do you say?
Write short dialogues for the beginning of a phone conversation at work:
m with someone you know.

M with someone you don't know.
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Telephoning 2: spelling and numbers

Telephone alphabet

When someone spells (= says how to write) a word on the phone, it can be ditficult to
hear the difference between these letters:

m BandP m Band V m Dand T
m FandS$§ m [andY m Mand N
Make sure you learn the English names for these letters:
m AandR m Eandl m OandU m landY
m Cand$ m Gand] m Kand Q m Vand W

| To learn more about how to pronounce each letter, see page 106.

|| [f you want to spell a word you can say A for Alpha, using the telephone alphabet in this list.

i |I Alpha Bravo Charlie Delta Echo Foxtrot
i Golf Hotel India Juliet Kilo Lima
Mike November Oscar Papa Quebec Romeo
Sierra Tango Uniform Victor Whisky X-ray
Yankee Zulu
| -
1 Spelling N
|
? ? y ( Whos calling please? ) A
t B @uﬂc’s Nora Laker,
( Can you spell that, please? ) A

_ Yes, it’s Nora: N for November, O for
| Oscar, R for Romeo, A for Alpha.

I | B I'm calling from Maggs Lind, in London.
- (_1s that M-A-G-S? ) Py

| : No, M-A-double G-S, new word,

‘ ‘- Lind - LI-N-D.

Numbers

You say telephone numbers in groups of numbers. Your voice goes up for each group,
, except for the last group, when vour voice goes down.

- d & rd e b
| 00 44 20 9422 5483

Double oh  double four  two oh ninc four double two  five four cight three

| 4 E 4 4 i ~a

? 00 1 212 131 6544
Zero zero one WO Orle two one three one six five four four
ooc. 4 tle oo |

BrE: double oh; |
AmE: zero zero
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7.1

7.2

You are talking about numbers and letters on the telephone. Use the telephone alphabet to
correct the other person. Look at A opposite to help you.

l WRS 1 LM B 1 Is that V for Victor?

No, B for Bravo.

| 5 2r D 8I7 6 | 2 Is that T for Tango?

NEW YOEE

CLP 933 3 Is that B for Bravo?
R EF: 9855 N | 4 Is that M for Mike?
'934 HUY 75' 5 Is that I for India?
‘Model 433F /15 that.§ Sor Sierra?

Look at the telephone list for a company’s staff around the world, Spell the names using the
telephone alphabet, then use arrows above the numbers to show how your voice goes up and
down. Look at A oppaosite to help you,

T A i
1 Mr Caire 00 3319422 5122

Cfor Charlie, A for Alpha, | for India, R for Romeo, E for Echo

2 Professor Fanshaw 00 44 131 937 9821

3 Ms Petersson 00 46 § 487 5044

4 Mr Hanks 001918 324 6622

5 Doctor Tanawa 00 81 42 975 2349

6 Ms Dos Santos 00 55 61 648 7785

Match the questions to the answers. Look at B opposite to help you.

1 Whos calling, please? a No, C-O-double L-1-N-§.
2 Can you spell that, please? b John Collins and Associates.
3 Which company are you phoning from? ¢ T for Tango, A for Alpha, N for November,
4 Ts that C-O-L-I-N-S? Y for Yankee, A for Alpha, new word,. H for
Hotel, U for Umbrella, double L for Lima.
d Tanya Hull.

Over to you

Spell your name, your home address and your company address. Use the telephone

alphabet. What are your phone numbers at home, at work and on your mobile? Say them
with the correct intonation.
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Telephoning 3: checking information

i T - -
i m Showing understanding

Showing you understand

AN

(I’m phoning from UWX in Sydney. )

AN

(i) h.,'

( Could you ask Ellen to email the derails? )

A

( It’s very important.)

I «

OK. I’ll do that. '

“hecking and confirming information

D

Checking
I!! —%
i ( My name’s Nicholls. )
Sorry, I didn’t get that. Could you speak
more slowly, please?
——
( I'm sorry. My — name — is — Nicholls. )
I
! ( Is that one L or two?
i f; T . - ek
i i Two. N-1-C-H-O-double L-S.
i The company is Goodwood.

( Can you spell that please? )

X

J ( I'm calling from Bendrix in London,

NN

( Can you repeat that (= say it again), please?)

. (Yes, 0 Bendiie

Gy

.

)

Sorry, I can’t hear you. Could you spedk up
(= speak more loudly), please? S

Yes, of course. The number 15 020 7400
3004.

) =

Confirming
N

{ So, that’s 020 7400 3004. )

| |
} s it.
' G Mt righ.

) .

1

My email address is
Jane dot Nicholls at jhu dot co dot uk.

fkav!
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What do you say in the situations below? Look at A and B opposite to help you.

1 You understand what the caller is saying. (3 expressions)
2 The other person is speaking too fast.

3 You can’t hear the other person.

4 You're not sure how to write a name.

5 You want someone to say the word again.

6 You confirm some information.

Put the conversation into the correct order. Look at B opposite to help you. The first sentence
1§ L.

Speaker A Speaker B

b A
a (That’s it. Thank you very much. j <No problem. Goodbye,

d 1
(Is that one G or two?

_

. [[’m sorry. Il try to speak louder. Lisa

dot Taggart at A-Y-Z dot com. )

. i { Sorry, I can’t hear you. Could you
C Lisa dot Taggart at A-Y-Z dot com. ) speak up, please?

A
E [ Yes, of course. My — name — is — b (Lisa dot Taggart at A-Y-Z dot com.
Taggart,
g8 . e
i L0 Thask you. And what's your email
C My name’s Taggart, address, please?

A7

K ( Two. T-A-double G-A-R-T. j I (Sorry, [ didn’t get that. Could you

speak more slowly, please?

S d N A K TN ST

Write the conversation below. Look at B opposite to help you.

Sophie Louis

Give your number _J

\ liSay you can’t hear
Repeat it ‘/
\: Confirm the number

Over to You

Write a short dialogue between you and one of your colleagues to check information using
expressions from this unit. Give your email address.

Business Yocabulary in Use (elementary)
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Telephoning 4: messages

L

Useful expressions

Person receiving a call 4
| |
I'm sorry, | he’s ' on another call.
I'm afraid she’s ' not here at the moment.

T

/" Can 1 take a message? (= you want to write down a message from the caller)
Who's calling please?
\_ Which company are you calling from?

Person making a call

N

Can 11 T 5o
Could eave a message? (= you want to give a message)

e

'\
' P
Can _ him call me back | tomorrow?
Could her phone as soon as possible?
, Leaving a message
| ﬁ Person receiving a call Person making a call
1 A

(Mark Simpson’s office.

U

Hello. Can I speak to Mr Simpson please? )
N

I'm sorry, he’s in a meeting, Can I take a
message?

( Yes, please. My name’ Dcnise Parker, )
| ~N
(Can I have your number?

Yes, it’s 020 9422 5483, )
I A
| D )

: (020 9422 ..,

| j (5483.
D

i (5483. So, that’s 020 9422 5483,

N

That’s right. Could you ask him to call me ]

1 back? It’s very urgent (= important to do
/ quickly).
: ; / ™~
(I’ll give him the message. )
P ( Thank vou very much. Goodbye.

N

U

< Goodbye.
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f * 3
I’'m sorry, she’s not here at the moment. I

Put this conversation into the correct order. Look at A and B opposite to help you. The first
sentence is h,

g (So, that’s 0131 899 0210. ) n (Mary Trevor’s office.

b < Can I have vour number? ) : (Thank vou very much, Goodbye.
¢ : j :
Goodbye. Thats it.

d (Hcllo. Can I speak to Ms Trevor please? k My name’s Ray Bradman. Can I leave a
message? It’s very urgent.

(ru give her the message, Mr Bradnb i
Can you ask Ms Trevor to call me back

mmorrow morning?

«/b@

b oo By A

Who’s calling please?

Yes, of course.

Ty

T

g <It’s 0131 899 0210,

Complete the message form using the information from the call in 39.1 above.

| TELEPHONE MESSAGE

Message for:

Name of caller:

1 [ ] Will call again [ | Please call

Phone number:

[ Urgent [ ] Not urgent

Notes:

Over 4o qoa

Think of the last phone message that you left. What did you say? Practise saying it in
English.
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B-10] Email, faxes and letters 1:
i business writing

[ y ~ . .
W i Ways of communicating

‘ ‘ fax
something someone post
send | a document (= paper(s) with (0| Carlos by | email
written information, e.g. a letter) | Bestco courier (= a company
like Fedex or DHL)

Q’ll send it to you by fax. 7
|
|' i- _ email | someone
.1 I’ll fax it to you. | post something to | Carlos

| fax Bestco
| i} ] bt P o -
| write L 1 received the fax yesterday. )
‘ a letter
' send
: a message - :
receive / get 5 it Please reply to this message as soon as possible.
read '

; cenly £ an email
I i L i 4 I get over 50 emails cvery day, )

“ 5 WMWM;% Formal and informal

If you know someone well, you use an informal style. If you don’t know the person or
the communication is very serious or official, you use a formal style. You need to think
about formality when you begin and end your writing.

| WM%MM;@% Beginnings

More formal —= = |ess formal
il Dear Sir Dear Mr Randall Dear Jack
I Dear Madam Dear Ms Dunn / Dear Mrs Dunn Dear Gina
Note: You use ‘Dear Sir' for a man, and '‘Dear Madam' for a woman, when you don't know the
{ é person’s name.
I
I o s
WW%IM Fn aings
More formal —= = Less formal
Best regards Regards Best wishes All the best Best

Yours sincerely
Yours faithfully Yours

Note: You use "Yours faithfully’ only in BrE, when you don't know the person's name.

-]

BrE: Yours sincerely;
AmE: Sincerely
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Choose the correct word to complete each sentence. Look at A opposite to help vou.

[ G {written/got) five faxes this morning, but I haven’t sent them yet.

2 1. (replied/received) her letter yesterday.

3 There’s no need o .o (read/reply) to this email.

. f [perme—— (got/posted) this email from Rita.

5 I've e (written/read) your message, but [ haven’t ... (replied/sent) to it vet.
(70 1 E— (fax/reply) the information to her.

Kay Lumsden reccives the messages below {1-5). Are they formal {F) or informal {I)? Look at B
opposite to help you.

1 Her colleague, Tom, asks Kay if she’s free for lunch. 1

2 A journalist {Tony Kent) writes to ask her for an interview,

3 Her friend, Serena, asks Kay if she’s free for a game of tennis.

4 A supplier that she doesn’t know (Roger Olafsson) writes to ask Kay for a meeting.
5 Janet Freeman, who doesn’t know Kay’s name, writes to ask for a job.

Write the beginning and ending of each message (1-5) in 40.2 above. Look at B, C and D
opposite to help you.

1 (beginning) Dear Kay
(endjng) Best wishes

Tom

2 (beginning)

" {ending) ...

3 (beginning) ...

(ending) S

4 (beginning)

(ending) o

5 (beginning)

(ending)

Over to you

How do you prefer to communicate:

m with friends? M with colleagues? M with clients?

Business Yocabulary in Use (elementary)
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Email, faxes and letters 2:

the message

Starting the message
Thanking someone

| your email.

Thank you (very much) for a very useful meeting yesterday.

(Many) thanks coming to Prague yesterday.
; - sending the information I asked for,

Giving a reason for writing

; 5 | let you know our new contact details.

Lntsuritig to | tell you that I'm coming to Boston next month

This (email/fax/letter) is ¥ ZHINE e ) : ;

confirm (= make sure vou know) the details of my trip.

Future action

Would it be possible to postpone the meeting?

Could you send us the information as soon as possible?

Can you call me next week?

. I look forward to

hearing from you (= receiving your reply).
seeing you in Budapest.
mecting your colleagues next week.

I'll speak to you next week.

Ill call you as soon as possible.

Please let me know if you need anything else.

Enclosures and attachments

Something that you send with a letter is an enclosure. Something that you send with an
email or a fax is an attachment. You can write:

| Please find enclosed
I’'m enclosing

Please find attached
I'm attaching

brochure (= pictures and information

about a company or product). @
E 3
-8

map (= a drawing to show where
places are).

report (= a document describing a
particular subject).
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Complete the message. Look at A and B opposite to help you.

Dear Ms Howard

S .. agreeing to see me next week, (2) .

confirm deta:ls of my trip: P'm flying from London on
Thursday afternoon 26 July, and staying at the Hilton in the centre of Cape Town.

(3) = send me a map showing where your company is?
{4) .o, attaching some information about my company, World Wine Imports.
Please (5) e commmesssmsssessns soeeseesessssorns if you need any more information about

the company before the meeting,.

I{s) to hearing from you.

Yours sincerely

Rita Sandoro

1 You send a photo with an email.

2 You send information about your
3 You send a drawing to show your

4 You send a document about a

Match the situations (1-6) to the sentences (a—f). Look at C opposite to help you.

a I'm enclosing some brochures,

b Please find attached a map,

products with a letter. ¢ P attaching a report.

company’s location with an email.
e Please find enclosed a report.

- - . * i3 N a
particular subject with a fax, f I'm enclosing a map.

5 You send a drawing to show your

company’s location with a letter.

6 You send information about a particular

subject with a letter,

Over to you

¥

Write a message to an important client wha is visiting your company next week, and send a

map to show where your company is. Remember fo use formal language.

Business Yocabulary in Use (elementary)
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Emails, faxes and letters 3: emails
%}E WIS, Enail 1anguage

a forward = send an email that vou have received to someone else
I dclete an email = remove an email fr-om your computer | |
copy = send a copy of an ¢mail to other people at the same time ‘
G;)uld you forward Rita’s email [0/,@ CDon’t delete the email — it’s important )
N
A

Q’m sending the information to John by email — I'll copy it to you.)

]

8eoce - o
| = e 5 Y
i1 ! & z A |
'lf i Genc Char Attach  Address Fonts Colars  Save As Draft
[ email—j——— - . —— - 4
i address | Fromz —stephanie.howard@capeco.sa To:  rita.sandoro@worldwineimports.co.uk :
Subject:  Your visit file: capeco.doc

. , attachment
To learn more about how to say email addresses, see Unit 38.
To learn more about attachments, sce Unit 41,

|
| ]WWE% Informal emails

b Sometimes emails are written quickly and are very informal. Here are some of the things
i

j you see in informal emails:

Informal Formal

| Hi Rita | Dear Ms Sandoro

, Pleased to hear that you're coming to Cape § | 1 am pleased to hear that you are coming
| | Town next Tuesday. IfII come and pick you | to Cape Town on 25 July. | will come and
*a up at the airport. | pick you up at the airport.

! , Wwe talked about. ' Please find attached the brochure you i
i / |_See you v. soon! - requested. E
! [/ /7 Best . 1look forward to meeting you.

| / .-’/ ' Stephanie - Yours sincerely
| | " e S0 S no— Stephanfe Howard 2

B contractions

| g L
|
il |'| \ s ®m abbreviations  v. = very
| \ Il = 1 will

~~m missing words Pleased to hear = Tam pleased ro hear

WWWME% Beginnings and endings

If you know somcone very well, you can start and end the email with very informal

f : g ;
:i language. Sometimes you start the message with Hi or Hello, or the person’s name.
i P x —— e - s = —_ i —_—
HiRita P Stephanie
| Here are the documents you requested. | Thanks for the documents!
! Best Rita
| Stephanie ‘ 5

To learn more about tormal and informal beginnings and endings, see Unit 40.
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Complete the email with words from the box. Look at A opposite to help you.

Attachment deleted email address Ce (= copy)

forward To Subject From
E'O__ = = | e : R
|

*‘ﬁﬂAu A

Cii Amach Address Fonts Colors Save As Draft

: markwalker@bestco.uk rereerrseeemmmeeet. . TOMill@bestco.uk

: davidjames@bestco.uk rtrrrirmnnens. . RECUESE for information
| ..................................... : Sales report.doc

Dear Tom
I'm attaching the report you requested. Could you ... it to Sarah? | don't

I know her .. ) —lthink | . it by mistake! I'm copying this
. email to David too.
Best wishes

i Mark

Change the sentences from formal to informal. Look at B opposite to help you.

1 1 enjoved meeting you last week, (missing word)
Enjoved meeting you last week.

2 1 am so glad you had a nice trip back to London. (contraction)

Change the sentences from informal to formal. Look at B opposite to help you.

1 We’re arriving in London on Monday. (contraction)

3 Hope that your hotel is comfortable, (missing word)

4 T’ll be in touch again soon. (contraction)

Over to you
Write the text of an email with an attachment:

M to send to a colleague. M to send to a customer.

Think about formal and informal language.
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Jennifer Marshall is an expert in presentation skills. She gives

i . .
ﬂ this advice:

Start to prepare (= get ready) early.

Preparation

Presentations 1: getting started

Think about your andience (= the people who will be at your
presentation).

Prepare slides.

Prepare handouts (= pages with information for the audience).

‘ Check the room {= make sure the room is ready). i

L

' WW%% Introduction

( Is there a projectci)
( Is there a whiteboard? |

Introducing yourself and your subject A

My name’s ...
r I work for Gillette. I work in the sales department.

l Today I'm going to talk about ...

Describing the plan

? First
1 Then
I - After that
Id Next
Finally

ru
I'd like to

look at
say something about
move on to

sales.
our products.

Talking about questions

If you have any questions,

please feel free to interrupt me (= stop me while I'm talking).
I'll be happy to answer them at the end.
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Complete the sentences from a presentation. Look at B opposite to help you.

1 Finally, I'll say something ..o the future — I'll talk about possible new products for the
next ten years.

2 First, I'll look business-to-business products.

3 Hello. My name’s Ron Grant. [ work ... ... GIE, the electronics company.

4 Then, Pl MOVE .o s consumer products.

5 Today I'm going to talk e, our latest business-to-business and consumer products.

Lisa Woo, the marketing manager at Samson, is going to give a presenration. Write what she
nceds. Look at A opposite to help you.

1 I want to be sure everyone can hear me.

2 I want to write on paper so that everyone can sec.
BT —— ;

3 I want to know if there are enough chairs,
Ineed tO s e e

4 T want to use my computer to show information.
T need a o ;

5 The audience doesn’t want extra information on paper.
1 don’t need e ;

Put the sentences of Lisa’s introduction into the correct order. Look at B opposite to help you.

a And finally, I'll say something about how we can work with your company.

b First, 'l look at the technical side.

¢ I work for Samson in the marketing department.

d If you have any questions, I'll be happy to answer them at the end of my presentation.
e My name’s Lisa Woo.

f Then, I'll move on to the sales possibilities.

g Today I'm going to talk about a new product that we have developed.

Over to You

Write the introduction to a presentation and practise reading it aloud.

Business Yocabulary in Use (elementary)
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Presentations 2: the main part

Sections
Presentations are usually divided into sections (= parts).

To start a section or move on to a new section

First ! : the products.
Firstly ; the sales figures.

= ' ' look at
Second let’s look at

' ,Sl.ifj?gdly Idlike to | move on to next point.

turn to the | arca.

Now | |

LFinally | . i last I |
Shides and handouts

To talk about a slide or a handout

‘ As you can see in | this slide of last year’ sales ...
| Let’s look at the handout about our products ...

E

-nding and question
To end the presentation

( That is the end of my presentation, ( Thank you very much. 4_)
{ Thank you for listening. /_) { Thank you for coming. )

‘7/

Questions

o 7
Are there any questions? ) If you have any questions, I'll be
happy to answer them now.

question,

: = S
Frosonmy bt LdidoEhollpw yourJ ( Could you repeat the question? ;

I’m sorry, but I don’t know the
answer to that. Can I check and get
back to you?

I'm sorry, but I can’t give you that
information.
—

L

Business Yocabulary in Use (elementary)




1,1 Samson’s marketing manager is making a presentation. Look at her plan and write what she
says at the start of each section. Look at A and C opposite to help you.

dbooododbodddddododdddod
Plan
| Technical side
2 Sales plan (show slide)
3 Samson’s branches
4 ending
5 Questions

D RN e S
3
T

.2 What do you say in the situations below? Look at C opposite to help you.

1 You don’t understand a question.

2 You can’t answer a question becanse the information is confidential.

3 You are ready to answer questions.

4 You want someone to say the question again.

5 You don’t know the answer.

Over to Hou

Write one of the sections of the presentation that you started in 'Over to you' in the
previous unit.
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Presentations 3: charts and graphs

i Pie charts
| This pie chart shows where people from Estland had their summer holiday last year.

Asia 7% Rest of world 3%

N America 10%

Estland 55%

Furope 25%

thdt —|

shows | the number of ..
the percentage of J

This segment
The red scgment
| The segment shaded blue

i This segment shows that most
I people stayed in Estland for

] _ .

|: their summer holiday.

B

| WWMMMJ,&% G raph'ﬁ and bar charts

The blue segment shows the
number of people who went
to Europe — 25 per cent.

100
|Izr :
'i rise stay the same fall
go up go down
I
{ ncrease decreasc
] 1
0 100
. Line graph
[
_’. This bar graph or bar chart shows sales of Samson
phones from January to June last year.
600~ s s e In January last year, Samson sold

50,000 phones. In February, sales rose
to 175,000. Sales in March fell from
175,000 to 100,000 wunits. In April,
sales increased by 200,000 units to
300,000 units and in May they stayed
the same. Then in June, sales went up
by 250,000 units to 550,000 units.

500
400

thousands of units
(8]
—
[
.

96 Business Yocobulary in Use {elementary)




3.1

)

Complete and label the pie chart showing the information below. Look at A opposite to help
you.

Cars sold in Estland last year

Number sold Percentage
of total
Delta 4.5 million 45%
| Echo 2.5 million 25%
Alpha 2 millien - 20%
' Others 1 million 10% |i

@I \ 10 million cars 100% \J

Now write a sentence about one of the segments.

Complete the table. Look at C opposite to help vou. Use the verb list on page 112 if you need
more help.

Base form (infinitive) Second form (past simple)

decreased

' went down _
| fell |
increased \
rose '
| stayed the same 4«
Complete the text describing the bar graph. Look at B opposite to help you.
i e mmme e smes e
g 60— — — — —
£ s00+— —— —— — — -
B
s
B
2
==
= 1UOJ
Wi
0 = - = Sales of Samson mobile phones from July to
Jul Aug  Sept  Ocr  Nov = Dec December last year F

In July last year, Samson sold 400,000 phones. In August, sales (1) ... . to
250,000. Sales in September (2} ... rrrsenne eSS o . In October, sales increased
1= 5 50,000 units to 300,000 units and in November they rose (4) .. 300,000
) 350,000 units. Then in December, sales went (6) ..o by 250,000 units to
600,000 units.

Over 4o you

Draw a bar graph showing how many days off you have each month in a typical year, and
describe it. (Include holidays and days off for illness.)
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| %WMW%% Company sites

f the reception area

the offices

the factory or manufacturing plant

the research and development department

the training department

Presentations 4: site tours

At Samson’s main (= most important) site you can find:

where visitors arrive

where people work on managing and planning
where products are made

where people work on new ideas and products

where employces learn how to do their work

Introduction to the tour

Guide:

Good morning, ladies and gentlemen, and welcome to Samson. Today, we're
going to see some of the departments on this site. We'll start here in the

ﬁ reception area, then I'll show you the main departments and finally we’ll
look at the production area. 'm afraid we don’t allow photography during
| the tour.

U

é : I {

| W) Guided tour

Guide: Let’s now leave the reception arca and move on to the offices. Come this
[ way, please.
: Here on the left you can see the marketing department and on the right, the
. finance department. This is the finance director, Clara Long.
Clara Long: Hello, everyone.

i Guide: Follow me and let’s go into the manufacturing plant. This is where we make
| our mobile phones. We make a million phones a year in this plant.

j Let’s continue now to the research and development department. ’'m afraid
' this area is restricted (= closed to the public) but as you can see through the
window, we're testing new designs for our phones.

Now, finally, we can go to have a look at the training department. This is
where we do all the company training. In this room, you can see some of
our managers from the finance department on a course in advanced fiance.
Can I ask you to keep your voices down (= speak more quietly) in this area?
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Match cach place {1-5) to what the guide says {a—e) during the guided tour of a company. Look
at A opposite to help you.

1 The factory = . a Wc work on ideas for our new products here.

2 The offices \m b This is where people learn how to do their job.

3 The training department ¢ This is where we make the products.

4 The reception area d This is where our managers work.

5 The research and development e We welcome company visitors here,
department

You are the guide on a company site tour. What do you say in the situations below? Look at B
and C opposite to help you.

1 Ask your visitors to speak more quietly.

2 Tell them to follow you into the finance department.
3 Say that they cannot take photos.

4 Tell them that the company’s machines are on the left.
5 Explain that they cannot go into room 101.

Complete the site tour using the map below. Look at B and C opposite to help you.

Well start here in the reception area. Can I ask you to keep your voices (1) ... dOWr..... in
this area? Let’s now leave the reception area and (2) o on to the offices. Come

(E U0 o , please. Here on the (4) .. you can see the sales department
and on the (5) v , the human resources department.

Léts (6) wnsnnnig now to the research and development department. This is where we
design new computers. Finally, we can go to have a (7) e at the training
department, This is where we do all the company training, including English classes for
our employees.

I’'m sorry, but we can’t go into the manufacturing plant. It%s (8) s and closed to
the public. Are there any questions?

| TRAINING
 DEPARTMENT

 MANUFACTURING

Over 4o Yyou

7
Write the beginning of a guided tour for your site. Welcome the people to the company

and name the places you are going to visit. Then write what you say when you take them to
the first place.
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: organizing a meeting

K R R R R e ap
Word combinations with 'meeting’

q These verbs are often used in front of ‘a meering’,

arrange ) = prganize a meeting

chair = be in charge of a mecting

attend . = g0 to a mecting

a meeting

miss = NOT 8O O a Imeeting
_ postpone = change a meeting to a later trime
| -
| z SHEL D |
| cancel = not have a planned meeting i

(OED A gencas

An agenda is a list of items (= diffcrent things) to talk about at a meeting. Before the
| meeting, someone sends out the agenda (= sends copies to everyone attending).

AGENDA
Stafl meeting, 25 January 20_ _ , Meeting room 3

" Apologies for absence T e

. / Minutes of the last meeting
1 Car parking

. 2 Company restaurant

. 3 Holiday dates

: % _—4 AOB

% \\

il venue (= the place where the meeting will be)

Apologies and minutes
WMMIMWM If ;ou j:annot atten:i ;; nleeti;g, you send

your apologies (= a message to say you
cannot attend). At the beginning of the
. meeting, someone reads out these
. messages.

any other business (= other things that people want to talk about)

The minutes of a meeting are written
notes of what is said and decided in the

| meeting. During the meeting, someone

| takes the minutes (= writes down what is
said and decided). After the meeting,
someone sends out the minutes.

At the beginning of the next meeting
people agree that the minutes are correct.
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-

et

Choose the correct word to complete each sentence. Look atr A opposite to help you.

1 Bhewsenanns (missed/arranged) the meeting because she was late for work.

2 [ decided to e (cancel/arrange) the mecting because there was nothing to discuss.

3 Weean .o, (postpone/cancel) the meeting until next week if necessary.

4 T asked Jean to ..o (arrange/miss) the meeting next week but there were no rooms
available.

5 They (attended/postponed) the meeting, but they didn’t hear anything interesting,

6 This meeting is very important. Dom’t ... (miss/attend) it!

Make phrases using the verbs and nouns below. Then match the phrases to their meanings
(1-4). Look at A and B opposite to help you.

attend : your apologies
send the minutes
send out the agenda
take a meeting

1 make the formal record of a meeting

2 give people a list of things to talk abour at a meeting
3 go to a mecting

4 say that you will not be able to come to a meeting

Complete the memo with words from the box. Look at B opposite to help you.

venue minutes items attend agenda

From: Chief Executive
To: All managers

Please find enclosed the (1) ... for next week’s meeting.
Please make a note of the (2) ..., : we are meeting in room 7.
Let me know if you are unahle to (3) ... .
Please bring with you a copy of the (4) .. of the last meeting.
If you want me to add other (5) ... T — to the agenda, please let
me know,

Over to you

Write the agenda for a meeting in your organization, showing the date, the venue, and the
items to talk about.
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Meetings 2: chairing a meeting

WWWW /f/ﬁﬁff Chairing

The chairman, chairwoman or chair (= the person in charge of the meeting) opens, runs
(= manages) and closes the meeting.

Opening the meeting
~1

Is everybody ready? Let%s Does cveryone agree James and Chris send
make a start. with the minutes of the their apologies.

Y last meeting? I/

Running the meeting

; Mo
' So, the first item is the Let’s mave on to the next item:
company car park. the company restaurant.
Closing the meeting
Can I sum up (= repeat thL T think that’s all for today. Thank you for
i main ideas)? We decided .. coming. See you at the next meeting,

/f//////////////////////////m//j Interrupting and stopping interruptions

Interrupting

[ il (I say sog:nething
! Isabella | come in

here? ‘
L

Stopping interruptions

| I haven't finished _‘

Can T just finish?
Let him / her finish. |

L]ust a moment.

Can I say something here about the costs? )
3 L
< Just a moment. T haven't finished talking about the plans.)
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Complete the sentences. Look at A and B opposite to help you.

1 That’s all e roday.

2 Thank you .l coming.

3 Let’s talk about it e the next meeting.

4 let’s move ... to the next item.

5 Can ] sum ... s

6 Does everyone agree ................ the MInuees ... the last meeting?
7 ‘Can I comle s here?

You are chairing a meeting. What do vou say in the situations below?

1 You want Val to let Yvonne speak.

Over to You

Think about a recent mee.tmg you attended. Write down what the chair said to open, run
and close the meeting. Use some of the expressions in this unit and in Unit 47.
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m Meetings 3: opinions and explanations

Opinions, agrecing and disagreeing
i An opinion is what a person thinks about an idea or a subject. If you have the same
f opinion as another person, then you agree. If you have a different opinion, you disagree.

Asking for opinions Giving opinions
What do you think about ...? ‘ | Tthiok ...
What'’s your opinion of ...? In my opinion, ...
Agreeing Disagrecing
: I agree. I don’t agree.
| Exactly. Pm afraid I disagree.
| That’s right. ' Yes, but ...
i T
il
f! I agree with Peter on | th.at‘ I disagree with Suc on thfﬂ‘
{ . this. this.

A: What's your opinion of the service in the company restaurant?
B: [think it’s very bad!

C: I agree. It's so slow.

D: I'm afraid I disagree. In my opinion, it'’s quite good.

WM&% Suggesting and explaining

Suggesting (= telling people about an idea or a plan)

H How about ...? ] ( What about ...?
Why don’t we ...7 < I have an idea. Let’sh

E Responding

‘That’s a good idea.

Asking for explanation
A1

| ] (éorry, I don’t understand. Do you mean that ...? > (Are you saying that ...? )
| i

A: I disagree with D on this. We need to find new people to work in the restaurant.
B: Can I come in bere? I have an idea. Let’s use a company from outside.
C: Sorry, I don’t understand. Do you mean that the people working in the restaurant
[ will not be employees of our company?
That's right. The restaurant company can be completely independent.
That's a good ideal
: 1 don’t agree. We'll lose control of the restaurant!

o o
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Complete the conversation from a meeting using the phrases (a—g). Look at A and B opposite to

help you.

a lhave an idea
b I disagree with Ben
¢ That's a good idea

d Yes, but

e Do you mean
f That’s rnght
g what do you think

Anna:
Ben:
Charlene:

Ben:
Dan:

Ella:

Dan:
Anna:

So, who's the best person for the job? Ben, (1) s ?

Lea Smuth is very good. She has a lot of experience,

Pl about this. Malcolm Jones may be younger, but he has a lot of
experience too.

([ Lea can start work next week, Malcolm c¢an only start next month.
Can [ come in here? {(4) .o . We can give them both a job as a sort of test for
six months.

[ T keep them both for six months and then give one of them the
permanent job?

S .

74 I ! 1 hadn’t thought of that.

Match what happens in the meeting (1-7) to what the peaple say (a—g). Look at A and B
opposite to help you,

1 Naomi interrupts, and agrees with Linda. a [ have an idea. Let’s tell them we will order

2 Manuel gives his opinion.

more products if they can make the delivery
more reliable.

3 Manucl makes a suggestion.

4 Linda disagrees with Manuel.

5 The chair, Chris, starts the meeting.

I think Partco’s products are very cheap.

What do vou think about Partca, Manuel?

[= f=n

Is everybody ready?

6 The chair asks for Manuel’s opinion.

o]

Yes, but they never deliver on time,

7 Chris responds.

f That’s a good idea.

g Can I say something here? [ agree with Linda -
deliveries from Partco are always late.

Now put the sentences (a—g) in 49.2 above into the correct order.

Over to you

Think again about a recent meeting you attended. Write what people said to agree and
disagree. Use some of the expressions in this unit.
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- Pronunciation of the alphabet

fei/
fbi:/
/sii/
/diz/
fir/
fet!
/dzit/
fextJ/
fai/
/dzer/
/ket/
felf
fem/
fen/
fau/
/pt:/
fKjuz/
fa:/
fes/
ftiz/
fjuz/
it/
/'dabtjuz/
feks/
fwai/
fzed/

=l B I R - s -

- v

N%N€<=’""’"";-Q"OOI:‘.E'—‘W“—-
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Form

. Verbs 1: present simple

B You make the present simple with the base form (= infinitive).

B You add -s to the base form for ‘he’, “she’ and ‘it” (= third person).

m With some verbs, for example ‘go’ and ‘do’, you add -es to the base form.

Affirmative sentences

Negative sentences

1 work I do not
You : You don’t
He He
She works. She g()es I:Ot work.
I ogsnt
{ i3
We work We do not
They ’ They don’t
Question forms
Do L.
you
he
Does she work?
it
we
Do they
do Iou
Where Y
When he
Why does she work?
How it
d o we
- they
Examples

Which department does she work in? (Unit 7)

Some people work 20 bours a week. (Unit 8)

Do you comnusted (Unit 10)

He explains things very clearly. {Unjt 13}
She doesn’t bave computer skills. (Unit 13)

1 play the piana, but not very often. {Unit 20)

How do vou try to save money? (Unit 24)

When 1 press the button, the tray doesn’t open, (Unit 33)
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Form

Verbs 2: present continuous

W You make the present continuous with “be’ + the -fng form of the verb.

Affirmative sentences

Negative sentences

Tam I am not
I'm I’'m not
You are You are not
You're You aren’t
He is He is not
He’s He isn’t
She is working. She is not working.
She’s She isn’t
It It is not
It's It isn’t
We are We are not
We're We aren’t
They arc They are not
They're They aren’t
Question forms

Aml
Are you
Is he
Is she working?
Is it
Are we
Are they

am [
Where are you
When is he .
Why 5 she W()].'klllg?
How is it

are we

are they

Examples

Hotw are things going? (Umt 12)

What are you doing on Friday? (Unit 19)

I'm going to a sales meeting on Friday. (Unit 19)

Are you renting or buying your house? (Unit 24}

Business Yocabulary in Use {(elementary)




Verbs 3: past simple

Form
B You make the past simple of regular verbs with the base form {= infinitive) + -ed or -4.
m For most regular verbs you add -ed. For verbs ending in -¢, you add -d.

= Some verbs are irregular (= do not {ollow this pattern). For irregular past simple forms,
see page 112.

Affirmative sentences Negative sentences
I 1
Yon You
He He .
She worked. She 31131;1,? work.
It It
We We
They _ They
Question forms
I L]
yﬂll
" | he

Did she woark?

it

we

they

.

I
Where you
When he
Why did she work?
How it

you

the

Examples

His mother worked gt a furniture company. (Unit 12)
What did bis parents do? {Unit 12)

When did be leave school? (Unit 12)

I boughr it last year. (Unit 33)

Did you send the product back for repair? (Unit 33)
1 didn’t get that, (Unit 38}

.In June, sales went up by 250,000 units. (Unit 45)
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Verbs 4: present passive

Form

B You make the present passive with ‘is’ or “are’ + the past participle {= third form) of the
verb.

m Some verbs are irregular. For irregular past participle forms, see page 112.

They sell the products in supermarkets.

Fhey sell in supermarkets.
- Y

i The product I ’ is ’ J sold ‘ ’Tn supermarkets. |
i L
|
| ‘ Move to | Useis for
\ start of singular or
sentence. are for plural,
and add the
past participle
of the verb.
|
|
il‘ l 5 Affirmative sentences Negative sentences
I
‘ \ ;It'hc product | ;o sold in supermarkets. \ ;l;he product | . o¢| sold in supermarkets,
' The products . The products | are .
‘ They are sold in supermarkets. They not | sold in supermarkets.

Question forms

|] Is '.r:;e product
i i
sold in supermarkets?

| Are the products
I ," | they

|

| ! Where is the product
: I When t sold?
! Why are the products
I How they

Examples

’ The product is manfactured in Ching. (Unit 29)
| The vegetables are flown to Europe. (Unit 29)
The goods are stored in warehouses before they are sold. (Unit 29)

Where are your favourite clothes made? Where do you buy them? How are they
transported there? (Unit 29)
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. Verbs 5: past passive

Form

® You make the past passive with “was’ or ‘were’ + the past participle (= third form) of
the verb.

m Some verbs are irregular. For irregular past participle forms, see page 112.

Affirmative sentences

The product
was
It .
sold in supermarkets.
The products
They were
Negative sentences
'Il;'he product Was fiot
sold in supermarkets.
The products were not
They L.
Question forms
Was the product
it
1 sold in supermarkets?
Were the products
they
,_Wherf: was | the product
When v sold?
Why were | the products
| How they |
Examples

It was developed at an IBM centre in Florida. (Unit 31)
The disks were produced in Singapore. (Unit 31)

Where was the screen made? (Unit 31}
When were the first PCs produced? (Unit 31)
Where was it all put together? (Unit 31)
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Irregular verbs

”Base form (infiniti Third form {past participle)
' been

become

begun

broken

brought

built

bought

caught

chosen

come
cost
cut
dealt
done
drawn
drunk
driven
eaten
fallen
felt
found
flown
forbidden
forgotten
got
given
gone
grown
had
heard
hidden
hit
held
hurt
kept
known
laid

led

/ miflédrnes learnt/learned
= e

i
g%/fﬂ? e : lent

,'I,_ y
it ,i,:,./?%i:' /w i
i |

i
I

i
! r,r'!f':.}%*h'/é',
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Base form (infinitive) Second form (past simple) Third form (past participle)

- let

i lain

' lost

' made

meant

i 4 met

paid

A quit

' read

ridden

| rung
risen

| said

| seen

il sold

sent

set

i shaken

f’ shot

i) shown

i shut

i sung
i sat

i / slept

i ﬁ; i spoken

;,ﬁ@/‘; spent

) /, "f spread
: stood

s stolen

{5” i / stuck

/ !ﬁ,;,,.'
L
TR !ff taken

| aughe

/ g told
j thought
{%{{ i thrown

. understood

i worn

m
‘/xif/f;// ’f

Zr’ ‘,'_J}'.-‘ / /

Yl womn
{f

i written
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- Answer key

1.3

1.5

1.6

IIJ 2.2

2.3
2.4

| 3.1

i 3.2

L4

Nouns: salary, money, sales
Verbs: lose, learn, sell
Adjectives: big, expensive, helpful, long, old

2 phrase 4 phrase 6 phrase
3 sentence b sentence

2 true 4 false 6 false
3 true 5 true

1 I live in Paris.
2

Base form (infinitive) Second form (past simple)

be wasfwere
become became
come came

3 1c,2a, 3b

41 base 2 second 3 plural 4 question 3§ phrase
full-time job, part-time job, permanent job

money: currency, dollars
company departments: research and development, marketing, training

1f, 2e, 3b, 4c, 5d, 6a

These answers are for the Cambridge Essential Fnglish Dictionary.

1 ‘s uses 44 pages (pages 276-320)
X’ has three entries

3 before: ‘employ’; after: ‘employer’

4 In the CEED, you look at the entry for ‘rose’ to find the verb *rise’. You can also look at the
verb table on page 112 of this book.

5 work, worker, world, World Wide Web, worse, worth

five
heavy /"hevi/
an adjective

light

PN =

yes
She got a job as a cleaner. I did a few jobs around the house. It's my job to water the plants.
make a bad/good job of something

no

BWw N =

Business Vocabulary in Use (elementary)



3.4

4.1
4.2

4.3

5.1

5.2

5.3

1 a noun
2 four

3 We do a lot of business with China. He runs a small decorating business,
be none of someone’s business, mind your own business

1 four hundred and thirty-two four hundred chirty-two
_2_ 240,000 two hundred and forty thousand two hundred forty thousand
3191 ] a/one hundred and ninety-one one hundred ninety-one
4| 11,000,000 | eleven million eleven million
_5_ 6,912 | six thousand nine hundred and twelve T six thousand nine hundred twelve
2 eighteen fourteen 4 nineteen oh one 6 nineteen forty-four
3 eighteen seventy 5 ningteen twenty-six 7 nineteen ninety-two

Over to you — sample answer

2 —two

10 - ten

3,320 ~ three thousand three hundred ahd twenty (BrE); three thousand three hundred twenty
(AmE)

3,000,000 — three million

$5,000,000 - fifty-five million

1 third 3 twenty-ninth 5 forty-first
2 seventeenth 4 thirty-third 6 ffty-sixth
Carnegie 4 Sriter

Hall ; _ '-'

T

Y Sreect

¢ Streer

St Patrick’s

Cathedral Unired
Nations

Times

Square

Percentage Fraction Decimal

seventy-five per cent three quarters

1
2 | fifty per cent ’ a half { one half
3

| (noughtizero) point seven five

{nought/zero) point five

twenty-five per cent I a quarter / one quarter (nought/zero) point two five
4 | twenty per cent a fifth / one fifth T {(nought/zero) point two
5 | ten per cent a tenth / one tenth (nought/zero) point one

Qver to you — sample answer
I work on the fifth floor. Ms Adams works on the eighth floor. Mr Bryant works on the
nineteenth floor. Mrs Cass works on the twenty-third floor.
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6.1

6.2
6.3

7.1
7.2

1.3

7.4

8.1

2 a photographer
3 an architect
4 a doctor / a nurse

1h, 2f, 3e, 4¢, 5a, 6d

2 What does he do?
3 What do they do?
4 What does she do?

Qver to you — sample answer
I'm a factory worker. I want to be rock musician.
Ann is a manager. Bob is an office worker. Charlene is a driver.

2e, 3d, 4a, 5¢

1m 3 at
2 on 4 in

1 do you work in
2 does she work in

5 in 7 at
6 on
3 does he work in & do they work

4 dd you work

1 telecoms 3 education 5 advertising
2 oil 4 tourism 6 construction

Over to you — sample answer
I work at head office. Jaime works in the finance department, Sheila and Ursula work in the

production department.
. [cluls]1Po[mlE[R]S
7l v U
€| [T | [ _
0 E R P °F
Plefr[m[aIN[E[N]T] fclofi[LlE[ajaulE]S]
L P ' M L
el o M [E ] [
“plalR[TIT[1[M[E (R| | L] 7]
A 5] 9] L
Fclo|N]T|R]AC]T] Y M)
Y clo[m[Plu]T]E[R] |[E]
E

82

L1é

retire retirement
resign resignation
dismiss dismissal
Noun Adjective

redundancy | redundant
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8.3

9.1
9.2

9.3

10.1
10.2

10.3

11.2

1.3

1 redundant 2 resign 3 fire 4 retire

Over to you — sample answer
I have a full-time job. I'd like a part-time job so T can have more time with my children. My job
is permanent — I have a contract.

1 true 2 false 3 false 4 troe

1 How many 4 how many 7 Are there 10 on average
2 about 5 There are 8 thereis

3 exact fignre . 6 altopether 9 hours a week

1 head office, offices 2 branches 3 warchouses 4 sites

Over 1o you — sample answer

[ work for ATR Manufacturing. Our head office is in Mexico City. There are about 15,000
employees. We have ten sites altogether in Mexico — two offices, seven branches and one
warehouse.

1, 2a, 3d, 4c, 5b, Ge

1 never gets 3 leaves 5 stops
2 doesa’t get 4 goes, reads 6 walks

6,5,2,3,4,1

Qver 1o you — sample answer
I commute to work — I take the train. I Icave home at 8.15 and I get to work at 9.15.

2 the finance director 3 the chief executive 4 the sales director
5 the research and development director

2 The finance director is responsible for getting the money to develop and make the planes.
3 The chief executive is responsible for the whole company.

4 The sales director is responsible for finding customers for the planes.

5 The research and development director is responsible for thinking of new ideas for planes.

Carlos Sonera
production director

personal assistant
Sandy Baker

4 production managers

-

& Carlos Sonera is in charge of production. Ninety employees work
under him - four production managers, eighty production workers
and his personal assistant, Sandy Baker.

80 production workers

Over to you — sample answer

Nadine Goodall
sales director

personal assistant
Lydia Bax

4 sales managers

|

\ 30 salespeople ;l
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12.1

Base form (infinitive} Second form (past simple)

. | E be wasfwere
become became
come came
do did
get got
go went
join joined
leave left
move moved
start started
study studied

} work worked

12.2 1g0 2went 3 did 4 worked 5 joined 6become 7 became 8 move 9 got

Over to you — sample answer
_ I was born in 1971 in Aarhus and I went to school there. [ moved to Copenhagen in 1995 when
& N ) I joined Carlsberg. I became head of sales in 2001.

| ‘ 13.1 1 He’s (very) good with computers.
gl 2 She isn’t very good with computers.
3 She’s (very) good with people.
4 He isn’t very good with people.
5 He’s (very) good with figures.
6 She’s good with figures.

Il 13.2 Jocasta doesn’t have computer skills.
I Jocasta has people skills.
Boris doesn’t have people skills.

13.3 1 language skills
2 problem-solving skills
| 3 presentation skills
[ 4 negoniating skills
5 listening skills
6 management skills

Over to you — sample answer
' I’m very good with computers and very good with people. But P'm not very good with figures.

4.1

£

.\SC
: 290 Park Lane, London W1

Wy
Tel: +44 20 970 2000 Fax: +44 20 970 2055
Email: sam.unwin@bisg.co.uk

Samantha _ Unwin , BA {French)

.Jraining Director
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14.2

15.1

15.2

16.1

16.2

1 experience 3 learn 5 on-the-job
2 as 4 skills 6 training course

Over to you — sample answer
In my job - selling — qualifications are not important. You just scll the products. _
You get a lot of on-the-job training. But it’s good to go on training courses about the products.

one thirty / half past one

three forty-five / quarter to four

six o'clock

seven fifteen / quarter past seven

eleven twenty-nine / twenty-nine minutes past cleven
twelve thirty-seven / twenty-three minutes to one

N kBN -

1 from, in the morning, in the afternoon

2 at, in the evening, at, three in the morning
3 at, in the morning, at, in the evening

4 at, in the morning, at, in the afternoon

Qver to you — sample answer
If’s 2.30 pm now. I go to work at 7,30 am. I get home at 5.45 pm.

1 A: When does the train leave Singapore?

: It leaves Singapore at 08.30.

: Is it a direct train?

: No, it isn’t. You change trains in Kuala Lumpur and Butterworth.
: When does the train arrive in Knala Lumpur?
: It arrives in Kuala Lumpur at 15.00.,

: What rime does it leave Kunala Lumpur?

: It leaves Kuala Lumpur at 20.10,

: When does it arrive in Butterworth?

: It arrives in Butterworth at 06.10 the next day.
: When does the train leave Butterworth?

: It leaves Butterworth at 14.30.

: When does the train arrive in Bangkok?

: It arrives in Bangkok at 10.00 the next day.

[+

w

FrrFrErFprpFeErT

o~

(%2}

=]

~l
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16.3

17.1

17.2

17.3

18.1

18.2
18.3

120

2 A: How long does the journey take from Singapore to Kuala Lumpur? B: It takes six and a
half hours.

3 A: How long does the journey take from Kuala Lumpur to Butterworth? B: It takes ten hours.

4 A: How long does the journey take from Butterworth to Bangkok? B: It takes nineteen and a

half hours.
Over to you — sample answer
A: What tme does the train leave Paris? B: It leaves Paris at 14.00.
A: When does it arrive in Valence? ~ B: It arrives in Valence at 16.30.
A: When does it leave Valence? B: It leaves Valence at 16.335.
A: When does it arrive in Avignon? B: It arrives in Avignon at 17.00.
A: How long does the journey take? B: It takes three and a half hours.
2 the twenty-fifth of April April the twenty-fifth April twenty-fifth
3 the fourth of July July the fourth July fourth
4 the fourteenth of July July the fourteenth July fourteenth
5 the twenty-ninth of Qctober Qctober the twenty-ninth Qctober twenty-ninth
6 the twentieth of November November the twentieth November twentieth
7 the thirty-first of December Decernber the thirty-first December thirey-first

1 The Cat Show is on Monday 28th March / Monday 28 March / Monday March 28th.

2 The Business Show is on Thursday 31st March / Thursday 31 March / Thursday March 31st.
3 The Fashion Show is on Saturday 2nd April / Saturday 2 April / Saturday April 2nd.

4 The Home Show is on Sunday 3rd April / Sunday 3 April / Sunday April 3ed.

& The Boat Show is on Wednesday 20th April / Wednesday 20 April / Wednesday April 20th.

1in 3 in, in 5 on
2 on 4 1n

Over to you — sample answer

My birthday is on the twenty-second of September. My birthday is on 22nd September.
The next payday is on the twenty-fifth of May. The next payday is on 25th May.

I go on holiday on the first of July. I go on holiday on 1st July. '

2 on time 4 ten muinutcs late
3 half an hour late 5 half an hour early

1c, 2a, 3d, 4b

2 T usually have lunch at a restaurant. 4 I always watch television in the evening.
3 I never go skiing in winter. 5 I often go to the gym.

Qver to you — sample answer

I often have lunch with colleagues.

I never go for a drink at the pub after work.
I sometimes go to the cinema in the evening.
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19.1

19.2

20.1

20.2
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21.2

= ES -
|CJ rn“‘—||m|m|:n|m — Z|~—|

2 On Tuesday I’'m visiting a customer in the morning, I'm meeting my daughter’s teacher at her
school in the afrernoon.

3 On Wednesday Pm working at the office in the morning, I'm visiting a company in the
afternoon,

4 On Thursday I'm seeing my manager in the morning. I have an appointment with my doctor
in the afternoon. / Pm seeing my doctor in the afterncon.

5 On Friday I'm visiting a customer in the morning. I'm playing golf with him in the afternoon.

1 busy 3 free 5 at 7 How
2 meet 4 shall 6 When

Ovwer 10 you - sample answer

On Monday I'm working all day in the office. 'm having lunch with my friend Jim.

On Tuesday I have an appointment with my doctor in the afternoon, then I'm going back to the
office.

On Wednesday I’'m visiting a customer.

On Thursday and Friday I'm going on a training course.

I go walking/swimming, I like / I'm interested in music/reading.
I play the violin / the piano. I play golf/football.
FPTLPalv]ATCTo]T]oT¥]
i H
W R
1| [aolo]sw]I[m[m]i[N]G]
C] A
AlK]E[TIH]E[D]A]Y]O]F

GEE

F
R
E
E[a[co[F[F[E[E]B]R]E
T
|
M
E

10

5

'T]A

o[A]Y]
N|D]

K
1 oo
A [

6 [@IELEI

Over to you — sample answer
To relax, I go swimming at lunchtime. In the evening, I often go to the theatre. And I take a day
off every month.

1 BrE: four thousand three hundred {and) eighty-four euros and fifty-three cents;
AmE: four thousand three hundred eighty-four euros and fifty-three cents

2 BrE: ten thousand and thirty-six pounds and eighty-one pence;
AmE: ten thousand thirty-six pounds {and) eighty-one pence

3 BrE: eight bundred and twenty-three dollars and ninety-seven cents;
AmE: eight hundred twenty-three dollars {and} ninety-seven cents

4 BrE: two million five hundred and fifty-two thousand nine hundred and thirty-four dollars
and thirty-two cents;
AmF: two million five hundred fifty-two thousand nine hundred thirty-four dollars {(and)
thirty-two cents

2 thousands of dollars

3 billions of pounds
4 millions of euros
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21.3 2 The price of the villa is around seven hundred thousand euros.
3 The price of the flat is roughly three hundred thousand euros.
4 The price of the studio is approximately fifty thousand euros.

Over to you — sample answer
The price of a big house is about €600,000. A small house costs arcund €400,000. A big flat
costs roughly €350,000. The price of a small flat is approximately €250,000.

22.1 1 How much 3 price of 5 cost
2 isfcosts 4 much does 6 is/costs
22.2 1 false 3 true 5 false
2 true 4 false
22.3 1 ofis 3 this, is 5 is 7 1s
2 are 4 are 6 of, is

Over to you — sample answer
In my country, we pay VAT. The rate is 19 per cent on a lot of products. But VAT on books is
only 5 per cent, and there is no VAT on food.

23.1 1b, 2d, 3c, 4e, 5a, 6f

23.2 1 change back 3 five/fifty-dollar bill/note/banknote 5 coin
2 currency in Doradia 4 divided into

23.3. 1b, 2d, 3a, 4e, 5¢

Over to you — sample answer

In Russia, there are notes for 500, 100, 50 and 10 roubles. There are coins for S roubles, 2
roubles and 1 rouble, and for 50 and 10 kopeks.

The exchange rate is about 35 roubles to the euro.

24.1 Verb base form (infinitive)] Noun
COSt COst
lend loan
repay repayment
save savings
24.2 1 lent, repay 3 costs 5 borrowed, repaid
2 loan, repayments 4 save
24.3 1 sale 3 can’t afford 5 expensive
2 special offers 4 waste 6 rent

Over to you — sample answer
I'm very careful with money — I try not to waste it. I eat at home because I can’t afford to eat in
restaurants. In shops, 1 look for special offers.

25.1 1c, 2d, 3e, 4b, 5a

25.2 1 company car 3 free meals 5 basic pay
2 company pension 4 working hours
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25.3

26.2

ic, 2a, 3b, 41, 5d, 6e

Over to you — sample answer

o Gizmo Consumer Goods
" London
Sales Directo

Salary: €120,000 per year

Working week: Monday to Friday, 9.00 am — 5.00 pm
Benefits

- 35 days’ holiday per year

- Company restaurant with free meals
— Company car
- Company pension
Email humanresources@geg.co.uk

PBlA[N]K]1[n]6
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1 [RjE[C]T][LT]Y]
R
1 credit card 3 debr 5 cash machine
2 limit 4 owed 6 cash card

Over to you — sample answer

7 take out

At the supermarket, I always pay cash. But when [ buy something expensive, like furniture, I use

a credit card.
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Adjective Noun

long ~ length
wide width
thick thickness
square squarc

rectangular | rectangle |

| weigh | weight |

1 wide, width 3 rectangular
2 thickness, thick 4 weighs

1 what does it
2 easy to use
3 fast

Over to you — sample answer
[ have a radio, Tt’s rectangular, It’s 8 em long, 3 cm wide and 1 em thick. lt weighs 200 grams.

Adjective Opposite

friendly unfriendly

reliable : unreliable _

helpful | unhelpful :

comfortable \ uncomfortable

clean dirty ‘

low high

1 unfriendly 3 unhelpful 5 uncomfortable
2 unreliable 4 dirty 6 high

1 comfortable/modern 3 comfortable/modern
2 terrible 4 unreliable/terrible

Over to you — sample answer
I like Joe’s dry cleaners. Joe is very friendly and helpful. The service is reliable and the shop is
very modern. And the clothes are very clean when [ get them back!

Business Yocabulary in Use (elementary)



29.1

29.2

30.1

30.2

Base form {infinitive] Third form (past participle}

buy bought

distribute  distributed
LﬂT flown

Srow grown

load i loaded

malke made

manufacture manufactured

sell - sold

ship shipped

store stored

unload | unloaded

1 are made 3 are loaded 5 is unloaded 7 are distribured
2 is manufactured 4 is shipped 6 are stored 8 arc scld

+

Over to you — sampie answer
My favourite clothes are made in Milan. [ buy them in my local clothes shop. They are
transported there by plane and truck from Italy.

W
FeTATTIATL[O[6LUE]
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1 at 3 by, from
2 overfon 4 by, on

Over t0 you — sample answer
1 like shopping a lot. I buy my clothes at the shopping mall cutside my town.
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31-] Base fo . ad 1o DA DJ DIE

| develop developed
- distribute distributed
| make made
| manufacture manufactured
pack packed
put together . put together
sell ' sold
write i written
31.2 1 put together 3 distributed 5 developed
2 sold 4 packed

31.3 5,1,4,3,2

Over to you - sample answer
My BMW was made in a factory, in Munich. BMWs are sold all over the world.

32.7 1b Pull the lever. 5d Turn the key to start.
32.2  2c Key in your PIN number. 6f Plug the cable into a socket.
3a Put your ticket into the slot. 7¢ Insert your card.
4e Push the door to open. 8¢ Select a language.

32.3 f,gbdcea

Over to you — sample answer
Put your money into the slot. Press the button to select your drink. Wait for 20 seconds. Take
your drink,

33.1 1c, 2e, 3a, 4b, 5d

33.2 1 gunarantee 3 call centre 5 breaks down, under guarantee, replacement
2 take it back 4 fault, repair

Over to you — sample answer
My mobile phone broke down. I took it back to the shop where I bought it. It was under
guarantee, They gave me a replacement.

34.1 1a, 2b, 3b, 4a, 5b, 6a, 7a

342 1 seat 3 There’s 5 have 7 staying
2 something 4 this 6 been 8 like

34.3  1c, 2b, 3e, 4a, 5d

Over to you — sample answer

You:  Jack, this is Susan Kelly from GJI in New York.

Susan: Pleased to meet you.

Jack:  Nice to meet vou, Susan. Have you been to Vancouver before?
Susan: Yes, I was here about five years ago.
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36.1
36.2

36.3

3N

a,d,e b, f,c,g

th, 2c, 3d, 4a

1

Alain: Would you like a dessert?
Bengt: Yes, Tl have ice cream, please.
Alain (to waiter): Two ice creams, please.

Pengt: That was delicious.

Alain: I'm glad you liked it.

2

Alain (to waiter): Can we have the bill, please? {to Bengt) I'll get this.
Bengr: Thank vou very much.
Alain: My pleasure.

Over to you — sample answer

You: Do you live in Lisbon?

Your visitor: No, 1 live in Sintra. [ drive to work every day. It takes about an hour,

You: Do you like commuting?

Your visitor: It’s OK! 1 listen to the radio.

You: What do you do in your free time?

Your visitor: { go fishing, and I play a lot of tennis.

You: Really? 1 play rennis too! How about a game tomorrow after our meeting?

Your visitor: Good idea!

e,b,a,¢d

1 Good morning 3 please 5 My name’s

2 Hello. Can [speak to 4 calling please 6 put vou through

1 phone/call again next week 3 for phoning/calling 5 Bye/Goodbye
2 good to talk to you 4 See you

Over to you — sample answer
Rosalia Mendoza, Good morning/afternoon,
someoine you kaow: A: Rosalia Mendoza. Good moming.
B: Hello, Rosalia. It’s Terry herc.
A: Hello, Terry. How arc you?
someone you don't know: A: Rosalia Mendoza. Good morning.
B: Hello, Ms Mendoza. My name’s Ulf Jensen, I'm calling from
LKAB in Sweden.

2 No, D for Deita. 4 No, N for November, 6 N, ¥ for Foxtrot.
3 N, P for Papa. 5 Ne, Y for Yankee.
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€
-
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38.1

38.2
38.3

128

2 F for Foxtrot, A for Alpha, N for November, S for Sierra, H for Hotel, A for Alpha,
W for Whisky

> T T T
00 44 131 937 9321

3 P for Papa, E for Echo, T for Tango, E for Echo, R for Romeo, double S for Sierra, O for
QOscar, N for November

P Ol
00 46 8 487 5044

4 H for Hotel, A for Alpha, N for November, K for Kilo, S for Sierra

Y ¥ Ty
00 1 918 324 6622

5 T for Tango, A for Alpha, N for November, A for Alpha, W for Whisky, A for Alpha

AT Ty
00 81 42 975 2349

6 D for Delta, O for Qscar, § for Sierra, new word, S for Sierra, A for Alpha, N for November,
T for Tango, O for Oscar, S for Sierra

¥ ¥ Ty
00 55 61 648 7785

1d, 2c, 3b, 4a

Over to you — sample answer

My name is Rosalia Mendoza, R for Romeo, O for Oscar, $ for Sierra, A for Alpha, L for Lima,
T for India, A for Alpha, new word, M for Mike, E for Echo, N for November, D for Delta, O
for Oscar, Z for Zulu, A for Alpha.

My home address is calle Kahlo 32. K for Kilo, A for Alpha, H for Hotel, L for Lima, O for
Oscar, number 32.

My company address is Diagonal 550, Mexico City. D for Delta, I for India, A for Alpha, G for
Golf, O for Oscar, N for November, A for Alpha, L for Lima, number 550.

My number is:

ed v & 7 o

00 55 8302 9922

Double oh  double five  eight three oh two  double nine double two

1 Right. / OK. / I understand.

2 Sorry, I didn’t get that. Could you speak more slowly, please?
3 Sorry, I can'’t hear you. Could you speak up, please?

4 Could you spell that, please?

5 Can you repeat that, please?

6 That’s it. / That’s right.

i, g d ki, e £ ¢, hya,b

Possible answers:

Sophie: My number is 00 33 21 1 39 47 06.

Lows: Sorry, I can’t hear you. Could you speak up, please?
Sophie: Yes, of course. The number 1s 00 33 21 39 47 06.
Louis: So, that’s 00 33 21 39 47 06.
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39.1
39:2

40.1

40.2
40.3

Over to you — sample answer

A: My name’s Paul Robbins.

B: Sorry, I didn’t get that. Can you speak more slowly, please?
A: 'm sorry. My — name — is — Paul - Robbins.

B: Can you spell that, please? Is that one B or two?
A: Two. R-O-double B-1-N-S,

B: R-O-double B-I-N-S.

A: That’s right.

B: And what’s your email address?

A: Paul dot Robbins at K-D-E dot co dot U-K.

B: Thank you.

h) d! f? k! m.‘ 1." b? g! a! j! c) 1?“:

TELEPHONE MESSAGE

Message fOI" Mary Tnsvor : oA

‘Name of caller: Ray Bradman ;

[] il call again [7] Please call
Phone number: 0131 899 0210

! W urgent . []Noturgent
i :

Over to you — sample answer

My name’s Rosalia Mendoza. I'm calling from GIC in Mexico City. Can you ask Ms Robinsen

to call me back? My number is 00 55 8302 9922. Thank you.

1 written 3 reply 5 read, replied
2 received 4 got 6 fax
2 formal 4 formal
Dear Ms Lumsden Dear Ms Lumsden
Yours sincerely Yours sincerely
Tony Kent Roger Olafsson
3 informal 5 formal
Hi Kay Dear Madam
Best Yours faithfully
Serena Janet Freeman

QOver to you — sample answer

I prefer to phone friends, to send emails to colleagues, and to send faxes to clients.
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41.1

41.2

421

42.2

rr———

42.3

- — . —

43.1

130

5 let me know
6 look forward

1 Thank you for 3 Could you
2 I'm writing to 4 I'm

td, 2a, 3b, 4c, 5f, B¢

QOver to vou — sample answer

Decar Mr Cheng

Thank you for sending the derails of your trip. Our office is ncar the rue Montmartre. Pm
atraching 2 map showing how to find it.

I'lock forward to meeting you.

Yours sincerely

Florence Duval

Send {hat Attach Address Fonts  Colors 51VEAS Draft

Eer‘........m,,_,..,.....::markwa'lker@bestco uk TO :- “"c_omhm@bestco uk ___—_—i
LG ;da\ndjames@bestco uk Subjec...... Request for_ lnforrﬁghon
Attachment. Safes reb&t do_(_:_d__;' :

vt B PO

I'm attaching the report you requested. Could you forward it to Sarah? | don't
i know her email address— I think | deleted it by mistake! I'm copying this emaii
. to David too.

. Best wishes

| Mark

2 T'm 50 glad you had a nice trip back to London,
3 T've posted the brochure to yon,
4 They are v. interested in working with you.

1 We are arriving in London on Monday.

2 It was very good to speak to you yesterday.
3 I hope that your hotel is comfortable.

4 T will be in touch again soon.

Over t0 you — sample answer

To a colleague:

Hi: Steve

Here's the report. [ts v. interesting,
Best

Florence

To a customer:

Dear Mr Cheng

Please find attached the report we discussed. T think you will find it very interesting,
Best regards
Florence Duval

1 about 3 for 5 about
2 at 4 onto
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43.7 2 flipchart 4 projector
3 check the room 5 handouts

43.3 ecgb,f,a,d

Over to you — sample answer

My name’s Juana Lopez and I work for the First National Bank of Costa Rica. Today I'm going
to talk about different types of lending. First, U'll talk about lending to businesses. Then Ull move
on to lending to individuals. And finally, I’ll look at possible developments for the next ten
years. [f you have any questions, I'll be happy to answer them at the end.

44,1  Possible answers:
2 As you can see in this slide of the sales plan ...
3 Now let’s Jook at Samson’s branches.
4 That is the end of my presentation. Thank you for listening,
5 Are there any questions?

44,2 2 I'm sorry, but I can’t give you that information.
3 1If you have any questions, I'll be happy to answer them now. / Are there any questions?
4 Could you repeat the question?
5 I’m sorry, but I don’t know the answer to that.
6 Can I check and get back to you?

Over 10 you — sample answer

First section

First, let’s look at lending to businesses. When we lend money to businesses, we want to be sure
that they can pay the moncy back. So before we lend money to them, we ask to see their
accounts and their sales plan for the next five years,

i
o

Others 10% Delta 45%
Alpha 20%
1 7 !f f i’yr
.
. f/g;,g;ﬂjf.ﬁg :-’/ﬁ’:.?
Fche 25% & !ﬁf!}ff/ff/ /s
Possible sentence:
The segment shaded blue shows that 45 per cent of the cars sold in Estland last year were Delta
models.
45.2 Base form (infinitive) Second form (past simple)
decrease decreased
go down went down _.
| fall fell
increase increased 4~
| rise | rosc
stay the same stayed the same

Business Vocabulary in Use (elementary) 131




45.3

46.3

47.1

47.2

47.3

132

1 went down 3 by 5 to
2 stayed the same 4 from 6 up

Over to you — sample answer

16_| I—
14+
124
10~

days off
oo

In January, February and March, I usnally take two days off each month because I'm ill. In
April, this rises to five days off, because I take a holiday that month. In May, June and July I
take a day off each weck to play golf, so the number of days off falls to four days each month.
In August, I go on holiday for three weeks — so I take 15 days off. 1 work very hard in
September, October, and November, so the number falls to one day off each month. In
December, the number rises to seven days off because of winter holidays.

2d 4e

3b 5 a

1 Can I ask you to keep your voices down in this area?

2 Follow me and let’s go into the finance department.

3 I'm afraid we don’t allow any photography during the tour.

4 On the left you can see the company’s machines.
5 I'm afraid room 101 is restricted.

2 move 4 left 6 gofcontinue 8 restricted
3 way 5 right 7 look

Over to you — sample answer

Guide: Good morning, ladies and gentlemen, and welcome to the DDE Advertising Agency. One
hundred people work on this site and today we’re going to see some of the things that they do.
We'll start here in the reception area, and then we’ll look at the offices where the managers
work, and at the design department, where the advertisements are designed.

First, let’s go to the offices. Come this way, please.

1 missed 3 postpone 5 attended

2 cancel 4 arrange 6 miss

1 take the minutes 3 attend a meeting

2 send out the agenda 4 send your apologies
1 agenda 3 attend 5 items

2 venue 4 minutes
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48.1

49.1

49.2
49,3

Over to you — sample answer

AGENDA
Staff meeting, 25 January 20_ _ , Meeting room 3

Apologies for absence

. Minutes of the last meeting
1 Car parking
2 Company restaurant
3 Holiday dates

4 AOB
1 for 3 ar 5 up 7 in
2 for 4 on 6 with, of

1 Val, can Yvonne say something here? / Val, can Yvonne come in here?
2 Val, just a moment. Let her/Yvonne finish.

3 Is everybody ready? Let’s make a start. -

4 Tanya and Stefan send their apologies.

5 Can I sum up?

6 Does everyone agree with the minutes of the last meeting?

7 Ithink that’s all for today. Thank you for coming.

8 So, the first item is the company’s new restaurant.

Qver 1o you — sample answer
Chris: Is everybody ready? Let’s make a start.

Chris: Tom and Carl send their apologies: they can’t attend the meeting today. Does everyone

agree with the minutes of the last meeting?
Chris: So, first item is the move to new offices. How are things going, Rebecca?
Chris: I think thats all for today. Thank you for coming. See vou at the next meeting.

1g, 2b, 3d, 4a, 5c, 6f, 7c

1g, 7b, 3a, 4e, 5d, 6¢, 7f

d) C? b! e’ g? a)‘f

Qver to you — sample answer

Rebecca:
Kerry:
Rebecca:
Suzanne;
Kerry:
Suzanne:
Kerry:

I think everyone is ready for the move.

I'm afraid I disagree. There is still a lot of work to do.

Yes, but most departments are ready.

I have an idea. Why don’t we postponc the move for 2 month?

Do you mean we can move in May instead of in April?

That’s right. -
That’s a good idea.

Business Yocabulary in Use (elementary)

£33




e

134

The numbers in the index are Unit numbers not page numbers.

abbreviations /3 britvi'cifnz/
22,42

about /a'baot/ 21

add onto fwed 'pntur’ 22

adjective /'adzikuv/ 1

advertising /“wdvotaiziy/ 7

agenda /a'd3zenda/ 47

agree /a'gri:/ 49

altogether / a1lta'gedal 9

am {e1'em/

AOB (any other business)
{etau'biyf 47

apologies /a'poladziz/ 47

appointment /2'pointmeant/ 19

approximately /a'proksimotlif
9,21

April Merpralf 17

architect Matkitekt! 6

around /a'raund/ 21

arrange a meeting /2,reimnd3 2
‘mityf 2, 47

artist /'aitist! 6

ATMs /ertir'emz/ 26

atrachment /a'teet fmant/ 41

attend a meeting /o tend a
‘mistigd 47

audience /'odiants! 43

August Margast! 17

autumn Motom! 17

balance /'bwelans/ 26

bank /banks 23

bank account /'benk akaont/
26

bank holidays / bapk 'hpladerz/

17

banknotes /'benknauts! 23

bar chart /'ba: tfa:t/ 43

bar graph /'bar gra:f/ 43

base form (infinitive) /"bers
[omm/ 1

basic pay / beisik per/ 25

basic price / beisik prars/ 22

benefits /'henifirs/ 25

bilingual dictionary /bar higgwl
‘dik[nrid 3

bill /bilf 33

bold /bauld: 3

borrow /'borau/ 24

branches /'braimnt[1z/ 9

brand new / breend 'njui’ 33

break down / bretk daun/ 33
{= verb)

brochure /'braufa/ 41

bureau de change / bjuarau da
tfends’ 23

bus /bhas/ 10

business card /'biznis ka:df 14

busy /'bizi/ 19

buy /bar/ 29

by /bar/ 10, 45

by post /bai 'paust/ 30

call centre /'kazl 'sentai 33

can’t afford ‘kaint a'fauds 24

cancel a meeting / kansl o
'‘mitligd 2, 47

careful with money / keafl wid
‘manii 24

cash /'kee[/ 23

cash card /"kee[ ka:d’ 26

cash machines ke[ mafiinz/
26

cataloguc /'ketalng! 30

chain store 't cin stor’ 30

chair a meeting /( fca 3 'mizting/
47

chairman/chairwoman/chair
Mt feamand /'t fea, womoan/
tfeal 48

change /tfeinds’ 23

change it back / tJcinds 1t
'haeki 23

change trains / 1 [eindz "tremz/
16

check /1Jck! 43

checkout /'t [ekaot! 30

cheque /t[ek/ 21

cheque account /'t fek akaont/
26

cheque book /"(Jck buk/ 26

chief executive / t[i:l
ig'zekjativd 11

choose /1 Juiz/ 30

clean /klimn/ 28

close a meeting / klauz 2
‘miztiny/ 48

coins /komnzf 23

colleagues /'knlirgz/ 8

college /'kolids/ 7

comfortable /'kampftobli 28,
34

commission ‘Ka'mifn’ 23

commute ‘ka'mju:ty 10

commuter ‘kKa'mjuztai 10

company car / kampani 'ka:/
225

company pension / kampani
‘penfn’ 2, 23

company restaurant / kampani
‘restront/ 2, 25

computer skills ‘kKam'pjuita
skilzf 13

confirm /kan'faim/ 41

comstruction ‘kan'strak[n/ 7

construction site /kKan'strak[n

Business Yocabulary in Use {elementary}

sart/ 7

construction worker
/kan'strak/n waka/ 6

contract /'kontrakt! 8 {= noun)

contractions /kan'(riek 'nz/ 42

convenience store
{kan'vimnians stoy 30

copy {'kopi/ 42

corner shop /ka:mna [op/ 30

cost /kost/ 21

cost a lot / kost 2 'Int/ 24

courier 'koria/ 40

credit card Mkredit kard/ 26

currency /'karansi/ 23

current account /'karnt
a'kaunt/ 26

customers /'kastamaz/ §, 29

cycle M'satkly 10

December /di'sembal 17

decimals /'desimlz/ §

decrease /'dizkri:s/ 45 (noun)

degree course /dr'griz kais/ 14

delete /dr'list/ 42

delicious /dr'lifss/ 28, 35

department store /di partmant
stor 30

departments /di'paitmants/ 30

develop /di'velap/ 31

diary “datori/ 19

dimensions / dat'ment [nz/ 27

direct sales /direkt 'serlz/ 30

direct train /drrekt 'tremn/ 16

disagree / disa'griy 49

dismiss /di'smis/ 8§

distribute /di'stribjurt/ 29, 31

divided into /dr'vardrd inta/ 23

do cxcrcises / du: 'eksasarziz’
2

Do you like /du: ju: 'latk/ 35

Do you live /du: jus ‘livi 35

doctor /'doktai 6

double /'dabli 37

dream job / dri:m 'dzob/ 6

drive /drarvi 10

carly /'a:lif 18

earn /3:nf 25

earn interest / 3:n 'intrast! 26

easy to usc Miizi tur juis/ 27

e-commerce 'z komars/ 30

education { edso'kerfnf 7

electrical goods shop /1 lektrikl
'‘gudz [op/ 29

email “i:meilf 40

employees /im'ploiizz/ 8, 11

enclosure /in'klaozal 41

engineer / cndzi'mial 6



English-English dictionary
dmgl gl dikfnrid 3

entry f'entri/ 3

exact figure /1y, 2wkt 'Tiga/
9,21

exchange money /iks tfeindz
'mani! 23

exchange rate /Tks't femnd3 reitf
23

cxcluding tax /tks klurdg
tazksi 22

excuse me JK'skjuis mii’ 34

expensive fik'spensivi 24

experience /1k'sprorionts! 14

factory /'fektri! 7,29, 46

fall A1 45

fast ffarst/ 27

faulr ifarlt/ 33

fax ks’ 40

February /'februrii 17

finance /'famaents! 7

finance department /'fainens
dr,paztmant/ 7

finance director /'fainints
drrekta’ 11

fine /famn/ 34

fire ifara/ 8

first st 4, 17,43, 44

flight flart! 34

flipchart /'flipt Ja:t! 43

floors ilaizi 30

fly /flai/ 29

formal /' foiml’ 40

forward /'orwadi 42

fractions /'fracknz’ §

free meals / fri: 'mitlzd 25

free time / frir 'tarm/ 20, 35

Friday /'fraider/ 17

friendly /Mrendll/ 28

fuli-time jobs /,ful taim 'd3obs/
8

get fgetd 40

get into debt { get nls 'det! 26

go abroad / gau a'brordf 20

go down / gau 'davnd 45

g0 ON a training course /,gau
oo 3 treomp kosd 14

go on holiday / gau on
‘hodaders 20

go skiing /,gou 'skirmd 20

go up /. gau apd 45

good with /'gud widfd 13

goodbye /god'bar’ 34

got a job /gnt 3 'dsob/ 12

grow igraud 29

guarantee / gern'tiz! 33

handout /'hendaut/ 43, 44

have a break / heev 2 'bre1k/ 20

have a day off / heev 2 der 'nff
20

have a holiday / hav 2
‘holader/ 20

have a long weekend / hev 2
Inn witk'end! 20

have a prohlem with / hav 2
'problam widi 33

head of sales / hed av serlz/ 12

head office 'hed 'nf1si 7, 9

heavy i'hevi/ 27

hello ihel'an 34

helpful /'helpfl; 28

here you are /'hia jur a:/ 34

high speeds /hai 'spizdzf 27

holiday /'hnlader 25

hours a week / auaz 2 'witki 9

How are you ! hao 'a: juy/ 34

indnd 7

in charge of /im '1fardz pvi 11

including /in'klu:dins 9

including tax fin klu:dm "taks!
22

increase S'inkri:s/ 45 (= noun)

industry ' mdastriy 7

informal /in'[o:ml¢ 40

insert /'inswild 32 (= noun)

interested in Mintrasiid i/ 20

internet hanking /'intanet
Dbegkmyd 26

internet shopping /1intanet
Jopiyd 30

items S'aillamz! 47

January Mdzenjund 17

job tde Mdzob Latl 14

July idzi'lar 17

June idzuin/ 17

keen on /'kizn on/ 35

key in / kit in/ 32

language skills /'l@ngwids
skalzf 13

late fletts 18

learn skills ¢ lan 'skatzi 14

lend Jend! 24

light fartt/ 27

limit /ity 26

line graph Mlain gra:l/ 45

listering skills 'Lisn1y skilz/ 13

load /laud/ 29

loan faund 24

long fAoyd 27

lose time / luiz 'tarm/ 18

mail order /me1l *a:da/ 30

main site mein 'saity 46

make a mistake / meik 2
mit'stetks 2

make and model number /metk
an 'modl nambai 33

make redundant /merk
ri'dandant: 8

mall /mo:lf 3¢

management skitls
Mmanidzmant skitzd 13

managers /' menidzsz/ 11

manufacture / mania'fakt [/
29, 31

manufacturing plant
{menja'feki)rig plaint/ 46

map ‘mzp’ 41

March iman iy 17

marketing department
Mmatkrt drpastmant/ 7

May imer/ 17

message /'mesidz’ 39

microphone /'markrafoun/ 43

midday / mid'der’ 15

midnight /'midnatt! 15

minuces fmmits’ 47

miss @ meeting / mis 2 'miitig/
2,47

missing words { musiy 'waidz/
42

modern /'modn/ 28

Monday /'mander/ 17

mostly /'maostliy 9

national holidays / nafnl
‘holaderzd 17

negotiating skills /mi'gauficiig
skiizd 13

Nice o meet you / nars tu:
‘mitt jur 34

noon fnuind 15

notes /nauts! 23,43

nought inatt; 4

noun /natni 1

November /nau'vemba/ 17

October fok'taubal 17

office /'nfis/ 7, 46

oil fatlf 7

oil rig Motl rigd 7

oil worker /'o1l wiatka/ 6

old /auld/ 28

on/pnf 7

on average /on wvridz/ 9

on rime /,on lamm’ 18

once / twice a week / wants
gtwars a'witks 20

on-the-job training /on 62 dznb
tremin/ 14

open a meeting / 2upn 2
‘mittipd 48

opinion /a'pinjan’ 49

order /'o:daf 5 (=noun)

order aidad 30, 35 (=verb)

organization chart
{agnar'zern tfamt! 11

over the internet / auva d2
‘ntanets 30

overtime {'auvataim! 8, 25

owe 2 26
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pack /paeki 31
part-time job { patt twm 'dzob/

pay back / per 'bak/ 24 (= verh)

pay cash / per ke ]/ 26

pay tax on { pet 'teks o/ 22

pension /'penfnd 8

people skills /'pi:pl skilz/ 13

per cent / percentage /pai senl/
pa'sentidzf 3

permanent job / parmnant
dzob/ 8

personal assistant /,pa:snl
'sistntd 6, 11

photo /Mfautau/ 41

photographer /fa'tngrala/ 6

pick /pik/ 29

pic chart /'par tfat/ 45

plant /pla:nt/ 29

please /pli:z/ 34

Pleased to meet you / plizzd tu:
mit juy/ 34

plug into /plag 'mtu/ 32

pm { pii'em/ 15

post /paust/ 40

postpone a mecting
/paust,paun 2 'miitin/ 47

prepare /pri'peal 43

presentation skills / prezn'tei[n
skilzf 13, 43

press /pres/ 32

price /prais! 21, 24

problems /'problomz/ 34

problem-solving skills
{'problam solvig skilz/ 13

produce /proa'djuis/ 31

production department
fpra‘dakin dipattmant/ 7

production director /pra’dak/n
drrekta/ 11

programmer /'proogriema’ 6

projector /pro‘dzekial 43

public holidays /,pablik
‘holaderz! 17

pull /pull 32

push fpuf/ 32

put into /pot 'intuy’ 32

put through /put Bruy 36

put together /put ta'gedal 31

qualifications / kwolifr'kerfnz/
14

rate ‘rert/ 22

read /rizd/ 40

recelve /Tr'sitv/ 40

reception area ri'scp/n eariaf
46

receptionist /ri'sepfnist/ 6

rectangular /rek'teengjolal 27

relax /r1'leks/ 20

reliable /r1'la1ablf 28

rent frent! 24

repair /11'peal 33

repay /mi'per’ 24

repeat /ri'piit/ 38

replacement m'plersmant! 33

reply to /ri'plar tuz/ 40

report /T1'poit! 41

research and development
{R&D) director /r1s2it] an
dr'velopmant dr'rektal 11

research and development
department /r1 s=:1[ an
di'velspmant di' paitmant/
46

resign /r1'zam/ 8

responsible for /r1'spontsabl
o 11

retailer /'risterlal 29

retire /r1'tara’ 8

rise frarz/ 45

rock musician /'rok mijus,zifnd

6

roughly /'raflif 21

run a meeting / ran o 'miztig/
48

salary /'selri/ 25

sale /serl/ 24

sales /setlz/ 7

sales assistant /seilz o s18tny/
12

sales department /'seilz
dr paitmoant/ 7

sales dirccror fserlz di'rekia/
11

sales tax /'serlz tacks/ 22

Saturday /'s@tader! 17

save fseivl 24

save money / se1v 'mani’ 24

save time / serv 'taim/ 18

savings account /'sei1vinz
akaunt! 26

screen /skrizn/ 27

second /'seknd/ 4, 17, 44

second form (past simple)
fseknd farmd 1

section /'sck/n/ 44

scctions /'scknz! 30

segment Sscgmant/ 45

select /stlekt/ 32

sell /sel/ 29, 31

send /send/ 40

send back / send 'beek/ 33

September /sep'temba/ 17

service department /'$31v1s
di,partment/ 33

shaded /' ferdid/! 45

shape /Jeip/ 27

ship /[1p/ 29

shop /[pp/ 7

Business Vocabulary in Use (elementary)

shopping mall /' fopip ma:l/ 30

sites {salls! 9

skilled workers /,skild 'waikoz/
13

slide /slaid/ 43, 44

speak up { spitk apf 38

special offers / spefl 'oloz/ 24

spell /spelf 37

spend /spend! 24

spend time [ spend 'tarmd 18

spring /sprin/ 17

square /skwea/ 27

staff fsta:lf 25

staternent /'sterimant/ 26

stay the same /ster da sem/ 435

store /5121 29

study /'stadif 12

sum up { sam 'apf 48

summer {'sama/ 17

Sunday /'sander/ 17

supermarket /'su:pama:kt/
29, 30

suppliers /sa'platoz/ 8

switch on / swit] 'on/ 32

take a break / teik o 'breik/ 20

take a day off / teik = de1 'pif
20

take a holiday / tcik 2 "holader/
20

take a long weekend / teik 2
log ,witk'end! 20

take it back / teik 1t 'back/ 33

take it easy /,teik it 'irzif 20

take out / 1e1k avti 26 {= verh)

take out of / tetk 'aut pv/ 32

teacher /'tirt[a/ 6

telecoms /'telikomz/ 7

ternporary work /"temprari
watk/ 8

terrible /‘terabl’ 28

thank you /'8Benk jui/ 34

thick 01k 27

third /Bs:d/ 4, 17 44

Thursday /Barzder/ 17

cll /trld 30

timetables /taim,terbls/ 16

total price /'tautl prais/ 22

tour guide /'tua gaid’ 6

tourism /'tuarizm/ 7

train ftreind 10

train as /'tremn az/ 14

train timetable /'trem
tarmteibl! 16

training /tremin/ 14

training department /'treimiy
di,paitmant/ 7, 46

tram /treem/ 10

transfer money / triensta:
'mani/ 26



traveller’s cheques /'trevlaz
tfeks/ 23

trip /e 34

trolley /'troli/ 30

‘Tuesday /'tjuizder 17

turn A3 32

uncomfortable /an'kampftabl/
28

under guarantce / anda
gxrn'iind 33

underground Mandagraond’ 10

unload /an‘laid! 29

unreliable / anri'larabl! 28

unskilled workers /,anskild
'watkoz! 13

until ian'ulf 15

urgent /'3:dznt/ 39

value 'valjuy 22

VAT {value added tax) ivat/ 22
venue /'venju:’ 47

verb fvath/ 1

very well /'veri wel/ 34

visit /vizit/ 34

wages 'weidzizi 23

walk fwork! 10

warehouses /'weshauziz/ 9
waste money /, werst 'nanid 24
waste time / weest amy 18
website /'websart! 30
Wednesday {'wenzdet/ 17
weckdays Switkderz/ 17
weekend / wiik'end/ 17

weigh fwerf 27

wide fward/ 27

winter 'winta/ 17

withdraw /wid'drai’ 26

word combinations /warnd
kombi nerfnzé 2

work for /waik for/ 8

work in /'witk ind 2

work under fwark andaf 11

work with /'wak wid/ 8

working hours /' wiikin auaz/
25

worth fwaity 22

write frait! 31, 40

write cheques / rait 'teks’ 26

Zero f'ZIaraw 4
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