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Introduction 

Who is this book for? 

This book is for intermediate-level students of business 
English. It teaches the most useful grammar you need to 
communicate in English, and also gives you lots of practice in 
the grammar of business communication. 

What is 'business grammar'? 

To answer this question, we used a large database of written 
and spoken business English (a 'corpus'). This database 
contains business texts from newspapers and magazines and 
a separate database of recordings of spoken business English 
at meetings, negotiations, presentations and other events in 
companies from different countries. 

The database - or corpus - helps us to find the most common 
words and grammar structures and to see how business 
people really communicate at work. Many of the examples 
and practice exercises in the book are edited extracts from the 
recordings in the database. This symbol - @ - means that 
the information is from the corpus; this is how people really 
use grammar when they speak or write. 

What grammar does the book cover? 

• First, we focus on the basics - talking about time, the 
present, past and future. 

• Then we look at modal verbs (can, must, may, would, etc.) 
which help you to be polite or formal or how to ask people 
to do things, for example. 

• Next we go on to look at more complex grammar, such as 
conditionals and how to report speech. 

• Finally, we focus on difficult areas such as prepositions 
(at, in, on, with), articles (a/an, the) and ways of putting 
sentences together with conjunctions (although, because). 

How is the book organised? 

In each unit, you will see 

• a presentation page to give you the important 
information about the grammar of the unit . 

• two practice pages, where you can do exercises and 
activities to practise the grammar and relate it your own 
work situation. 

• two Make it personal sections with activities you can do 
beyond the book. 

• an extension section on speaking or writing; t hese 
sections focus on the types of speaking and writing that 
are common in business, such as organising presentations 
or writing emails. 

After every four units, you will find: · 

• a Speaking strategies unit, which focuses on speaking 
skills that business people need, such as managing 
conversations, disagreeing politely or checking 
information. 

• a test so that you can review what you learnt in the 
previous four units. 

At the back of the book, you will find: 

• an answer key, with notes to remind you why these 
answers are correct. 

• the recording script, so you can read the conversat ions 
and presentations on the CD. 

• the appendices, with useful information on spell ing, 
irregular verbs, North American English, etc. 

How do I use the book? 

You can work through the book unit by unit, from Unit 1 to 
Unit 40. However, if you have a problem with a particular area 
of grammar, or are interested in a specific point, you can also 
use any unit or group of units separately. 

This book is for self-study students, but teachers and students 
can also use it in class. 

What do I need to use the book? 

To use the book, you will need to be able to play and listen to 
the audio CD which comes with the book. The CD has both 
listening and speaking activities on it. 

We hope you enjoy the book, and we wish you success 
with business English and success in your business and 
professional life. 

The authors 

Michael McCarthy 
Jeanne McCarten 
David Clark 
Rachel Clark 

-
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Imperative and present simple 
Read this information about the search engine Google. 

a Which of the verbs in italics give you facts? 

b Which verbs tell you to do something? 

El Forming imperatives 

A 1 When the subject is you, use (don't+) infinitive without to. 

infinitive without to 
+ Call me tomorrow for a chat. 

don't I do not+ infinitive without to 

A2 When the subject is we, use let's (not). 

let's + infinitive without to 
Let's talk about 

not do it so soon. 

Using imperatives 

81 You usually use the imperative to tell people to do 
something. 

Don't wait for customers to contact you. Phone them. 

82 In spoken English, imperatives can sound very direct so 
you can add just or please to soften the message. 

Please have a seat. Just send me an email. 

A IDr:in't us-e im•p-era:~1:-:s to wa'fbe·rs, r&eptiionists, shop 
assistants, e'tc. if you w-ant to sound po]i'te. 

Could we see the menu, please? (not Gi<,•e us the menu.) 

...,.. See Unit 15 (Modals 3). 

83 You can also use imperatives to make offers or invitations. 

Come and see the new office when you're in town. 

Forming the present simple 

(1 ' 
! ~ ou!We!They work there. 

[ + .1 He/She/It ...... .. ... _...... .. · . ... -... _- w .... o .. r-k--s· .. t .. h_e_r_e ... -__ ............... -.......... ·-....... ·' 

111/You/We!They don't work there. 

- He/She/It . i doem't I does not wo,k I 
I l~e~ 

li~~:;,~they:1:;:'the,e? _ ~-- : 

(.Q..0 0 

I Google provides interactive maps, images, news and 
videos and helps you find information fast. Search by 
keyword, such as type of business, or browse images 
to find the information you want. f--·--·---·-----·-··- ............. -... ----- -- -

C2 The verb be is irregular. 

'm/amlate. 

..... See Appendix 1 (Spelling). 

1!J Using the present simple 

01 You use the present simple for things that are generally 
true and permanent situations. 

She comes from Stuttgart. (not She is comin§ FFOm SWtt§art) 
I don't live far from the office. 

02 You use the present simple for actions that happen 
regularly (e.g. habits and routines). You can use time 
adverbs (e.g. always, usually, regularly, often, sometimes, 
never, every day, twice a week) with the present simple. 

He always takes the underground to work. (not J..le ta/res 
alway5) 
How often do you check the accounts? 

...,.. See Unit 30 (Adverbs). 

03 You often use the present simple with state verbs (e.g. feel, 
hear, like, see, think, understand). 

I hear you're opening a new office in Madrid. 
What do you think? Is it a good idea to invest in a new logo? 

...,.. See Unit 3 (Present simple and continuous). 



~ A,B D Read this extract from a charity leaflet supporting Fairtrade. Match each imperative with the rest of 
the sentence. 

1 Don't miss 

2 Come 

3 Listen 

4 Learn 

5 Take part in 

6 Win 

7 Buy 

8 Make 

some wonderful presents for yourse lf a nd those you love . 

lots of games and fun activities. 

some great prizes in our raffle to raise funds for Afghan women . 

a real difference to many of t he world's poores t p eople. 

how you can improve the lives of farmers in d eveloping countries. 

to our guest speake rs talking about Fairtrade and deve lopme n t issu e s. 

to our first Fairtrade market on 16 July at Cutty Sark Gardens. 

your chance to support Fairtrade. 

~ A,B El Complete these sentences using an imperative form of the verbs in the bo~:. 

not call check not have J.wve think 

... J~ve,_ .. the figures on my desk and I'll put them into the spreadsheet for you. 

2 .. .... .. a look on the computer. His email address should still be on there somewhere. 

3 .. ........... ... ... .. there's a health and safety training session tomorrow . 

4 We need to contact Owain urgently . .. . ......... calling his mobile. 

5 .... ... ......... .... .. me between two and five this afternoon. I'll be in a meeting. 

6 I need some fresh air after being at the conference all day. . ... ... back to the hotel. 

7 .... .... with Jenny to make sure the invoices are ready. 

8 - we've got lots oftime. The meeting doesn't start until 10.30 . 

9 We need something to wake us up! .. .. .. .. ..... .. a coffee. 

10 We're all tired . ..... .. ... .... .. .... . about it overnight and make the decision tomorrow. 

~ C IJ Complete these FAQs (Frequently Asked Questions) using the verbs in brackets in the present simple. 

El a 
What 1 ~s .... (be) Skype? 

Skype 2 ....................... (be) a software programme that 3 
to make telephone calls over the Internet. 

. .. .. (allow) users 

B 4 . . .. . ...... (Skype I have) any advantages over the usual telephone 

m a 

providers? 

Yes. Calls to other users of the service 5 .. .. .... .. ..... .. .. .... (not cost) anything. It also 
6 ... ... ....... .. .... .... (include) other features that normal telephone connections 
7 .. .. ....... ........... (not have). 

What other features 8 . (Skype I have)? 

Instant messaging, where one person 9 .. . ... .... .... (write) texts to communicate 
with other people. And video conferencing, where people 10 ...... ....... ..... ..... (talk) to 
each other on a headset with a video link-up. T 

-



~ C, D 

~ A-D 

fJ a Colin is answering questions about his job. Write the questions. 

1 What I you I do? W\:laj; cu.> !:J_Ol,( . 4P? 

I'm a graphic designer. I help customers with corporate branding. 

2 Who I you I work for? 

Greentrees Graphics Ltd. 

3 Your office I be I near your home?. . . . . . . . . . 

Yes, it is. It only takes me 15 minutes to walk to work. 

4 How many offices I your company I have? .. 

Three. Our main office is in London and the others are in Brighton and Bristol. , , ' 

5 Where I you I work? .. 

I usually work in Bristol but go to the London office once or twice a month. 

6 You I like I your job? .. 

I love it, especially designing logos and other aspects of corporate identity. 

7 How often I you I travel? .. 

I don't travel very much these days, maybe two or three times a year. 

8 How many days' holiday I you I get? 

Eighteen, excluding bank holidays. 

1.1 Listen and check your answers. 

b 1.1 Listen again and reply to the questions with answers that are true for you. 

E Read this extract from some advice on giving presentations. Complete the extract using the verbs in the 
box in the present simple or imperative. 

be not forget help not like make need start suggest not tell . think try wafffl"tllT 

Before your presentation, 1 .. l'.JIAJ'.m. YP .. your brain. Our brain, like our muscles, 2 ....................... warming up 
to help it work. Before presentations, I often 3 ....................... of numbers between one and ten and then 
4 .. . ...... to remember a professional athlete who wore eac:_h number. 

A good beginning 5 ........... .. ........ relax the audience, so 6 .......... ..... . ... by thanking your audience for 
coming. Then 7 ....................... a nice comment about the town or area, but 8 ... .................... careful : audiences 
9 .. . ......... listening to this for too long. 

Many people 1 O ....................... you start with a joke, but 11 . .... that humour can be difficult. 
12 ...... ...... any jokes that could offend people. 

Make it personal 
1 Write an advertisement for an event your company is having. Use Exercise 1 to help you. 

2 Write a short list of FAQs with answers about your company and the products or services it provides. 
Use Exercise 3 to help you. 

- Imperative and present simple 

.-~---~ -- ...... 



'!(, 

Whene?;r y;u writ~ in English, it itimportant to check 9our'writ ing carJfull/This( s a u~eful skill for any piece 
. of writing thatyou,do in English e:~J; letters, emails; reports, adyerfisements ahd EVs. 

,;: . ,f::~· . ', . - ,, iii .'\'. - ""'- .;/.'· 4.lJ ·,,_ · ,;0>-· , · -; 

Here is a checklist of some common mistakes with the J?resent simple which you should always check for. 
• Ose ·~·s wi;'h he/si~Jit. ;;t, 'k1' . ;, /; ·,l, · '· ,,,,;; +:?,i . · . 

Jhe_ E98 no,rnist sells ewer a,miliion"cppies a we;fk (~pt 5€:if) 
• , ~se h.ps wi!h he/she/it. ··• ~- . · · : . 
't5he h~s terf(years'·experiencejD this job ·(not ft~ ~·e) , 

• Oon'ttuse.sti;ltement word,ordetin questions; use do/does (except with be). 
"PefA. ";:; ",', &,:_ _. ·.~ sfi) ;ct";'"". \/C.'!>t . ·- ,. ' ' r . ''''{-\- J · ~' ,', - ;;\,:/ ij/ ~\ --· ' ,' , 

What do the end~of-year results mean for investors?(not Wi'lai fflC8A,0the ehd Of")'C8f ,<esu/ts 2) 
. ls the.new scheme suecessfuJ? (nQt TAC ACW 5€ACff.!.C is successfuP) ' . 

• Use doesn't. with he/she/it. , . . . , 
He doesn't''/!novv""how to log CJnto'che intranet'(~ot tieFH) ~ 

i,e • Use doesnt(don'.t when for;mingthe nf gatiye. ,,, . 
•.• • ..•• """' ', •. • .,, ., •• .,, . !)' 

Dur diem: ~on't use OU.~ web,tite ~ery often. (not oo-;*') 
• Don'tuse the presen~Jconti'nuo'us with state verbs. 

The company has branches mat least JO different countries (not is i'la.~Ag) 
''@'.1, 4" .· :Jt . - ,, . :. ·+ff ' ' I .·!''i 'I, 

• Check the word order when you use adverbs. ' • , 
• We always.manufact'!.re exaeNerf;[-quplity it~ms .. (~ot Fcl;f8At1fa-c}:tu,:e .. elwqys) 

~ .... 1.ee.,~:nit 3,2.,(Adverb~t, 

la Read this information about Nike and Adidas. 
If the verbs in italics are correct, tick(.,') them. 
If they are wrong, correct them. 

Nike, Inc 1 J:ltrve' its headquarters in the United States near Beaverton, 
Oregon. It 2 is the world's leading supplier of athletic shoes and 
sports equipment. The name Nike 3 come from Nike, the Greek 
goddess of victory. Nike 4 does not market its products only under 
its own brand. It also 5 sometimes uses names such as Air Jordan and 
Team Starter. Because Nike 6 creates goods for a wide range of, 
sports, 7 always it has competition from every sports and sports 
fashion brand. 

Another global leader in the sporting goods industry 8 are the Adidas 
Group. Products from the Adidas Group 9 are available in virtually 
every country in the world. Its head offices 10 is not in the US but in 
Herzogenaurach, Germany. 

Adidas' various companies 11 produces much more than just 
sports goods. The company also 12 operates design studios and 
development departments at other locations around the world. 

Make it personal 

1 has 

2 ( . 

3 
4 
5 
6 
7 

8 

9 
10 

11 
12 

Write a paragraph about your company for its website and then check it carefully for any errors with the 
present simple, using the checklist above. 

If you have a colleague who is also learning English, write a paragraph each and check each other's work. 

DIIIII 



Present continuous 
Read this job advertisement. 

a Which verb describes a temporary activity? 

b Which verb describes a changing situation? 

Forming the present continuous 

working today. 

working today? 

© In spoken English 's not /'re not+ -ing are more 
frequent than isn't I aren't+ -ing. People say aren't 
and isn't if it is difficult to pronounce 're and 's after 
the word before. 

Prices aren't going up this year. (not Prices','C not) 
This isn't selling well. (not This's not) 

(EJ Using the present continuous 

81 You can use the present continuous to describe actions or 
situations in progress at the moment of speaking. 

We're going for lunch now - do you want to come or are you 
still working ? 
I'm having trouble with my phone. Look - the ba ttery's not 
charging. 

At Star Analytics we take pride in the high 
quality of our employees. As a company we 
are growing, so we are currently looking for 

excellent individual performers who also 
want to be part of a dynamic team . 

82 You can use the present continuous to describe actions 
or situations in progress around the present time, but not 
necessarily at the moment of speaking. 

[conversat ion at lunch] 
A What are you working on 1 

B I'm redesigning the website 

83 You can use the present continuous to describe 
temporary actions and situations. These can be single or 
repeated events. 

The company's not having a very good time at the moment. 
Sales aren't going well. 
We are giving away free samples every day until the end of the 
month. 

84 You can use the present continuous to describe changes 
and trends. 

People aren't buying CDs these days - they're downloading 
music off the Internet. 

ml Other uses 

C1 You can use the present continuous to describe a longer 
action in contrast to a shorter one, especially after while 
or when. 

I usually close my Internet browser when I'm working. 

C2 You can use the present continuous of be to describe 
temporary behaviour. 

Anyone could walk in here and steal the database - or am I 
being silly? 

..,.. See Unit 3 (B What are state verbs?). 



..,.. A, D Complete these conversations using the verbs in the box in the present continuous form. 
81-3 

..... A, 
81-3 

expect get not go have leak 
not pay repair sit watt not work 

1 A: Is Mr Bohr here yet? 
B: Yes. He 's wQ.il;i.rig __ for us in reception. 

2 A: What's wrong with the phone? 
B: I don't know. It 

3 Can someone turn the air conditioning off? 
It ..... .... ....... ..... ... cold in here. 

4 Can you answer my phone if it rings while I'm away 
from my desk? I .. . ... .... ....... a call from my solicitor. 

5 A: How are things? 
B: Not good. Sales 

hard year. 

6 A: This isn't your desk, is it? 

.... . well and customers ..... . us on t ime. We .. ..... .... ... a really 

B: No, I .. .... .......... .. ..... .. . here today because they .. .... .... ...... the ceiling above my desk. It . . . . 

EJ a Write questions using the verbs in the present continuous. Then write answers that are true for you . 

1 (you I enjoy) .A.re. ~()(,\ ionj()!:ju-19 .. . your job at the moment? (it! go) .. .... .. ... .... ........... . . . . .. ... . well? 

2 (What projects I you I work) 

3 (you I hope) .. 

4 (your colleagues I learn) 

5 (anyone in your department I look) .. 

6 (How I your company I do) 

7 (it I achieve) ... 

8 (What I your company I invest) 

9 (your boss I make) .. . ..... . . .. . .. . . . 

10 (he or she I run) 

.. .. ........ .. ... ...... .. ... .... .... on at the moment? 

. .... to get promoted soon? 

.. .... . English too? 

. ........ ... .. fora new job? 

... ..... .. .. ... .... ......... . this year? 

. ..... . its goals? 

...... .. ... ... ... ..... ...... .... in? 

. .. .... ..... any major changes this year? 

..... .. ... your department well? 

b O 2.1 Listen and reply with your prepared answers. ' 

EJ Read this article about farming. Change the verbs in italics to the present continuous to emphasise that 
the article is describing a current trend . 

. . . . °'!'° .. g~V.Ll'l9 . 0P. .. 4 7 10 

2 5 8 11 

3 6 9 12 
DIIII 



~ C II a Write sentences using one verb in the present continuous and one verb in the present simple. 

~ A-C 

I I never I listen to I music I when I I I work . 

. 1 .. ney~ . ~st.,n. to .mL<St.Cc . \Nr~r .1'.rn .. I\JClrkJng . 

2 When I I I have I lunch with a friend, I I I not talk I about work. 

3 I I always I switch off I my mobile phone I when I I I talk I to a client. 

4 When I I I negotiate a deal, I I I never I make I my best offer right at the beginning. 

S I I not chat I to my colleagues I when I I I write I a report or something like that. 

~- , 6 When I my team I work I on an important project, I we I often I come I into the office at the weekend. 
•· I ._Li :·, '. · ····•;.-,r .~.f'-' ·-·~ · · 

... ..... ....... ............ . .. ...... ........... . .. ...... ....... ..... .. ;{:· 

b Change each sentence, if necessary, so that it is true for you. 

11 Read these extracts from an article about corporate environmental responsibility. Complete the extracts 
using the verbs in the boxes in the present continuous. 

~r ~ J 

'We decided if 1992 to make the organis~tion greener and 1 we ... .... .. .. :.. ..... ...... (still) on it because it is a 
continuous ph5cess, but we feel we 2 .... :: l ...... ..... good progress. We 3 ..... ..... ..."a tluge amount of 
'.11oney into rtfs't!arch and the ~ast majorif)' o~ it 4 , . into c_onventiona) officel echnologiest but 
into new systems. We 5 .... .. .. .. ... .. .. .. ,,atfheJdea o~ the pal?erless office and we 6 ( 7sol, a 
lot of research into new systems: 1 r ·• .\ 
t· 1. , L 

Make it personal 

Write one or two sentences about each of these questions. 

What changes are taking place in your industry or field right now? What issue is everyone talking about? 
What are people in your office gossiping about? Are any of your colleagues being difficult at the moment? 
Do you know why? 

- Present continuous 



E a Complete the answers to these questions using always and the verbs in brackets in the present 
continuous. 

A: Which part of your job do you leave till t he last minute? 

B: My expenses. 1'.rn CW'JCM1S fur9tj;w)9 . (forget) to do them. 

2 A: Do you take on temporary staff in the summer? 

B: Yes, we .. . ..... . (look for) people in August . 

3 A: Do you think your colleagues enjoy their jobs? 

B: I don't think so. They ..... (complain) about the boss. 

4 A: Are you interested in doing an MBA? 

B: Very. I.. . ... ... . ... ..... .. .... .. (read) articles about leadership and people management 
and stuff. 

5 A: Is your company concerned about green issues? 

B: Yes, they .. . ... ... ... ... .......... ......... .. ...... ... .. (send) round emails'about recycling and things. 

6 A: What are the biggest challenges for human resources· managers? 

B: Well, employment laws. . ... .......... ... • . ... .. ... .. (change), so that's one thing. 

7 A: Do you need any new equipment in your office? 

B: Yes, some new photocopiers. The ones we have ... .... .. ..... ........ ..... .... ......... ... . . ......... (breakdown). 

8 A: Do you think you'll stay in your current job? 

B: I don't know. I ... .. ........ .. ...... (think about) my next career move. 

9 A: Is your boss very supportive? 

B: Yes, he. . . ....... .. ... ... .... .. .... .... .... ...... (say) things like 'Well done!' or 'That's good: 

10 A: What are your colleagues like? Do you get on with them? 

B: Most of them. The woman next to me, though, (borrow) my 
stuff, which really annoys me. · 

b Write answers to the questions in Exercise 6a that are true for you. Try to use always and a present 
continuous verb. 

Make it personal 

Complete these sentences about your own workplace. 

1 Pepple at work are always .. 

2 Our clients are always .. 

3 My worst habit is that I'm always . 

-



-

Present simple and continuous 
Read this extract from a recycling company's brochure and underline the verbs that talk about present time. 

a Which verb forms are used? 

b Why? 

Imagine a company that makes everything from 

garbage. Such a company exists, and it is growing 

rapidly. Its name is TerraCycle . 

...... See Unit 1 (Present simple) and Unit 2 (Present continuous). 

Choosing between the present simple and the present continuous 
,---,-···---- ···----····-----------------·-··---·---·---------- --· . ·--··----·---· -··---·--···---··----···-- .............. _________________ . 

You can use the present simple: You can use the present continuous: 
r- - , - -- . ·--- . ·-·-------------------- --- - -·--·-·-~---·-------------·----
A 1 i to ta lk about regular actions, routines and habits. to talk about actions in progress at the moment of 

speaking or around now . 

•••••••• ' ! 1- -----------------.. 
i past present future past present future 

I ! He usually drives to work - he doesn't often take the train I can't do that mailing - the photocopier isn't working. 
'[ I Do you meet with her regularly1 I'm writing my report. /'II email it to you soon. 
I ...... ... ;-·----·-----·-· · -·· · · ·-······- · - ········ -·-····---···-··-···•···· ·······••••·····•······---····--·•••n••··-·····- ··········- -·-··----················ ················--·- ---···--···----···- ··- ········-----···---··-

i A2 1 to give general or generally true information. to talk about trends and changes. 

I How many people does your company employ? The demand for organic produce is growing. 
__ Because of costs, we don't manufacture in the UK. Are more people working from home7 

I A3 to talk about permanent situations. to talk about temporary situations. 

I \ past present future past present 

! Starbucks run their operations from their Seattle HQ. Are you doing Pete's job while he's on holiday1 

future 

L_ ! The law g~ves_ all emplOY__'!._~S maternitY__ rig~!..:_ ___________ I'm using Cathy's office while they're redecorating mine. 

0 In spoken English the present simple is used much more often than the present continuous. 

What are state verbs? 

State verbs are mostly used in simple, not continuous, 
forms. 
I have two mobile phones (not I am hO'o'ing) 
I agree. (not I am agree) 

State verbs describe: 

• possession (belong, have (possess). own, possess). 
• thoughts (believe, forget, guess, know, mean, realise, 

reckon, remember, see (understand), suppose, 
think (believe), understand). 

• likes, wants and needs (dislike, hate, like, love, need, 
prefer, want, wish) . 

• existence and appearance (appear, be, seem). 

• relationships (contain, depend, include, involve). 

• senses (feel, hear, look, see, smell, sound, taste). 

• functions (admit, agree, apologise, promise, tell) . 

@ In spoken business English, see (understand) and 
think are both much more common in the present 
simple than in the present continuous. 

• See Business talk for more information about state verbs. 



~ A D Underline the most suitable form of the verbs. 

1 The caretaker'.s opening I~ the office at 6:30 every morning. 

2 Are you holding I Do you hold the office party every year at the same venue? 

3 Currently, we're looking for I look for a new finance manager. 

4 Our MD'.s talking I talks to our New York office at least twice a week. 

5 Our manager isn't making I doesn't make decisions very quickly. 

6 He's very stressed, so he'.s trying I tries to get a part-time contract at the moment. 

7 What'.s Mark doing I does Mark do this morning? I need him to help me with something. 

8 I'm afraid that the HR Manager isn't taking I doesn't take any phone calls this morning. 

9 Our company'.s changing I changes its logo for the first time in 20 years. 

1 O Is he always coming I Does he always come to work by car? 

~ A EJ Complete this 'About Us' page from a clothing company's website using the verbs in brackets in the 

~ A,B 

present simple or continuous. 

At McConnels we 1 .... ~~ --- · (sell) clothing and textiles. We have a good reputation 

for women's clothes and our new venture, MC's, the women's fashion store, 

2 .... . ........... (expand) steadily. Our customers 3 .... .... ... .. .... ... ... . (rely) on us for 

quality fashions at low prices and our Exchange and Refund Policy 4 . 

(let) them shop with confidence. 

Sales through McConnelsdirect.com 5 ........................ (grow) rapidly, at an average of 

20% per year. This 6 . ... ... .... (make) us one of the UK's most successful online 

clothing businesses. We also 7 .......................... (produce) a monthly online magazine 

for teenagers with articles on fashion, gossip, competitions, and much more! 

11 Complete this interview with a shop display designer using the verbs in brackets in the present simple or 
continuous. 

INTERVIEWER: Amelia Thompson, as Head of Visual Merchandising what 1 .... 4.o. H()LA __ c:t() .... (you/do)? 

AMELIA: I 2 ............. .. (manage) product presentation across Selfridges stores. 

INTERVIEWER: What 3 .. . . ......... (that/mean). exactly? 

AMELIA: 14 ... ..... . .... .. ..... ..... (try) to present products in new ways that will attract customers' attention. 

INTERVIEWER: So, can you give an example of how you do that? 

AMELIA: Well, we have to be creative. For instance, right now we 5 .... (hold) a Chinese promotion, 
so we 6 ........... .. ........... .. (display) a model of Beijing made out of biscuits - just for one month. 

INTERVIEWER: How interesting! What other projects 7 .. .. ..... (you/work on) at the moment? 

AMEL!A: Well, today 18 '. .. ... .. ........ .. .... (need) to work out how many pairs of folded jeans 9 ... .... ............ (fit) 
along a 25-metre wall! 

INTERVIEWER: That sounds like a challenge! In general, 10 ............... ... .... ... (you/enjoy) your job? 

AMELIA: Yes. I mean I 11 ............. ............. (not/like) paperwork, but I can honestly say that 112 
(look forward to) going to work every day. 

-



..... A,B 

..... A,B 

IJ Two people are talking informally at a conference reception. If the verbs in italics are correct, tick (.f) 
them. If they are wrong, correct them. 

ALAN: Hi. Alan Hancock, GEM Systems. Do you mind if 1 l'mjoining you? 

SUE: Not at all. I'm Sue Holmes. 2 I work for Falconi. 

ALAN: 3 Do you enjoy the conference, then? 

2 

3 

SUE: It's interesting, I suppose. 4 I'm going to a lot of conferences, though. 4 

5 They all seem the same after a while. s 
ALAN: 6 I agree! It's OK if your hotel is nice, I think. What 7 are you thinking of your hotel? 6 

SUE: I'm quite lucky. 8 I'm having a room here. It's very comfortable. 7 

ALAN: Yes, lucky you. 9 I'm staying at the Hilton, about twenty minutes away. 8 

SUE: Look, 10 the waiter comes over now. Can I get you anything to drink? 9 

ALAN: Why not? A double espresso, please. 10 

I . . 
.......... . JO_tti , 

.r 

11 Complete this news report on the financial results of two mobile phone companies using the correct form 
of the verbs in the box. 

be benefit expect fall fall give have ~ lose sell 

Market share of one of the world's top mobile phone makers, Fin Tel, 1 ... . ~s . i.r1e:r~s.0.g .... faster than ever 
before. Meanwhile, its rival, WestCom, 2 ............... ........... a second-quarter loss due to poor sales. 

US-based WestCom 3 ......................... market share in several regions, including Europe and Asia. Fin Tel, which 
4 ... . .... ..... .... .. ..... more than one in three of all mobile phones sold globally, has taken over much of this market. 

'Fin Tel 5 ......................... a very strong product mix, and now there 6 ....................... a good opportunity for 
Fin Tel to consolidate its position as market leader; according to FIM Securities analyst, Jeremy Hilton. 

Weak sales in Asia and Europe this quarter 7 .. . .... ..... .... investors a real headache. 'WestCom's market 
share 8 ........ .................. rapidly and it could continue. As it 9 .... ...................... , Fin Tel 10 ............. .... ...... from the 
market share that WestCom has lost; said Danske Markets analyst, Thomas Simonsen. 

3.1 Listen and check your answers. 

Make it personal 

Describe your daily routine at work. 

Are there some things you do every day? Are there some temporary projects you are working on? 
What are the projects? 

- Present simple and continuous 



When people discuss rumours - news or information that might or might not be true - they often use these 
state verbs in the present simple: appear, believe, guess, hear, know, mean1 reckon, say, see, seem, suppose, think, 
understand. You can use these verbs whe.n you want to report what someone else thinks, or what someone else 
told you. They can help you to be more diplomatic and less direct. 

I hear (that) you're opening an office in Brazil. 
Toby reckons (that) the new CEO will be making some big changes in the company. 
It seems (that) we've missed our sales targets for the year. 
They say (that) Xiao Lin is taking early retirement. 

Some state verbs can be used in both simple and continuous forms, but their meaning is different. 

I think we should finish now. (my qpinion) 
We're thinking of/about closing our Lima office. (intending, planning, considering) 
I see what you mean. (understand) 

Sorry, he's busy at the moment. He's seeing a new supplier. (meeting, visiting) 
We have a branch in every European capital. (possession) 
We're having problems with the new computers. (experiencing) 

riJ Write sentences using the verbs in the present simple or continuous. 

I I understand I your company I recruit I staff. I you I expand I the business? 

.1 ... v.nd.-<'!.s~<i. . ( t11.o,t) . B()lA r. .. CcOIYlP<l:n.~ .. ~s ... re.c:ru.~9 .. ?~ff, .. A...rf.:. yo.v. ... e.l<P.a.l'.'4i.n.9 .. llif.: .. tv..?.tt:1~?.?.?. ........ ... .......... ....... . . 

2 They I say I the expansion project I not I go I well. 

3 I I believe I you I have I difficulties with the prototype of your new fuel pump. 

4 Revenue I be I down I so I I I guess I the advertising campaign I need I a rethink. 

5 I I see I you I replace I the CEO. I you I think I of an internal or external candidate? 

IJ Two employees of Peacocks, an office equipment supplier, are talking on the phone. Complete their 
conversation using the verbs in the box in the present simple or continuous. 

come complain guess kRoW lose need reckon say seem not sell think visit 

MAX: Hi Beth. 1 . . P0. YO.U. .. k.Yio.w. ... (you) what the meeting this afternoon is about? 

BETH: Maybe it's the poor sales results. It 2 ......................... that the new scanner 3 .. . ..... well. 

MAX: Well, one of my colleagues 4 ............. that we 5 ...... sales to the competition because 
our prices are too high, so we 6 .... to discuss discounting. 

BETH: Yes, and also, apparently customers 7 .... . .... about our problems supplying orders on time. 

MAX: Oh dear, that's not very good. It sounds like it's going to be a difficult meeting. By the way, my manager 
8 .... ..................... . that a man from head office in Hong Kong 9 .......................... us for a few days. 

BETH: Yes, that's Mr Lui. He 10 ......................... here whenever there's trouble. Maybe management 
11 . . .... of making some of us redundant. 

MAX: Oh no! Well, I 12 ......................... we'll find out at the meeting. See you there, Beth. Bye! 

Make it personal 

Write about your company's latest news or any rumours you know about. 

-



A 
~·,~r 

Present perfect simple and continuous 
Read this extract from a business newspaper 
article. 

a· Do the verbs in italics describe the past 
'·" I . 

gr the present? 

Starling :S been negotiating for months to sell_ the business, 
which the Johnson family have run for generations. Althou~h 
there :S been some interest in the Edinburgh site, potential 

-

I ,·· 

b How do you form them? 
#.,,., ~ b~u:;y~e~rs:.h~a;-_;v;,;:e~n~'t;.p_u"'lt einr"'an..;y~ofl!'!l£•erl!ll!s,r£..,o•r ""th'""e"G""'l""a ... sg• o•w~ b""ra""nl!l'lc•h•. --~~' 

a Forming the present perfect simple 

I/You/We/They 've/have 
+ 

He/She/It 's/has 
worked hard. 

I/You/We/They haven't I've 
- *··---*-··~·-·*·--· -
He/She/It hasn't I's not I has not 

Have I/you/we/they worked hard? 
? 

Where has he/she/it worked? 

(]) Using the present perfect simple 

You use the present perfect when something in the past 
is connected to the present. 

81 You can use the present perfect to talk about something 
that happened in a time period that is still continuing 
(e.g. so far, to date, today). You can use for+ a period of 
time (e.g. two days) and since+ a specific point in the past 
(e.g. 3 pm, the meeting) to say how long. 

I've worked here since January I for a month 
Have you seen Helena at work today? (it is still today) 

82 You can use the present perfect to talk about something 
that happened in the past, but you do not know or say 
exactly when. 

I've been here before. (not !Ve been herey·esferday<) 
.... See Unit 5 (Past simple and continuous) and Unit 6 
(Present perfect and the past). 

You can use ever in questions and never in negatives to 
mean at any time before now. 

Have you ever spoken at a conference? (ever= at some time) 
No, I've never done that. 

83 You can use the present perfect with already in positive 
statements and questions to talk about something that 
happened sooner than expected. 

Paul's already contacted Mr Wong about the meeting. I 
Paul's contacted Mr Wong about the meeting already. 

You can use yet in negatives and questions, and still in 
negative statements to talk about things that have not 
happened but you are expecting to happen. 

They still haven't replied to my email. (I am expecting a reply) 
Have our ads resulted in any orders yet? 

84 You can use the present perfect to talk about something 
that happened in the pasthut has a present result. 

My car's broken down. (my car is not working now) 
He's made over six million pounds. (he's very rich now) 

BS You can use the present perfect to talk about a recent 
past action. You can use just. 

He's just left me a message. He's on his way in now 

86 You can use the present perfect with this is(n't) the first, 
etc., time. 

This is the third time I've left M LeB!anc a message. 
(not! leave/I am iem·ing) 
This isn't the first time you've missed a deadline. 

B Forming the present perfect 
continuous 

I/You/We/They 've/have 

He/She/It 's!has been 
r-· ·f--·-·-···--r-··-·-------------; working 

:··-···--·····--···············--····+·········--·············· ....................................... , hard. 

been working? 
? :-------+-------+------·---~ 

been working hard? 

1!J Using the present perfect 
continuous 

D1 You use the present perfect continuous for longer or 
repeated actions. 

The economy has been growing steadily for several years. 

D2 You use the continuous form when you are interested in 
the activity more than the result. 

Our product has been selling well in Germany. (the activity -
selling - is important here) 

We've sold over I 00,000 items so far this year (the result -
the number of items sold - is important) 

A Don't use state verbs in the continuous form. 

I've known him for three years. (not I've been hnowing) 



..... A II Complete this extract from an interview using the verbs in brackets in the present perfect simple. 

..... 83-6 

INTERVIEWER: 1 . Jlo,,ve. !:JC>lA E,Ve.t: h.~ ... (you I ever I hold) a position of responsibility? 

JEAN: Well, I 2. . . .. .. ... .... (never I manage) a large team of people, but I 3 ... . 
two small projects in the local area . 

INTERVIEWER: OK, and 4 .. . . . .... ...... .. ... .. ... (your company I ever I send) you abroad? 

. .... . (go) to France and Spain several times on business. Also, my 
... (ask) me to give a client presentation in Bologna in October. 

JEAN: Yes. I 5 
manager6 
17 ... ... .. (say) yes, but I 8 .... ......... .... ..... .. ....... ....... (not plan) my talk yet. 

INTERVIEWER: 9 .. . .... (you I ever I do) any training before? 

JEAN: My manager 10 . .. ..... ...... ... (never I ask) me to, but I'm sure I could! 

El Complete this conversation using the words in the box . 

SHAUN: Have you read the article about house prices 1 .f!~t: .. .? 

BEN: Yes, I've 2 ...... ... .... ...... read it. Pretty interesting, isn't it? 

SHAUN: Yes, especially as I've 3 .... ......... ... .. .. put my house 
on the market. It's been on the market 4 ....... .... ....... . two 
weeks and I haven't had any interest 5 

BEN: Well, this isn't the 6 ....... ....... .... . time the papers have 
promised us that house prices are going to keep going up. 

SHAUN: You're right, but I think they've risen by 10% 
7 ... .. .... ... ........ January.Although actually I 8 ... .. .. .... ..... .... haven't 
decided where I want to move to, so maybe I should take the 
house off the market and see if prices go up even more. 

BEN: Good idea! 

. .. . (run) 

IJ Complete the second sentences so that they mean the same as the first sentence(s). Use the present 
perfect continuous and for or since. 

1 I live in Quebec. I moved there two years ago. 

J \E, b~. µ,xit1g ... in Quebec. for ... for two years. 

2 Stone's don't charge for consultations now. They stopped last summer. 

They .. ............ ..... ......... .. ...... .... .... .. ... ... ... . for consultations .... .. ......... ... . last summer. 

3 Our CEO is visiting our overseas offices. He started two weeks ago . 

He .. . ... our overseas offices .. . . . . . the last two weeks . 

4 Cathy works in the accounts department. You want to know how long. Ask her. 

.... .... ...... ...... ........ .... ....... ... .............. . in the accounts department .. .... ..... .... ... . along time? 

5 Sandy is giving a presentation. He started 45 minutes ago . 

He .. .. .... ... ..... a presentation ..... ..... ......... .45 minutes. 

6 Ian is staying at a noisy hotel, so he isn't sleeping well. He arrived there several days ago. 

He ....... ...... ... ........ .... .. ....... ...... ... .......... well . ....... ...... ..... several days. 

7 John is contacting lots of new clients. He met them at the conference. 

John .... .. .. ..... .. .... ............. ..... .... .. ... .... .. ..... lots of new clients ......... ...... ... the conference. 

8 I'm discussing our profit forecast with the board. We started discussions at nine o'clock . 

We .. . . . . . . . . . our profit forecast ... .. nine o'clock. 

-



~ 8,0 

~ A-0 

fJ Tick the most suitable response to each comment. 

You look exhausted! a Yes, I am. I've worked for ages. 
b Yes, I am. I've been working for ages . .! 

2 Are you OK? a No, I've lost a very important document. 
b No, I've been losing a very important document. 

3 What's the matter with him? a His computer's just crashed again. 
b His computer's just been crashing again. 

4 How's business? a Great, thanks. We've doubled sales in the last six months. 
b Great, thanks. We've been doubling sales in the last six months. 

5 Your phone line is always busy. a Sorry. I've talked to the marketing department all morning. 
b Sorry, I've been talking to the marketing department all morning 

6 I've got a package for you. a Oh, has my order arrived? That's great news. 
b Oh, has my order been arriving? That's great news. 

7 Are any more taxis coming? a I hope so. I've waited for ages. 
b I hope so. I've been waiting for ages. 

8 How is the course going? a To be honest, I haven't understood much so far! 
b To be honest, I haven't been understanding much so far! 

E The CEO of a water company is announcing the acquisition of another company. Complete this extract 
from her speech using the correct form of the verbs in brackets. Sometimes more than one form is 
possible . 

. . . and as I'm sure you're all aware, over the past 
few years Eastern Water 1 .... n~ 4.i,v_q?.i,,fu4.L 
.. n~ ~e.e.l'.l c4v:ey-'.:>i,fui¥1g . (diversify) into other 
areas, including waste management and renewable 
energy. 

In terms of our core business, I'm pleased to 
announce we 2 .............. .......... (just/complete) 
the acquisition of Aqua NE, an American water 
company that 3 ............. ........... ......... ..... (supply) the 
consumers of New England since 1950. Eastern Water 
and Aqua NE 4 .... .... .................... ...... .... (work) together 
closely for three years - we 5 .. 
(already/exchange) executives a few times! 

I'm personally very proud of this acquisition, our first step into the US market. Several other British water 
companies 6 ..... .... ... ...... ........ ............ (look) into the US market, but none of them 
7 . . .... (ever/take) it very seriously. With this acquisition, Eastern Water 
8 . . ............ .... . . .... (now/move) from being a regional-based company to being an international company. 
It 9 ........................... ...... .. (not/be) easy, but it 10 .. . ........... (be) exciting. 

The water business 11 ............... .. .... ... ........ ...... (have) its problems in recent years, but I think we 
12 .... ................. ... ......... .... (learn) a lot from those problems. 

@ 4.1 Listen and compare your answers. 

Make it personal 

Think about a time when you interviewed someone or were interviewed. Write five present perfect simple 
or continuous questions and answers that were used in the interview. Use Exercise 1 to help you. 

- Present perfect simple and continuous 



in tne hews 

There has been .a~i i~e 
profits in the retal~l Hilig,~11P~~~E)d ,1~i p ew h"ome loans 

l'fas fallen· by more than 30%. 

Iii Complete the opening lines fr<?,m these newspaper stories using the verbs in brackets in the present perfect. 

Small businesses get tax help"· 

The Minister of Finance .... !1, .. 9~XE'.:l'.1 . .. small businesses a new tax break. (give) 

2 Government announces int ~f est rate cut 

The government ...... ·· · · ·i · ·· · · ·· · · ·· ...... .. .. . . . a 0.5% reduction in interest rates. (announcr) 

3 TravelJet buys Eagle for £106'~ 

TravelJet Eagle airlines for £1 OOm. (buy) 

4 High street shops suffer 10% sales fall 

Sales at high street sl1oR~ by 10%. (fall) 

5 Micro Tech launch slimmest laptop 

Micro Tech the world's slimmestlaptop.comptlter. (launch) 

6 

Northern Motors 2,000 jobs at their Oxford fac:tor,y. (qut~ 

IJ Write a suitable first linefor.t t.iese news stories. 

1 Central Bank holds interest rates at 5% 

Tu.e. .(e.n~!l.1: .. 1?.~ .. l:i.@.h.~ .. iK.l.W.~~t.t:(.IJ.e.~ .. aj;. .. ~h. ... ........... . :., .. :c ... ... . ,.,:l'.. ., ...... ,tt!: ... ..... .... .. ... .... .. 1.1, .... ...... .... .. , ... .. .. .. .. . 

2 

3 DVD sales reach a new 

4 US and China discuss a ne~ :trade agreement 

5 Insurance costs rise after th~ bad weather 
, _ !,, 

,; 
• • • • • • • • • • • •• • • ' . . .. . .. . . . .. . . . ... .. . . . . . . ......... ... .... .. . . .. ... . . .. .. ~·. o;-· . . .. . . . ..... . ....... . .. • · · . . ... . . . . ..... . . ... .... . . ... .. . ... .. .. . .. .. . ... . 

Make it personal 

Look at the headlines in some English-language financial newspapers or on websites. Write opening 
sentences for each headline. Then compare your ideas with the real articles. Wf#re your ideas similar? 



Discu.ssing 
Read this conversation. 

Which words show who agrees 
or disagrees? 

El Giving opini.ons 
~ 

A 1 You can use these ex,pressions to give your opinion: 
I think (that), I'd/would soy (that), feel (that), in my opinion, as far as I'm concerned. 
Expressions with would sound less 'direct'. 

Absolutely! 

I would say that th~ esigner hos done·o great job. Asfbr as I'm concerned, the brochures ore excellent. 

A2 You can use these expressions to give an opinion about hypothetical situations: 
I woi.Jld hove t~ought, l 'would think, I ',!'fould imagine. 

Investing in gold should be safe, I would hove thought 

A3 Voll can use these expressions to show your attitude to things you say. 

When you think ... 
something's obvious 
something's a fact 
som~thing's.bad/good 
thi.s, is the main point 
you're giving an honest view 
you're giving a personal Vl~W 

you can say ... 
obviously I of course I clearly 
in fact I as a matter of fact 
unfortunately/fortunately 
basically/really 
to be honest 
personally 

Obviously we need to give priority to external calls, but to be honest we don't always. 

Tina 

~ p'i'~0\9,.!.1ffi£'W Ol~ttfl"<:'.'Ull{f,,f;'lOi1Rc'al i"eiiJ1i1ron or a·rac"c'm·at 1s'a'irrereht rrom wn·at otner peo'p1e expect. 
I'm not against flexitime. As a matter of.fact, I think it's a good idea . 

. ·IE) Agreeing 

81 You can use these expressions to agree with someone: 
(That's) right, (That's) true, Absolutely, Definitely, Exactly, I agree (with you/that). 

A: Customers wont 24-hour IT support. B: Absolutely. 

82 You can use these expressions if you want someone to agree with you or see your point of view: 
(do) you know/see what I mean? if you know/see what I mean. 

We should be looking for partners outside Europe -you know what I mean? 

ll Disagreeing 

C1 You can give a different view starting with Yes/No but, But.However, On the other hand, or ending with though. 

A: We get good service from our cleaning company. B: They're expensive, though. 

A I don't agree (with you) or I disagree (with you) are very strong in English and not very common. 
People sometimes say I don't agree with that to make the disagreement less personal. 

C2 You can use actually to correct or contradict what someone says or thinks. 

A: This report doesn't include lost month's spending. B: Um, it does, actually. On page 7 7. 

C3 You can use these expressions if you partly disagree with someone or think one point is valid: 
That's a very good/fair/valid point, but ... , You've got a point, but ... , I take your point, but ... 

A· The phones aren't cheap, but the serviceplon is good. 

· - Discussing 

B: That's a good point, but we can't ignore cost. 



.r,. 

' 

...... A-C 

...... B,C 

Practice 
II a A manager is talking about annual performance reviews. Change the words in italics to an expression 

from A3. Sometimes more than one answer is possible. 

,11;4;, ffleiR poiRt is we should change our annual performance reviews. Bo..si.coJ1.y 

2 You see, my personal vi~w is I'd say that they're not really,.effective. 

3 My honest view is the fqrmal interview is a very artificial situation. 

4 The main point is twelve months is a long time between reviews. 

5 It's a fact as managers, we should always be looking at staff performance. 

6 We should review performance monthly, speaking honestly. 

7 It's good that, staff tell me they'd prefer that too. Some people ask for more feedback. 

8 It's obvious that it would be better if we supervised staff more closely. 

9 My l;wnest view is the annual review is embarrassing for staff and managers who have a more informal 
relationship the rest of the year. 

1 O And it's clear that some people exaggerate the.ir achievements so they get good reviews. And then 
other people don't like to boast, so it's not good that they don't do so well and this is obvious . 

. b O SS 1.1 Listen and write any other expressions she uses to give her opinions. 

1 I fuiri~ 

2 

3 

4 

5 

6 

7 

8 

9 

10 ...... 

c Decide whether or not to agree with the manager's comments and write a suitable response. 

1 A~spL1A!;e,4i, .. !. . !t. 1Yl4Jl1t, .b~ .. #.ffu;lAkt. _ 1;np1A911 , .. 

2 .. 

3 

4 

5 

6 

7 

8 

9 

10 

d O SS 1. 1 Listen again and respond with your own prepared comments. 

EJ a Stefan wan.ts to reduce the amount of travelling that staff clo. Edyta doesn't fully agree . 
Write her responses using words and expressions from B and C. 

Stefan says Edyta thinks 

1 We need to cut down on travel costs. Travel is expensive. It's also useful. 
Y.t~.,. !:rM4'~-. e,~p~*e,, .~1A.t _(t\. i:i.J.:~p .\A~ecful. .. 

2 We can use video conferencing. It's just as good. Face-to-face contact is more personal. 

3 We don't need to go to the branches to talk. It makes communication easier. 

4 Travel is bad for the environment. That's true. 

5 You waste so much time travelling. That's partly true. You can work on planes. 

6 People see travel as a minbholiday. No they don't! It's hard work. 

· b O SS 1.2 Listen and practise responding to Stefan witli your own views. -



- Testl:Unitsl-4 

1 Complete this text about bank security using the verbs in brackets in the imperative or the present simple. 

It 1 .... M.~ .. .. (fee{) good to be safe. So, at ING Direct, we 2 ......... .. ....... ... ... .. (look after) your money very 
carefully. However, there 3 ...... ........... ... .... .. (be) a few security measures that you should use to protect your 
money. Here 4 ........ ..... ............. (be) some top tips to protect your account. 

• 5 .... .. (keep) your PIN number safe. 6 . . (not write) it on your ING Direct card and 
7 ..... ... .. .. .. ... ..... (nottel{) anyone what it is. 

• 8 ... ..... ..... ..... ....... (make) sure your memorable date 9 ...................... .... (be) easy to remember, but not too 
obvious. For example, the system 10 .. ..... ... ... ............ (not allow) you to use your own birthday . 

• We never 11 
If this happens, 12 

...... (contact) you by phone or email to ask for your personal security information. 
................ (call) us on 0845 603 8888. 

2 Underline the correct verb form in each sentence. 

Do you do! ~e you doing this test in your office? 

2 Does your manager watch I Is your manager watching you do this test? 

3 Do you always work I Are you always working at the same desk? 

4 Do you study I Are you studying English for an exam? 

5 Do you understand I Are you understanding financial statements? 

6 How often does your manager review I is your manager reviewing your performance? 

7 Does your company make I Is your company making more money this year than last year? 

8 Does your salary go up I Is your salary going up a lot every year? 

9 When you don't speak I aren't speaking in a long meeting do you doodle I are you doodling*? 

10 Do you listen I Are you listening to music while you study? 

*doodle= to draw pictures or patterns while thinking about something else or when you are bored 

3 Two friends are talking abounheir working conditions. Complete this conversation using the verbs in 
brackets in the present simple or the present continuous. 

GEMMA: 1 l?.C? !:l91,( .. ~f1~~ ... (you share) an office? 

RASHID: Well, I usually 2 ............. ........... .. (have) my own office, but at the moment I 3 ........ ... .... ... . ... .. (share) an 
office with two colleagues because they 4 .. . ... (redecorate) mine. 

GEMMA: 5 .... ..... ........ .... .. .. (you like) sharing? 

RASHID: No, actually 1.6 ...... . (hate) it. It's impossible to concentrate because my colleagues 
7. . ........ .. (always/talk) about their social lives. And the office 8 .. ..... ................. .. (smel{) terrible because 
one of them 9 ........ .......... ....... (always/ eat) at his desk. 

GEMMA: What 10 .. . (he/ eat)? ' 

RASHID: Oh, everything! And the other colleague, who 11 .. ... ....... (cycle) to work every day, 
12 . . . .. (not have) a shower when he 13 ...... (get) here. I 14 ..... .. .... .. ......... ... (not want) 
to stay in this office any more! 



4 If the sentence is correct, tick(/) it. If it is wrong, correct it. 

1 I affi tAiAlciAg my company is a good place to work. 

2 I remember my first day at work. 

3 My manager is liking to be at work early, before the rush hour. 

4 My line manager has problems with some of the new staff at the moment. 

5 Our products do not contain any chemicals. 

6 I'm agree with you. 

7 My partner is seeing some customers at the moment. Can I help? 

8 We think of opening a new office in Rome. 

9 The new rule about overtime isn't seeming fair to me. 

10 Sales are appearing to be lower than expected this quarter. 

. ....... 1 .. 1*10k .. 
.,, 

5 An office worker is talking about their new training manager. Complete these sentences using the verbs in 
brackets in the present perfect simple or continuous. Then choose the correct word in bold in each sentence. 

1 The company (recruit) a new training manager recently/still. 

Tu.~. CP.m..P~!1 ~~-. r~tAi.t;e4 . o,. .11~ .. trajtiitig_ . m.~.<A:9~ . r~fu1- .. .... .... ... ... .... ... ... ... ... . ........ ... ... .... ... ......... . 

2 We (not have) a training manager for/since a long time. 

3 We (ask) our line managers to get someone to do this for/since over a year. 

4 She (make) a lot of changes already/yet. 

5 For example, she (introduce) regular training sessions already/still . 

6 I (go) to three sessions this/last month. 

7 I (ever/just come) from a session about spreadsheets. 

8 I (ever/never understand) how to use them before. 

9 I (learn) a lot for/since the sessions started. 

10 She (not give) us a session on team building yet/already. 

11 She (promise) to do that for/since she arrived . 

. 12 (you ever/never go) to any of her sessions? 

-



Past simple and continuous 
Read this text about the Enron Corporation. 

a What do you know about the Enron Corporation? 
.,. ..... What happened to this company? 1 

\ ' 
' b !look.at, the verbs in italics. Did the concerns about,-"".,......... 
_.....-Ehron begin before they reported their earnings in July? 

ll1 Forming the past simple 

+ worked there. 
·-· I/You/He/She/It/We/They 

didn't I did not work there. 

work? Where did I/you/he/she/it/ 
? -·OHOH-•••o••••HH---·•••••--•••••-•••••••••••H•--

Did we/they work there? 

@ Many common verbs are irregular. The most 
frequent past simple verbs in spoken business 
English are: 
came, could, did, got, had, made, put, said, thought, 

was/were, went . 

..,.. See Appendix 5 (Irregular verbs). 

CJ Using the past simple 

81 You can use the past simple to talk about states or 
completed actions at a specific time in the past. This time 
is usually stated or is obvious from the context. 

founded Microsoft 

• 
Past 1975 Now 

Bill Gates founded Microsoft in 1975. 
I didn't need the report for the Board meeting. 

82 You use the past simple to talk about repeated or habitual 
actions in the past. This has a similar meaning to used to. 

stayed at Hilton 

• 
Past 

stayed at Hilton 

• 
stayed at Hilton 

• 
Now 

Whenever I went to London on business, I stayed at the Hilton. 

83 You use two or more past simple verbs in the same 
sentence to talk about past events that follow one after 
another. 

1 stood up 2 grabbed his bag 3 left the meeting 

Past Now 

He stood up angrily, grabbed his bag and left the meeting. 
What did you do when the market crashed? 

In ~id July 200I, the Enron Corporation reported 
earnmgs of $50.l billion. However, concerns about 
financial irregularities were growing. 

[!I Forming the past continuous 

I/ He/ She/It 

+ 1 You/We/They were working 

I/He/She/It wasn't I was not yesterday. - ···-.. -, .............. -..... l--·-·-·· ............. -............ -
You/ We/They i weren't I were not 

I ? ~;,;;;,-;.- ~t;;; wo,k;ngyeste,day? I 
[.. _ _..._Were .............. J you/ we/ they . ___ _____________________ ........ J 

A Do not use state verbs in the continuous form. 

[!] Using the past continuous 

01 You use the past continuous to talk about a longer action 
in progress at a specific time in the past. 

waiting for bus 

Past Sam Now 

At 8 o'clock this morning, I was waiting for the bus to work. 

02 You use the past continuous to talk about a temporary 
action or situation in progress in the past. 

I was working overtime a lot before the end-of-year audit. 

03 You use the past continuous to talk about a background 
event or longer action that is interrupted by a shorter 
event or action in the past simple. You often use when, 

while or as. 

not sitting at her desk 

phone rang 

• 
Past Now 

She wasn't sitting [background event] at her desk when the 
phone rang. 

While the speaker was presenting his report, I noticed several 

mistakes on his slides. 



..... A,B 

..... c,o 

..... A-0 

II A company director is talking about setting up his leather goods business. Complete these sentences 
using the verbs in the box in the past simple. 

not find 

1 We CJpe.11~ .. the first branch ofour business in 1999 . 

2 We .. . . ... to expand too quickly and we ..... ........ ........ ... at that branch for two years. 

3 We ...................... ... to remain small and exclusive, but when we .. .. . ... a new line in leather 
accessories, sales .... ..................... very rapidly. 

4 So, what ......................... we do? We .... .... ..... ............ open another factory. 

5 I .................... ..... a good factory foreman for months. 

6 Then Nick Clee .. .. . ... .... ..... to our advertisement and he 

7 ..... ... (you) one of our briefcases when you first 

. .... perfect for the job . 

......... working? 

El Complete this conversation between Rebecca and her manager Martin using the verbs in brackets in the 
past continuous. 

MARTIN: Rebecca, I 1 ... W.Gl.:5 .. l;rH4ig ... (try) to call you for ages this morning. Why 2 ............ .. ... . . .. (you/not 
answer) your phone? 

REBECCA: I'm sorry, Martin, but I 3 
to interrupt them. 

... (have) a breakfast meeting with some clients and didn't want 

MARTIN: Oh, yes. Of course. I forgot. But why were you late for our ten o'clock planning meeting? 

REBECCA: Again, I'm sorry, but as I 4 ........ (drive) from the breakfast meeting to the office, I got stuck in 
traffic. I did try to call in several times but the office number was always engaged and nobody 
5 ... . ... . . .... . .......... (answer) at reception. 

MARTIN: Hmm. And where were you yesterday afternoon? 16 ... . ..... (look) for you everywhere. 

REBECCA: Laura and 17 .......................... (prepare) our presentation for this evening. People 8 .. . ...... (use) 
all the meeting rooms in the office, so we decided to go to the venue and work there. We 
9 ........................ .. (practise) for ages. I meant to call you, but 110 .. ... .. .... . (not feel) very well by 
the end and I completely forgot. 

IJ Write sentences using one verb in the past simple and one verb in the past continuous . 

1 He I write I his report I when I he I spill I coffee on his computer . 

. H.e. .. W.Gl.:5 .. w..ri#.n.g .. n.ks . re.pllr_t w.l:1.e.11 .. n..e. . ~P.i.L~. _(.()ffu-: .. or .. r~~-. cpn,ptAl:el'. 

2 The auditors I arrive I when I he I have I his lunch. 

3 Share prices I increase I daily until I the market I crash. 

4 My taxi I arrive I as I I I leave I the office. 

5 I I tell I her about her new role I while I we I travel I to the conference. 

6 The Board I announce I the name of the new CEO I while I the staff I celebrate I the opening of the new 
office. 

7 He I think I of retiring I when I they I offer I him a promotion. 



.... A-D 

.... A-D 

II Neil Baker won a television contest to work for the successful British entrepreneur, 
Peter Salt. Complete this interview with Neil using the verbs in brackets in the correct form. 

INTERVIEWER: So, Neil, when you 1 1-\le.t:Eo s.tl:(c4JLl19 (study) 
at university, 2 ... . .............. ... (you/ever/think) you 
would work for the famous Peter Salt? 

NEIL: To be honest, I 3 .. . . . ............ (enjoy) my time as 
a student too much to think about my future! 

INTERVIEWER: What 4 ...................................... (you/do) when you 
5 ..................................... (apply) to take part in the show? 

. NEIL: For my first job I 6.. . (work) as an 
investment banker, but I 7 . . . .......................... (want) more 
variety in my work, so I 8 ............. .... ..................... (leave) a year 
or so before the programme to set up my own business 
providing IT support to small businesses. Unfortunately it 
9.. . ...................... (not/be) very successful. 

INTERVIEWER: You now work for Peter Salt. Tell us about your job. 

NEIL: I work in the property section of his business and it's 
very interesting and challenging. In my first year, 
110 .. . ...................... (learn) a lot from watching Peter 
at work. When Peter and 111 ................... (work) 
together on our latest project, a plan to build a health spa 
in the USA, we 12 ...................................... (negotiate) a really 
good price for a great site. 

!I Complete these sentences so that they are true for you . 

Last year, my company .. IN.~ .... (be) .. ...... (more/less) profitable than the year before. 

2 When I was a child, 1 ...................................... (want) to be ....... .. ............................ . 

3 I.. . . . . . . . . . . . . . . . . . (start) my first job in . . . . . . . . . . . . ......... [year]. I really .. 
(like/hate/enjoy) it. 

4 After school, I .. . ............... (live) in .. ............. . 

5 While I ........ (study), I ........ (meet) 

6 Yesterday, I ........... (write).. . ............................ [number] emails before lunch. 

7 When I ..... (try) to decide where to work, my friends ....... (help me a lot I 
not help me much). 

8 When I was a teenager, I ...... ... ...... . . ........ (decide to/that) ... ... .......... ... . . 

Mak(l1 it personu1~ 

1 Write five sentences about your first job or your time at university. 

Where was it? What did you do? What did you like or dislike about it? Why? Who did you meet? 

2 Write three sentences about when your company started. 

Who started it and why? What was happening in the markets at that time? What happened in its first few years? 

•• IJJ•!JI Past simple and continuous 



O Make these requests less direct using the verbs in brackets in a past tense. Make any other necessary changes. 

1 Let's arrange an earlier date for the AGM. (want) 

_I_. l'.Jlll'lt;e:4 . tll_. !AJ'.Ylll'l.9~ _ ltl'l_. ~Li¥. .. 4.t:e .. fo.r .. 1:11.e. .. A~M.. , . ...... ........................ ............. .......................................... ........ . 

2 Tell me_ about places to stay in Kiev. (wonder) 

3 Finish the report by lunchtime. (hope) 

4 I need to talk to you about the standard of your work in your first three months. (want) 

5 Can you talk me through the figures in the report? (think) 

IJ Make this telephone conversation between a PA and an airline booking agent more polite by changing 
the verbs in italics into a suitable past form. 

PA: 11 wenr .... w..Cl¥lf;aj, ____ to book a return flight from London to Paris for two people. 

AGENT: When would you like to travel? 

PA: We 2 are hoping .. .... ... to go on Tuesday 21st, but we 
3 are wondering .......................... if we 4 can.. . .... ... .......... ......... book different days coming back -
the 23rd for one and the 28th for the other. 

AGENT: No problem. What time 5 do you want .... . ................. to travel? 

PA: We need to be there for a ten o'clock meeting on Tuesday and we 6 are thinking .. .. .... ..................... ...... .. we 
7 may . .. .... ... ...... ... ... leave the returns open. Is that possible? 

AGENT: Of course. There's a flight out which would get you there for 9 am. 

PA: We 8 want ... ....... ........................... to go business class. How much would that be? 

AGENT: £332 per person each way. How 9 do you want ...... ...................... to pay? 

PA: By credit card. Also, I 10 wonder ........ if you 11 can ...... add these air 
miles onto my frequent flyer card? 

AGENT: Certainly. I'll book the flights for you now. What 12 are.................. ...... . .. the names ofthe people 
travelling? 

5.1 Listen and check your answers. 

Make it personal 

Think of five occasions when you will talk to your boss or a customer in the next week. Write five polite 
requests you could use in these situations and then try to use them. 

-



-

Present perfect and the past 
Read this extract from a report. 

a Which verb in italics refers to a finished event in the past? 

..... b Which verbs refer to something that started in the past and 
is still continuing now? \ ~ 

·e ~ verb refers to a past action with a present result? \ 

Last year we produced 627 machines. Over the past two 
years we have been spending a lot of time on improving 
quality and we have made lots of progress. The board has 
decided that now it is time to increase production. 

..... See Unit 4 (Present perfect simple and continuous) and Unit 5 (Past simple and continuous). 

ll1 Choosing between the present perfect and the past 

You can use the present perfect: You can use the past: 

A1 to talk about a single or repeated action to talk about a single or repeated action in a finished 
in an unfinished time period (which is still continuing). (past) time period. Often the time is specified or known. 
Has Mr Sanchez called this morning? (it is still morning) I went to Spain on business last week. 
I'd like to continue the discussions we've been having this During the I 990s the company was trying to enter the US 
week. (the week has not finished) market. 

Al to talk about a past action or situation that has an effect in to talk about a past action or situation that does not.tell 
the present. us anything about now. The time is usually stated or is 
The printer has broken down. (it isn't working riow) obvious from the context. 
John's reached an agreement with Harper's. (they're ready The printer broke down last week. (but it's working now) 
to sign the contract now) We were travelling around Asia in March. 

A3 with these time expressions to show unfinished time: with these time expressions to show finished time: 
since Monday/2006/ the merger, for ten years/ages, ever, yesterday, ago, in 2007/January!the summer, at two o'clock, 
never, so far, the first/second time, before, up till now, earlier this week, last week/month/year. 
recently, yet. The project started six years ago. 
He's been avoiding me since our last meeting. I wasn't working here last year. 
Have you ever dealt with Ramcorps? 

A4 to ask a general question about past experiences. to give or ask for more details. 
Have you ever been to our Paris offices 7 A Oh really? When did you go there? 

B: I went there last autumn. 

[iJ Choosing between the.continuous and simple forms 

You can use the continuous form: You can use the simple form: 

81 to talk about a temporary action or a situation in progress. to talk about completed actions or permanent situations. 
In January, consumers weren't spending much. He worked in Italy his whole life. (he's dead now) 
Consumer confidence has been falling since March. He's worked in Italy all his life. (he still works there) 

82 when you are more interested in the action or process when you are more interested in the result than the 
than the result. process. 
They were arguing about the price. (we don't know if they Turnover rose by 8.5%. 
reached an agreement) Our company has made £6m profit this year. 
UK banks have been having an exceptional year. 

83 when you want to emphasise how long. when you say how many or how many times. 
I was waiting for over an hour. We took on 71 new clients last month. 
They've been trading since I 931 I've called him five times this morning. (not !''o'e eeer, ca//ir,§ 

Aiffl R','C ~ifflC5) 



� A D Two colleagues are talking about a takeover in India. Underline the correct form of the verbs in italics. 

DUNCAN: 1 Have you heard I Did you hear how the Mumbai deal's going? 

JEAN-MARC: No, I 2 haven't heard I didn't hear anything for ages. All I know is that the market 3 exploded I has 

exploded last year and since then we 4 negotiated I've been negotiating to set up a call centre business there. 

DUNCAN: That's right. Well, I 5 've been going I went out there every couple of weeks or so to try to move things 
along. 

JEAN-MARC: Really? So, how 6 did it go I :Sit been going? 

DUNCAN: It's really interesting, and exhausting! But we 7 made I've made a real breakthrough in the discussions 
last week, and I think we 8 've reached I reached a preliminary agreement at last. I 9 only got back I've only got 

back yesterday to brief the CEO. 

JEAN-MARC: That's great news. I know how hard it can be setting these deals up. 

DUNCAN: That's right. 10 Didn't you go I Haven't you gone there earlier this year for some IT project? 

JEAN-MARC: Yes, we 11 opened I've opened a small IT outsourcing operation in January. It 12 was I :S been pretty 
hard work at the beginning but it's going really well now. 

DUNCAN: Fantastic. Let's hope the Mumbai deal is as successful. 

� A El Match each pair of sentences with the suitable responses. 

�A3 

1 You look absolutely exhaust a I had to work late and I forgot to call. 

2 Where were you last Friday? b I've been working late this week. 

3 Do you know much about the US market yet? a We've been doing a lot of research into it. 

4 This report on the US market is really comprehensive. b We did a lot of research into it. 

5 I tried to find you at the conference party. 

6 There you are! I'm so glad to find you at last. 

7 Why are the prices up in the canteen? 

8 Why did we lose money on the deliveries? 

9 Where was Sue during the IT training course? 

10 Where's Sue? I never see her in class. 

IJ Complete these sentences using the words in the box. 

a Sorry, I've been stuck in traffic for the last hour. 

b Sorry, I was stuck in traffic, so I missed it. 

a We haven't been charging enough to cover our costs. 

b We didn't charge enough for them. 

a What? Hasn't she been attending the sessions? 

b Why? Didn't she attend any of the sessions? 

ago at earlier ever for in last never ..siflce- since 

1 Production costs have risen dramatically ......... �.�� ......... last January. 

2 Macnab's paid their bill in full every month .......................... year, but this year they haven't paid anything. 

3 Market researchers have been looking at the competition .......................... several months. They'll be reporting 
their findings at the next group meeting. 

4 Someone from the tax office called you .......................... today - something about VAT returns. 

5 Two weeks .......................... management were offering us a 3.5% pay rise, but .......................... ten o'clock this 
morning they reduced it to 3%. 

6 Staff in the factory have been getting £400 extra a week .......................... that big order came in. 

7 We purchased the new scanner .......................... May last year. We've .. ....................... had a problem with it. 

8 I rieed your advice. I'm going to Berlin soon. Have you .......................... done any business in Germany? 

-



..._ A,B 

..._ A,B 

IJ Write questions using the verbs in the past simple, past continuous, present perfect or present perfect 
continuous. Sometimes more than one answer is possible. 

How many companies I you I work for? 

l:lo~ .. m.OJ:1~ . cprnpcµi~s . h.O-:Y~ . !:JCli,, .. w..or:k.e:4 .. for.? ... 

2 What subject I you I study I at university or college? 

3 How many I jobs I you I apply for I when you left university or college? 

4 When I you I start I working for this company? 

5 your company I expand I since you joined them? 

6 you I work I on any interesting projects this year? 

7 you I ever I speak I at a conference? If so, what I you I talk about? 

8 you I have I a pay rise this year? If so, how much I you I get? 

9 How much time I you I spend I abroad in your working life so far? 

10 Is this the first time I you I study I another language? 

6.1 Listen and reply with answers that are true for you. 

11 Complete this press release using the correct form of the verbs in the box . 

I acquire book fly introduce own reach sign -Start-- use I 
L ....... ·-·-------·-·····-------··--·····--·--··--··-··-···· ····· ·····-··--··-·-········-····- ~ 

In October, JetWays and Pan European 1 .. !'>~ .... negotiations over the sale of Globetours Airways. 
Pan European 2 . . .... .. .. the franchise airline for 12 years. 

Today, Pan European is happy to inform customers that we 3. .. ............ (now] an agreement 
and JetWays 4 . . ..... .... .. Globetours. We 5 .............. ............ the contracts early this morning. 
Pan European is therefore no longer selling tickets for Globetours Airways flights. 

The takeover will not affect customers who 6 . .. .......... . to travel before 1 st April next year. 
Anyone travelling on or after that date should visit our website for further information. 

Under Pan European. Globetour Airways 7 . . . ..... . to 38 destinations in southern Europe and 
North Africa. Although JetWays will continue to run all routes until the end of March, they will not 
guarantee the future of routes that are not profitable. 

Pan European will continue to operate flights out of Gatwick airport. We 8 . .. .... .. Gatwick for 
our long-haul leisure routes for more than ten years . In addition, we 9 . . .... ..... (recently] 
a number of national routes to and from Gatwick. These will be unaffected by the sale of JetWays. 

Make it pen;onal 

Choose three of the answers you gave in Exercise 4 and add two more sentences for each. 
Try to use different verb forms. 

For example, I've worked for three companies. I spent my holidays working for the first one when 
I was studying at university. I've been thinking about that job a lot recently. 



People often use the continuous form to introduce the topic of conversation by giving the listener some ' 
background information. They then use the simple form to make their main point. ~ 

I was thinkingp boutinvesting in equiti~s, but I decided p{operty is safer. . "'. 

We were looking for the best rate anc:1 we found someone offering 5.6% over ten yeqrs. 

I've been thinking about your offer and"l've decided to ac:cept it. 

You can also use the simple form first to highlight the main information and then the continuousfprm to give 
some oackground. • 

We've closed the plant down because it hasn't bee11 making enough money. 
~ f' ,,,, 

II Decide which is the main event or action and complete these sentences using a suitable form of the verbs 
in brackets. 

1 :fc,l,(r1~ .. 01A_t .. (find out) about the restructuring plans while I ... \'V.~ .J4.1ciklg ___ (talk) to the Operations 
Manager. 

2 We ................ (consider) the Canadian market. In the end, though, we .. ..... .. ... .... .... ..... . (think) the US 
might be qetter as we .............. ............ (not/believe) Canada would be a big enough market. 

3 A: Why ..... ....... (you/decide) to relocate the office? 
B: Because we ...... .. (spend) too much on the rent. 

4 A: You .... . ..... (work) late this week, Denise. 
B: Yes, I ............ ..... . (not/get) home until ten o'clock last night. 

S ........................ (have) lunch with someone from SatCom yesterday. He ... ........ . . .... .. (tell) me all about 
their latest teleconferencing system. 

6 A: What ....... . .. ............. (she/complain) to you about? 
B: Oh, she's unhappy because she .... .. ........ .. ..... ..... (not/get) an end-of-year bonus. 

IJ Change one of the verbs in each telephone message into an appropriate continuous form to give the 
listener background information. , 

110..ven't been w<A.i,t;u,9 
Hi Steve? It's Jeremy here. I hope you haveA't waitee very long for me. I'm stuck in traffic. 

2 This is a message for Mr Khan. We checked our records last week and we discovered an unpaid invoice for 
£250. Please could he call us back on 0835 424265. 

3 Yes, hello, um .... This is Paula from Pioneer Furniture. I had some problems with my email system recently, 
so you probably haven't received my order. Anyway, here it is ... 

4 Annie? Er, Martin speaking. Listen. I told one of my colleagues about that DVD you showed me, but I forgot 
the title. Can you remember what it's called? 

S It's Nicky speaking. I've tried to reach you all week, but you haven't replied to any of my messages. 
Please call me. It's very urgent. 

6 Alex Pay11e here. I wanted to speak to you about something yesterday, but you chaired a meeting. 
Please call me back as soon as possible. Thanks. 

Make it personal 

Think of four or five phone calls you might have to make in the next week. 

What will you say if the person you want to speak to is out? How will you give the background to your call? 
What will the main message be? 

-



-

Past perfect simple and continuous 

Compare these two sentences. \ " . .... , ;;,~ " 
1 \ . , ;,;#''"''<", \ . .· .'.i:''.>'-#~;r" _ . i .·· . . :/? 

Wh,ich sentence makes it clear that Zetac a·ccepted an offer from Kronos before'Eslinx made their offer? 
L r ',.- \ ' ·\ · .. +"'~"'" . . 
. t ~ \ ';l ... ~~:.· )( .,,,11;;~._,..;...., 

At the time rhat E-Linx made a higher bid for the company, Zetac accep ed 

At the time that E-Linx made a higher bid for the company, Zetac had accepted an offer from Kronos. 

llJ Forming the past perfect simple 

+ i 'd/had left the offi;;---1 
I/You/ He/She/ It/We/They I I ·-=-t hadn't/ had not /~ft the office. I 

I Wht hadj I/you/he/she/ it/ I, f; h ff, 7 I 
.1 h I e t t e o ce. . 

d we1t ey , i 
--- - --- _ __J 

© In informal spoken business English, you can 
shorten had to 'd, and had not to hadn't. In formal 
writing, use the full forms. 

I rang them about the training session but they'd forgotten to 
arrange it. (spoken) 

By 1997, turnover had increased to 5950,000and they made a 
profit of S 170,000 (written) 

I!) Forming the past perfect 
continuous 

r ~1-----------·-r·--------- ----- ·· -------1 + I 'd/had been waiting for ages. I~ I/You/ He/ She/It/We/They rh~dn't /had ~~; ;,~;~-;:,;;tin~-
! 1 long. 
I I I -

How long J I been waiting? 
I ? 1 had 1 /:you/ he/she/ f--- ____ -·······-·- ____ .. ··-·····-------
I I --- -- - - , it/we/they 1 1 l __ ~ ___ L I been waiting long? J 

m Using the past perfect 

C1 You can use the past perfect to describe an event that 
happened before another past event. 

1 James left the office 2 I arrived 

Past Now 

When I arrived, James had left the office. 

C2 You can use the continuous form of the past perfect to 
emphasise that the first event was in progress or continuing 
for some time when the second event happened. 

Past 

I'd been feeling unwell 

I left early 

• 
I'd been feeling unwell that day, so I left the office early. 

Now 

C3 You can use time expressions such as before, after, when, 
as soon as and by the time with the past perfect. 

You can use the past perfect after time expressions with 
by, for events that happened up to or before a certain 
point in the past. 

By I 999, the company had firmly established itself in the USA, 
Canada and Mexico. 

People often use the past perfect with already. 

When we arrived, the meeting had already started. (not ffif'-­
mccting already started) 

People often use the past perfect with it was the first time. 

I worked with Tina on the Slovakia project in 2004. It was the 
first time we'd worked together. 

C4 © You can use the past perfect to explain or give 
reasons for past events. You can also use the past 
simple. 

I couldn't give the latest figu res because our system had 
crashed (or our system crashed) earlier that day. 

I had met (or I met) Dus tin Parker before at a sales conference, 
so I recognised him immediately. 

~ See Unit 23 (Reported speech 1) and Unit 24 (Reported 
speech 2). 



...... A D Complete these sentences using the verbs in the box in the past perfect simple. 

...... A-C 

...... A-C 

ask decide .exam+m, expect fall predict not receive not sell speak suffer 

The Board .... 11a.4. .. e.x_OJY>iK1~ ... three offers for the company but decided that Montech's offer was the best. 

2 We .. ..... .. . good news from our Berlin branch as regards sales, but the numbers were disappointing. 

3 It seemed their office .. . .. ...... ..... .. . our fax, so they didn't respond to us. 

4 The company .. .. . .. . to enter Asia in 2003, and by 2005 it had a big operation in Thailand. 

5 I. . . .... .... .. (already) to our IT manager about the problem with the new server when Peter 

mentioned it to me. 

6 We . .. .. heavy losses during the previous year, so we knew we had to take urgent action. 

7 .. .. .. . .. (you) this downward trend or was it completely unexpected? 

8 The figures showed that we .. ...... any units at all in May, so we were very disappointed. 

9 

10 Prices 

... (only) for a 5% pay rise, so I was very happy when they gave me 10%! 

..... sharply, but then in 2004 they started rising again. 

IEI Complete these sentences using one of the verbs in brackets in the past perfect and one in the past simple . 

1 fio.4,n\ heo.r<i, ... (not/hear) about the meeting, so I <:O,llle. ... (come) completely unprepared . 

2 Ursula ..... ..... (already/make) a copy of the bill, but then Vimala ................. (make) another one! 

3 We . .... .. (close) the office as we .. ........... (hear) there was going to be a transport strike . 

4 Aswe . ..... (a/ready/discuss) the issue once, we ............... .......... (not/want) to discuss it a second time. 

5 Natasha ...... . (only/start) at the compa~y a month before I ... . ... .. ....... (arrive) . 

6 .. .. . .. .. . ..... (be) surprised to see the visitors at 9:30 as they ....... (phone) previously to say 
they would arrive at 10:00. 

7 How . .. . ....... (you/ know) about the changes in the schedule? ..... (you/speak) to her 
about it before? 

8 Transportation costs .. . .. ...... ........... (rise) steeply, and therefore we ............... .......... (have to) put up our prices . 

9 Krista 

10 Hilda .. 

. (not/ leave) the office yet so I .. 

....... (say) it was the first time she 

. ........ (be) able to talk to her about the problem. 

.. .. (ever/give) a speech, so she was nervous. 

IJ Complete this article. Explain the reason for each event using the past perfect simple or continuous . 

Shares rise after merger Reasons 

1 Share prices rose on Thursday after the news that 

t;w._o _ l'tlaj()r_. b.Mk.~ J1a.4. .. ~ri~.ri~ _o., .roerger , .. 
two major banks announced a merger 

2 The deal had a dramatic effect as the banks' shares were falling before the announcement 

3 It took a few months to finalise the deal as the directors were negotiating the terms of the agreement 

4 There was some controversy over the merger because 

5 But the markets responded well to the news as 

6 The merger came as no surprise to many as 

some people said that it would create one of the biggest 

financial groups in Europe 

the financial sector was unstable in recent weeks 

it was predicted in a popular financial blog 



.... A-C 

.... A-C 

IJ Complete this interview using the correct form of the past perfect (simple or continuous). Sometimes both 
are possible. 

HR MANAGER: So, you 1 '.4. o,cq;.rt1~~ ... (accumulate) ten years' experience in IT when you decided to look for 
a new position. How long 2 .. . ....... ... (you/ work) for Dorm ax at that point? 

LEO: About six years. I 3 .... . ...... ... (think) of changing jobs for a while but I 4 .... ..... (not/see) 
anything really interesting or challenging enough. 

HR MANAGER: Aha. And before Dormax you 5 ..... .... .... .. ... ..... (work) for a Swedish company and 
6 ............. ....... (live) in Gothenburg, is that right? Did you learn to speak Swedish? 

LEO: Yes. In fact I 7 ... ... ............. ... ... (study) the language for about a year in evening classes before I moved there. 

HR MANAGER: Right. You said you 8 ............... ......... (not/find) anything challenging enough before you applied 
to us, but that you 9 .. . ... ... (consider) making a change. What sort of challenge were you looking for? 

LEO: Well, 110 .... .... .... ..... ..... ... (do) more or less the same old thing for six years and 111 .. . .. .. .. (begin) 
to realise that I was missing out on a technological revolution. 

HR MANAGER: Could you explain what you mean? 

LEO: Well, at that point, web-based applications 12 ......... ... .......... .. .. (Just/start) to take off, but in my company we 
were still working with static, hardware-based technology, without looking at the new web-based opportunities. 

HR MANAGER: And what did you think those opportunities were? 

LEO: Well, I think I 13 .. ... .. ..... ... .... ...... (already/realise) that web-based systems could streamline our operations 
massively. Our branches 14 .. .. (miss) opportunities to network with one another in the most 
efficient ways, as they were all operating independently and using their own systems. That's the kind of 
thinking I would like to bring to this post you are offering now. 

HR MANAGER: Great. 

E Complete these podcast extracts using the verbs in brackets in the past simple, past perfect simple or past 
perfect continuous. Sometimes more than one is possible. 

In October 2006, Voltra International ~°':S. ... (be) in trouble. The price of raw materials.. . ... ... ... (rise) 

steadily, its sales .. . ... ..... (fall) and the company's shares .. . ... .. ..... .. (already/ drop) in value by 30%. 
When the board.. . ...... . (introduce) an emergency budget in January 2007, few people .. . 
(expect) that it would transform things so quickly, but in September 2007, the company ... .. (report) 

a record $1 Sm profit. 

2 
The biotechnology industry .. . .... ..... (grow) out of university laboratories in the 1980s. The first 
successful gene transfer .. .. (take) place in the early 1970s, and by the end of the decade some 
pharmaceutical companies ... ..... ... .... ...... .. ... (start) mass-producing some proteins. These later .. 
(become) the first drugs of the biotechnology industry. By the 1980s, scientists .. ........... .... ...... .. (become) aware 
of the commercial potential of their work, and many .... .... ..... ... .. ... .. ... (leave) the universities to set up their own 
companies. 

3 
In 2002, the country's economy ......................... (look) very unstable. It ..... .. .. .. ...... .... ... . (have) a budget deficit 
of 14% of GDP, high inflation and slow growth, and one of the highest unemployment rates in the OECD. By 
2005, things ....... .. .. ... ........ .. (improve): government measures.. .. (cut) the budget deficit to 7% of 
GDP, the inflation rate .. . ........ (go) down to 1.6% and .. . .... .. (be) one of the lowest in the OECD. 

7.1 Listen and check your answers. 

Make it personal 

Think back to your last job interview. Write a short paragraph answering these questions. 

Where had you been working/studying before? Had you applied for other jobs too? Had you met any of your 
new colleagues before? Had you been doing similar work? Had you expected certain things about the job, 
and were they true? 

••• f :;p Past perfect simple and continuous 



'. 

\ 

Bldiness talk: Regrets and interJtions 
If you regret or feel dissatisfied about something in the past, you can use w,ish or if only+ past perfect. 

I wish they hadn't sent us so much publicity material - we can't possibly read it all. (they sent a lot) 
She hates her job. I bet she wishes she'd taken the job in Hungary instead. (she didn't take the Hungary job) 
If only we'd known how high the costs would be! We could have looked for another supplier. (we didn't know) 
We're really struggling at the moment.If only the government hadn't increased corporation tax. (the g<;>Vernment 
increased corporation tax)' . h 

_You can use verbs such as hope, intend, want, plar1 in. the past perfect (simple and continuous) to talk about things 
that you wanted to do but did not·do. Had is often _stressed in these cases .. 

We had hoped to solve the problem with t_he servers last week. (we didn't solve the problem) 
. I had intended to go to Frankfurt for the Book Fair last year, but I had to cancel at the last minute. 

The firm had-been planning to launch the new line in November, but there were delays. 
/ 

D Rewrite these sentences using the correct form of the words in brackets. Make any other necessary changes. 

I shouldn't have shouted atTom. (wish) 

.1 ... ~~~~ .. 1 .. ~#.t1\ .sr.i.ou.W. .~ .J9.~.· ...... .. .. ......... ......... .... ... ... .... ......... .... .. ... .. .. .... .. ...... .. ..... ....... ........ ... .. ... .. ... ... .. ..... .. .... . 

2 They should have booked their flights earlier; they would have got a better deal. (if only) 

3 Julio is sorry he didn't take the job in Bucharest. (wish) 

4 It was my intention to meet each new member of staff individually but there wasn't time. (intend) 

5 I should have realised the figures were wrong. I could have corrected them sooner. (wish) 

6 We had a plan to meet up at six o'clock but the traffic was very bad and Henry didn't arrive till 7:30. (plan) 

7 Rosa should have been here when Vladimir arrived; she speaks Russian. (ifon/y) 

8 They were optimistic that property prices would drop so that they could carry out their expansion plans. (hope) 

El Correct six mistakes in these two emails. 

1 
eee 

I'd, known 

2 

r Hi Cecilia, 

I wish I-knew you were in town last Friday! If only you let 
me know. We could have met and had lunch together, as it 
was my day off. I planned to have a really rela xing day but 
my washing machine broke down and flooded the kitchen . 
It's a very old machine. I just wish I bought a new one. 

Don't forget to email me next time you're visiting! 

Ben 
L......___.~~~~~~~~~~~~~~~~~~ 

Make it personal 

Dear Ruben , 

Do you remember that awful presentation I gave in 

Genoa when everything went wrong? Well , last Monday 

I did a big presentation for the board and it went really 

well. I expected that it would be a disaster, but actually 

it was a huge success. I wish you were there to see me. 

Olivia 

Think of something you had hoped or intended to do in your work last year but were unable to do for some 
reason. Write sentences about it using hope/want/intend, etc. and wish and if only. 

-



Used to and would 
Read this comment by the founding director of a restaurant chain. 

Underline expressions that describe his pa\ t business activities. ~ <"" Before I became a restaurateur, 
,\ / 1 was in the music business. I used to go to 

America regularly and would always come 
back with lots of ideas: something for a 

menu, something promotional. 

~ Which one describes a state? -

EJ Forming the past with used to 
A 1 Used to has the same form for all subjects and cannot 

describe the present or the future. 

+ 
~ 

-

? 

used to work there. 

I/You/He/She//t/We!rhey didn't I did not use to work 
there. 

Why did I/you/he/she/ 
use to work there? 

Did it/we/they 

'@ Used to is much more common than didn't use to. 
Never used to is three times more common than 
didn't use to in spokeh English. 

A2 In spoken English you do not always need a verb after 
used to if the verb has already been used earlier in the 
sentence or conversation. 

A Do you work nights? B: I used to. 

Our staff don't work as many hours as they used to. 

IE] Using used to 
81 You can use used to instead of the past simple to describe 

a p11st habit or regular activity. 

When I was a postman, I used to get up I got up at 5 am every 
morning. 

You can also use used to instead of the past simple to 
describe past states or situations. 

This company used to have I had a factory in France, but we 
closed it in 2004. 

A Used to does not describe single events or actions in 
the past. 

This company made a profit last year. (not used fO meke) 

A Used to does not describe how many times or for 
how long something happened. 

Stefan visited London twice on business. (not usefi fO visit) 

He ran the company for 20 years. (not usefi fO run) 

82 Used to normally indicates that the past habit or state is 
not true now. 

I used to spend a lot of time travelling for work, but now I'm 
completely office-based. 

[!JI Would 
C1 You can use would(n't) like used to to refer to past habits 

or activities if the.time or context is clear. 

When I worked at Stanard's I'd always be the first into the office. 
(context= When I worked at Stanard's) 

In those days she'd often take on too much work and she 
wouldn't delegate anything. (context= In those days) 

A Would is not used to describe states in the past. 
Don't use would with state verbs. 

This garden used to be the office car park. (not wou.'d be) 

A Questions about past habits or activities with would 
are very unusual in English. Use used to or past simple. 

Did you use to work I Did you work for Apple? 
(not Woukiyou work) 

C2 We can use would+ adverb of frequency to emphasise 
how often something happened. 

Negotiating new contracts would often involve weeks of 
meetings with our suppliers. 

A Remember that would has many other uses. 

..,... See Unit 13 (Modals 1) and Unit 18 (Conditionals 2) for 
other uses of would. 



..... A, B 

...... A-C 

D Write questions with used to. Then write answers to the questions that are true for you. 

El 

1 you I enjoy I school? P.i4 !:I()(,\ l,\~fc tp e,.njo!:J. sc:}iC>()l . ? 
.... ... . Ye,~ .•.. ! .. w.~~.r~ .l'.l<M>P.!:I . fu~ec .. . 

2 what things I you I do I in your first job? ..... ... ..... .. .... .. . . ... .... .. ...... ... ? 

3 you I have I a weekend job when you were younger?. . .. . . . . .... .. ... ... . .... ... ... ..... .. ...... .. . . ... ? 

4 which companies I you I want I to work for? ..... .... ... ... ..... .. .. . . ..... .. ..... ... .... . ? 

S how I you I keep I in touch before you had a mobile phone? 

6 you I work I in London? 

Replace the verbs in italics with used to where possible or leave them where used to is not possible . 
used, to work 

1 When I joined this company I weFkect in the marketing department. 

2 With the old computer system we needed several days to collect information from all our subsidiaries. 

3 When the new manager took over, we got new job descriptions, which was a big improvement. 

4 He didn't enjoy his old job, so he decided to move to Africa. He got a place w ith a charity as a teacher. 

S A: She's a very good presenter, isn't she? 

B: Yes, she was an actor. 

6 A: How did you keep in touch with your clients before email? 

B: Well, I made a lot more phone calls. 

7 I don't write as many letters as I did. 

8 Bill Gates was with Microsoft for 33 years before he left in 2008. 

.... ? 

...... ? 

IJ A manager is describing changes to his company to a new colleague. Complete this conversation using 
used to and the words in brackets. In which gaps could you use would? 

COLLEAGUE: Have you seen many changes here? 

MANAGER: Well, I have worked for Blackheath Engineering for over 15 years, so yes, a lot has changed since I've 
been here. We 1 u_se<:l Jo )e:. (be) a much smaller company. Now we employ over 360 people. There's a 
great atmosphere here now. My staff are all really flexible and motivated and very hardworking. 

COLLEAGUE: 2 ..... .. ........ .. ..... .. . (they I not work) hard? 

MANAGER: No. When I first joined the company, people 3 .. . ... .. (not do) anything that wasn't in their 
job description. They 4 ..... ... ... .... .. ... ..... . (go) home at exactly five o'clock and they 5 ... ... ..... .... .... .. ..... (never/get) 
to the office before nine. 16 ....... ... .... (always/ work) an eight-hour day. Nowadays I regularly work ten 
or more hours a day. 

COLLEAGUE: What has the best change been? 

MANAGER: The new canteen for staff meals has really helped productivity. We 7 .. . ........... ... . (not have) 
anywhere to eat lunch on site, so we 8 ... ..... ...... ... ... ..... (have to) go out for lunch, which took up a lot oftime. 

COLLEAGUE: Have your customers changed? Are they the same as they 9 ...................... (be)? 

MANAGER: One area where we've seen huge changes is in our customer base. We 10 .. ... ..... .. ... ......... .. (make) 
most of our sales in this country. Nowadays, 60% of our sales are abroad, compared to just 5% fifteen years 
ago. 

COLLEAGUE: How do you feel about the current management? 

MANAGER: The CEO changed last year. So far he seems to be getting on OK, although it's still early days. I knew 
the old CEO very well as we 11 ... ... .. .... ..... .. ..... .. (work) together years ago. She was great to work with, always 
very friendly and approachable. Even when she was promoted and got really busy, she 12 .. 
(always/ make) time to stop and talk. -



~A-C 

~A-C 

- Used to and would 

IJ a look at this table. Make true sentences by using used to or would with the verbs in brackets and 
underlining the correct words in bold. 

Company Profile: Blackheath Engineering 

15 years ago 

In London 

Average salary £14,000 i i 
Now 

20km outside London 

Average salary £45,000 

Male/female ratio 7: 1 

"lo of staff with un iversity degree: 38% 

Average time with company: 10 years 

"lo of staff with university degree: 62% 

Fifteen years ago .. . 

1 ... we IA?aj,. to t,~ ... (be)!!)_ I outside London. 

2 ... a typical employee ........ ...... ........ ... (earn) about £ 14,000 I £45,000 . 

3 .. . there . .......... . (be) fewer I more women working here. 

4 ... staff ..... .............. ... ... (stay) with the company less time I longer. 

5 ... the minority I majority of our staff ... .. (not have) a degree. 

b Write five sentences about changes to your career or your company. 

1 I used to ..... . ............ .... ..... .... ............. ... ... ... .. ... , but I don't any more. 

2 The company used to 

3 We didn't use to .. 

4 My line manager would always 

5 Some of my colleagues used to . 

, but it stopped in 

. .. .. . . .. ........... ,because 

· .... , but now we do. 

, which was helpful. 

E Complete this presentation about backing up computers (saving copies of data) using the verbs in 
brackets in the past simple, or using used to or would. Sometimes more than one answer is possible. 

Originally, only computer experts 1 .J1AA./.µ?aj,. to _11q,.x~ .... (have) some sort of tape drive in their 
home computer and 2 .......... .... .. ..... ..... (back up) their hard drives. Other computer users 
3 .. . . .... (not back up) as they 4 ............. ........... . (not know) how to. And it 5 ................. ...... .. (not be) 

relevant for people using computers at work, as their important data 6 .. . ... .... ..... (be) on an office server. 
At most, people 7 .. . .... (occasionally/save) some of their important files on a floppy disc or CD. 

So what has changed and why is it so important to back up your computer now? Firstly, we all 
8. . . .... ... .... .. (work) at large desktop computers, but now many people have laptops and the chances of 
them getting damaged are high. Secondly, hard drives are now much bigger than they 
9.. . ... ...... (be), and contain far too much data to store on CDs or DVDs. For example, we 
1 O .. . .. .. . (store) a few favourite photos in albums, but these days we all have thousands of photos 
stored on our computers. Some of our most important memories are often stored on our hard drive. Thirdly, 
the number of people using computers, especially children, has risen dramatically in the p~st decade. Before 
then, children 11 ..... .................... (never/ do) homework on a computer, they 12 ... . ...... ..... .... (always/ write) it. 
Today, the home computer is essential for completing homework, and backing up regularly makes sure this 
work isn't lost. 

Today I want to talk to you about continuous back-up protection systems .. . 

0 8.1 Listen and compare your answers. 

Make it personal 

Think of ways that an area of business today is different to the past. 

What used to happen that doesn't happen now? What would people do previously that they don't do now? 



You can use be used to+ noun or the -ing form of t'1e verb to say that something is familiar to you or that you 
don't thin!< it is surprising or unusuqJ. 

We're usei:ito low interest rates, so the recent rises were a shock. (low interest rates is the normal situation) 
Are you used to setting the new security system yet? 

Use the negative not be used to to say that something is unfamiliar. 

My PA isn't used to working with the new software yet. 

You can use get used to+ noun or the -ing fe>rm of the verb to descri~e how something becomes familiar. 

It took me weeks to get used to wearing a uniform to work. 

· Be!get11sed fo. can describe the past, present and future. 

She was used to commuting for over two hours a day, 
Are consumers getti,:,g u~ed to on line shopping? (Is it becoming normal for people to shop on line?) 

- Hot-desking might seem strange at first, but you'll soon get used to it. (hot-des king= sitting at a different desk each day) 

O Underline the correct words in italics. 

1 My clients are used to I get used to dealing with me. They trust me. 

2 After 80 years, the modern consumer is used to I gets used to the convenience of supermarket shopping. 

3 I'm not completely familiar with the culture, but I'm slowly getting used to I'm slowly used to doing business 
in China. 

4 At first I wasn't used to I didn't get used to their way of working, but now I am happy to be here. 

5 Before the credit crunch, people weren't used to I weren't getting used to falling property prices. 

6 We were never used to I never got used to her management style - she was too different from our old boss. 

IJ a · Match the questions (1-5) with the answers (a-e). Complete the answers using used to or be/get used to 
and the correct form of any words in brackets. 

How has your market changed 
over the past few years? 

2 Is it difficult for you to 
communicate in English at 
work? 

3 What was the most difficult 
thing to learn when you 
started your current job? 

4 Were you a good employee 
in your first job? 

5 What do you think will be 
the biggest change to 
business in the future? 

a Yes, it was hard at first, but now 1 .......................... (write) 
all my emails in English - I do it every day, and 
gradually 1 ........ .. ................ (speak) English on the phone. 
I get more and more calls from the US every month. 

b Well, recently we .. high oil prices, but in 
the future I think we ....... ......... .. .. .. .... (see) higher prices 
for everything. 

c We .. ~-ey~--~~!\<i. .w ... !?~9 .... (see) sales increase 
by 20% or more each year. That's certainly changed 
recently. Now we ... .'.t:~ .. 9.~~9--~-~!\4. .. W. ... 2-3% rises. 

d It took me ages to ... ... ... ...... ... ... ...... .... ..... ..... .. . 
the internal phone system. I often ..... .. ... ................ (put) 
callers through to the wrong person. 

e No. I. .. . .... . (not getup) early so I 
often ..... ...... .... ... .. .. ... (get) to work late. 

b Write answers to the questions that are true for you. 

Make it personal 

How do you say you used to do something in your language? How do you say that you are used to 
something or that you are getting used to it? Think of some examples. 

f -



Managing conversations 
Read this extract from a meeting. 

Which words show that the speaker wants to start the main part of the meeting? 

r:J Starting conversations and meetings 

A 1 You can start a business conversation with these expressions. 

introducing the topic I was wondering, do we need a new test schedule? 

Welcome, everyone. I hope 
you're all well and keeping busy. 
OK. Right. So. We've got reports 

from Derek and Gabriela. 

I: Oh, can I ask you something? Is the IT seminar open to everyone? 

I disturbing a busy :erson I Could I talk to you for a minute? .-"''" 

Have you got I Do you have a minute I a moment I a few minutes? ,, 
starting a conversation when the Could I have a word (about health and safety)? 
topic is serious I need to talk to you about / I wanted to have a word with you about expenses. 

A2. You can start an informal, social conversation with these expressions. 

general questions about people are things? I How's it going? I How are you? 

comments about the weather ely! Awful/Horrible weather (isn't it)! --- ----~-- -~-----------------; 
questions about people's activities Busy day? I Are you busy at the moment? 

What are you doing I up to these days? 

A3 People say right, so, OK, right then, well, now (more formal) let's make a start, let's get started when they want 
to start the main part of a meeting or a discussion. They often use more than one expression. 

It's good to see so many people here. So, let's get started. Item one . 

l]J Managing and ending conversations 

You can manage and end conversations with these expressions. 

changing the topic OK, so /'II talk to Gina, then. Are you going to the Berlin conference? 
Right/So/Well/Anyway/Now, what about new contracts? 

·-·--··- -··--·-- · ·- · 
bringing someone else into the What about you I What do you think, Paula? Should we eat in the hotel? 

conversation Does qnyone else want to comment I say anything? (in formal meetings) 

interrupting the conversation Sorry, can I just say something I make a comment I ask a question? 
Can I (just) stop/interrupt you (for a moment)? 

going back to an earlier topic Anyway, as I/you say I as I was saying I as we/you were saying, this is a key project. 
Getting back to market research, what about Japan? 

ending the conversation Right/ So/Well/ Anyway, good to talk to you. /'II call you tomorrow. Bye. 

[!I Handling conference calls 

You can manage conference calls with these expressions. 

-
managing the line So, is everyone here? Can you all I everyone hear me? Are you there, Roberta? 

Could you speak up a little, Marilyn? The line isn't very good 
Just stay on I hold the line while I try to get Alonso in Valencia. . 

managing speakers I want to bring Josef in at this point. 
Does anyone else want to come in and comment on this? 

ending the call So, maybe we can have another call next week? 
Well, thank you for your time, everyone. I Good to talk to you. Bye. 

- Managing conversations 

--



• 

Practice 
...... A D Complete these conversations using the expressions in section A. Sometimes more than one answer is possible. 

...... A3, B, C 

...... A- C 

A: . I 11~,to l:ica.x~.~ 1>Jorcl ~i#:1 ~C>lA .. about a serious problem that has come up in Quality Control. 
B: Oh dear! What is it? Come in. Close the door. 

2 A: Sorry, Lionel. .. ........ ... Who should I talk to about room bookings? 
B: It's Garry Walker, on, let's see . .. he's on extension 2653 . 

. 3 A: Hi, Louise. . . ..... ...... .... ..... ... ...... ... . 
B: Oh, you know, when am I not bltJsy? 

4 A: Hello Derek. 
B: Yes, of course. Come in. Nothing too serious, I hope? 

5 A: Bill, .. . .. .. , what happened to those photos you took at the Helsinki Expo? 
B: Oh, they're still on my computer somewhere. I'll pnd them and send them to you. 

6 A: Hello, Kyoko .. .. 
B: . Fine, thanks. And you? 

7 A: Hello, Eric. I know you're very busy. 
B: Well, if it's quick. l,l)ave to go to a.meeting in five minutes. 

EJ Complete this extract.from a conference call using su itable expressions from the presentation and the 
instructions in brackets. 

PIETRO: So, 1 J~ .. ~'f~!:191:1~ f:1~~ .... (manage the line)? ~ow are you all? 2 .. 

ALL: Yes. 

. .... (manage the line)? 

PIETRO: Good. Just 3 .. .... (manage the line). everyone. I'm going to try to get Felix. 4 
(ma11age the line).Felix? 

FELIX: Hi everyone. 

PIETRO: Felix, we're all here and ready to start. 5 .. . .... . ......... .. . .. (start main business) Penny, you're going to tell 
us about your vislt to'E~uador. 

PENNY: Yes. It was very good. I had gdod discus.sions with the distributor. 

PIETRO: 6 :.>. , (manage the line), Peririy? It's not a ver·y good line. 

PENNY: Sorry. I'll sit closer. 7 .... .. ......... (go backto an earlier topic), I met our distributor and we talked 
about opening up in .. Guayaquil. , 

. ·1: > 
NORBERT: 8 ........ .. ...... : ..... .... (interrupt)'ask a question? Cm I ask which city that is? I don't know Ecuador. 

PENNY: Guayaquil. It's a¢tually the lari}est city and the main port 
. ' '' J.,/' al <{: >· ;t':);l · .. · ;/ ' :, ,., ; 

PIETRO: OK, Penny. We look forward to hearing all about that. 9 ...... .. ...... ... .. ..... .. (change topic), 10 . ..... .... ... .. .. .. .. .. .. 
(manage speakers) Jasmine at this point because she needs to talk to us first about schedules. 

. ::' .; >. :;: . ((::· ' . ;.f, ..• ,, . • :; 

JASMINE.: Thanks. Well, I !iope you all gothiy em~il? 

ALL: Yes. 

EJ a O SS 2.1 Listen to the speakers and answer these questions . 

1 Wl:}o is going bac~ tC> al) ~arlier topic? 
. . ?P.e,aj/;~ 3,. . . . . 

2 Who is shjtting a'social conversation? 
:<.. ·.,.,~ ' . ·j, 

3 Who is starting the main part of a discussion? 

4 Who i5 ending a conversation? 

5 Who is bringing someone else into the , 
conversation? 

6 Who is ending a conference call? 
\ 

b O :SS 2.1, Lis~e[l again ;and w,rif ~ the phra~es ~9u hecir for manag.ing c:onversations. 

Speaker 1 .. Wtj1,,.. ~~W.IA-H, .. µ;.. W.<Ak. ge>od,.. t1> .tajk.
0.; '..Y.C?tA. , Speaker 4 

.· :t<, ; ;r; 

Speaker2 
f}f> 

'Speaker 5 

Speaker 3 Speaker6 



- Test 2: Units 5-8 

1 Underline the correct form of the verbs. 

Whenever I~ I was being in Paris I always stayed I was staying at the Hotel Normandie. 

2 The construction work has started I started six months ago. 

3 I did/ 've been doing a lot of work with our Korean partners since May. 

4 Sorry I missed I was missing your call. I didn't work I wasn't working at my desk when you rang I were ringing. 

5 Have you finished I Were you finishing with that room yet? You were / 've been in it all morning. 

6 Where were you going I have you gone this morning? You seemed I have seemed in such a hurry. 

7 We were planning ! have planned to upgrade the IT system this year, but we decided / were deciding it was 
too expensive. 

8 The board yesterday appointed I were appointing Simon Williams to the post of Centre Director. 

9 I wanted I've wanted to speak to you about my presentation at next week's conference. I was wondering I 
've wondered if you had any suggestions for a case study I could talk about. 

10 I was leaving! left the office when the MD called I was calling me into her office for a chat. 

11 This morning I was sitting I've been sitting on a train in London; now I'm here in Rome. Great! 

12 Did you have I Were you having a successful meeting with the buyers? Have they signed I Have they been 
signing the contract? 

2 An HR consultant is describing her best business decision. Complete her story using the verbs in brackets 
in the past simple or continuous or present perfect. Sometimes more than one answer is possible. 

I hope 11 .... '.xe, .. m..~ ... .. (make) a lot of good decisions in my career, but I think 12 
best decision about seven or eight years ago. 

....... (make) my 

We 3 ......... ....... .... .... .. (have) problems recruiting new branch managers. We 4 .. ... .... ............. (look for) 
people with both sales and managerial experience but we 5 ...... ... .. ... ............ (not have) much success, so 
I 6 ......................... . (decide) to introduce my training management programme. We 7 ... .... (interview) 
our best salespeople and 8 ...... .. ... . .. .... ..... (promote) the candidates with the qualities we 
9 ..... .. ................... (look for). The programme 10 ................. ........ . (teach) the candidates the key management 
skills they 11 . . .. ....... (need) for the branch manager role. 

Over the past four years the company 12 ........ ................. . (generate) 30% of new branch managers via the 
programme. It 13 .. . .... .. (be) great for motivating staff and recently, it 14 ...... ... ........... ... ... (attract) a lot 
of attention from training organisations. 

3 Complete the second part of the HR consultant's story, describing her worst business decision. Use the 
verbs in brackets in the past simple or past perfect simple or continuous. Sometimes more than one 
answer is possible. 

11 . 1-J()r~~ ... (work) for a large international hotels group before I 2 .......... ......... .. ... .. (go) into HR consulting. 
My responsibilities 3 .. .. (include) organising company cars for regional training managers. 
The training department 4 ...................... .. .. (need) to cut costs because we 5 .. . ...... (overspencf) our 
budget for several years. Our training managers 6 ..... .. .... ....... ..... .. (not use) their cars very frequently, so I 
7 ...... .. (decide) .to start providing them with che.aper second-hand cars, e,ven'th9ugh we 
8 .......................... (offer) them new cars previously. · · 

However, I soon 9 .... .................. ... . (realise) that 110 .. . ... .. . (make) a terrible mistake. We 
11 . .... .... .. .. .... ........ (receive) a lot of complaints from training managers and it 12 ...... ... ..... ... ..... .... (not help) our 
image when our regional managers 13 ...... ... (arrive) at five star hotels in old cars . 

What 14 .. . ... (!! learn) from this? Well, wi_thin a few weeks 115 .. . .. . . .. (see) that we 
16 .... .. ... .............. . (lose) so much in terms of trust and respect that it 17 ....... (not be) worth the 
money we 18 ............ ............. (save). 



4 Complete this article about how computers have changed business using used to, be used to, get used to, 
would or the past simple. Sometimes more than one answer is possible. 

How have computers changed business? 

Nowadays, everyone 1 J~ L<~~ l;o sl1pppin9 (shop) online, but it wasn't always like this. Thanks to the 
Internet, the business world has changed dramatically in the past few decades. Here are just a few of the ways: 

• Storing important data 2 
information easily accessible. 

... .. (need) whole rooms of paper files. Computers have made 

• It 3 ... . ......... (take) several accountants to do the kinds of calculations that we can now do quickly 
and easily using standard software. 

• Until the late eighties, communication 4 .. ... .. ................. (involve) either the telephone or writing letters. 
Email allows businesses to communicate instantly around the world. 

• Business people 5 .. . .. .. .... ... ... .. .. (have) separate professional and private lives. They 6 .. . ............... (never 

need) to be available or contactable out of the office. Wireless Internet and mobile phones now mean we 
7 .. . ..... (be) constantly available - even at home or on the beach. 

• Computers have also changed. In the early days of computers, only experts 8 .. . ........... (know) how to 
use them. Now everyone 9 ......... . ... .... ..... .. (work) with user-friendly software. In fact, employers these days 
assume that office workers 10.. . .... ... .. . (use) a wide range of programmes. 

5 Complete this article about newspaper publishing using the time expressions in the box. 

Bad news for newspapers 

'Regional news publish ing is a very difficult business at the moment. I've 1 y:ig.y~ ... known a period like it; 
said Craig Mitchell, who bought Eastern Courier Newspapers 2 ... ........... ... year. 

Tina Staverton, who bought a Liverpool newspaper just two years 3 
right now: 

....... , agreed, 'It's hard to be positive 

4' ............ .. .. we bought the business, we knew that we would have to make hard decisions. But we didn't 
expect things to be this bad; said Paul Shah, who has been the owner of The Southern Herald 5 .. ................ just 
six months. 

Although all three are successful and experienced businesspeople, they have all had to make savings in their 
publishing businesses. 

6 .. .. January Ms Staverton said that her company had to cut costs by 10%, and in Bristol 7 .. 
this month, Mr Shah's management team held crisis meetings with unions. 

News publishing has experienced deep recessions 8 .. . ........... and has cut costs to survive, but because staff 
numbers have 9 . . . been cut significantly 10 ..... . 2005, this time the future does not look very 
bright at all. 

-



-

... 
2!) The future 1 (be going to, present ~ontinuous) 

Read this extract from a conversation. \ 

Underline the verbs that refer to the futur~. 

fi1 Using be going to 

A 1 You can use be going to to talk about people's plans, 
intentions and decisions about the future. 

I'm going to retrain as a web designer, but I'm not going to 
tell my boss yet. 

Where are you going to advertise the vacancy? Are you 
going to put an ad in the paper? 

l'!) People use be going to more in speaking than in 
writing. 

A Going to is usually pronounced 'gonna'. 

A2 You can use be going to to talk about predictions for the 
future when you have some evidence to believe that 
something will happen, or when it seems obvious. 

Our results are good - we're going to make budget. 
It's going to be a good year. 

Clients are not going to come to us if our fees are too high. 

A Don't use modal verbs after be going to. 

Are they going to be able to raise the capital they need? or 

Can they raise ... (not AFC they going 10 cen FOise) 

We're going to have to spend more money on advertising. or 

We must spend . . . (not We er-e going 10 must spend) 

l]J Using the present continuous to 
talk about the future 

You can use the present continuous to talk about future 
arrangements that are already made. It is often used with 
expressions of time or place. · 

What are you doing tomorrow? Are you meeting Nigel? 

Next Tuesday morning I'm giving a presentation in the 
conference room at ten o'clock. 

[i Choosing between be going to and 
the present continuous 

C1 There is often little difference in meaning between be 
going to and the present continuous. You can use both to 
talk about future plans, decisions and arrangements. 

What are you going to do ! are you doing after work? 

C2 You use be going to, not the present continuous, to talk 
about: 

• predictions about the future based on evidence. 

We've got the plans for the new office. It's going to look great 
when it's finished. (not it's looking) 

• future intentions. 

A Helen's got a problem with her PA. 
B Again? What's she going to do about it ?' 

• future states and situations with state verbs. 

It's going to be a tough year. (not /fs-ee+A§) 

~ See Unit 3 (Present simple and continuous). 

C3 You can use the present continuous to show that 
arrangements are agreed or in place. 

I'm getting the 7:20 flight to Brussels tomorrow and Jan 's 
meeting me at the airport. 



.... A D Write the questions in this article about writing a business plan using be going to. 

Writing a business plan 
Writing a business plan is the first step in setting up your own business. It is important to get it 
right to attract investors. Make sure your business plan answers these basic questions: 

1 What / you / do / in your business .. v,J),ic:iJ;_ 1¥.e. !f>lA going t;o M in yo1Ar. b0sine:;:; 

2 you I need I to borrow money .. 

... .. .. ... ? 

.. ... ? 

3 How much money / you I need ... 

4 Who/ buy / your product or service 

5 How well/ it / sell .. 

6 Where / you I sell I it .. 
7 How much / you / charge I for it ... 

8 Why/ customers / buy/ your product and not a competitor's 

9 How/ your compet itors I react .. . 

10 they/ be able to/ copy your product easily ... 

. ..... .... ? 

. .... .. ? 
... . .? 
. .... ? 

. ...... .? 
.... .. .. .. . .? 

... .. . ? 

. ............... .? 

.... A IJ Complete this conversation using the correct form of be going to and a verb from the box. 

~ ot be not be able to explain have to not lie not like say j 

AN/SH: Bad news! The designer's got flu. She 
1 '.? going_!:(;_ b.e. . . . . off work for a week. 

SARA: Oh no. That means that the launch of the new 
website 2 .. ....... ... ... .... .... ..... ......... on schedule . 

AN/SH: Yeah, we 3 . . . .. . . . . .. .. . . . . ...... meet the deadline. 

SARA: No, so we 4 .. . .... tell Peter. 
He 5 ..................... ... ... .... ..... . it! 

ANISH: I know. Karen and I 6 .. . . . . .. . .. . .. . .. .... .. .. the problem 
to him tomorrow. I 7 .. . ... ..... about it. I 
8 ..... .... .... ... .. ........... ... ... .. that it's delayed. 

IJ Complete this conversation using the verbs 
in brackets in the present continuous. 

WASEEM: Hi Simon. What 1 . ~~- !'.lov. .d:o.0.9 .. 
(you/do) today? Are you free? 

SIMON: Sorry, I 2 ......... .. ... ... ... ...... ... ..... .. (go) to a 
meeting in five minutes. Then straight after 
that I 3 ...... .. ....... .... .................. (give) a talk to 
the trainees. 

WASEEM: Where 4 ... ...... ..... ... ........ .... ..... .. (you/do) 
that? 

SIMON: Room A. 5 .. . (you/come)? 

WASEEM: Sorry, I can't . Um, what 
6 .. . .............. (you/ do) before lunch? 

SIMON: Joan 7 .. ........ ... ............. .... ... (show) me 
the new designs. Then the people from Palgo 
8 ..... ..... ... .. ....... .. .... (come) for lunch. And 
then the new sales rep 9 .... ... ... .. .... .. ...... .. (take) 
me on some visits. 

WASEEM: Oh well, I' ll catch you tomorrow morn ing, 
then. What time 10 .. . ....... (you/start) 
tomorrow? 

MONDAY 25 APRIL 

Department meeting 

Talk to new trainee, - Room A 

12.30 Joan (her office) - see new designs 

US Lunch with clients from Palgo 

230 customer visits with new rep. 



~ A-C 

~ A-C 

I] Complete this conversation between two PAs 
who are planning a business trip for their 
managers. Use the verbs in brackets in the present 
continuous or with be going to. Sometimes both 
are possible. 

JUN: Did you look at the weather forecast for next 
week? Stephan always asks. 

EMILY: Yes, I'm afraid 1 it '.s g()i.ng t:() be ... ...... (be) 

cold. But at least 2 it .. . .. (not rain). 

JUN: What day do they want to travel? 

EMILY: 3 They .... ..... ..... ......... ...... ..... .. (leave) on 
Saturday the 15th. 

JUN: And when 4 . .... (they/ 
comeback)? 

EMILY: The 19th. The department 5. . . . . .. ... . . .... (move) office on the 20th, so Chris has to be back for 
that. 

JUN: Do you want me to book them a hotel? 

EMILY: That's OK. 6 I.. . .. (research) hotels this afternoon. 

JUN: OK. Are hotels in Frankfurt expensive, do you know? 

EMILY: I've no idea, but I guess 7 I ... ... ...... .... .................. ... . (find out) this afternoon. 

JUN: They've already overspent on their travel budget. 

EMILY: I know and 8 I.. . .... .... (have to) tell Chris this afternoon that 9 we 
able to) afford a five-star hotel this time. 

JUN: So, 10 ....... ............................ (you/ give) me a ring with some options before you book? 

EMILY: Yeah. It's only a week before the book fair too. 11 We've left it quite late, so it .. 
be) easy to find somewhere. 

JUN: Well, 12 they .... . (traven together, so maybe they can share a room. 

ID a If these questions are correct, tick (.I) them. If they are wrong, correct them. 

1 Do you think that inflation ~next year? ~~ going tl> r~sl!-

2 Are house prices going to go down in the next few months? .. 

. .. (not be 

. ... .. .... . (not 

3 What's going to might happen to interest rates in the coming months? ..... .... .. . .. .. . .. . .. . . . 

4 Is unemployment rising in the future? 

5 Is your company having a difficult year next year? 

6 Is it going to invest in any new areas? .. 

7 Do you think you're going to can change jobs next year? . ......... ..... .. ..... ..... ... . .. 

8 Are you going to get a pay rise or be promoted, do you think? .. .... ..... .. .. . .. .. .. . . 

b Write answers that are true for you. 

c O 9.1 Listen to a visitor from another country asking you the questions and reply with your 
prepared answers. 

Make it personal 

1 Write about four things you intend to do next week. 

2 Write about four things you have arranged to do. 

3 Make four predictions about your workplace next year. 



la Look at these slides and notes from an HR manager's presentation. Complete his spoken presentation 
below using phrases with be gbing to. 

Effective 
interviewing 

<;,ay what I want to talk. 
about 

Questioning 
techniques 

<;,ay what I want to fows on 

Three types of 
questions 
• open-ended 
• self-evaluation 
• preference 

<;,ay what I want to look. at I 
talk.about 

Practice activity 1 

· give handout. 

· ask. participants to get into 

· ask. for volunteers 

G d . Th k. & J;··; · OK I ' d ·1 Whllt I'm nniYin to b.uk IAbottt oo morning. an you ,or uemg on time. , so et s get starte . . ............... , ..... ::,:-:-c:.~ . ... ..... .. ... . . .... . . . . .. .. . 

today is effective intervieyving and interview techniques. In particular 2 .. .............. ........... different questioning 
techniques, or in other words, different types of questions that you can ask the can<ilidate. 3 ...... ........... ........ . 
three types of questions. Fj rst, open-ended questions - these are questions that begin 'How .. .', 'Why .. .', or'Can 
you tell me about ... ?' Second, 4 .. ... ..... ................ self-evaluation questions, which ask the candidate to evaluate 
him- or herself. Then 5 .... .. .... .... , .... -....... preference questions such as 'What do yeu like pr dislike about your 
current job?' 
OK, so now 6 .............. .. .......... is give you all a handout, and in a moment 7 ., ................... ..... you to get into pairs 
and decide who is going to be the interviewer and who is the candidate. First though, 8 ........... , .............. for 
volunteers . . . " 

Make it personal 

Imagine you have to give a presentation to a new boss about your work. Design three simple slides and 
write out your introduction, using phrases with be going to. 

-



-

The future 2 (will, shan the present tense) 

Read this press release. 
I 

Which verb forms are used to talk about th'e future? The Minister for Enterprise tomorrow launches the Youth Enterprise 

Campaign. It is providing a programme of events over the next 

year aimed at young entrepreneurs, including a speech by teenage 

businessman Ewan Richards. who will talk about his recent £4.2m 

acquisition of VX Communications. 

~ See Unit 1 (Present Simple), Unit 2 (Present continuous) and Unit 9 (The future 1 ). 

B Forming the future with will 

+ l!You!He!She!lt!We!They'll/ will be OK. 

- l!You! He! She/lt!We!They will not I won't be OK. 

? 
Wil/ l/you! he! she!it/we/they be OK? 

When will I/you/he/she/it/ we/ they be there? 

l]J Using will to talk about the future 

81 You can use will when you decide to do something as 
you're speaking. 

[Telephone rings] I'll answer it . . Sorry. She's a bit busy. She'll 

call you back later. 

82 You can use will to talk about future facts or events you 
think of as facts. 

This company will be l 00 years old in September. 

83 You can use will to make predictions based on personal 
opinion. 

We probably won't get next year's budget ready on time. 

84 People often use think and expect+ will in statements and 
think+ will in questions. 

A Do you think we'll reach our targets? 
B Yes, I expect we will. 

In negative statements, people use not think/expect + will 
rather than think/expect+ won't. 

I don't think he'll arrive before 9:30. (not / Filinlc Ile won'F 
effflfe) 

B Using shall as an alternative to will 

C1 @ You can use I/We shall/ shan't as alternatives to I/We 
will/ won't, but they are much less common. 

I shall be late to the meeting, I'm afraid. (I will be late) 

C2 You can use shall in questions with //we to make 
suggestions or discuss possible plans. 

Shall I look at your report after lunch ? 

..... See Unit 14 (Medals 2) for other uses of shall. 

I!] Using the present simple to talk 
about the future 

01 You can use the present simple to talk about schedules 
and timetables. 

The meeting starts at 9:30. When does your flight land? 

02 You can use the present simple (not will) to talk about 
future time after when, until, before, after, as soon as and 
once. 

/'II let you know as soon as he arrives. (not wllen he'll erri·,'€) 

When you leave th is evening,please turn the lights off 
(not When you will lea.'€) 

I) Choosing which future form to use 

E1 You can use will or be going to to make predictions. Use be 

going to for predictions that are based on evidence, and 
will for predictions that are based on personal opinion, or 

are quite general. 

A Look at the time. He's going to be late. 
s Don't worry' He'll be here. (this is my opinion) 

E2 Do not use will to talk about existing plans for the future. 
Use be going to or the present continuous. 

I'm going to do I I'm doing a presentation in Vancouver next 
week. (not !-wilkie) 

E3 You can use will and be going to (not the present 

continuous) with state verbs. 

Hopefully our customers will like I are going to like our new 

campaign. (not our cusfemcrs me liking) 

..... For more ways of talking about the future, see Unit 11 
(Future continuous and future perfect) and Unit 12 (Other 
ways of talking about the future). 



..... A-C 

.... A, 82, D 

D Three managers are meeting to decide how to celebrate their company's centenary . 
Complete their conversation using '//, won't or shall. 

RICHARD: OK, so the company 1 . )L .... be 100 years old in March and we need to find a way to celebrate it. 

MICHELLE: 2 .. . .. we have some sort of party for all the staff? 

THORKILD: I'm not sure. Do you think we 3 .. . .. .. .. ..... have the budget for that kind of thing? 

RICHARD: Well, we 4 ... . .... ..... .. ..... . get a finalised budget before next month, but I don't think it 
5.. . .. be a problem. 

THORKI_LD: Right. We 6 .. . ............ have a party, then. Apart from staff, who 7 . . ... . we invite? 
It would be good to get some VIPs or a guest speaker. 

MICHELLE: Nice idea, although I hope we 8 .. . ... .. . find it difficult to get someone interesting. 

THORKILD: Yeah, good speakers can be hard to find. And what about lunch? 9 .. ............ .. .. . ... we use the 
visitor's dining room? 

RICHARD: OK, but 1 O.. . ..... . we hire some caterers to do a special meal? Now, can we leave the rest of 
the details to you, Thorkild? 

THORKILD: Sure. 111 ......................... prepare a draft plan and we 12 .. . .......... . ..... meet again next week to 
finalise the plans, OK? 

IEJ Complete this email to staff about the company's centenary celebrations. Use the verbs in brackets with 
will or in the present simple. Sometimes both are possible. 

To: All managers 

Subject: Centenary celebration 

I've just finalised all the details for the centenary celebration next week, so here is the plan. Each of you 
1 .. . vv.ill be (be) responsible for looking after one of our VIP guests during the day (see attachment for details). 

Outline of the dais events: 

Gabriela Wulff, the guest speaker, 2 .. .. . ..... .... .. ... ... .. (arrive) at 11 :00. John 3 . .... .. . .. .. . ... (meet) her in the foyer 
and take her to the conference room to prepare for her speech, which 4 ...... ..... ............. .. (begin) at 12:00 and 
5 .. .. ... ...... ... .. . (end) at 12:30. Before she 6 .. . ... .. ... (arrive) , please take your VIP to the main meeting 
room. 

After Ms Wulff's speech, 'you 7 .. . ... (take) your VIP to the visitors' dining room for lunch, but you 
8 .. ... (not eat) with them because of the limited space on the VIP table. Staff 9 .. . . .... ... (eat) 
together in the canteen. 

Lunch 10 .. . .. .. ..... (last) from 13:00 until 14:30. 

In the afternoon from 15:00 to 16:00 there 12 ... . ........ ..... . . . .. .. (be) a tour of the company. 

Ms Wulff's train 13 .. . . (depart) at 17:00. 

' 

" 

~ 

.... A, 82-4, E IJ Complete this blog about the impact of an economic slowdown on small businesses using the verbs in 
brackets with will or going to, or in the present continuous. Sometimes more than one answer is possible. 

) 

iiC•J®,->:J•t1•~14i-i:f!•I+~ 

How bad 1 ~? il:: 9()0.9 .W g~t .. .. (it/get)? 

All the evidence suggests an economic slowdown. Interest, inflation and energy costs 2 .... (rise) in t he next few months if 

current trends continue. It's obvious we 3 .... ...................... (find) things tougher. 

So how 4 ............. ... .. .. .... . (small businesses I be able to) survive the worst? 

First, take a good look at where your business might save money. How much unnecessary business insurance do you have7 If you' re self-
employed like me, then I don't t hink it 5 ... . .. (be) worth paying for unemployment insurance You 're the boss you . 
6 ........ ... ............... (probably I not make) yourself redundant I I 7 .... ..... .. ... .... ........ (see) a financial advisor next week to see if she has any 
other money-saving ideas and l recommend you do the same. I 8 .. . . .. .. .. .. .. ........ (let) you know what advice she has in my next blog. 

Another thing you can do is check any spending plans you have. The Central Bank 9 .. . . .... (probably I put up) interest rates at 
the end of the month and I don't think we 10 ....................... (have) a rate cut for some time. ...., 
The most important point is that there isn't a recession yet. Forecasts suggest that the economy 11 ............ .......... . (grOw) by 0.5°/o over the ,!. 
next six months. There is no reason to panic. 12 .. , ..... (you I survive)? There's no reason why not - it's in your hands. ~ 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 



.... A-E 

.... 8-E 

II Sue is discussing arrangements for a new project with her manager, Terry, before he goes on holiday . 
Underline the correct words in italics in their conversation. Sometimes both are possible. 

TERRY: I just wanted to check everything's OK before the new project 1 starts I will start next week. Have you 
got any last questions for me? 

SUE: Only one. I just wanted to confirm where the team 2 will sit I are going to sit. 

TERRY: Well, as you know, the maintenance department 3 rewire I are rewiring this office from Monday, and 
they think it 4 '// take l's taking at least two weeks. So why don't you use my personal office while I'm away? 

SUE: Oh? But we 5 '// need/'re needing enough room for four people. I don't think your office is big enough. 

TERRY: Yes, you're right. You 6 're having to!'// have to find somewhere else. Can I leave that with you? 

SUE: Of course. Now, regarding the team, as you know, 17 '// meet I'm meeting John Maybury from Marketing 
and Ian Childers from Logistics tomorrow to confirm their availability. 

TERRY: OK. Remember that this project is still confidential. People 8 will ask I are asking questions sooner or later, 
but try not to say too much about it. When you 9 meet/'re meeting John and Ian please remind them, too. 

SUE: Don't worry, 110 won't forget I'm not forgetting. 

TERRY: Is that all, then? I'm afraid my flight 11 leaves I is going to leave in three hours so I need to rush. 

SUE: That's it, yes. I don't expect you 12 '// miss I 're missing the office while you're away! 

11 a . Write sentences using the verbs in the correct form. Then match the questions (1-8) with the answers (a-h) . 

1 What time I your office I open I tomorrow 
morning? 

.... \>-./h4.t. .. ti.roe .. d..oes .. yo.v.r .. offia .. llp.e.t:1. 

.... tl>mQrr.oN .momilli? ..... 

2 What I you I do I first I when I you I arrive 
I at work tomorrow? 

3 How old I your company I be I this year? 

4 What I you I expect I happen I to your 
salary next year? 

5 you I chair I any meetings this week? 

6 you I think I it I be I a good year for your 
business? 

7 What I you I think I happen I to 
unemployment in your country this year? 

8 you I have I more I free time next year? 

Make it personal 

a No, I our sales so far are poor so I we 
probably I not hit I our targets. 

b No, but I I I make I a presentation to 
the Board on Tuesday. 

c It I open I at 7 o'clock. 

... .!t.oP.~~ .. 1?4. .I . ()'.4.o<*- .-... 

d No, I I I expect I I I spend I more time 
at work than last year. 

e It I be I 42 years old. 

f I I think I it I continue I to rise. 

g I I not expect I I I get I a pay rise, 
unfortunately. 

h I I check I my emails. 

Make three positive and three negative predictions for the next 12 months. 

- The future 2 (will, shall, the present tense) 



• 

O Read the speaker's notes for a presentation 
about her company's online sales strategy. 
Complete her presenta~ion _using will and 

Onllne sales s1rategy (4s ml~) 

I why we needed a new web5:ite 

2 who _de5:igned the web5:ite a verb from the box. Sometimes more than 
one answer is possible. 

answer cover deal with ..foeos<m 
look at outline show 
make take 

3 tech,nical problem5: we had 

4 online 5:ale5: 5:0 far 

5 recommendation5: for future development of the 5:ite 

6 quection!;: 

My presentation 1 .... ~i,4 .. :fu~} .. ~.l'.\ .... our online safes strategy and 2 ..... .. ................... five main areas. 
It 3 . . ...... .. .... . about 45 minutes. In the first part we 4 .. ..... ............... .... why we needed a website. Secondly, 
I 5 ... ... .. ... .... .......... you who designed the website. Then, 16 ..................... .. .. . some of the technical problems 
we had. After that we 7 .............. ....... ..... the online sales so far. Finally, 18 ............... , .......... ahd 19 .... ..................... . 
some recommendations for the future development of the site.110 ....... ................... any questions at the end of 
my presentation. 

10.1 Listen and check your answers. 

IJ During her presentation the speaker was interrupted several times. Write answers to the questions using 
an expression with will. 

DELEGATE: (during section 1) ,~orry to interrupt, but did you have any technical. probl.ems with the website? 

SPEAKER: .. .. 1'.!+. .~i:n.~ .~~ .. W. .. th.tM; .. P.9i,l'.it .~ .... .l.} .. th~ . .Qj(._?_, ... ... ... .. ....... ......... .. ..................... .... .. ........... ....... ........... . 

2 DELEGATE: (during section 4) Can I ask if you have any recommendations for the futur,e? 

SPEAKER: 

3 DELEGATE: (during section 5) Excuse me, but can you tell me again how you found the designer? 

SPEAKER: .. .. ............... ..... ... ... .... ....... ... ..... .......... ......... ....... ... .. ............. .. ... ... ......... ...... .... ........ .. .. ..... ... ... ... ..... ..... .............. ... . 

4 DELEGATE: (at the end.of the presentation) Can I ask a question now? 

SPEAKER: ................. ... .... ... ..... ... .. .... .................. ..... ........... .......... ... .... ............ .... .... .. .... ..... .... ... .... .. ....................... ... .. .... ... . 

Make it personal 

Using will and be going to, prepare the introduction to a presentation about your company's strategy for the 
next three years. 

-



Future continuous and future perfect 
Read this Careers Service advertisement. 

\ 
a Which actions are in progress during the fair? 

ARE YOU A BUSINESS GRADUATE? 

1i' Which action will finish before the end of the fair? .. -~ v \ ~- Come to our Careers Fair on 12 January at the LIC Centre, 

where 250 employers will be looking for new recruits. 

,..,- , ~ They 'll be asking for CVs, so don 't forget to bring yours. We 

guarantee you'// have found a new job by the end of the fairl 

tJ Forming the future continuous 

+ 'II/will be staying there next week. 
~ I/You/He/She/It/We/They 

- won't I will not be staying there next week. 

When will be staying next week? 
? I/you/ he/she/ it/ we/they 

Will be staying there next week? 

0 I/we shall/shan't are also possible but much less common than will . 

...... See Unit 10 (The future 2). 

IE) Using the future continuous 

81 You use the future continuous to talk about an action in progress at a specific time in the future. 

I'll be going through the financial reports this afternoon. going through reports 

Now This afternoon Future 

82 You can use the future continuous to talk about events that are planned or decided. The meaning is similar to be going to. 

I'll be meeting the new team later this month. (I'm going to meet) 

83 You can use these time expressions with the future continuous: all night/ week, at 6 pm, for the whole month/year, this time 
next week, during/in the next month, this week, tomorrow, soon. 

I'll be leaving at 4 pm today. We'll be closing for the whole month for refurbishments. 

Forming the future perfect 

+ 'II/will have finished by 6 pm. 
~ I/You/ He/She/It/We/They 
- won't I will not have finished by 6 pm. 

When will have finished? 
? l!you! he! she! it/ we/ they 

Will have finished by 6 pm? 

l!J Using the future perfect 
01 You use the future perfect to talk about an action that you think or predict will happen before a specific point in the future. 

I'll have written the report by 2 pm. finish writing the report 

• 
Now 2pm Future 

02 You can use expressions with by to show when you expect the action will be finished (e.g. by 5 pm, by next week). 

By the end of the year, net profits will have risen from £20m to an estimated £50m. 



..... A,B 

..... c,o 

..... B,O 

D Complete this conversation between two

colleagues using the verbs in brackets in 

the future continuous. 

SIMONE: Are you OK? You're staring into space. 

KARL: Sorry, I was just daydreaming about my 
holiday next week. I can't wait. This time 
next week I 1 . .. 'LL b� .. fl!:10.g (fly) to Mexico 
with my wife. 

SIMONE: Wow, that sounds great! Where 
2 (you/stay)? 

KARL: We 3.. . .... (stay) with some 
friends near Mexico City for the first week, 
and then in Cancun for the second. 

SIMONE: And do you have any particular plans for your trip? 

KARL: Yes, we 4 (do) a lot of sightseeing. Our friends 5 ........................... (take) us to see the 
Mayan pyramids - Palenque, Chichen ltza and places like that. I've always wanted to see them. 

SIMONE: Yes, me too. Lucky you! And what are your plans for Cancun? 

KARL: Well, 16 ........................... (try) lots of different water sports, but my wife 7 ... (notjoin) me. 
She prefers sunbathing! 

SIMONE: Well, I 8 ........ (think) about you while I'm stuck here working. I'm so jealous! 

@ 11.1 Listen and check your answers.

EJ Complete this conversation using the verbs in the box in the future perfect . 

achieve announce � choose have join not make start 

SARA: 1 . .  Wi.4. �ot.A_ n.<A.-ve. o.,pp9i.rl� ... (you) the new manager by the end of the week? 

GERARD: Well, the final interviews are this afternoon, so we 2 ........................... a decision by the end of the day, 
but I'm sure we 3 ........................... someone by tomorrow lunchtime. Then if we offer them the post tomorrow 
afternoon, I expect we 4 .... a reply from them by Wednesday or Thursday. So if they accept 
quickly, then I hope we 5 ....... the appointment by the end of the week. 

SARA: I hope they 6 .......................... working with us before the busy summer period. 

GERARD: Don't worry. They'll probably have to work three months' notice maximum in their old company, so 
they 7 ... ....................... us by April at the latest. But remember we mustn't rush this. The most important thing 
is to find the best person for the job. What 8 ........................... (we) if we appoint the wrong person? 

IJ A manager is talking to his team about the business plan for the next year. If the verbs in italics are correct, 

tick (v") them. If they are wrong, correct them. 

I'm pleased to announce that we 1 'II be making several key changes over the 
coming year. The good news is that we 2 'II have opened three new branches 
this month. We 3 'II also have transferred our head office into new premises by 
the end of December so that we'll be ready to do business from there from 
January. As many of you know, by the start of the new financial year the accounts 
department 4 will have introduced a new purchasing system, which we hope 
will improve efficiency. We 5 'II also have taken on between 50 and 100 new staff 
during the next four months to help cope with the extra work. 
We 6 'II have published more up-to-date guidelines on working practice in the 
next few weeks and I 7 'II be checking personally that these are clearer and 
easier to understand than the old version. Despite the extra costs some of these 
changes will incur, I confidently predict that by the final quarter, the company 
8 will have exceeded budget for this year. Thank you for all your hard work. 

1 . . . . . ... / .. . 

.i ... 'll.. ��- op�n.0.g .. 
3 

4 

5 

6 

7 

8 .......................... . 

-



..... B,D 

..... A-D 

II Complete these conversations using the time expressions in the box . 

all night by lunchtime by the end of the month by then 
h¥ tl:lis ti111e next WeeK for the whole week in a few minutes tomorrow 

1 A: The results of the tenders come out in the next four or five days, don't they? 
B: Yes, we'll have heard if we've got the contract .. .. b.!:j _l;!')~~.Ji"-1'.'.~.,·)~?<L~¢. 

2 A: We're really low on paper and we have to print the new brochures off by lunchtime tomorrow. 
B: Don't worry. The new supplies will have arrived 

3 A: Do you know when our new computers are being delivered? 
B: Well, I'll be talking to our IT department ..... ......... .. ........ ............. so I'll ask them then. 

4 A: The deadline's tomorrow, so I'll be working.. . .. ..... ... .... ..... ... . I've no idea if I'll get any sleep. 
B: You poor thing. Well, hopefully you'll get some sleep tomorrow night! 

5 A: Hurry up! The meeting will be starting .... . .... . . . .. . 
B: OK, I'm just coming! 

6 A: Did you know that Simon has got five interviews in the next two weeks? 
B: Yes. Hopefully he'll have found a new job .. 

7 A: I'll have finished reading your report .................... .. ... ... ....... . Will you be free to discuss it this afternoon? 
B: No, I'm afraid I have a meeting. How about tomorrow morning? 

8 A: From the 21st to the 28th you can contact me at the Radisson hotel. 
B: Ah, OK. So you'll be staying there 

11 Look at these notes for a presentation about making a company more environmentally friendly . 
Use the notes to write sentences from the presentation. 

1 20 Jan: Meet representatives from the environmental group Go Green 

Qn .. Z9 .. ,J@t,t¥.Y ... 1.\t .b~ .. rr,~g. yeyy~~ey\w..#.,ye,~ . from. .. !:}:le, . eyiyif.Ql'.lm.WW. 9YWP . C.9 . (;,y~ , . . . . ..... .. .... ... ..... ... .. . 

2 By 30 Jan: Set up a team of employees to lead our green programme 

3 Jan-March: Investigate sourcing raw materials more locally 

4 Feb-June: Look for greener suppliers who provide sustainable products 

5 From now on: Encourage people to print less 

6 By April: Create 20 reserved parking places for car poolers [people who travel together in cars] 

7 By this time next year: Reduce business travel by 40-50% 

8 By 2016: Transfer 30% of our energy to wind power 

Make it personal 

Answer:these questions. 

What will you be doing this time next week? What will you have achieved at work by the end of the year? 
How many phone calls will you be making tomorrow? 

- Future continuous and future perfect 



You can use1the future continuous wh'en you future and make them more polite. 

Direl t questi'on 
"":~- 1in:~t, 

When will you come back? 
D i t t ·} i · Of,.~l,J'f'!a~ /!J.(. 0 {)<Jf};IO;tY·· ',}Ji· , 
How are you going to the airport? · 
What are you gding t9do her~? .. What will you bf! doi 

t::_1} J; l\;:~f!MiR, 'i\i~~l$ff m.~ :i>fl;i>n{i;,1;_ ,i;;i.ifr>.~ ,t,~jf:;:1{f; :i!~l£WH1Hfj'}{(:c;;'Jj.:1 ·c ·,i 1::p' ~ 'hi~tt, ~fl ~ , 

@ Willyoube wan,ting/needing ... ?are quite comrrfon, esµ,eciall he tra,;,el or H~spitality industries. 

Will you be ting5.9meon;_to colle<Jy9u fr¢([) thestat(O'J? (p~.rson ~:><P~~ti(lg .a V,isiior) •. 
Willy~u f,~ ing'J tiy furt~~( lnformiition'&BtJut'oLrpr~c!ruct{(s~IJs ~~'rs&n tdc'!ient) 1:f~W 

B Write poUte questions using the future continuous. Then match the direct questions (1 ...: 10) with the polite 
questions, (a-j). 

1 Shall I give you the money today or tomorrow? 

2 Do you want to pay cash or by credit card? 

3 Will you be here for one night or two? 

4 Do you need any equipment, tea and coffee, 

more chairs, etc. for the talk? 

5 Do you want us to telephone you at seven? 

6 Do you want to visit the gym? 

7 What time will you get here? 

8 Do you want us to bring any meals up to you? 

9 Are you coming by car or train? 

1 O What do you expect to do while you are in 

London? 

Make it personal 

a you I want I to use the sports facilities? 

b How I you/ pay? 

c you I need I anything for your presentation? 

d you I want I room service? 

e When I you /arrive? 

f How I you I travel? 

g you I need I a wake-up call? 

h What I do I while you are in London? 

How long /you I stay? 

j When I you I need I payment? 

.. .. Mi.w .. ~u.!-.. l:l™··~-~.!'.l~g .. ~mw.V ... 

Think of situations at work where it would be important to soften questions about the future. 
Who would you be most likely to use softened questions to, and why? JJ 

-



Other ways of talking about the future 
Read this business forecast. 

Which expressions refer to the future? 

... l> 

Manufacturing employment is expected to decline, and the car industry is set to see the biggest decrease. 

Inflation is likely to rise because of increases in the world oil price. I~ 
T 

-·-····--------· -----

llJ Likely and unlikely 

A 1 You can use be/seem+ likely/unlikely + to-infinitive to say 
something will probably happen or not happen in the 
future. 

Economic recovery is likely to happen slowly. 
Is Anna likely to visit us during the coming weeks? 
Interest rates seem unlikely to rise over the coming year. 

@ Instead of unlikely, you can say not likely, but this is 
less common. 

The Extraordinary General Meeting is not likely to take place 
before December 

A2 You can also say it is/seems likely/unlikely that .. . + will. 

It's likely that Carlos will lose his job at the end of the year 
(Carlos is likely to lose his job) 

It seems unlikely that our internet sales will increase rapidly. 

@ It is/seems likely/unlikely that .. . is less common than 
be likely/unlikely to. 

A3 You can use adverbs before likely/unlikely to make their 
meaning stronger or weaker. 

weaker 

quite likely 
rather unlikely 

-========>stronger 

very likely 
very unlikely 

most likely 
highly/extremely 
unlikely 

The economy is very likely to slow down in the second half of 
the year 
I think it's highly unlikely that we'll take on any new projects 
th is year. 

A4 You can compare how probable different things are using 
likely/unlikely with as ... as, more, (the) most, less and (the) 
least. 

The UK is as likely to suffer a recession as the US. 
Are shoppers more likely to buy clothes on!ine in the future? 
The north-east region is the least likely to grow economically 
compared with other regions. 

..,... See Unit 31 (Comparisons 1) and Unit 32 

(Comparisons 2). 

I]] Other expressions for talking about 
the future 

You can use the present tense of be+ about/ due/ 
supposed/expected/set+ to to talk about things that 
people know or believe will happen in the future. 

• be to = something will happen in the future (formal, 
more common in writing) 

The European Union is to introduce new health and safety 
regulations in the coming year 

• be about to= something will happen very soon. It is 
not normally used with a time expression (e.g. a date 
or t ime) 

The company is about to launch a new range of sports 
clothing. (not is about 10 leuAch Aei<t week) 

• be due to= something is going to happen at a 
particular time or date 

Several major companies are due to announce half-year 
dividends next week. 

• be supposed to= someone intends to do something or 
something is intended to happen 

Sara is supposed to arrive from Mexico later this week. 
Do you know which day? 

• be expected to= people believe something will happen 

Transport costs are expected to rise next year. 

• be set to = the conditions at present mean that 
something will probably happen 

Dubai Airport is set to become the world's largest airport. 

[!I Talking about the future in the past 

You can talk about things that were planned in the 
past but did not happen using was/were going to or the 
expressions in section B with the past tense of be. 

Hongyin was going to I was supposed to I was due to give a 
presentation last week but he was off work with a cold 



..... A 1 D Rewrite the words in italics using (not) likely I unlikely to. Which sentences are true for you or in your opinion? 

February will probably be a good month for us. ~s likel.!J to be. . 

2 Our company will, we expect, begin developing a new website before the end of the year. 

3 Will next week be a busy one? .. 

4 I probably won't be promoted this year . .. 

S We'// probably make more conference calls later this month. 

6 Will anyone need the projector during the next few days? 

7 I probably won't finish everything I have to do by Friday . .. 

8 More countries will probably enter the EU over the next ten years .. . 

9 Customer needs are probably not going to change much over the coming years. 

10 Electric cars will probably become the most popular way to travel in the next ten years. 

El Write predictions based on the information in these diagrams and the words in italics using likely/ unlikely 
that. Then write one more prediction for each diagram. 

V1 
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Digital camera sales worldwide 

2009 2011 2013 2015 2020 
year 

digital camera sales I continue I grow 

..... 1.t. ~s.(s~s . u.ke.u.i .. ~lA1:.. d,.i.gitoJ, _ OJ.Irl~°'c 

.... ~oJe.s .. V>JilL . conh.nl,{e . to . gr()1<i , .. 

2 digital camera sales I decline I before 2020 

EU population trends 
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orld's biggest i nter~et users (in millions) l 
2000 2001 .. - .. Tio, s . -1 

I ·-1-· (predicted) __ ! 
A 124 1212 398 

------+--- --~-----

Ch.!!'; . 23 ~ -- 450 --~ 
Japan 47 1 88 __i98 _J 

3 China I be I the world's biggest Internet user in 2015 

4 USA I be I the world 's biggest Internet user in 2015 

~ 
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% of UK households with 2 cars 
I I 

I 
I 
I 

I I 

I 

23 24 25 26 27 
% 

S the population of the EU I rise I to 470 m by 2025 7 more than 25% of households I own I two cars in 
2020 

6 the population of the EU I continue I to rise after 8 car ownership I decline sharply I over the next 20 
2025 years 

-



...... A3 IJ Write sentences using the correct form of the verbs. Add an adverb (quite, rather, very, highly, extremely, 
more, least) in the gap before likely or unlikely to show your opinion about the probability. 

It I be I .. ..... .. .... .. ... ... .. unlikely I that I humans I travel I beyond the solar system in the next ten years. 

I~ .. i:~ . l:1L91:°'4.i/~)(t;re,n,el±i .. tA._nW.:el±l . l:11#.. nL(m.~s .. W.iJl. . t:r~v~. b.~0114' __ !:11e . ~<>lo:r. .. sH~i:e.m. .. it.I._ l:11e.. n.e.x~ -~ -.He.o:r.s., .. 

2 In the future, people I be I ........ likely I have to I work till they are 70 or 75 . 

3 It I seem I .. .. likely I that I organic food production I increase I worldwide. 

4 It/ be I ..... likely I rain I in London in the next five days. 

5 The English language I seem I ... . .. .. unlikely I die out I in the next 20 years . 

6 It I be I .... .... ....... . . . .. . likely I that I internet shopping I continue I to expand rapidly. 

...,.. B II Underline the most suitable words in italics in these economic predictions. 

1 Ro-Steel~ I is due to become the world's largest producer of steel by 2020. 

2 Eco-tourism is supposed to I is expected to continue to grow over the coming decade. 

3 NX Radio is about to I is expected to launch a sport-only TV channel. It will start broadcasting this Friday. 

4 The government is to/is due to raise the tax on diesel fuel from midnight, it was announced today. 

5 Patora City is set to I is supposed to have the world's biggest golf course. It will open two years from now. 

6 The fashion industry is expected to I is to grow by 20-25% over the next year, analysts predicted today. 

...... A-C E Find and correct three mistakes in each of these emails . 

1 @>06 

Dear Jerome, 
to 

I know you're not likely yet:t read this email before 

tomorrow since you're travelling today, but as we're about 

sending the brochure to the printer's, I wonder if you could 

jusUake a quick look at it to see if it's OK. I going to ask 

you before you left but I forgot - sorry. (I attach the PDF 

version of the brochure.) 

Have a good trip 

Akiko 

Make it personal 

Write a sentence about each of these. 

2 

Hi Julia, 

As you know, Hugo is due arriving from Atlanta later 

today and we were supposing to meet him tomorrow 

at 10.30. However, I 'm double-booked for the 

morning so could you look after him till luncht ime? 

The meeting I have to go to is expect to finish 

around 12.30, so I could be with you at about 12.45. 

Thanks, 

Gregorio 

a something you were going to do or were supposed to do recently but didn't 

b something that is due to happen at your workplace 

c something that is set to change at your workplace 

- Other ways of talking about the future 



Hi: e,some ti ressions fot t~lkirig about t 
}t q ' . , ·r\ ." :'" '''.:p~;.,,>:"' .,, ·" 

• going forward and IQoking ahead "i 

The company sees ~; cellent opportuni;ies in e-commerce going forward. (starting now Jr'ld continuing into the future) 

Li~king ahead, the hotel's advancr bookings for the. summer are very good. (looking into the future) 

i5. ,+,~oipg forw/{. · es~eciaUyiijr11r11on in b~si~~~~ situations ~~} not in eve~?~¥,ii' 
i;' ;;;J; non-busin~s nvetsations/i.t: " 4 ' f ;, · .t . 1 t 'i 

• In the near/immediate/foreseeable future 

Intense competition will continue in the electronics market in the foreseeable future. (as far into the future 
a{ you can imagine or plan for) 

J.,,;··. · . ii\f, .. ·· . . /',. . ••. , , , •.<'". 
t r01:,re;s no sign ofe(pndmic redovezy}n the near/im~~~iate future:lidqn ,'"" immed.ia!e future usually 
,r:peans sooner than n~ar future) ' if . l: ' ' (/ ' ' . ' ;; 
@ In the near future is much more common· in business contexts than in the immediate future. 

• In the short/medium/long/longer term 
'':.'\,' . . ;;: - ·,, ,.. ':'l{tf;;,;b : • ·· ' 

· Mlon't think there'/1 .,be any improvement in businessi short ter 
;e,tfa?t;t"'t::, ·. . ·{_: 0$)}?/Ja . ..· '- ;;f~JZ*--1?f?\:, .. . . __ . . tlr, /f· ~ 

Autodal lriternationpl plans to double.itsproduction o. cars if' the me 
oftime in the future) ' 

r a short period of time in th~ future) 
::j> H · f . ,}1J~; :: ' . '-li:MC' 
term. (for a.:"}~di4m period · •··· 

Space tourism is exP.ected to grow in the long/longer term. (over a long period of time) 
\,: -'2',' ' ;: ' -;,.: 

~ In the long t~(m is more f Ofl'JJ'IOn than in th~J9.nger term. 

E Complete this conversation between two fund managers talking about future growth in their sector. 
Use expressions from the presentation to mean the same as the words in brackets. 

LYDIA: Andreas, what do you think growth is likely to be in your sector this year? 

ANDREAS: Well, low interest rates .are expected to stimulate consumer confidence by the second half 
f th . ' tt t" · t • 1 i.n the. med.w.m t.erm ( d" ' · d) B o 1s year, so we re pre y op 1m1s 1c ............. ............ ... ............... over a me ,um per,o . ut 

2 ................ ........................... (for a short period of time) I think we'll continue to see a slight drop in the 
market, and 3 .......... ... ... ..................... .. ... . (in the period of time nearest to now) I think,we need to continue 
to be very careful to minimise risk for investors. 

LYDIA: And what about the general financial picture 4 ... ...... ... ... ... ..... ... ................. (as far into the future as 
you can see)? What's your view? .. 

ANDREAS: Well, after a difficult start to the year, I think that things are likely to improve 
5 ................... ....... (starting now and continuing into the future). And actually, 
6 ........................... ........ , (looking into the future), there is every reason to be optimistic about the 
general global situation. 7 .... ......... .. ........ .. .............. ... . (over a longer period of time) it's harder to predict, 
but I'm hopeful that the situation will continue to improve. 

LYDIA: Well, it's good to hear that you're generally optimistic. 

ANDREAS: Yes, I am. 

0 12.1 Listen and check your answers. 

Make it personal 

You can search on line for texts about the future. For example, search for 'business forecast' and 'going 
forward' and look at some of the results. Try searching for some of the other expressions presented in 
this unit. · 

-



Emphasising and softening 
Read this conversation between two colleagues. 

Which words do the speakers use to: 
a emphasise a point? 
b soften what they say? 

r.lJ Emphasising 

People often emphasise what they say to show others how strongly they feel about something. 

A1 You can use these words to add emphasis. 

extremely/very/really/so+ adjective/adverb Our boss is so disorganised. He's very often late. 

really+ verb I really hope we'll do well this year. 

verb + very much I a lot I'm enjoying my new Job very much I a lot. 

just [stressed] + adjective/adverb/verb/noun My new office is just amazing. I just love it. 

such (a/an) + (adjective) + noun My office is such a (terrible) mess. 

A2 You can use absolutely/completely totally, especially with adjectives and verbs. Absolutely is often used before no and nothing. 

Sorry, I completely forgot. I've absolutely no idea whar's wrong with my phone. 

@ The most common adjectives used with these words in spoken English are: absolutely right/ fine; completely different/ 
wrong; totally different/wrong. 

A3 In negative sentences and short answers you can use (not) at all. 

A Oo you mind if I take tomorrow off? B No, not at all. That's no problem at all. 

A4 You can say I do+ verb, especially think, know, like or feel. 

I do think we should send out price lists with the new brochures. 

l]J Softening 

People also often soften what they say to sound less direct, less critical or more polite. 

81 You can use these expressions to soften.what you say. 

/think I think we need to look at our reporting lines. 

maybe I perhaps I probably Perhaps we should cut back on our spending. We probably should 

sort of I kind of+ verb/adjective/adverb I sort of want to leave the arrangements kind of flexible for now. 

a (little) bit I a little I slightly+ adjective/adverb I always feel a little bit I slightly uncomfortable when I meet the CEO. 

just [not stressed] + noun/verb/adjective/adverb I was just calling to say hello. Just a second 

82 You can also use not very or not really. Not really can be a polite way to say 'no'. 

This program is not very I not really easy to use. 
A Are you enjoying your new job? B: Not really. 

A But really not emphasises the idea. Compare: 

I don't really like our new Account Manager. (softer than I don't like) 
I really don't like our new Account Manager. (stronger than I don't like) 

- Emphasising and softening 



r 
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Practice 
~ A 8 Look at these comments from staff when they were _shown round their new modern offices 

for the first time. Emphasise thei( comments us.ing the.words in brackets. 

vv-y so 
1 I'm / impressed - it's / stylish. (very/so) 

2 It's different from what I expected. (completely) 

3 I like it. (do/a lot) 

4 It'll make a difference, going into work. (such) 

5 It's wonderful. It's fabulous. 

6 I won't miss the old offices. (atam 

7 The furniture looks expensive. (exPremely) 

8 I'm looking forward to working here. . (really) 

9 They've planned the space well. ·(really) 

10 I must say thank you to the,dE;sign team. ~yery much) 

~ B EJ Two partners are discussing a new advertising leaflet for their business. 

~ A 

Soften their criticisms b,yunde~!ining Jh.e mosf~uita~_l.ewor<Js 'ii). itaUcs'. 

MIGUEL: It's 1 so I a bit disappointing. I 2 don't redlljJ realt-/don't like it. Do you? 

ELENA: No. 3 Not qt all. I Not really, 

MIGUEL: 14 just/really feei that as publicity it's 5 not really !really 
not projecting the image we want. . 

ELENA: I know. 6 / think / treally thi;k it looks 7 a bit/ SO old~fashio~ed 

MIGUEL: It's 8 really I sort of weird - it 9 kind of! really looks like it's 

from the 1980s. 

ELENA: 10 Perhaps that's I That's totally deliberate. It's called 'retro'. 

MIGUEL: You're 11 probably I absolutely rigbt. 

ELENA: The marketing message isn't 12 very clear/ clear at all. 

MIGUEL: Yeah. Are the pboios l3slightly!verymuch out offo.c:usF 

ELENA: Yes, they are - 14 a little bit I alot. 

MIGUEL: ..We 15 absolutely/ maybe need to get some alterl)ative 
designs. 

SS 3.1 Listen and check your answers. 

EJ Add expressions to emphasise (i) or soften (j,) whatthis office manager says about 
o'ne of his administrative assistants. 

Have you got a minute? 11 .. .J.1:<s.L J, wanted t9talk to/ou. ab9,ut Hannah. 2 , .. ..... J, 
this is nothing to'wor.ry about, but I mean she used to be 3 ... .. .. \. .. ...... ... .... .. .. . .. i efficient.And 
lately she's - well, if I'm 4 .. ... ... ... .... .. .. .... i honest, she's become S . . .. .. . . . . . •. . . ... ..... ... J, 
;ibsent-minded .. She's 6 . ... i ei')sily distracted, you know. Her mind is not on the 
job 7. . . .. ... ... . i. But she's 8 ·. . .. i a sensitive person - she 
9 ... ... i gets upset if anyone critici~es her. 110 .. . .. ... ........ ...... ... .... i don't want 
to take disciplinary action, but ldor:i't know. what to do. 

O SS 3.2 Listen and compare your answers. 



1 Complete this advertisement for a new supermarket using will or won't. 

Our new store 1 .... !N.#. ..... offer our customers more products than before. Of course, you 2 ....................... still 
be able to buy all your favourite items. And you 3 .. need to worry about higher prices as we 
4 .......................... continue to offer excellent bargains to all our customers. 

Please complete our on line survey abo~t your shopping habits. This 5 .......................... help us to offer the 
products you want. Also on our website there 6 ......................... often be new products to choose from. 
Go to the site to see what's on offer. 

Visit the new store today. You 7 ..... be sorry. 

2 Underline the correct words in italics in each sentence. 

1 We expand I 're going to expand our product range to meet the growing market. 

2 Oil stocks are running out, so obviously the price of petrol is going to rise I rises steeply. 

3 A: My computer's crashed. 
B: Don't worry. I'm going to help I 'II help you. 

4 I'm meeting I'll meet the accountant this afternoon. Do you have anything for him? 

S As soon as Ms Karsova will arrive I arrives, please send her in. 

6 I think the meeting won't finish/ I don't think the meeting will finish before 6 pm. 

7 I expect the CEO won't freeze/ I don't expect the CEO will freeze salaries this year. 

8 Will we start /Shall we start? I think everyone's here now. 

9 Is the company going to make I Does the company make a profit by the end of this year? 

10 How many people will be I are at the presentation tomorrow evening? 

3 Complete these sentences using the verbs in brackets in the future continuous or future perfect. 

1 It is 10 am now. I'm giving a presentation tomorrow between 9 and 12. 

This time tomorrow, 1 '.1.L be. gi.vi.rlg .... (give) a presentation. 

2 It is 12:30 now. I'm giving a presentation tomorrow between 9 and 12 . 

By this time tomorrow, I . . . . . . . (give) my presentation. 

3 My company has moved to a new building. I now work in a new office . 

I .... .. . . ..... .. ......... ...... .. .... (not work) in my old office from now on. 

4 We need more staff. We've put an advertisement in The Economist from tomorrow. 

We (advertise) for new staff from tomorrow. 

S You took an exam last month. You expect the results next week . 

The exam board .. .. .. .. ... .... .. ...... . .......... (not send) the results yet. 

6 I need the report by the end of today. I want to know if it will be ready inti me. 

....... .... ............. . ................ (you finish) it bytohight? 

7 Your clients usually stay at the Hilton. You want to know ihhey will stay at the Hilton again ne~t week. 

..................... ........ .. (you stay) at the Hilton again? 

8 You are getting a new company car. They promised to deliver it this afternoon. 

I hope they . .... .. ... .... . .. .. .. .. .. .. ...... ..... . . ..... .. (deliver) it by 5:30. I need it this evening. 

- Test 3: Units 9-12 



4 Complete this extract from an airline company's website using the words in the box. 

are due to are expected to in the foreseeable future is extremely unlikely that 
is likely that is set to Looking ahead seems Ai9hly likely to were supposed to 

Blujet Airways has already won a number of Best Airline awards and it 1 seem~ hi9hly like.Ly .. to win many 
more in the near future. Profits have grown every year and they 2 .... ....... .. .... .. ... .. .. continue to increase. 

Our company 3 .. . .. ... ... .. .. .... . be among the first to run routes using the new SSS-seater Airbus super 
jumbos. The first jumbos 4 ..... ... .. .. ... ... .. ... ... be ready earlier this year, butthey took longer than expected. 
The good news is that they are now ready and S .... ........ ... ... .. ... . be delivered within the next month. 

6 .. . ..... ... .............. , we hope that the bigger planes will help us to increase the number of passengers who 
fly with us. As a result, it 7 .. ... ...... ... ... ...... .. . with these bigger planes we will be able to introduce lower fares. 
Competitive pricing is critical to the success of this venture, so it 8 .. ... .. ...... .. .. .. ... .. .. we will increase the fares 
9 

S A CEO is telling her staff about a new conference centre. Underline the correct words in italics in her speech. 

As many of you know we 1 are going to build I will build a new conference centre in King Street. The 
construction 2 was supposed to start I is due to start two months ago, but sadly the planning permission 
was delayed. So I am pleased to announce that we now have the permission and construction 3 starts I isn't 
expected to start next week. We 4 are marking I are likely to mark the occasion with a ceremony on the site. 
Of course you are all invited. 

5 Looking ahead, I It seems likely, the first phase 6 doesn't finish I is not due to finish until early in the new year. 
Once this 7 happens I will happen, we 8 are expected to organise I will be organising visits to the site for small 
groups from each department. 

It 9 was supposed to I seems likely that the final phase 10 won't be I isn't being complete by the end of the 
summer, although we don't expect that it 11 won't be I will be delayed beyond autumn at the latest. By then, 
we hope that we 12 are expected to recruit and train I will have recruited and trained a large number of new staff 
to work in the centre. 

As soon as the conference centre 13 is I is going to be ready, we 14 are about to invite I are going to invite all the 
local businesses to an opening party. The new conference centre 15 is due to host I is expected to host up to 30 
conferences a year and I am confident that the venue 16 will be I is supposed to be a success. 

6 Complete the questions in this conversation about a conference using the correct form of the words in 
brackets. 

NATALIE: Hi, David. 1 Ar~. !:fOU goi.1"19_ (you/go) to the conference tomorrow? 

DAVID: Yes, I am. 2 .... ...... .. .. .... .. .... . (How many people ! you / think / attend)? 

NATALIE: Oh, at least 350, I expect. 

DAVID: Wow, that's great. By the way, 3 ... .. .... .. ... ..... ... ... . (whattime / the conference ! start)? 

NATALIE: At nine, but we'll be there earlier to set up. 

DAVID: 4 ......................... (I I come along) then to help you? 

NATALIE: That would be great, thanks. 

DAVID: No problem. I can help at the end as well, if you want. 5 ....... .... ....... . .... .. (What time / we I supposed I 
leave) the building?· 

NATALIE: Around seven, I think. 

DAVID: 6 .. . .... ...... .... (the presentions I finish) by then ?There are a lot of speakers. 

NATALIE: I guess so, but it's a tight schedule. 

DAVID: Yes, and I want to have time to meet some of the speakers during the day. 7 
their books during the breaks? 

NATALIE: I expect so. It's a good way for them to meet the audience. 

.... (they I sign) 

DAVID: Great. One last question, 8 .. .... .................. (you I likely I need) any help getting things ready this 
afternoon? 

NATALIE: Thanks, but I think everything's under control. -



c::,.., Modals 1 (talking about possibility and ability, 

asking, offering and giving permission) 

Read this sentence about starting a new business. 

What do you think can means here? 

a something is possible but it is not probable 

b something is possible and it does actually happen 

fl1 Talking about possibility and 
ability: can and could 

A 1 You use can to talk about things which are possible in 
the present because they do actually happen or are 
sometimes true. 

You can get a train from London to Rome. 
Meetings can go on all night if we've got a tight deadline. 

A2 You use can/can't to talk about people's abilities in the 
present. 

Can you speak Spanish 1 

I'm sorry, we can't offer free delivery outside the EU 

(i) Cannot is possible instead of can't but is very formal 
and emphatic. 

A3 You use could to talk about things that were sometimes 
true or people's general abilities in the past. 

My ex-boss was a brilliant salesman, he could sell anything' 
Ten years ago you couldn't get a flight to Athens for under €200. 

A Don't use could for things people were able to do on 
one particular occasion. 

The client got angry but I managed to I was able to calm her 
down. (not I Could calm) 

I]) Talking about possibility and 
ability: be able to 

81 You use (not) be able to I be unable to with other tenses, 
not can('t) . 

In five years' time we'll be able to have high-definition video 
conferences. (not we will can ) 
Would you be able to get here by 9 am 1 

I've been unable to I I haven't been able to reach him all 
morning. He must be in a meeting. 

82 (i) You can use be able/unable to instead of can('t) in 
more formal situations in the present. 

Are you able to join us for dinner tonight? 
We are not able to I are unable to give you a guaranteed 
price at this point in time. 

When you start a small business, finding 

answers to the most important questions 

con mean the difference between 

success and failure. 

Ii Asking for something 

C1 You use can/could/may I to ask someone for something. 

A Can/could/may I have a non-smoking room, please1 

B Yes, of course (you can/ may). (not of course you could) 

A Don't use could in short answers if someone asks for 
something or asks for permission. 

(i) May and could are more formal than can. 

C2 You use can/could/would you or would/do you mind+ Ing 
to ask someone to do something. 

A Can/Could/Would you send me a copy of your presentation 
notes, please1 

B Yes, of course (I can/ could/would) 

(i) Could is more formal than can. 

A Would/Do you mind giving me a lift home 1 

B No, not at all. I Sure. I No problem 

(i) Would you mind+ -ing is more common than do you 
mind+-ing. 

.,... See Unit 15 (Medals 3). 

[!] Asking for and giving permission, 
offering 

01 You use can/could/may I I do you mind if+ present simple 
I would you mind if+ past simple to ask for permission. 
The positive answer to do/would you mind if is no, not yes. 

A Can/could/ may I use your office while you're away1 

B Yes, you can/may. (not l0s, you could) 

A Do you mind if ! come to your meeting 1 

B No, of course not. 

A Would you mind if I left early today1 

B No, not at all. 

@ Would you mind if+ past tense is less common than 
do you mind if+ present tense. 

02 You use will/can to offer to do something. 

Tha t's a heavy suitcase. I'll/can carry it fo r you. (not +-Eeffy-it) 



. ' ===- ·- r_a£t1~e _ _...._ _______ ............_ ___ --.... _____ _._._ ___ _____ 

~ A 1 D Complete these extracts from a training seminar using the verb in brackets in the present tense or with 

~ B-D 

can. Sometimes both are possible. 

Good branding of a product 1 Js ...... (be) important because 
it 2 ...... (create) brand loyalty. If the customer 's 
experience 3 . . . . (be) positive, they'll buy more. And 
customers 4 ....... .......... ... ..... (be) very loyal to products which they 
S .. . . .... (like). If they like a product, this 6 ................ .......... (lead) 

them to buy other products with the 
same brand name. 

Your behaviour towards your employees 7 .. ... . .. .. ... ..... ..... (have) 

a huge impact on the success of your company. If you 
8 ..... ... ... ....... ... .. ... (have) poor management sk ills, you are likely 
to lose good staff. What's more, bad management 
9 ........... .. ..... ... ..... (result) in low morale, which 10 .. . ..... (be) 
always disastrous for any business, large or small. 

E Rewrite these sentences using can('t), could(n't) or be able/unable. Use the full forms cannot and could not 
where the situation seems more formal. 

It's possible to get a direct train from where I live to the station near my office . 

. . . · .1 /Y. plA .. C4J'1. ge:t, . f.l .. ciir.~t . f!aj,11 _ fr.l?m. .. \'lhe:re, .1. ti,xe, W. . !:l-le . slaj:ipri . rie,o,x: . TYl!J . 9ffic-<'.. . .. 

2 Do you know how to add dates to a spreadsheet? Because I certainly don't know how to do it! 

3 Iris managed to persuade Philip to speak at the sales conference. 

4 I didn't manage to get hold of Flavio yesterday because it was a public holiday in Brazil. 

5 Did they hear what we were saying? It was a terrible line! 

6 Small, local stores found it impossible to compete with the new superstore and were forced to close. 

7 It's normal for the weather to be very hot and humid in New York in August. 

8 The assistant I had at Mantech knew how to speak four languages. 

IJ Choose the correct ending for each question. 

1 Do you mind if 

2 Are the directors able to 

3 Why were they unable to 

4 Would you mind 

s Would you mind if 

6 May I 

7 Could you 

8 Have you been able to 

9 Can Maria 

a observe your team at work? She's just started today. 

b get hold of Gina Suarez yet? I really need to talk to her urgently. 

c take a look at this later? I'd appreciate your opinion. 

d I used your phone? Mine's not working. 

e join us for lunch? We would be delighted to have the pleasure of their 
company. 

f I leave early today? It's my son's birthday. 

g deliver on time? What was the problem? 

h looking after this projector while I'm away? 

sit next to you? 



~A-D II Write sentences using can, could, be able to and may. Sometimes more than one answer is possible. 

1 You see a colleague carrying two large boxes. Offer to carry one of them . 

.... .!.'kl. ~r~_cm!<. of _!;t:le,l'.11 , .. 

2 Ask one of your team if it will be possible for them to speak at the sales 
conference. 

3 You w ant to book a business-class flight to Bangkok. Get a price from an 
airline agent. 

4 You want a room with a sea view. Ask for one at the hotel check-in. 

5 Reply giving permission to someone who asks, 'Could I use this desk for an hour or so?' 

6 Ask a senior manager if it is possible for them to attend your group meeting today. 

7 Ask someone if it's possible for them to come to your showroom personally. 

8 Tell someone very politely that it is not possible to offer credit. 

0 13.1 Listen and compare your answers with what the speakers actually say. 

~A-D 13 Read this email from a university professor to her MBA students. Rewrite the sentences (1-6) using the 
words in brackets. 

Dear MBA students, 

1 (can) I want to ask you all to make sure you are free 
for a special guest seminar with the President of Quantra 
International, Mr Jan Rundaf, on 27 October. 2 (able) Mr 
Rundaf is a very busy person but I am delighted to say that 
we managed to find an evening when he was free. 
3 (we) It will be possible for us to spend two hours with him 
to discuss international business trends. 4 (able) We have 
managed to book the Chesham Room, which is a wonderful 
venue for such an important meeting. s (could) We hope 
to start at 7: 30, so please all make a special effort to be 
punctual. 6 (cannot) It is not possible for me to say at the 
moment how many questions Mr Rundaf will take, but do 
prepare any questions you would like answers to. Please 
reply to the department office by 15 October. 

Best wishes, 

Margaret Grossman (Prof.) 

Make it personal 

1 (®. .. 1 . .. ~~-- W?!.< .. . @w../.<;:,w. !fl1A .. @ .. rn.~ e. .. ~W~ .. \:Wu .. ~ g .. __ _ 

2 

3 

4 

5 

6 

fr~ .. :fur . ~ .. ~P.~. g~e.~t . ~~0~ ... ~@ .. _(ti~ . .P.r:e.~!Mnt.. pf . 

Ol,A@l;r~ .1n~na,4ono,j.., . Mr . ,.J@ . Rund,4f, . .on .. Z} . Qc,!:Qbe.r? .. 

Think of someone in your company or at your workplace who you often have to be rather formal/polite with. 
Think of five sentences using May I ... ? Do you mind if I ... ? Would/could you ... ? that you could use with that 
person jn an English-speaking context. 

- Modals 1 (talking about possibility and ability, asking, offering and giving permission) 



There are other verbs and expressi~as that can express similar meanings to can/and which are often used in 
formal blJsiness writing. 

• enable/allow/permit someone to do something 

You c~n organise al/your contact information with this software. . . 
~ Thi~ software enables/allows/permits you to orgqnise aUyourcontact information. 

• let someone, do somethin~ 

Acom(lany can monitor e; ery'Phone call.with this tec;hnolQgy, , ··-~ 
~ This technblogy/ets a company monitor every phone cal((not let$ I:! Ceff119~Y te ffleRiter) 

• make it possible (for :someone) to do som.ething 

You can U'Pload large files ~ui~kly with bro~dbdnd. 
~ Broadbaria nialies it possible (fotyourro uplottdlarge files quickly,('nbt' BreeeeeR€iffl12.'<es f3055iBle te tJt9.'eed) 

• be kriowh to do soinethiflg 

Plastic handles can break very ea)ily, so we use high~q·uality metal ones instead. 
~ Plastic handles a.re kri6wn to breakveryeasi/y, so we use high-qua((ty meta/ones iristead. 

II Read this webpage for a graphic design company that specialises in designing brochures. Rewrite the 
words in italics using the correct form of the verbs in brackets. 

2 

3 

WEBKROSS technology 1 means you can design your own company literature to the 

highest standards. We offer brochure and publicity leaflet templates which 2 mean you 

can design your own literature online, or we can make a template to your specification. 

Personalised material 3 can increase the impact of any marketing campaign. The system 

also 4 means you can upload and use any photographs or artwork you already have. 

Online printing 5 means you can complete your design on line and order the number of 

copies you need, small or large. The WEBKROSS service uses high-quality paper in order 

to present a professional image for your products or services. If you want to communicate 

your message with the minimum cost to your company, WEBKROSS printing 6 means you 

can find the right solution without leaving your desk. 

....... (allow) 

....... (know) 

4 ............ .... ..... ......... ................ (let) 

S .. ... ............. .......... .. ................ (permit) 

6 ..... .... ... .. ........... .. ................ ... (make) 

fll Correct the mistakes in these sentences. 

1 The webcam on our PC at home lets me..J;a"see my children when I'm travelling. 

2 This database enables us access all our customers' contact details immediately. 

3 This type of conveyor belt knows to develop faults after a year or so of operation. 

4 The new hardware makes possible to have very good quality video conferences. 

5 Our new system allows us tracking orders more efficiently. 

6 The server does not permission users to download software upgrades. 

Make it personal 

Write a sentence about each of the following. 

a something that has enabled your company to provide a better product or service 

b something that is known to be a regular problem at your workplace and 

c an aspect of technology that allows you to do your job more efficiently -



-

'~ ' 

~ Modals 2 (making suggestions and 
giving advice) 

~Read this advertisement. ..,,,.. \ ~ \ 

a H~ many suggestions or pieces of advice c? u see? \ Starting a small business? 
You should talk to our trained 
advisors. You might want to 

drop in for a chat sometime. 

You could give us a call or 
email us, to set up a meeting. 

DV\/hat structures are used to give advice and suggestions? . . 

rl't Making suggestions, giving and 
asking for advice: should, ought to 
andcou/d 

A 1 You can use should (n't) or ought (not) to to make a strong 
suggestion. 

You should I ought to phone and tell him you'll be late. (this is 
the best thing to do) 
We shouldn't I ought not to have that training session 
tomorrow Nobody can come. 

A2 You can also use you should (n't) to make informal 
suggestions or recommendations. 

You should see the Great Wall if you're going to Beijing, you 
shouldn't miss it. 

A You should (n 't) can sound very direct. You can make 
it less direct by using I (don't) think. 

I think you should probably keep your money in euros for now 
I don't think you should invest in property at the moment. 

A3 You can make less direct suggestions or give advice using 
could. People also use could when they want to suggest 
one possible action out of several. 

A Can I help you? 
B You could do the photocopying. (or you could make some 

tea) 

A Where'.s Henry? 
B Could you phone him and find out? 

~ Should and could are more common for making 
suggestions than ought to in a business context. 

A4 You can also use should I in questions to ask for advice. 

Should I have the meeting before lunch? 

A Don't generally repeat the second verb in a reply. 

A Should I call our new supplier to find out what'.s wrong? 
B Yes, (I think) you should (not ltes, you should cal!.) 

IE) Making suggestions: might 
81 If you want to make polite suggestions or to say that 

something is a good idea but not essential you can use 
might like/want+ to-infinitive or might be better off+ -ing. 

You might want/ like to attend my presentation tomorrow 
We might be better off discussing this in tomorrow:s meeting. 

82 You can also make suggestions using might/may as well 
when you want to say something is probably the only 
option, but you do not feel very excited about it. 

We might as well stop there as it'.s getting late. 
The meetings been cancelled so I may as well finish that report 
instead 

A This is spoken language and would not be 
appropriate in formal written reports. 

Bl Making suggestions and asking for 
advice: shall 

C1 You can use shall we to make suggestions about what you 
and other people could do. 

So, shall we move on to the next item on the agenda? 

C2 You can also use shall! to ask for advice. 

What shall I say to our Brazilian agent? (asking advice) 

A Don't use shall in a reply. 

A What shall I do with the feedback surveys? 
B You could/should present the data at our next team 

meeting. (not You shallf9i'Csent) 



.... A, 81,C 

D Write sentences giving candidates advice about job interviews using these ideas and could, ought (not) to 
and should (n't). Then add two more suggestions of your own. 

2 

3 

4 

5 

6 

7 

8 

~ At an interview. ifi;:.ei;:i;:entialto: 

* arrive on time 

* do i;:ome rei;:earch into the job and the compan 

* . take extra co iei;: of our CV 

* avoid dii;:cui;:i;:in i;:alariei;: before you et an offer 

uei;:tioni;: 

* be negative ab()µt ouri;:elf 

El Write questions using the words in brackets in the correct order. Then complete the answers using might, 
should (n't) or could. 

1 A: If I'm feeling nervous in the interview, :;f1<>.ll, I cl1e:l'J gtAfYl to. re:0-:>< .... ? (chew I gum I II shall I to relax) 

B: You .s.r1.00.Lcl11\ ... do that. It's impolite. 

2 A: I'm going to be late to the interview . .. . ............................. ? (/ / them I phone I shall) 

B: You .. .. ..... .... .... ... ... .. .. call if possible, so people don't have to wait for you. 

3 A: I don't really want this job .. . . ... ? (should I II what I do) 

B: You 

4 A: . 

... . . ... . . .. as well do the interview for practice. 

..... .... .... .. ? (wear I I I a suit and tie I should) 

B: It doesn't matter for this job. You .. ... . .. .. . ... ..... .. .. 
dress more informally. 

5 A: I wantto be ready for the interview. . . . . . ....... . 

B: Of course many people do, but you .. ... ... .. ... ... . . 

.. ... wear a suit or you 

..... ? (practise I questions I answering I should I I) 

. ..... look over-prepared. 



~ A,B 

~ A,B 

~ A-D 

IJ Look at this article about negotiation. If the words in italics are correct, tick (.I) them. 
If they are wrong, replace them with a suitable word or phrase. 

Preparing for a negotiation 
First and most important, you 1 could prepare for a negotiation by thinking in 
detail about your needs and interests. You 2 should also consider the needs and 
interests of your opponent. Then you 3 ought to try to predict all the possible 
outcomes of the negotiation. If you have time, you 4 could research different 
sources for useful information. 

Before you begin you 5 might as well prepare a list of the most important 
negotiating points. You 6 could decide how important each point is for you and 
your opponent, because planning an effective agenda is almost impossible without 
this information. Then you 7 might want to think about other areas for discussion. 
You 8 could look for areas where you want the same outcome; it will save you both 
a lot of time (and money). You 9 couldn't have a fixed idea of your opponent's needs 
and interests. You 10 might like to remain flexible as the negotiation progresses -
if you don't, it may be an expensive mistake. 

1 ~ ~l1()1Al4 
2 ,( 
3 
4 .... ....... ..... . . 

5 
6 

7 
8 
9 

10 

El Complete this talk about laptop security using suitable modal expressions and the verbs in brackets. 

Have you marked your computer with your company details? According to the FBI, 97% of unmarked 
computers are never recovered, so you 1 ~l1()1Al4_ i:riiµ:-k . (mark) your laptop with your company details. 
Also you 2 .. . ... (buy) a lock or alarm for your laptop. 

Unbelievably, almost 40% of laptop thefts occur in the office. A good solution is a laptop docking station, 
which locks the laptop in place. You 3 ..... ........ ........... .. ..... (use) it whenever you are working in the office. 
And you 4 .. . .... (install) software that enables your laptop to be tracked by the police, but it 
is expensive. 

You 5 .. . ... .. .... ..... ... (carry) it in a backpack when you're out of the office, not a case with the 
manufacturer's logo on it. And if you're staying in a hotel, don't assume your room is safe. When you're 
not in your room, you 6 ............................... (lock) your laptop in the hotel safe. Remember, you 
7 ............ ........ ..... ...... (make) it easy for thieves. Finally, make security a habit. You 8 .. . ..... .. (try) 
to stay in physical contact with your laptop at all times. 

11 Underline the most suitable expressions in italics in these suggestions. Sometimes both are possible. 

Your manager says: 'Head office are giving each department $1,000 for office improvements: 

You say: 'You might as well ask I You could ask the staff for their ideas: 

2 A friend at work says: 'Do you know a good restaurant to take some clients to?' 

You say: 'You should go I You might be better off going to the Alcazar. It 's excellent: 

3 A colleague at work says: 'Could you help me with the slides for my presentation tomorrow?' 

You say: 'Shall we do I We might as well do it after lunch: 

4 A new colleague says: 'I've just had my salary and I th ink there's been a mistake with it: 

You say: 'You should talk I You might want to talk to Mr McNett, the Accounts Manager: 

5 A junior colleague says: 'I need a couple of days off work to move house: 

You say: 'You ought to talk I Could you talk to your line manager about it?' 

6 A supplier says: 'I'd like to renegotiate your payment terms: 

You say: 'Could we arrange I We should arrange a meeting about this: 

Make it personal 

Have you got any advice for people who want to do business in your country? 
Write six sentences using language from this unit. 

- Modals 2 {making suggestions and giving advice) 



suggestions 

Complete these suggestions Ylith suitable ideas. Sometimes more than one answer is possible. 

A: Everyone looks exhausteq. · 

B: Let's 

3 

B: If I were you, 

4 A: TV and radio advertising are too e.xpensive for our budget. 
;c ~ .,:'Jr<rr 

B: How about , ... ' .,·i, . ? 

5 A: I can't make Monday's me~ting. suggestions for a new date? 

B: Do you want 

6 A: Where should we go for,tpe staff party? 
;'.;_; '.: ' ~"@\ 

B: How about 

IJ Complete this conversation using expressions for making suggestions and the verbs in brackets. 
Sometimes more than one answer is possible. 

MANAGER: We want to pay our if~ff more"money without increasing their salaries. Have you got any ideas? 

COLLEAGUE: 1 .... MIH. t:\<?t .4-it!':9.@~ .... (introduce) a bonus scheme? 

MANAGER: It'll take too long. I n)~~n'. the results aren't out until the new year. 

COLLEAGUE: 2. . . .. .. ................. (start) it in January? 
,>, 

MANAGER: Well, maybe. Anywc1y,it)ow do you think it should work? 
i/?- t :,, 

COLLEAGUE: 3 · ......... (/ink) it to staff performance? 

MANAGER: Mmm, I suppose tha(sthe best option. How do you think we should begin? 

COLLEAGUE: 4 ' '.~"':' : .. .... .... (talk) to the staff representatives as soon as possible? 

MANAGER: What do you mean . soo,n as possible? 

COLLEAGUE: 5 ........ (arrange) a meeting for next week, say Tuesday. 

MANAGER: OK, if you think that's manageable. One more thing. Do you think we should announce this yet? 
:'{Jj';g,;{t;, . • • .• 

COLLEAGUE: 6 ... ... ........ .... T ... . . .. : . ,, .. . , .... .. ~ . . .. (wa,t) until after the first meeting. 

MANAGER: I agree. OK, we;II talk ~bout this again tomorrow morning, shall we? 

? 

? 

0 14.1 Listen and compariy~'ur answers. Then take the role of the colleague and answer the questions. 

Make it personal 

What advic~. would you give to a manager who wanted to motiv~te staff in your~ompany? 

-



-

~ 

v Modals 3 (saying what people have to do) 

Read this text about how to give a good 
business presentation. 

~Underline the different ways the writer tells the 
reader what to do. 

You must make your points clearly and simply; you need to say 

enough to give all the most important information, bur don't give 

your audience too much information, or they may forger it. You don't 

need to tell them everything. Remember, everyone in your audience is 

a busy person, so you have to give them what they feel is relevant. 

fl! Telling people to do things: must, 
have (got) to and need to 

Al You can use mustto tell people to do things. 

You must call the New York office righ t away 

A Must is very strong and direct, so it can sound 
impolite or unfriendly. Do not use must with more 
senior colleagues. 

A2 Have (got) to and need to are less direct than must, 
especially need to. 

0 In a business context, you need to and you've (got) to 

are ten times more frequent than you must. 

You've got to I have to I need to think about your targe1 market. 

A3 You can use have (got) to and must to give orders and 
instructions. 

We must I have (got) to develop new marketing tools. 

Use have (got) to (but not must) to express an obligation 
or necessity that is a result of an external situation. 

When all !he meeting rooms are busy, they have to hold their 
weekly team meeting in a cafe. (not they must hold) 

Use must to express an obligation or necessity that the 
speaker thinks is important. 

I must remember to cancel my appointment. (not I have to 

remember) 

(]) Being polite 

81 In business, people often use we instead of you when 
telling someone else to do something. It sounds more 
friendly and less direct. 

We need to email this to Erik in Stockholm right away 

We have to get it to him by 5 pm. 

82 You can use can I might want to I 'd bet ter (the short form 
of had better) to tell people to do things less directly. 

You can take those spreads heels away now. 
You'd better I might want to check the exchange rate first . 

..... See Unit 14 (Modals 2). 

83 You can use question forms can/could/will/ would you . .. ? 
or do you want to . . . ? to tell people to do things. Could and 
would are less direct and more polite than can and will. 

Can/could! will!would you let me know when Mr Thompson 
arrives? 

Mark, do you want to show us your report? 

84 You can use imperatives to tell people to do things but 
they can sound impolite in spoken English. Use them 
mostly in written instructions, rules, signs or notices. 

[Tips for Job interviews] Arrive on time, dress smartly, 
ask questions. 
[Notice] When you hear the fire alarm, leave the building by 

the nearest fire exit. 

direct 

must 
imperatives 

have (got) to 
need to 

. indirect 1 

can 
m ight want to 
'd better 

question forms 
------- - --------------

[i Using negative forms 

C1 You can use the negative forms don't need to, don't 

have to, haven't got to and needn't to tell someone that 
something is not an obligation or not necessary. 

A Don't use to after needn't . 

You don't need to I don't have to I haven't got to I needn't 

do that now; tomorrow will be okay (not \tou needn't to do) 

C2 You can use must not to tell someone that something is 
forbidden, urgent or important. 

You must not make personal calls during work time. 
It 's I :45. You mustn't be late for your two o'clock appointment' 

C3 You can use the negative form of other expressions from 
section B to tell people not to do things. 

You can't I might not want to leave those papers out on 

your desk. 
You'd better not leave the price list where everyone can see it. 

Don't arrive before nine o'clock. 



D How would you tell these people to do these things? Use must, have (got) to or need to. Sometimes more 
than one answer is possible. 

Tell a colleague to read Gloria's report first before meeting with her . 

. . . _'(ou'vE, got, .l:9. re{).,ll I . ne.¢. 1:9 _re{).,ll C;,Lor.t0,,'.s. . report . bE,fore: . 01~t0g . i.'.J@ . her . . .... ... ... ... ... ... . 

2 Tell a new customer to fax you their order as soon as possible. 

3 Tell a junior colleague that it is important to pay attention to the feedback after her presentation. 

4 Tell a friend in your workplace to make sure they get a visa before their trip to Australia. 

5 Tell your personal assistant that it is necessary to email an address list to the CEO. 

6 Tell a group of colleagues how important it is to check the exchange rate each day. 

EJ Complete these sentences using must or the correct form of have (got) to. Sometimes more than one 
answer is possible. 

1 My flight's at 8 pm, so I .. 11~ve tq ... check in at six. I ............. .. remember to book a taxi for five o'clock. 

2 -She has a child at nursery school, so she usually .......... ............. .. leave the office by 3:30. We really 
..... .......... .. ....... .. try to finish the meeting by 3 pm so that she isn't late. She ............ ... ... ....... . drive right across 
the city. 

3 A: I'm going to the US Embassy this afternoon as I ......... ............... renew my entry visa. 
B: Right. You ................... ....... remember to take your photographs with you! 

4 When you join the company, you . ... .... ... ... ... ... ..... complete a tax form and give it to HR. 

5 We've just opened a new office in York. You .. . .. ... ........... come and see it! 

6 Well,1 . 
talk. 

...... stop now, as I want to make sure that there's plenty oftime for questions after the 

~ B EJ A manager is giving instructions to her team. Rewrite the words in italics so that they are less direct and 
more friendly. Sometimes more than one answer is possible. 

We all have some idea of what a bad customer experience 
is. 1 Find out the right customer experience that we want 
to deliver in our stores. 2 Think about this in the existing 
stores. And 3 consider the new stores too, you know, in 
terms of training. Jean, you told us about the lady who set 
up the Excel store chain and who also worked at Prima. 
4 Invite her to talk to us about her own experience. Then 
5 all come up with some ideas about what the customer 
experience should be. 6 Organise that for the next meeting. 
In fact, 7 make a note of that, please, Chris. Then finally, 
don't forget, 8 everyone must attend the planning meet,ing 
tomorrow at three. 

2 

3 

4 

@ 15.1 Listen and compare your answers. 

5 

6 

7 

8 

-



~ A,B II Rewrite these sentences using the words in brackets. 

1 Pass me the report, please, Terry. (can) 

.. .... (o.,ti . yol.:l . p~~ .. rn_e . tl1e repor~,. T err.y ? ... 

2 Make sure you have the correct email addresses in the database. (need) 

3 Follow up every meeting with a courtesy phone call. ls that clear?.(must) 

4 Let me know immediately if Mr Madureira calls. (could) 

5 Cancel your group meeting tomorrow. Something urgent has come up. (better) 

6 Make ten photocopies of this, please. (would) 

~ C 11 Complete these sentences using mustn't or don't have to. Say whether the action is not necessary, 
forbidden or very important. 

You .. fY!_ll,S_t.n't .. leave your passport behind when you go to the airport. They won't let you check in 
if you don't have it. very i.mporto..nt · 

2 You 

3 You .. 

4 You 

5 You 

.... .. read all those memos from Head Office, only the ones marked 'urgent'. 

..... leave the building through any door except the main entrance. 

. .... goto lunch before the official lunch break. That's a company rule. 

.. .. .. . tell me about every phone call we get. I only need to hear aboutthe important ones. 

Make it personal 

Write down three things you regularly tell people to do. Then think of two ways to give each instruction 
in English, one strong way and one less direct way. 

Write down three things that are forbidden or not allowed at your workplace, and three things that are 
not necessary. 

- Modals 3 (saying what people have to do) 



You can use really, actually and definitely to make an instruction stronger. 

It's easy to make mistakes, so you really have to go through the order in detail. 
You definitely need to contact the agents. You might actually want to do that first. 

You can use just, perhaps/maybe and (personally,) I think to make an order sound more friendly. 

You can just give them a one-off price, perhaps. 
(Personally,) I think we need to send a reminder immediately. 

You can use please, especially with imperatives to make instructions sound polite. 
' Please copy me in on all the emails. Please don't forget. 

You can give polite instructions using if-clauses with will/would and can/could. Would and could are 
more polite than will and can. 

If you'd I you could come this way, Mr Swan will see you now. (come this way) 
If you can/will just sign there, please. Thank you. (sign here) 

O Rewrite these instructions using the words in brackets and a suitable modal expression from this unit. 
Say whether the new version is stronger or more polite. Sometimes more than one answer is possible. 

Postpone the trip till next month. (really) 

.... Xo1.A _ _re,aj.ly _l111,:y~ .. tR./ .. r1~ .. tR . .l .. m.v..?t .p<>;;~n~ .. ~~--trw. .. w..!-.. r.~~t .m.imtn., . .C.*~ngey:) _____ .... ... ...... ........ .. .. .. ... .. . . 

2 Keep an eye on the exchange rate. (definitely) 

3 Take on more staff during the busy period. (personally) 

4 Try to sort it out today instead of waiting. (perhaps) 

5 Don't use the same spreadsheet for both orders. (actually) 

6 Finish the meeting by 4 pm. (really) 

7 Switch off the lights. (if) 

8 Wait another week or so before you call them again. (just) 

El Rewrite these orders using if so that they are more polite. 

1 Just give me your email address, please. Thanks. I'll email you tomorrow . 

. 1.f . ~~V.. '. 4c ju.s.t. g(N,e; .. m.E:-. W'<A.r .. ~ -aj+·. a.44".e:s.s., .. P~E:-.· .. T.}11A.tll::;; : .. .!.'.~ .. f:IY'!l.i,'-:. !i~ .. ~!>rr.~.l:'1.· ... ..... ........... .. ... ..... .... .. .. . 

2 Come this way, please. 

3 Just close the door, please, Robert. Thanks. OK, let's begih the meeting. 

4 Get James Hartley on the phone for me, please. I'll return t:iis call. 
' 

Make it personal 

Are the ways of telling people to do things in this unit similar or different in your first language? 
If there are differences, what are they? -



v 
Modals 4 (speculating and saying how 

certain you are) 

..-Read this extract from a business news 
website. 

l ,,.,-

,_Whifh of these statements does the writer 
think is definitely true? 

a The company want a new CEO. 

b Jim Brown will be the new CEO. 

c The current CEO's job is safe. 

•J_t> 

Speculation is growing that the company 
might be looking for a new CEO. The board 
could eventually promote Chief Operating 
Officer Jim Brown. The CEO's job may be secure 
for the moment, but pressure must be growing 
on him after poor financial results. 1. 1 

I r;-i . ~ 

d The CEO is under more and more pressure. 

L __ _____________________ . . ----- --------··--·-·-··----··--·----.d 

ri) Saying how certain you are: must, 
have (got) to, can't 

A 1 You can use must or have (got) to to say that you are 
certain something is true or will definitely happen in the 
future. 

That must be Steve on the phone. (I 'm sure it is him because 
he said he would call now) 

House prices have got to go down - the current level of growth 
is unsustainable. (I think house prices will go down) 

A2 You can use can't to say that you are certain something is 
not true or will definitely not happen in the future. 

Inflation is 40%? That can't be right, it was only 3%. (I'm sure it 
is a mistake) 

A Don't use mustn't. 

$50 per piece? That can't be right. It was only $20 a week ago 
(not Thar mustn't be right) 

A3 You can use will/won't to say that you think something is · 
definitely going to happen in the future. 

We will reach an agreement eventually, I'm sure. 

Ii) Talking about expectations: 
should(n't), ought (not) to 

81 You can use should(n't) or ought (not) to to say that you 
expect something is true or will happen in the future. 

Their plane landed at two o'clock, so they should get here soon. 
Paul shouldn't be long - he's Just gone to get a sandwich 
The new part ought to be here by Friday. (I think it is 
probable, but I'm not certain) 

e) Should and ought to have very similar meanings to 
each other, but should is much more common. 

82 You can use should(n't) or ought (not) to to say that 
something is not as you expected. 

John should be at th is meeting. I wonder why he's not here. 
(I was expecting him) 

The goods ought not to be in the warehouse, still. 
Our customer was expecting a delivery this morning 

[i Speculating: may, might, could 
C1 You can use may/might (not) or could to say something is 

possibly true or will possibly happen in the future. 

A Where's John? s He may/might/could be at lunch. 

A Don't use can to say something may possibly 
happen. 

There might be a budget meeting next week. (not Thei'C can be) 

C2 You can use may/ might (not) or could to say that you think 
something will possibly happen in the future. 

Our turnover may/might/could reach $ l OOm next year. 
The markets may be happy to see the dollar go down. (I am 
not certain about this) 
The Fed might/may not raise interest rates again if we're lucky. 
(not The Fee coula not r-aise) 

C3 You can use well to emphasise that you think something 
is quite likely. 

This new contract may/ could/might well mean that we need 
to recruit new staff (I think this is quite probable) 

@ May is more formal than might and could. May is 
more common in business writing than in speaking. 
Might is more common in business speaking than in 
writing. 



.... A,B 

.... A-C 

II Match the two halves of these sentences and underline the correct words in italics . 

There seem to be a lot of invoices to deal with. We \ a 

2 After all our investment we have an excellent b 
website but it 

3 They just called me from the taxi, so they c 

should/must be more profitable than it is. 

mustn't/ought to cost a maximum of €900 
each. 

!.!1.!!E/ can't have over 100 still unpaid. 

4 I just saw him getting into the lift, so he 

5 According to my research, the new laptops 

6 Can you cover for Tony? He 

7 We have a good relationship with the bank, so it 

8 Why do we only spend $200,000 on t raining when we 

d can/should arrive at any moment. 

e ought to/must be at the sales meeting but 
he's off sick. 

f must/shouldn't easily be able to afford a 
bigger budget? 

g shouldn't/can't be in Stuttgart. 

h shouldn't/mustn't be difficult to arrange a 
business loan. 

El Two colleagues are discussing job candidates. Complete their conversation using suitable modal verbs . 
Sometimes more than one answer is possible. 

Claudia Johannes: Tony Mitchell 

Age 24 Age 30 

Work 2 years: Work /0 years 
experience. (advertis:ing experience (i, With IAS) 

agency) Management 2 years (Team 
Management None experience Learler + ii months 
experience. Assistant Sales Manager) 

Qualifications: 'Bus:ines:s: s:tudies: degree O!dE!Jfications Diploma in Marketing 

Other Captain of local athletics: te.am Other Speaks French 1r German 

ANDY: So, Phil, why do you think Tony Mitchell is the best candidate for the role? 

PHIL: Well, look at his background. He has a lot of experience, so he 1 . rt11.A.S.t/'s. .. 90~ tc>j ~~()1.A.(.(;lj ()1.A.9h~ tc> 
know the job better than Claudia. 

ANDY: Well, yes, he 2 ... ........ .. ..... ... ... . know the job, but Claudia 3 . . ... .. . know the creative stuff - she's 
worked in advertising for two years. 

PHIL: OK, but don't you think it 4 ..... ........... .. ........ be risky to choose someone so young? She's only 24, so she 
5 .. . ..... ... have enough experience yet. She 6 ... ....... .... ... ........ not be able to manage an older team. 

ANDY: Sure, that 7 .. . . ,. . . . be a factor, but we have to th ink long term and Claudia 8 .... ......... .. ....... ... be 
a better long-term prospect. Also she 9 . . .... . be able to lead people - she's captain of the athletics 
team. 

PHIL: Yes, but that's not business! And what aboutTony's languages? They 10 . ............ .. ... ... well be useful if 
we expand abroad. 

ANDY: OK, let's get them both in for a second interview. We can talk to Tony this afternoon. 

PHIL: It 11 ... .... .. .. ...... .. .. .. ... have to be next week. I th ink he 12 .. . .. . . . .. be at that sales conference in 
Manchester at the moment. 

-



IJ Underline the correct verbs in italics in this economic forecast. Sometimes both are p.ossible. 

Consumer spending, which has been dynamic so far, 1 could I must fall, because of the recent rise in interest rates, although 
some business leaders predict a further rise. 

The government believes inflation 2 can I might increase to 2.4% due to higher energy prices, but it 3 may / must fall to around 
2% next summer if oil prices then fall as expected. 

Employment growth of 1 .5% 4 should I might create up to 3.6 million new jobs in the next 12 months, but this 5 must / should 
decelerate to about 1 % in the next three to five years as the economy stabilises. 

Many businesses are having problems recruiting new staff due to the labour shortages. Some economists believe it is possible 
that wages 6 must I might increase as a result. 

Some parts of the financial markets have performed poorly in recent months, and this 7 could I must possibly affect credit 
conditions more seriously than predicted . The only thing that is certain is that in this economic climate we 8 can 't / might not be 
sure about anything! 

II Complete this conversation using phrases with modal verbs that have the same meaning as the words in 
brackets. Sometimes more than one answer is possible. 

SUZIE: This meeting 1 ~i'lll4.(~'t. / 01J.911f; l'lot Jo ~f; llJl'lg (I don't expect this meeting is 
going to last long) . It's a short agenda. Ah, here we are, room 48. That's funny. The door's 
locked. It 2 ......................... (I expected it to be open). Robert 3 .. 
(I'm certain Robert has the key). He was using the room yesterday afternoon. 

ALEX: Sarah 4 ... .... ...... ... ..... .. (perhaps Sarah has it) . I thought I saw her with it earlier. 

SUZIE: I know she used the room first thing this morning, but she said she'd leave 
it open. It 5 .... . ...... .. (possibly it's in my office) . 

ALEX: She 6 ................ .. ....... (it's quite likely she still has it) . Why don't you call her? 

SUZIE: .. . She says it 7 .......................... (it is probably in her desk drawer). I'll go and look. 
It 8 .. .. .......... ... ........ (I expect it won't take long) .. . Found it! Now, shall we make a start? 

0 16.1 Listen and check your answers. 

11 Write answers to the questions using modal verbs. 

1 Your colleague isn't at work today, but you saw him with his passport yesterday. Why? 

... H.~ .. CJJ11-f4../111~'1f; .b.e. . °"· -~-. ~~irle:ss . trip . .. 

2 Oil prices have gone up again. What do you think will happen to electricity prices? 

3 I want to take a taxi from the airport to your office. How much will it cost me? 

4 And do you know how long the journey will take? 

5 I'd like to discuss something with you over a coffee. Are you free on Friday morning? 

6 All my emails to you keep bouncing back. What's the problem? 

7 Do you know a good hotel near your office for under €100? 

8 Hello? I'm trying to contact your manager. Do you know what he's doing? 

Make it personal 

Think about the products or services your company offers. Which will be most successful in the next year? 

- Modals 4 (speculating and saying how certain you are) 



Business talk: Responding to other people 
In conversation, you can use must be+ adjective when you respond to news or other information to show that you 
understand how another person feels about something. 

A They increased our bonuses this year. .B: You must be delighted. 

A: Did you hear about Pete? He left his laptop on a train. B: His boss must be furious. 

You can use that must be+ adjective/noun when you want to refer to the situation. 

A: My boss never listens to any of my ideas. B: That must be frustrating. 

'A: I have to make cold calls to clients but I've never had any sales training. B: That must be a challenge. 

If you think someone is not being serious or has said something ridiculous, you can say You must be joking! 

A: The Board are hoping to sell the business for £25 million. B: You must be joking! 

A Only use You must be joking! with friends or colleagues you are friendly with. It is not appropriate with 
managers or people you only have a professional relationship with. 

IJ Complete these conversations using must be and a word from the box. 

furious joking ~ pleased relieved surprised 

1 A: I have to make a presentation to 1,000 people today. 

B: You .... IYl.l:':S.t~~--r1e:r:,C>U.S. 

A: Yes, I am. And I thought I'd lost my notes, but I've found them. 

B: You ..... .. ......... .. .. ... . . 

2 A: I'm afraid Mr Singh's going to be late. His car's broken down. 

B: Oh no! He only bought the car a month ago. He ......... ... .......... .... .... ..... . . 

A: Yes, he sounded pretty angry on the phone. 

3 A: We closed our first Hong Kong deal last week. It took months of negotiations. 

B: Fantastic! You .... .. .. ... .... ..... .... .. .. . 

A: We are - and exhausted too! 

4 A: We've been offered a pay rise of 0.5% . 

B: You . . . ! I thought we'd get 3% at least. 

5 A: I've just been asked to go to Beijing to negotiate with some new suppliers. 

B: You ..... ... ...... ..... ... ....... ....... . You weren't expecting that, were you? 

II Write suitable answers using That must be. 

A: I travel a lot in my job. 

B: ... ,:,.,~. IYl.!A_s.t. .b.e. .~i:e:r~S.t:!Y.19/~~~9, ... .. ....... ..... ... .. ... ...... .. .. ... .. .. ..... ......... .. .. .. .... . 

2 A: We've just reached an agreement, after nearly a week of negotiation. 

& ....... ...... .. .. ... .. .. ... .. ... ... .. .. .. ...... .. .. .. .. .... ... .. .. .... ... .. .. .... ... .... .. .. .. ... ... .. ... .. ... .... ... .... .. ... .. . . 

3 A: I didn't get the promotion. They gave the job to an external candidate. 

B: 

4 A: My computer has crashed. It's the third time this week! 

B: 

Make it personal 

Think of good or bad things that have happened to. your colleagues, friends or family recently. 
How could you show surprise, happiness or sympathy for them? -



Simple spoken grammar 
Read this conversation between two colleagues 

Why do the words in italics make this conversation sound informal 
and friendly? 

r.:.lAsking 9ues~i9ns witll,out are you 
A 1 People often ask short, pr~?er:it continuous questions without are you or are. 

Simple form Full form 
How's work? (You) travelling much these days? How's work? Are you travelling much these days? 

A2 People often' ask questions without are you or are when be is the main verb, especially before an adjective. 

Simple form 
TiFed? Do you want to go b~ck to the hote/7 
You a friend of Carla's? 

Full form 
Ar~ you tired? Do you want to go back to the hote/7 
Are you a friend of Carla's? 

I]) Asking questions without do you or have you 
People often ask present simple questions without do you and present perfect and have got questions without have you. 

Simple form 
Want some coffee 7 
Finished your report yet? 
Got o pen? 

Full form 
Do yau want some coffee? 
Hdve you finished your report yet? 
Have you got a pen 7 

[!I Using mod~.I verbs without the subjects I and It 

C1 People often say must, can't and may/might as well without I. 

Simple form Full form 
Sorry, must rush' My taxi's here. Sorry, I must rush' My taxi's here. 
It's six o'clock - may/ might as well go home now. It's six o'clock - I may/ might as well go home now. 

C2 People also use modal verbs without it, especially in short answers. 

Simple form Full form 
A is th is the tight room? , A tsihis,the right room? 
B Must be. There's only one' B It must be. There's only one' 

.. 

fil· Simple forms of common expressions· 

. People often use simple or shorter forms of some cb'rnmon fixed expressions. 

Simple form 
I need to call Josh. Trouble/Problem is, I can't find 
his number. 

A How long will it take to get there? 
B Depends on the traffic. 

A is Kristian coming today? 
B Don't know. I Think so. I Not sure. 

Fullfo.rm 
I needw call Josh. The trouble/ The problem is, I can't find 
his number. 

A How long will it take to get there? 
B It depends on the traffic. 

A is KFistian coming today? 
B: I don't know. I I think so. I I'm not sure. 

@ People only use the simple grammar in this unit in informal conversations and emails, and not in formal contexts. 
v. l ' I\ ' ' 

- Simple spoken ·grammar 



~ A,B 

~ B,C,D 

Practice 
D Make th'ese questions more informal by crossing out the words that you can leave out. 

1 _Are..yotrtravelling anywhere exciting this year, Jo? 

2 Are you in Hannah's team? I hear they're all going to Marrakech 
next'month. 

3 Are you going with them? 

4 Do you need a personal assistant? I've always wanted to go 
to Morocco!! 

5 Hi Nancy! Are you busy these days? Have you 
been anywhere interesting? 

6 Do you like my new travel bag? Ryan bought it for me. 

---IJ9l!l!lll-

7 Ace you the locky pecson who gets all those ,,;ps,o c,1;rom;,1 ~ i 
8 Have you heard the news? Kevin's moving to the North Africa office.~ 

~,~"---~~--~-~~ 
9 Are you ready for lunch? I am! '------~~--"'----- - --

10 Hi Shirley! Are you hungry? Let's go and get something to eat and dream of exotic trips abroad! 

El Make these emails more formal by adding words which have been left out and using the full grammatical form. 

1 2 

~--- -

Dear Joanna, 
Ho..ve !10lA 

!\ Got anyth ing you want people to look 
at before tomorrow's meeting? Must tell 
you in case you don't know: Richa rd 
Wilson 's going to be there. Can 't be with 
you myself, though. Really should be, I 
know - problem is, I'll be in Milan . 

Dear Keith, 

Holly tells me you were having trouble with the sound 

files for your presentation. Might be because they're in a 

different folder from the main presentation. Depends ~n 

the file location. If you like, I' ll come and have a look at it 

for you. Won't be free till 3. That OK? 

All the best, Rodney 

Best wishes, Nikoleta 
-------·-·-·---·-·---··---------·-·---·------4 

~ B, C, D · IJ Make this conversation at the start of a meeting more informal. Cross out ariy of the words 
in italics that you can leave out. 

GRAHAM: l_Hcwe-yoa'/ost something, Tanya? 

TANYA: 2 I can't find my agenda. 3 it must be on my desk. 

GRAHAM: Terry made some extra copies. 4 Do you want one? 

TAN YA: Oh, yes. Thanks. 

GRAHAM: Right. Who'll start off? Archie? 5 Have you got any technical problems to talk about? 
What about the databases and the emailing problem? 

ARCHIE: Yes, OK, 6 / might as well just mention that. 7 It's something to do with the Filewiz programme. 
8 The trouble is, um, 9 / don't know what exactly. 

GRAHAM: Mm. Maybe it's something to ask Gale in IT to come and look at? 

ARCHIE: 10 It could be, yeah. 11 it depenps whether it's a software problem or a server issue. 
Gale just deals with software, really. ' 

TANYA: Michaela df als with server problems these days, do'esn't she? 

· ARCHIE: Yeah. 12 I think so. 13 I'm not sure, actually. They're always changing people around in IT. 

GRAHAM: Yeah. 14 /t must be really confusing for you when you don't know who does what! 

ARCHIE: Yeah. 

O SS 4.1 Listen and check your answers. 

-



1 Complete these sentences using each expression in brackets once. 

Before Eurostar trains started, you ... ~!4!.l\ ... get to Paris in under three hours. Now you 
do it in around two. (can I couldn't) 

2 ... ....... easily work 60 hours a week at the moment, but I don't think I'll ... . .. .. .. ... .. . . for ever. 
(can I be able to) 

3 In a few years'time you'll ..... pay by cheque anywhere, although you ..... still use 
them in some countries at the moment. (can I be unable to) 

4 ................. ..... come to my office as soon as possible? And ..... ..... ... ........... bringing those figures with you? 
(would you mind I could you) 

5 A: .. ...... I talk to you for a minute? 
B: OK, but I ... ...... .... .. .. ....... only give you a minute. (may I can) 

2 Complete the second sentence so that it means the same as the first sentence. Rewrite the words in italics 
using the correct form of the word in brackets. 

1 You can have up to four weeks' unpaid holiday per year in this company. (allow) 

The company ~? ~ -- W "'-~"-~ ... up to four weeks' unpaid holiday per year. 

2 The new airport rail link means people will be able to reach the city centre in 30 minutes. (enable) 

The new airport rail link .. the city centre in 30 minutes. 

3 Borrowers can have a six-month break from payments with our new flexible loan. (/et) 

Our new flexible loan .. ..................... .. .. a six-month break from payments. 

4 International meetings can take place via video conferencing and so save money on flights. (make it possible) 

Holding international meetings via video conferencing .......... ....... on flights. 

5 Asbestos in the office can be extremely dangerous and should be removed by experts. (be known to) 

Asbestos in the office ........ extremely dangerous and should be removed by experts. 

3 Underline the correct words in italics. 

ZAC: You 1 ~shall come to the staff party next month. 

ALI: That sounds great! 2 Should/Shouldn't I bring a guest, or not? 

ZAC: No, you 3 should/shouldn't. It's just for employees. Would you be able to help me organise it? 

ALI: Of course. What can I do to help? 

ZAC: Well, you 4 could/should send out the invitations, or help plan the entertainment. 

ALI: I 5 might/should as well do the invitations. 6 Ought/Shall I email them out to the whole company? 

ZAC: Yes, and you 7 could/might want to put a poster up on the notice board. 

4 Underline the most suitable verbs in italics for the contexts. 

- Test 4: Units 13-16 

You'~ I must tidy your desk. We're expecting visitors. 

2 All visitors can I must report to reception upon arrival. 

3 You can I have to give me at least four weeks' notice of your holiday dates. 

4 You 'd better not I don't need to pay the invoice for 60 days. 

5 I must I might want to remember to call Ian about that trip to Russia. 

6 We need to I must arrange that conference call with the Rome office. 

[colleague to colleague] 

[on a notice board] 

[manager to member of staff] 

[salesperson to client] 

[someone thinking] 

[member of staff to manager] 



5 Complete the second sentence so that it means the same as the first sentence. Use the modal verbs in 
the box. 

I could have to must not need _n.eean't'I 

1 It's not necessary to wear a suit and tie if you work in the IT department. 

You .... l'l~l ... wear a suit and tie if you work in the IT department. 

2 Company rules say that staff should claim all expenses w ithin one month . 

Staff ... ............... claim all expenses within one month. 

3 Are you able to look after the French delegation on Friday evening? 

...... you look after the French delegation on Friday evening? 

4 It's important to tell your colleagues if you will be out of the office. 

You.... . ... ...... .. ....... . to tell your colleagues if you will be out of the office. 

5 It is forbidden to use the Internet for personal reasons except during lunchtime . 

Employees .... . use the Internet for personal reasons except during lunchtime. 

6 Underline the correct modal verb in italics in each sentence. Sometimes both are possible. 

1 A: This report can't/mustn't be right- it says we spent £1 million on photocopying last month. 
B: You must/can be joking ... No. you're right. It should/must be a mistake. 
A: I'd better check the rest of the report. There might/can be other mistakes. 
B: Well, it shouldn't/couldn't take long - there are only six pages. 

2 A: I'm afraid transport costs have risen again. We may/could well have to look for a new courier. 
B: It might not I can't be necessary to do that if we can renegotiate our contract with our current provider. 
A: They should/might want to talk. After all, we're an important customer for them. 
B: Yes, I think we ought to I can be able to get another 10% cost reduction. 

7 Complete this article about energy saving using the words in the box. You can use some more than once. 

able to can Change could couldn't Don't enables have to 
How about let's might want must need needn't should shouldn't 

Seven steps to saving energy in business 

Slowing down climate change? That 1 ... !'11.~~t ... . take a lot of money and effort, you probably think. Well, no. 
Some of the simplest things you 2 .. ... ..... ... ... .... .. . do are in fact the easiest and cheapest. 

• Energy-saving light bulbs 3 
today! 

... .... emit 70% less C02 than normal ones. 4 ...... .. ... ..... ... .. .. yours 

• 5 ... ...... ..... . leave electrical appliances turned on all night - you 6 .. ...... ... .. ...... . .... save 20% of the 
running costs. 

• You 7 
ares .. 

. ... .... get all your electricity from unrenewable sources any more. Some energy suppliers 
.... provide you with 100% renewable electricity. 

• Good insulation 9 .. . ... keep in 30% of the heat which escapes through the walls. 

• You 10 ......................... to try turning down your heating by just 1 °C. This 11 ...... cut your C02 

emissions by over 5%. Do you 12 ....... . have your office that hot? 13 .. ... ... ..... . ... .. . wearing 
warmer clothes? 

• Always ask yourself - do you really 14 ...... .... to fly? You 15 .. . .... go by plane if there is an 
alternative. Not so long ago you 16 .. . . .... .. rely on trains, but these days, Europe's high-speed ra il 
network 17 ... .. ... .. .. .. ... .... .. . you to travel quickly and efficiently. 

• And finally, 18 .... . .. .... .. . ...... you live without that new phone or that new laptop? Every t ime you buy a 
product you 19 .. . ... ... take responsibility for the emissions due to its manufacture, packaging and 
transport. So, from now on, 20 .... .... ........ ...... .. .. only buy stuff we really need. · -



- . 

Conditionals 1 (talking about the present and 
future) 

" ,..Reaid these two extracts from a phoneadvf rt .. 

a,,_, W~ b sentence is offering something? ~., 

"'b Which sentence is giving advice I making a 
suggestion? 

fl1 Forming present conditionals 
A 1 Conditional sentences usually have two parts: the 

condit ion (if ... ) and the result. The resu lt happens (or 
does not happen) depending on the condition. 

A2 if+ present tense, 

If you're planning to 
become self-employed, 

present tense 

retraining is a good idea. 

You can put either the result or the condition first. 

present tense if+ present tense 

We don't process orders if we receive them after 3 pm. 
the same day 

In writing, a comma is normally used after the 
if-clause if it comes fi rst. 

A3 You can also use an imperative or a modal for the result. 

Don't get into an unlicensed taxi if you're travelling alone. 
What should I do if my computer crashes? 

m Using present conditionals 
You use these conditionals to talk about present facts and 
things that normally happen as a result or condition of 
something else. 

If you want to be an accountant, you have to pass some very 
difficult exams. 
It's important to take regular breaks if you work at a computer. 

ti Forming future conditionals 

Cl if+ present tense, 

If they demand a lower price, 

will 

We won't accept a pay deal 

will 

how low will we go? 

if+ present tense 

if it's less than 5%. 

We' ll give you your first 
month's calls free if you 
sign up for our package 
today. 

C2 You can also use modal verbs (can, cou/d, may, might, 
should) with future meaning for the result. 

We might have to meet tomorrow instead, if I don't have time 
later today. 
If you order it now, we could get it to you by tomorrow. 

A Don't use will in the if-clause. 

If you look on their website, you'll find their address. (not 
lf you vv,Hlook ) 

C3 You can also use an imperative for the result. 

If they arrive early, take them to the canteen 

D] Using future conditionals 

You use these conditionals to talk about actions that 
will or are likely to happen in the future, depending on 
another action happening. 

We'll be able to afford a new car if I get promoted. (buying a 
new car in the future depends on getting promoted) 

I) Using alternatives to if 
You can use these alternatives to if with conditionals to 
talk about real present and future. 

• as long as I providing (that) I provided that= only if 
A sports centre is a low financial risk as long as I providing 
(that) I provided that you sell memberships. 

('.°!) Provided that is more frequent than providing (that) . 

• unless = except if 
People won't fill in marketing questionnaires unless you 
offer them a prize. 

• in case= to avoid a possible problem later 
/'II keep my mobile with me in case you need to contact me. 



...... A D A manager is training a new phone operator. Complete their conversation using the most suitable present 
tense or imperative of the verbs in brackets. 

...... C,D 

MARGARET: This is the procedure. If two calls 1 ~!"(le 0 ... (come in) 
at the same time, 2 .. ...... .... ... .... .... . . (pick up) the internal call first and put 
the other call on hold. If there 3 .. . ............. (be) a call waiting, the 
light 4 .. . ... ..... .. . (flash). 

SAM: What 5 ... .... .. ... ... ... ........ (li do) if there 6 .. . ..... (be) an external 
call for someone in the office? 

MARGAR ET: If you 7 .... .. .... .. .......... ... . (get) an external call for Joe Johnson, 
for example, you 8 ... .... .. .. ..... .. ... ..... (have to) call Joe's extension number. 
When Joe answers, you usually say who's calling, but if there 
9 .. . ............ (be) other phone calls waiting, 10 .. . 
(not waste) time telling him. Just put the call through. 

17.1 Listen and check your answers. 

EJ Complete these future conditional sentences using the correct form of the verbs in brackets. 

If you ~lAH .. . five chairs, we 'tLg~ve ... you the sixth one free. (buy, give) 

2 If you .......................... the purchase agreement now, you ....... a 5% discount on your next 
purchase. (sign, get) 

3 We ........... .. ......... make some workers redundant if we .. .. .......... .... . more orders soon. (have to, not get) 

4 They .. 

5 You .. 

6 lf1 .. 

7 If you ... 

. .. ... ... you for delivery if you .. .... more than a hundred. (not charge, order) 

. . ... better if you .... .. .. ... ... ..... .. ... .. regular breaks from your computer. (feel, take) 

. . my target for this quarter, I ... .... .... .... ... .... ... . a large bonus. (meet, get) 

. ... ... . your staff a pay rise this year, they ........ ........ ... ... .. . happy. (not give, not be) 

8 What ....... ... ...... ... ... .. if they ............ .. .... .... ... you the job? (you/ do, offer) 

9 If the meeting .. .. .................... early, 1 ......................... . shopping. (finish, go) 

10 You ... ............ ... queue for ages if you ..... at the airport early tomorrow. (have to, not arrive) 

IJ Read this on line tax information for UK businesses. Write sentences using one verb in the present simple and 
the other with the modal verb in brackets. 

If you I not know I how tax will affect your business I you I find out I now. (should) 

.. .. If \!9lA . ~J,imJ .km>w. .. J.:lPw. .. !4~ .. w.(.LL .(}.fM.!19lAY. .~lAs0e~~,. l:lW. sl-101,1.t,4 . f.04. otAt .ri9w ... 

2 If you I be I self-employed I you I have to I hire an accountant. (might) 

3 You I print I this page out to read later I if you I not want I to read all the information online. (could) 

4 You I have to I pay taxes on goods I if you I import I them from outside the European Union. (may) 

5 If your turnover I reach I a certain level I register I for VAT*. (imperative) 

6 We I need to I see your VAT records I if there I be I any questions about your tax. (may) 

7 If you I not have I storage space in your offices for your VAT records I you I arrange I alternative secure 
storage. (should) 

* VAT= value added tax 



8 The police I arrest I you I if you I not keep I any records, as this is a legal requirement. (could) 

9 If you I have I an accountant I you I want I to get their advice on keeping VAT records. (might) 

10 If you I need I any help with your taxes I contact I your local Advice Team. (imperative) 

...,.. E I] Read this advice on backing up computer files. Underline the correct words in italics. 

1 You may lose important documents as Jong as I if your hard drive crashes. 

..... A-E 

2 You should back up your hard drive regularly in case I unless your computer crashes. 

3 It 's worth running a virus scan on your files in case I provided that some are corrupt. 

4 If I Unless you want to back up important work, save it on an external hard drive. 

5 Provided that I Unless you do a lot of work with video or music files, 80GB should be enough storage space. 

6 If I As long as you don't want to buy an external hard drive, you can rent storage space on the Internet. 

7 As long as I In case you're not backing up very large data files, online storage can be reasonably priced. 

8 Backing up is a waste of time in case I unless you can retrieve your backed-up files easily. 

9 With online storage you can retrieve your data or files from any computer provided that I unless it has an 
Internet connection. 

10 If I Provided that you have any problems, call us on 0870 432 8765. 

E Finish these sentences so that they are true for your company . 

If we get a complaint about our service, ~~ r!:'<?.P.Qr4, W. fu.e w~tQm!o". !l.S .'.?991'1 .<?,.?. po~~ib.l&, 

2 Whenever the price of oil goes up, ... 

3 Providing the economy remains strong, 

4 We won't change our corporate branding unless 

5 As long as customers give us positive feedback, 

6 We may employ more staff if .... .. .......... ... .... ... .... . 

7 If a rival company opens in our city, 

8 If our company makes a large profit this year, 

9 We offer special incentives to staff providing 

10 Our company will do well this year if 

Make it personal 

Finish these sentences so that they are true for you. 

If I get a bonus this year, I ... 

If my company moves to a different city, I 

If I meet my targets for this quarter, I 

If someone asks me to speak at a conference, I 

- Conditionals 1 (talking about the present and future) 



You8mute cor?itioral fgr.rns ~ .ith /f·~S IOf]9 as, .on ~8f]ditigr, that, provided/(JfOViding (that) and unless in 
negotiations:Y'ou c~~ usetheh1 ii, re'RIY tt>bffers or suggestions from fhe ot.her side to make a counter offer 

of your o~r· ~~(T:!e~~ei}~a~ t~0·ver~ in ~~~50 cia~ses.is in ~he pr~sent simple. 
A Csm you d;/i~er to all sqtr;~; ;hops/ ' ' : •• . ·.... • .. . 
B \1:e/1; w.eco(l/(i} ifyou.ac;c~pte,ur lengerd~/iverytime§. 

,_ :,:' - ' ::r; ' ;; -- - - :fl 

A: 1~fy'O~.~i/lif.~t8~9Yin~q~a·,f ?'\ . ; . )F .. : 

B: Yei, ofjoi:Jrfe: ait$ng·t!Jsyo0 (i,creqse the discot.mt t6 
Wfe'.d like yot!irto sr~~tp/0.Pt:A<!:tiqp nfit:irer?k,. .. . 

B: k\te can pobdbfy.dothat:, on Cb}Jditjon that you pay i0% front. 

A: S'q, yo'y/e J$tng'tiJ.'11~TdfH~e1tr~ti~p6r4' rig ft(!' 
B: .We'.d b.~ happy to;'provfcled tf1at I providing you ~oyer t~e insurance. 
A We'.d expect&lrpayments in ellros. 
B: That's fine byme, ... unless the exchange rate changes by more than 5%. 

l3 Complete this conversation using the most suitable expressions 
in italics. 

SEB: So we'd like you to deiiver to all 20 of our stores. 

AYEESHA: That shouldn't be a problem, 1 on condition that I unless 
you accept delivery in five days after the order, not three . . 

SEB: Sorry. That's out of the question. Will you accept four days 
as a comp~~mi~e? 

AYEESHA: I suppose we might be able to, 2 providing I unless we 
receive all orc;lers by ten in the morning. 

SEB: That's fine by me. And will you deliver at weekends? 

AYEESHA: Yes, we'd be happy to do that, 3 if I unless you're willing to pay extra. 

SEB: Well, we mlght be willing to 4 provided I unless it's too expensive for us. How much do you have in mind? 

AYEESHA: How aboutJ 5% ~~tra? 

SEB: We could only manage 10%, I'm afraid. If you can accept that, we've got a deal. 

AYE ES HA: All right, we.agre'e; Sas long as I unless you sign a two-year contract. 

SEB: Agreed. 

AYEESHA: Great. Let's .shake on it. 
~ff ti 

II Complete these extracts from negotiations using your own ideas. 
'"'),.!. 

1 A: Could you wo~k late tonight? 

B: I'd be happy to, if ... J .~ .. ~.~ -~ .. ~ .W.~!?r:l:"~~-- !n.~9, ............... ... ...... .... ...... ...................... .. ............ .......... . 

2 A: We're looking fpr an·exclusive contract. 

B: There shouldn't be cl problem with that, as long as .............................. .. ......... ... .. ................... .. .. ... ................... .. 
:t'i'.i 

3 A: Would you let me have one day off a week to study for my MBA? 

B: I suppose that woulcl be possible, provided that ............................................ .. .. .. ... .. ... .. ... .... ......... .. .. .... ........... .. 

4 ' A: Would you consider a lower price for the product? 
< 

B: I might manage th~}! providing ................................................................ .... ............... .. .. .. ..... ... ... .... ... .. .... .. ........ . .. 

5 A: We'd like you to collect the recycling from the office every week. 

B: No problem, oh condition that ............. .................................................. .......... .. ...... .. .. .. .. .. . ........ ................... .. 

6 A: Will you give u5 a-longer payment period? 

B: I'm afraid not, unless ................................................... .... .. ........... ... .. .. ..... .. ... .. ......... .. .............. ... .. ............ ... .. .......... . 

Make it personal 

Think of three changes you want to make to your working life. Plan how to negotiate with your boss to get 
them. Write down the compromises you are willing to make using conditional forms. -



Conditionals 2 (talking about the hypothetical 
present and past) 

Read these comments made by two different managers. -a Which manager is talking about a problem in the past? 

b Which is talking about a problem now? 

c How do you know? 

ll1 Forming conditionals about the 
hypothetical present 

if+ past tense, would+ infinitive 

If we had a good database, we wouldn't waste so 
much time. 

If we didn't have such poor we'd be much more 
customer service, successful. 

You can put either the result or the condition first. 

would+ infinitive 

It would help our exports 

if+ past tense 

if we employed more 
people in the markets. 

Would you get there quicker if you went by train? 

A Don't use would in the if-clause. 

If everybody knew what was happening, there wouldn't be so 
many misunderstandings. (not would /mow) 

I]) Using conditionals to refer to the 
hypothetical present 
You can use present hypothetical conditionals when you 
are thinking about the present situation and imagining 
how it could be different. 

If I didn't work such long hours, I wouldn't be so tired all the 
time. (but I do work long hours so I am tired all the time) 

If he spent more time preparing, his presentations would be 

better. 

B Forming conditionals about the 
hypothetical past 

if+ past tense, 

If Kevin had asked me, 

If we hadn't checked our 
stock levels, 

would+ infinitive 

I would've met him at the 
airport. 

we'd have run out of our 
bestselling range. 

You can put either the result or the condition first. 

would have + past if+ past perfect 
participle 

It wouldn't have taken so if they'd known who to 
much time 

Would we have got a 
special deal 

contact. 

if we'd placed a bigger 
order? 

@ The contracted forms 'd and would've are used in 
informal conversation. 

If we'd discussed it more, we would've decided it was not 
worth doing. 

Would we have won the contract if we'd offered a bigger 
discount? (we didn't offer a bigger discount so we lost the 
contract) 

I!] Using conditionals to refer to the 
hypothetical past 
You can use past hypothetical conditionals when you are 
thinking about a past situation and imagining a different 
result or outcome. 

I would've got a bonus if I'd hit my performance targets for the 
year. (I didn't hit my targets, so I didn't get a bonus) 



~ A,B 

~ A,B 

~ A-D 

D Read these comments from employees who are imagining running their own business. Underline the 
correct words in italics. 

If I had my own business, I'// take I'd take longer holidays. 

2 If I would work / worked for myself, I'd be in charge of my own life. 

3 What do I do / would I do if I was the boss? I'd pay my employees good salaries. 

4 If I was in charge of my own business, I invested I'd invest in a good website and good advertising. 

5 I'd hire the best and brightest people if I own I owned my own business. 

6 I'// treat I 'd treat my customers well if I ran my own company. 

7 If I was /would be the boss of my own company, I'd introduce an incentive scheme for all staff. 

8 Everyone had to / would have to wear smart suits if I was in charge of my own business. 

9 I'd earn more money if I didn't work I wouldn't work for someone else. 

10 I'd have a flexible schedule if I'm / was self-employed. 

El Complete the second sentence so that it means the same as the first sentence(s). 

My colleague travels so much. He misses a lot of important meetings. 

If my colleague d.u:Ln't. tro.,vet SC> mucl1, he: w.otAl,;LYl't. !Yl~ss ... so many important meetings. 

2 I take taxis all the time. I don't have a company car . 

If I .. ...... ... ... .. ... ... ... ... taxis all the time. 

3 You don't spend time building client relationships, so you have poor sales results. 

If you .. ...... .. better sales results. 

4 I haven't done a presentations course. I don't speak at many conferences . 

If I. . .. . .. . .. . .. at more conferences. 

5 We don't fly business class. It costs so much . 

We .. ... ... ... so much. 

6 I work in an open-plan office. People interrupt me frequently . 

If I .. . ... .. ..... .. so often. 

7 My boss doesn't have a PA. She's not very efficient. 

If my boss ... . .... ..... ............ ... ...... ... .. .... ... more efficient. 

8 They haven't sent us the final order. We aren't able to close their account. 

If they ...... their account. 

IJ Find and correct five mistakes in these sentences. Tick(,/) the sentences that are correct. 

wruited., 

1 If you •Nould waRt to expand into Europe, would you base yourself in Brussels or somewhere else? 

2 The job wouldn't have been so bad if there hadn't been so much travelling . .I 

3 If we'd won the Innovation Award, it gave us a lot of free publicity, but unfortunately we didn't win. 

4 Our profits for this quarter would be significantly bigger if fuel costs weren't so high. 

5 If interest rates would go up, many people would be unable to pay their mortgages. 

6 If I moved to Stockholm, I have to sell my house, so I'm going to turn down the Swedish job offer. 

7 If investors had more confidence in the CEO, would they be less critical of the company's recent economic 
results? 

8 If they wouldn't have spent so much on the new offices, they wouldn't have had such cashflow problems. -



..... C,D 

..... A-D 

Jeff is talking to his colleague, Cristina, about a recent 
unsuccessful project in Guatemala. Complete their conversation 
using the correct form of the verbs in brackets. 

CRISTINA: So why do you think the project was so unsuccessful? 

JEFF: Looking back, there were so many mistakes. If we 
1 '.<i st:arf:.e4 (start) the project in January instead of May, 
we 2 ......................... (be able to) launch at the right time for the 
buying season. 

CRISTINA: OK, but I heard that there were delays in sending out 
stock even once the project was established. 

JEFF: Well, yes, we had lots of problems organising the packing line. 

CRISTINA: I see. 3 .......................... (you/get) more stock out into the 
market on time if you 4 ..... ... ....... .. ....... (organise) the packing 
line better? 

JEFF: Maybe. I think that's something that we should look at in future projects. 

CRISTINA: What about the communication problems? 5 .......................... (it/help) if more people 
6.. . .. (take) Spanish classes before moving to the Guatemala office? 

JEFF: Well, as you know, I studied Spanish for several months before moving. I certainly think it 
7 ....... ..... .............. (be) difficult to communicate with my clients if 18 ... ....................... (not/know) any Spanish. 

CRISTINA: It's really important to learn from our mistakes this time. If we 9 ................ .......... (learn) the lessons 
from our previous ventures in Latin America, we 10 .......................... (not/have) so many problems establishing 
the business in Guatemala. 

JEFF: Yes, if we 11 .......................... (have) more support from our other offices, the project probably 
12 ......................... (succeed). 

@ 18.1 Listen and check your answers. 

Read this extract from a meeting in a pharmaceutical company. Underline the most suitable verb in italics . 

MAX: The problem is that the schedules for manufacturing and delivery are not clear. For instance, if everyone 
1 had stuck I has stuck to the schedules for the Czech order last year, we 2 wouldn't have had I wouldn't have 
so many delays. If we 3 'd have established I'd established clear schedules right from the start of that order, we 
4 didn't experience I wouldn't have experienced so many problems. 

TIM: Right, so I've come up with a model to show how things could be done better next time. Basically, we 
have three processes. The first one is the manufacturing process, the second one is the quality control 
process and the third one is the distribution and shipping process. So, let's imagine, if we 5 received I'd 
received an order which needed to arrive in Prague by the beginning of June, then the last shipping date 
6 would have to be I had to be 25 May. So, if 25 May 7 would be I was the shipping deadline, then the deadline 
for quality control 8 would be I had been 23 May, and the deadline for the manufacturing process 9 was/ 
would be 20 May. 

MAX: OK. Good. 

Make it personal 

Complete these sentences to make them true for you. 

1 If I owned my own business, ... 

2 If I decided to learn a new skill, ... 

3 If I changed my job, .... 

4 If I'd chosen a different career, .. . 

5 If I hadn't met (name a person), .. . 

Think of one other thing you would like to change at work, and write a conditional sentence about it. 

- Conditionals 2 (talking about the hypothetical present and past) 



... ....,,_ ... _Business talk: More hypothetical conditionals 

If ifv,tasf!:t{,wf" r,;t i oryid1;ip~~~f[eu;rJfing,1pur ~~£iness trav~I cost~ wou/r:J be much higher. . , 
· If ~t wasn't/weren't for the higHrunning costs, we~ offer more people company cars. (running costs are high, so we do 

not offer:l'fin0r:j people tqmp_a!JlY .car~) 

~ - ln,ti~rn~Jr~itu~~ons:l~~:tr~~P~)!~l(Y in wr:~ng~x~u c:n u~~ if +wer~ to to talk about events that are possible, 
2r butnot very h~ely to hapP,en. Tlie form were (01s us¢d for all persons . 

. j· lfthe go~Jrrim;r:itwere td-ln tro~&ce r,&strict[Gns, we.wop_!d hqve to reconsider our present2ituation. 
{ -- ._- _, -' . ' · .. ,. ., ;./. H 

· Yo~£';lr,,~~Rl [jk~aqn:t be! n/% ~.1;:iJ,ol alk, ~bou!;~hing~/h~t mad: it ~ssible or impossible for something to happen. 
If it hadri'tbeeri for the many years or losses, the'goverrlinerit wouldn't have privatised the industry. (there were many 

- years oflosses;iso the goiler.nl\l'lei'lt priyatised the ir;idustry) . 

Ii! Complete these conversations using if itJvasn',t,l weren't I hadn't been for and the verbs in the correct te.ase.,, 
w,·· • G 

1 A: Without George 'f"e wouldn't ~e ab~~,to .. ~Q,iS~ J~e report today. 
B: Yes, ... if i.t..~a.,s11.Lfo!': ... George, we 0A .\:IIA.-'1'.~ .f/1> ............ (have to) I carry on tomorrow. 

2 A: Luckily, Joanna was there and she persua8ed the customer to com~ back the next day. 
B: Yes, ................ Joanna, the customer, .. ... .... ..... ... ..... ......... .. .. (not come back) at all. 

::)ft,:/ ,f "Ji';;;: :v;,J~ c 

3 A: It's a shame that the rain prevented us from showing the prospective buyer all the different outdoor 
facilities the leisure centre can offet 0 

B: Hmm, yes . ... ... ............................ the rain, vye (show) the client everything. 
J'S ':. 

4 A: The insurance premiums are too high to liold open day for the public. 
B: Yes, . . .. ...... the high insuran.ce premiums, we ... .. ... . 

public to come and see what we do. · . 

5 A: Without the backup server we woul8 haJ~' los~i'all t~~ files for the Dubai project. 
B: Yes ..................................... the backup, (have to) start all over again. 

6 

James Elroy specialises in financial analysi~ fo~l he airline industry. Read his notes for a client report. 
Write sentences for the actual report using if. ;f weiJ to. • ·· _ 

Possible future scenarios for the airline industry 

1 the UK economy might slow down ~ spending on travel fall 

..... 1 f . tJ:le. .. U.k.. eµ>11<>rri_y .. W.~~-. tl) . ~lt:>w, . dpw,11., .. sp~<4.n9 . <>l'I. l;t:a.,v:e,l W,()(A[4, f:a:\L .•..... 

2 the USA could suffer a recession ~ possibly mean bankruptcy for a company 
like Airserve 

3 the EU may raise taxes on carbon emissions ~ European 
airports lose business 

4 Skyplan might pull out of the negotiations with Swallow Air ~ Swallow Air's future be in doubt 

5 more countries could join the EU ~ open the possibility of new routes 

6 airlines might spend more time finding out what customers actually want ~ they probably see an 
increase in revenues 

Make it personal 

Think of some things in your job that you would like to happen, but which do not or cannot happen because 
of something else. Write some sentences using If it wasn't/weren't for ..... 



-

The passive 1 (forming and using the passive) 

Read this extract from a news article. • , •• 11 , 0 ljll ·H' \I n1 

a Which of these questions can't you answer? 
,,,.... 1 What's the news about the factory? \ 

2 Who told the workers the news? 
3.-Who owed the company millions? 

After months of specl!llation, workers 
"were finally told at a 11 meeting on 
i,fridaylthat the fa@tony will close. Staff 
·sai<l the eompany was owed 1nillions ...,,.,.. 

b Why didn't the writer include this information? 
for completecd work,. ,11 

l) Forming the passive (be+ past participle) 

Present simple Our products are not sold in there. Where are they sold? 

Present continuous The company's/is being sold. When's/ is it being sold? 

Past simple The products were sold at a loss. Why were they sold at a loss? 

Past continuous They weren't being sold for a profit. Were they being sold too cheaply? 

Present perfect The company's/has been sold. Has the company been sold? 
----~-- ··- ·-----

Past perfect We knew the company had been sold. Why had it been sold? 

People use the passive mostly in writing. The most frequent passive forms are the past simple and present simple. 
Negative and continuous forms are much less frequent. 

El Using active and passive verbs 

Bl You can often use an active or a passive verb to describe the same thing, but the focus is different. 

Active The CEO bought the company in 2006. (the focus is the CEO) 

·Passive The company was bought by the CEO in 2006. (the focus is the company) 

Active sentences tell us who or what does an action. The subject of the sentence is the agent. In the active 
sentence above, the subject is the CEO. 

Passive sentences tell us how the action affects the 'receiver' of the action. The subject is the 'receiver'. In the passive 
sentence above, the subject is the company. 

82 You can use the passive when: 

• your focus is on the receiver of an action - that is what you are talking or writing about. 
The order was invoiced on 20 May, but it wasn't dispatched until 30 May (we are interested in what happened to the order) 
The company has been renamed. It's now called Health tee. 

• you don't know the agent or the agent is not important. You can use the passive to describe processes or procedures. 
All our furniture is designed and manufactured in Europe. (the workers' names are not important) 

· • the agent is obvious or understood. 
Kitchen staff are not allowed to wear jewellery. (obviously by their. employer or the law) 

• you don't want to say who or what the agent is: 
I was told the wmng time for the meeting. (I don't want to say who told me) 

83 You can use by to add the agent in a passive sentence. 

Google was started by two Stanford graduate students. 

B Verbs with only passive forms 

Some verbs only have passive forms (e.g. to be born). Other verbs are usually passive (e.g. to be based (somewhere), to be 
involved). 

I was born in Hamburg, but I'm now based in Frankfurt. My company is involved in several European projects. 



~ A D a Look at this diagram of an electronics company's complaints procedure. Complete the description 
using the verbs in brackets in the present simple passive. 

Complaints procedure 
Technical? .... Production 

Receive 
complaint 

Log it on system 
Acknowledge 

Complaints 
department 

~ Delivery? 
1111,,. Customer 
,.... service 

Invoice? .... Sales 

As soon as a complaint 1 .. ... i.? . .r.~aj,···· (receive), it 2 ........................ (log) on the system and an 
acknowledgement 3 ............ (mail) out to the customer. Complaints 4 .... ... ... .... .... ....... (send) to the 
Complaints department. Here they 5 .. . .. (read) by a supervisor and they 6 .......... ... ........ .... (categorise). 
Complaints 7 .. . ........ (pass on) to the relevant department. For example, if the complaint is about a 
technical fault, it 8 ... ..... ... .. ... .. ...... (forward) to the Production department. If it concerns a delivery, it 
9 .......................... (answer) by the Customer Service team. Invoicing problems 10 .. . .... . (sort out) by 
Sales. Our company 11 .......................... (know) in the industry for our good customer relations and we try to make 
sure that complaints 12 . . . (not leave) unanswered longer than six weeks. 

b The Complaints Manager is discussing a complaint with her assistant. Complete her questions using the 
verbs in brackets in the present perfect or past simple passive. 

Manager 

1 H.'1:S µ; b~ l()gge4, ... (it / log) on the system? 

2 When .. .... ...... ..... ... 

3 How 

4 

5 Where 

6 Which department 

7 

8 

. ...... (it/ receive)? 

. ................ (it/ send)? 

... (an acknowledgement I mail out) yet? 

.. (it/ send) first? 

.......................... ........ ....... (it I forward to) after that? 

....... (the customers I contact) at all? 

....... (they/ ask) to .send a copy? 

Assistant 

Yes, it has. 

We got it on 12 May . 

It was faxed. 

No, it hasn't. 

It was sent to Complaints. 

We don't know - it's lost. 

Yes, they have . 

I think they were. 

~ A El Complete these sentences using the verbs in the box in the present continuous or past continuous passive. 

ask audit bully crit icise pay _pcomote' not replace sack upgrade 

I'm b.4n9. prc,r,,oiµt, ... next year - I'm going to be a director at last. 

2 A colleague of mine ......................... for selling confidential data. She leaves on Friday. 

3 Our computers ......................... after all, but the software ....... ............. ..... to the latest version. 

4 Some manual workers ....... weekly until last year. Now they get a monthly pay cheque. 

5 I left my last job because I . ........ .. ... . . .. My boss used to shout at me. 

6 The accounts ............. ............ next week. There'll be a team of five or six people doing it. 

7 We ......................... to work longer hours to finish a contract by the end of next month. 

8 The directors of a major bank ... ... in the press at the moment for receiving large bonuses. 

-



~ A,8 IJ Read this article about problems with manufactured toys. Where necessary, change the active verbs into 
the passive form of the same tense. 

Pro.du c~ •• r.ecal Is· .f o r·•·tau.lty ... toys.·· s .. ;;;ra;::p;~:d.m;:~ . :rnu~~~~;:~: 
···· · ··· ·· sa.Y that new .. inspection procedures 

More than 20 million toyf I have 5 contained .:s111aH magnets that c:hildren 9 are pulling in place. 'We will n.ow be 
recalled this year because .. tox'ic lead could choke .. bn. ... . ... routinely testing all toys before, during and 
2 found in their paint. If lead 3 :~wallow!~ Jhe chief ex'bcutive of one l_bading_._ (~y· • · · · · · ·· · . . . .. afterpainfing;.and toys with magnets JO are 
by childre_n . • it' can cause_._·. ser.tous,_: he.a .. Ith : b.r ... and:1:sai .. d .•... 'We .. · re.al.faed : our sfandards · . .. currentlyre,;iesigning,, s;iid a spokesperson 
problems. Toy makers 4 have eancelie,;t 6. Md igno,;e'c! and .~ur safety procedures for the) ndt.1stry: · 
orders for ···· other because they . 7 had not folioy,.ied, so we tmok action.' 

~ A, 81-2 

~ 83 

2 

3 

4 

5 

6 

7 

8 

9 

10 

IJ Underline the correct form of the verbs in italics in this letter to a business advice website. 

Last month 11 was sacked I have sacked from my job as an accountant. I 2 had been working I had been worked 
for the company for a year, and 3 was doing /was done well. Company policy 4 states I is stated that we have 
to use our own email accounts for private communication, so 15 applied/was applied online for another job 
using a webmail account.16 have invited/was invited for an interview and so 17 asked /was asked for some 
time off. Naturally I had to lie about why. The day before the interview, 18 told /was told to go to the MD's 
office. He 9 was shown I showed me copies of the emails I had sent on my webmail account, and 
he 10 was sacked I sacked me there and then for gross misconduct. As I 11 was escorted I escorted out of the 
building by another manager, 112 was informed I informed that spyware 13 had installed I had been installed 
on all computers to monitor activity. We 14 had not been told I had not told about this and I feel that this is an 
invasion of privacy. 

11 a Look at these security measures taken by an investment bank. Complete the sentences using the 
passive and by so that they mean the same. 

• CCTV monitors the entrances to the building. 

• Security staff search every employee. 

• Receptionists check visitors' identities. 

• An outside agency tests members of staff 
randomly for drugs. 

• Antivirus software scans all computer files. 

• The IT group backs up the data on each server. 

• Fire safety officers test the fire alarm on Fridays. 

• Managers train their team members in fire safety 
procedures . 

The entrances to the building . . . . . o..re: moni.:!:9r~ . b!:l q:.:ry 

2 Every employee .. 

3 Visitors' identities 

4 Members of staff 

5 All computer files 

6 The data on each server 

7 The fire alarm . 

8 Team members .. 

b 19.1 Listen to the office services manager briefing a new employee on security. Write down four 
more security and safety measures mentioned using a passive verb. 

Write a short paragraph about a set of procedures in your organisation (e.g. complaints, health and safety, 
employing new staff). 

The passive 1 (forming and using the passive) 



fJ 

1 

5 

Dear Ms Binks, 

1 Our Order Department has forwarded your email of 2 April to me. I was sorry to learn of the 
problems you experienced with our recent service and that 2 we damaged the goods in your last 
order during transportation. I understand that the damage was caused because 3 we had not packed 
the goods securely. 4 I have investigated the matter and 5 we are reviewing our packing procedures. 

I hope you will accept my apology for the way 6 our Order Department treated you. I do accept that 
7 Ms Smith did not handle the matter properly. As a gesture of goodwill 8 I am crediting the sum of 
$300 to your account. I apologise for any inconvenience 9 this company has caused you. 

Yours sincerely, 

Ivan Hough 

b Which two sentent: 

I wish to apply fort 

.... !. . f',l~~h .. t:<> .. !Y>P.44 ... \ 

2 As you will see fro 
where I got a first 
(educate, award, elect 

3 

,:, : - 1 

ication letter more formal. Re.write 

ditor, which I saw in the Times 0rt 15 Matcb. (adVcertise) 

..... ~f..A~~'-- ~h~.:~~-- -~~~~ ... ~.~ .·. . ,1.P.l1.J~--~~'-···· ····,····· ········ 

sed CV, I studied at Bristot·G~amm~r S~bq9l 0ai'ld~the;Uhiliersity of Manchester, 
rs degree. While at Mancheste~ I ;ggt to be"Pres1d.erit oith:e Debating Society. 
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The passive 2 (modal verbs, two-object verbs, 
have and get) 

.~A "lanager is talking about a problem. 

Who d.9 you think is responsible for the problem? 

a - the manager 

b Angela 

c someone else 

fil The passive with modal verbs and 
used to 

A 1 You form the passive with modal verbs (can, could, may, 
might, must, ought to, shall, should, will, would) with the 
infinitive be+ past participle. 

Active Passive 

We can sell this product. This product can be sold. 

+ We ought to sell this This product ought to be 
product. sold. 

- We mightn't/not sell it. It mightn't/not be sold. 

Should we sell it? Should it be sold? 
? 

How can we sell it? How can it be sold? 

@ Negative statements and questions with ought to 
are not very common. 

You can use the passive with modal verbs when the agent 
is unimportant, obvious, or when you don't want to say 
who the agent is . ..... See Unit 19 (The passive). 

Our products must be based on the best market research. 
These production schedules might not be sent out tomorrow. 

A2 You form the passive with used to with the infinitive be+ 
past participle. 

A Used to always refers to past situations . 

..... See also Unit 8 (Used to and would). 

Active Passive 

We used to sell this This product used to be 
+ 

product. sold. 

- We didn't use to sell it. It didn't use to be sold. 

Did we use to sell it? Did it use to be sold? 

? Where did they use to Where did it use to be sold? 
sell it? 

m The passive with verbs with two 
objects 
Some verbs take two objects (e.g. give, lend, offer, promise, 
sell, send). Either one of the two objects can be the 
subject of the passive verb. 

Active Passive I 
They give each visitor Each visitor is given a gift. I 
a gift. A gift is given to each visitor. I 

i 
The firm sold defective 120 customers were sold ! 
parts to 120 customers. defective parts. I 

Defective parts were sold to 120 I 
customers. 

@ The first passive sentence in each pair above, where 
the person is the subject, is more informal than the 
second one. 

Bl Have something done 
When you ask or pay a professional to do something for 
you, you can use have+ object + past participle. 

We had the scanner repaired when it broke down. (we paid 
a specialist firm) 
They're going to have the office refurbished in May 

Ii] Passives with get instead of be 
You can use the passive with get instead of be, and in the 
structure get something done. 

He got fined € l 00 for parking on a corner. (more form a I = 

He was fined) 
I got a suit made in Bangkok for $400 (more formal = 

I had a suit made) 

A The get-passive is quite informal. Don't use it in 
formal situations. 

© The get-passive is much more common in spoken 
language than in writing. 



..... A1 D Rewrite these sentences using the passive. Use a phrase with by for the agent where necessary . 

1 You can reach Gina Patel on 02288 33754, or at gpatel@wiscx.com . 

. . . . ~i!.\~. J'aj:4 __ qi.r.i . ):>~ x~~ o:n . Q.U -.~~-j~151, .. pr. .-~ -. 9P-~i?9UP.rr .·. 

2 The Regional Director will open the new store on 15 May. 

3 Do you think the bad weather might delay the building works? 

4 They may not have sent the payment to the right department. 

5 People must keep the fire exits clear at all times. 

6 Couldn't we hold the meeting in a bigger room next time? 

7 We should pay this invoice by Friday. 

8 We can't avoid some of the technical problems . 

...,.. A EJ Jakob Nussala gives training courses in project management. Complete this interview about his work 
using a passive form of the words in brackets. 

JOURNALIST: What are the main issues you deal with in the training you do? 

JAKOB: Well, project management is very complex. It's mostly about asking the right questions. Before 
a project, you have to ask whether it 1 .. ~ .. b~ .4o:n~ .. . (can I do) . Is it likely that everything 
2 ... ........ ............ (will I complete) within the timescale? What resources 3 ..... .. ... .. ..... ... .... (will I need)? And so on. 

JOURNALIST: Yes, and even if people prepare before a project, the follow-up 4 ....... (may not/ do). 

JAKOB: Yes, the follow-up 5 .......................... (must not I forget). We train people to ask the questions: How 
6 .... ............... ..... .. (could/things/improve) next time? What 7 ....... .......... ...... .. (ought/change) in the future? 
8 ... ................ .... (could I the next project I complete) more quickly? Which people 9 .. . .. ................ (should I 
inform) of the results? So, you can see, there are a lot of complex issues. 

20.1 Listen and check your answers . 

...,.. B IJ A company is planning to expand their business into Vietnam. Complete this extract from a meeting using a 
passive form of the words in italics. 

KIERA: Right, so how's the research into the Vietnamese market going? 

REX: Well, 1 someone lent Hilda ... Jl~.rJ.i?,?. .. l,e,l'.\L a helpful book about doing business in South East Asia. 
Also, 2 someone gave her ....... ... .. .. ..... ............ .. ..... some useful information by a research agency . 

KIERA: OK, then make sure 3 they give that information .. 
project. 

..... ..... ... . to everyone involved in this 

REX: In fact, Hilda said that 4 people have sent her ..... .. .. ... ..... ..... ...... ........ a lot of literature about business 
opportunities in Vietnam. And 5 they've offered her ... . ....... ... ...................... the chance to visit Vietnamese 
companies when the team goes there next month. 

KIERA: That's fantastic. Now, our last Asian campaign was really successful - 6 they sold 7,000 units 
.... .. ............. .......... ... to Japanese customers as a result. 

ANNA: Yes, 7 they promised me ....... ... ................ ....... ... .. a promotion after that campaign, but I'm still waiting ... ! 

KIERA: Thank you, Anna. Let's try and keep to the agenda. So we're planning something similar for 
Vietnam, with a launch at the trade fair in October. 8 They will send examples of our new product range 

.... .. ...... ... .. to our local agent a week before the fair. Now, let's just check that everyone 
understands their role in the project . .. -



~ C, D IJ Read these comments by different speakers and answer the questions. 

ULLA: I had my website designed by a local firm. 

KIRSTEN: I got contracted to design a website for a new on line ticket agency. 

GIACOMO: I got my speech written for me by a professional speech-writer. 

JOAO: I had written a speech for our sales conference last year. 

YUNIS: I had paid twice without realising it. 

ELENA: I got paid extra for running the firm's stand at the exhibition. 

1 Who wrote a speech? 

2 Who received money from somebody? 

3 Who asked somebody else to design their website? 

4 Who gave somebody money? 

5 Who paid someone to write a speech for them? 

6 Who designed a website? 

answer 

)Rw.:> . 

~ A-D E Complete this text using the words in brackets in a passive form from this unit. 

Using the collective brain 

How can one scientist 1 . _ l'l~y~_J'tli.L!.4m~ of_ 
. ~W.9')~~ --Mr~----- (have I do I millions 
of searches) on millions of computers 
without doing anything himself? The SETI 
(Search for Extra-Terrestrial Intelligence) 
institute has found the answer. They have 
produced software that is downloaded 
to millions of computers and then scans 
the universe in the hope that radio signals 
2 ............. . ....... (will I pick up) 
from intelligent beings on oth_er planets. 
The theory is that extra-terrestrial life 
3 ..... (should I detect) 
more easily this way instead of 
4... . ... ........................ (get! do! 
the same searches) by one or two large 
computers in an observatory. 

Well, a similar principle 5 ............. (could I apply) more and more in big businesses. The idea is this: 
large corporations 6 _ ............................... (have I make I predictions) about the markets by their employees. 
This 7 ..... _______ (can I do) via the company's computer network. Hundreds of employees then 
make a prediction about something specific. For example, if 200 out of 250 employees all think a new line 
will not sell in Europe but 8 ....................... (could I market) successfully in Asia, this might be more 
reliable than if the company 9 ........ . ......... (have I make I the same prediction) by a team of experts. 
Employees who predict the right answer 1 O. . ................. (get I award) prizes or small bonuses. 

Make it personal 

Read what one freelance graphic designer said about being freelance. 

'You don't get paid regularly and you don't get holidays! You agree a price with the client, then they want 
to have things added for nothing: 

How would you describe your work situation informally? Can you think of things you can say about it 
using the passive with have or get? 

- The passive 2 (modal verbs, two-object verbs, have and get) 



Write for business: Using expressions with 
modal passives in reports 

0 Here are some expressions based on modal passives that are very common in written business reports . 

. They are less q>mruon in i,nforn;ial speaking . 
. IT : !11 ,, . t • ' l tlli' w . 

As might be'expecte.d, there is intense competition be , en manufactu , 
It should be noted that these rules apply only in EU countries. 

Exch~nge rate variations should be taken into account I considered I ilJ~luded. 
Thec qst of transporting the go:ods shquld not be (orgott!n, . , _ ·:w~t! 
This tan/could/should be seeh!regtlrded as a mbjor b1u~in'ess opport'ubit']t'.'1 1 

'• t,,_ I . :r~\ 
It could be argued that the over-60s are our most important market these days. 
Expanding into South Asia may/might be described as the most exciting challenge we face. 

. Ji;~~'& . . . :t '~ . ' 'hlf, . . i' elf 'il!f .. ~. ;, \, Ji\i ,!•, . : i . . 

As can be seen fror:n';rab1e 4 of this rep&rt,·soles of sofidFink$. have increosea·sharp/y. (refers fo places in ·a text) 
'1:- .; ,,. ' .' . db~ "'·"';~ ':;. ,, fll 't; ,.L ·. _ .'),,''}~ ,;,;> l" , . ._p,1\,':- .:'.' .µ:~k,, ct, 

We' are making good progress in some hew markets;"as will be seen on page 28. .. · 
' 1 • 

A Don't add the subject it to as can/will be seen (not fl5 it""' IJe seen I or tl5 it will bueen). 

Ii) Rewrite the words in italics using a suitable passive modal expression. 

1 You could describe our customer base as mostly well-off, technically-minded over-SOs . 

.... O.w .w.~tpm~ .!>~~. ~~mi,.9.1'.lt. ~\< .<4.~c.i:i.!>~ .~ .............. ...... .. ........................... ... ............... ....................... .. .... . 

2 It is obvious from the flowchart that the management structure is very complex. 

3 We should not forget our environmental responsibilities when we design new products. 

4 As you'd guess, our main competitors usually launch an almost identical product soon after we launch ours. 

5 We'll see on page 40 of this report that growth in the airline sector has been slow. However, we should take 
notice of the fact that low-cost airlines have generally done better than large, national carriers. 

6 We must consider the current slowdown in the housing market with regard to projected sales for 2012. 

7 You could say that this is the wrong time to launch a new facial cosmetic range, but our market research 
suggests the opposite. 

8 We can consider 2009 to be our best year ever. 

Make it personal 

Think of: 

a something someone did at work recently which could have been done better; 

b something important that must get done within the next month; 

c something you are going to have done (e.g. something repaired, changed, redesigned, replaced) 
at your workplace or at home. 



Making your meaning clear and avoiding 
misunderstandings 

Read this comment from a manager to his team member, Lucy. 

What words does he use so that he doesn't offend Lucy? 

El Rewording wh•t you say 

You can use these expressions if you need to repeat what you say using different words: 
I mean, in other words, let me put it this/another way, what I mean is, what I'm saying is, what I'm trying to say is. 

@ I mean and in other words are the most frequent. 

TV advertising is just a paid form of non-personal communication. In other words you're paying a company to put information about 
your product into some sort of media. 
We need to be proactive. What I mean is we need to see where the market is going before it happens. 

m Correcting yourself and other people 

81 You can use these expressions ifyou need to correct yourself: 
I don't think that's right, I mean/meant, I should have said, I think I've got that wrong, my mistake, 
(Oh) sorry, what I really/actually meant was. 

@ People often use them together. Sorry and I mean are the most common. 

It's room 463. Sorry, I mean 436. 
So, it's model 866Q. Oh, sorry, I think I've got that wrong. I My mistake. I should have said 8660. 
I said we deliver in 24 hours. I meant I What I actually meant was we process the order in 24 hours. 

82 It can sound rude if you correct someone else, so people often use indirect expressions such as I think I Are you sure? and 
verbs such as may and might to soften what they say. 

You wanted to speak to Henri Velbon? Ah, I think you may have been given some wrong information. Henri isn't in this office; 
he's in our Paris branch. 

A: Angela thinks the new Health and Safety Directive doesn't apply to small firms. 
B: Really? I Are you sure?/ I think you/she may have got that wrong. / I'm not sure that's right. 

H Misunderstanding and getting things clearer 

C1 You can use these expressions if you don't understand what someone is trying to tell you or 
if you want to ask them to make things clearer: 
Could you explain that a bit more (for me)? I'm not sure I know what you mean. What does that mean (exactly)? What is that? 

People often use them together. 

Operational cost pairings? Could you explain that a bit more for me? I'm not sure I know what you mean. 

A Say explain something to/for someone. Don't say expl8m semee11e semethiflg. 

Could you explain the process to/ for me please? (not Couk:Jyou o<pfeir, FAe me p."Ocess pleese?) 

C2 People are often polite and indirect about misunderstandings in order to maintain a good relationship. They use 'softening' 
words such as maybe, perhaps and slight. 

Perhaps I've misunderstood (you)? I Maybe I've got it wrong? Did you say we have to pay the insurance on the goods? 
(I'm afraid) there's been a slight misunderstanding. I I think we may have misunderstood one another. We thought you were 
going to send your legal representative to us today. 

A Don't say(/ think) you're wrong as you might offend someone. 

- Making your meaning clear and avoiding misunderstandings 



Practice 
.... A II Complete this. interview with a nurse about performance audits using expressions from A. Sometimes 

more than one answer is possible. 

NURSE: The problem is that we have so many audits but we don't make any connections between them. 
1 Let .. . !l'.e..P".t.. i:t .. ~er.. ~Cl!l ... , the management do all these audits but they don't look at the whole picture. 

RESEARCHER: Can you say more about this? 21 ....... , can you give an example? 

NURSE: Well, I wasn't happy about the last audit they did here. 3 What.. . ...... .. ........ there were problems with 
the last audit process. The nurses weren't prepared for it - 41 .... ... , they didn't know it was going 
to happen, so they couldn't do their jobs properly. So 5 in ......... ..... .. .......... we need to know before the audit 
people come in. 

RESEARCHER: Do senior map:.gement realise that? 61 ... . . ........... .. .. , have they said, 'OK. We'll tell you about it 
next time'? 

NURSE: Not really. And th, ~er thing is the staff can't change some of the things either. So 
7 let .............. .......... : the. audits make recommendations but we don't have the authority to make the 
necessary changes, and that's the trouble . 

.... B El Complete this conversation using the information in brackets and expressions from B. Sometimes more 
than one answer is possible. 

DIRK: So, we're suggesting a 15% discount to customers who fly with partner airlines. 
1 . ~ •.. ~, I !l'.~J9%., .. (corrects himself- 10%) 

AHMED: Yes. We trialled that in the high season last year. 

DIRK: Actually, 2 ..... .................... (corrects Ahmed - low season) 

JENNA: Yes, it was January to May, 3 ..... .................... (corrects herself- March) It looks like on line bookings went up 

AHMED: 4 .. ....................... (corrects Jenna - they went down 0 .2%) 

JENNA: Oh, 5 ..... '. (corrects herself) I'm reading the wrong column here. Yes, online sales were 
actually down. 

DIRK: But I don't think we should rush into an exclusive deal with Flan.nair. 

AHMED: Well, no. That's never been our intention. We know that would be crazy. 

DIRK: Yes, sorry, I didn't mean that. 6 ..... ... . ........ .. (explains what he means) we should look at one or two of 
the new carriers too, such as Streamjet or Air Atlantic. 

AHMED: Right. Yes, well, Streamair, 7 ............ .. ............ (corrects himself - Streamjet), are doing well on their 
Scandinavian routes . 

.... C II Complete this customer's phone conversation with an insurance clerk using the information in brackets 
and expressions from C. 

CUSTOMER: 1 .. .. ~µf,, .. H~--~~.P!AA1 .. ~~--4iw.~(;. .. ~ --~ -~l'.'~ .. P.Q~~--H~ .. 9."ffu:?. 
(ask for an explanation of the different car insurance policies they offer) 

CLERK: Well, there are three basic types. OK? First, there's third-party insurance. 

CUSTOMER: 2 .... ... .. .. .. ...... .. : ..... .... ......... ... .. ...... .... (askthe clerk to explain what it means) 

CLERK: Basically, it means you're insured for damage to other people's cars. Then the second type is 
third-party, fire and theft. 

CUSTOMER: 3 ....... .............. ... .... ... ..... . . .. .... (ask her to say more about this) 

CLERK: It's the same as the first type, but you're also insured if your car is st1olen or if it's damaged in a fire . 

CUSTOMER: 4 ........ ....... ..... ..... ... . ... . (check if you misunderstood) So, with the second type my car is 
insured against some things? 

CLERK: That's right. And finally, there's fully comprehensive insurance. 

CUSTOMER: 5 .......... .. .... ...... ........ ... .. .... ..... ......... (say you don't understand and then ask her to explain this to you) 

CLERK: It means you're insured against damage to your own and other people's cars. It basically covers 
everything. Why:don't you give me your name and phone number and I can arrange for an agent to call you 
with more details? 

CUSTOMER: 6 .... .. ... ...... (say there's been a misunderstanding) I'm not ready to buy a 
policy. I was just interested in the types there are. 

O ss· 5.1 Listen and compare your answers. 

'ai\'\ 

-



I /f 

~ Test5:Units17-20 

Test 5: Units 77-20 

Complete this article using the verbs in brackets with will/may/can or in the present simple, or an 
imperative form. 

What not to do before you start your own business 

Most advice tells you what you should do before you start a business. Here are nine things you shouldn't do. 

• Don't get a business bank account. Your personal bank account 1 .. w\4 .w.o.rk ... (work) perfectly well 
if someone 2 ... . . (want) to write you a cheque, or if you 3 .. . ................... (need) to pay for 
something. 

• Don't get a loan. If you 4 .. 
much more than you t,r ow. 

. .... ... (get) a loan from anyone, you 5 ....... .... .... .. ...... (have to) pay back 

• Don't waste money on , . 2nsive advertising for your business. If you 6 .. . .......... (spend) all of your 
savings on publicity, you 7 ............ ............ (not have) any money left to pay yourself. 

• Don't hire a lawyer. You 8 
someone else's lawyer 10 

...... (not need) a lawyer unless you 9 ... 
....... (contact) you. 

. ..... (break) the law, or 

• Don't hire anyone. If you 11 . 
paying someone else's salary. 

. ..... (do) the work yourself, 12 ........ .. ... ..... . .... (not waste) money on 

• Don't buy expensive office supplies. If you 13 .. 
one somewhere in your house! 

. .......... .. (need) a pencil, you 14 ........ ........ . ...... (find) 

• Don't buy any equipment - rent it! If it 15 .......................... (not be) something you can rent by the day, there 
16 ......................... (be) another local business you can rent it from. 

• Don't try to find a partner. What do you need a partner for? If yol!, the inventor of your product or service, 
17 .......................... (not sem it, no one 18 .......................... (be able to) . 

• Don't get a business phone number. If someone 19 
them to call your mobile or your home number. 

...... (want) to call you, 20 .. ..... . .. .... .. . ... ... (ask) 

2 a Five children answered the question, 'If you could run your own business, what would it be?' Find and 
correct one mistake in each answer. 

If~ enough money, I'd open a small hotel .J.h.AA ... 

2 If I had the choice, I would want to run any business - too much hard work! .... ... ....... .. .. .. .. . 

3 If I had a business, it must be a bus company. Everyone uses the bus! .. 

4 If I would choose any business, I'd love to breed dogs or any other sort of animal. People make me crazy! 

5 I volunteered to help anyone in any way that I could . ........... .. ... .. .. .. . . 

b Five retired employees answered the question, 'If you had run your own business, what would it have 
been?' Correct one mistake in each answer. 

If I'd had rich friends, I would sold art because my passion was art. .. 

2 If I would be richer when I was younger, I wouldn't have worked at all. I hate working! .......... .. .. .. ... .. ... . 

3 If I'd graduated, I started an international university for students from all over the world . ......... .. .. .. .. .. ... .. . 

4 If I'd been able to raise the money, I'd had started an air taxi service for executives .... 

5 I don't know, but if I would have started my own company, my staff wouldn't have had to wear suits and 

ties ... 



3 Underline the correct words in each sentence. 

1 If I 'm I~ you, I 'II speak I'd speak to the CEO first. 

2 If you 'II arrive I arrive late, my PA will show I shows you where the meeting is. 

3 If we 'd give I gave a discount, people would place I placed bigger orders. 

4 If it wasn't I was for the rise in fuel prices, we wouldn't be asking I 'd be asking for a pay rise. 

5 They 'II offer I offer the job to Kristina unless Su Young doesn't contact I contacts us by 6pm today. 

6 We won't take I'll take our stand down before the end of the conference in case delegates will want / want 
to ask us more questions after our presentation. 

7 Management are I aren't happy to let me take early retirement as long as they can I can't find someone to 
do my job. 

8 Small investors would be I could be very unlikely to read such information if the company will ! were to 
provide it in the audit report. 

9 We would've offered I 'II offer you the job if you '// be able to I 'd been able to start immediately. 

10 If we won I 'd won the contract, we wouldn't have had to I won't have to made so many people redundant. 

4 Complete this article about the clothes retailer, Primark, using the verbs in the box in a suitable passive form. 

create greet make up open (x 2) recruit sell use vote 

In November 2007, Primark 1 .r-J~ .w.~c,44. .. . prizes for'Best New Store' (Primark Oxford Street) and 'Value 
Retailer of the Year'. Also, Primark 2 ..... .. .. ..... ........ ... 'Best Value High Street Fashion' by GMTV and ITV viewers . 

In the financial year 2006/7, 32 new stores 3 
In the Oxford Street store, one million items 4 

Since last year, five additional stores S .. 

... , including one in London's Oxford Street in April. 
..... ............. in its first ten days of trading. 

. .... .... .. . in Spain. 

All of these 6 .. . . ... with a great amount of enthusiasm by customers and media. For the new stores, 
large numbers of staff 7 ................... .. .. .. through recruitment programmes to match local circumstances. 

Primark mainly sells womenswear, but also 25% of sales 8 ... .. ............... .. ... of menswear and childrenswear. 

A strong image 9 ........... ... .......... for the Primark brand - 'Look Good, Pay Less'. Many types of media 
10 ....... ........... .... ... to create an impact upon and target new customers. 

5 Complete the sentences using the verbs in italics in a suitable passive form. 

1 Health and Safety training sessions . r\11!.~.t. .b.~ rtAD .... by qualified Health and Safety officers. (must I run) 

2 The item .. ... .. ...... .... carefully to avoid damage in transit. (should I wrap) 

3 We . ......... ....... .... the order yesterday but we haven't received it yet. (promise) 

4 The maintenance manager ... .. .... ...... .... ....... ... .... .. since it was installed. 
No wonder it doesn't work! (not have I the central heating I check) 

S We've got to 

6 The water machine .. 
ages. (used to I refill) 

.... . It's boiling in the office. (get I the air conditioning I fix) 

...... . every two days, but the suppliers haven't been for 

7 When....... . .... ... . ... . .... . ... ... .... . ... ? I need it in the next hour. (the report I finish) 

8 How much ...... ...... ... ........ ... ......... ... . . ... for our old factory? (might I we I offer) 



Questions 
A manager who works for an Internet service provider is talking 
about customer sales. 

When I meet a new customer 
I often say, 'Can I ask you a question? 

a Which question can you answer with 'yes' or 'no'? \ ~""' 

_.-_:. ~~~ quesUons need a longec answe,? . ~ \ 
If you had no internet access for a day, how 

much would it cost your business? 

fl1 Forming questions 
A 1 Questions usually have a different word order from 

statements. The subject usually comes after the verb. If 
there is more than one verb, the subject comes after the 
first verb. 

Statements Questions 
----- ---·----- ----
She's the boss. Is she the boss? 
Clive is coming. Why is Clive coming? 
The meeting was long. How long was the meeting? 
You've met Tara. Have you met Tara? 
They've been working. Where have they been working? 
It's made in China. Where is it made? 
The CEO was sacked Why was the CEO sacked? 

We can meet later. Can we meet later? 
When can we meet? 

A2 Present simple questions often need do or does. 
Past simple questions often need did. 

Statements Questions 

You need a new What do you need? 
laptop. Do you need a new laptop? 

He travels a lot. How often does he travel? 
Does he travel a lot? 

They bought the When did they buy the company? 
company. Did they buy it recently? 

m Question words as subject and 
object 
A question word can be the subject or object in a 
question. When the question word is the subject, you do 
not need do/does (present simple) or did (past simple). 

------· 
Question word = subject Question word = object 

(The subject is underlined) 

Who likes the boss? Who does the boss like? 
Who invited him? Who did he invite? 
Who resigned? Who have they sacked? 
What's going to happen? What are we going to do? 

I 
I 

What would the effects be?' 

\ . 

Compare: 
A: Who took Jan to the airport? 
B: The taxi driver (took Jan to the airport). 

A: Who did Jan take to the airport? 
B: (Jan took) Ursula (to the airport). 

[!I What/which/whose+ noun; how+ 
adjective/adverb 

C1 You can ask questions with what/which/whose+ noun. 

What make are the computers in your office? 
What kind of car do you drive? 
Which hotel does the CEO prefer - the Hyatt or the Sheraton? 
Whose responsibility is it to do a risk assessment? 

A Use which not what in questions like these: Which 
one(s) •• • ? Which person ... ? 

Which one was it? (not Whet one) 
Which engineer did you see? (not W'het engineer) 

C2 You can ask about sizes, amounts and prices with how + 
adjective/adverb/much/many. 

How big is your company? 
How far do you travel to work? How long does it take? 

How much do you know about computers? 
How many people work here? 

m Questions with prepositions 
Prepositions usually come at the end of questions but 
before time and place expressions. 

Which company does she work for? 
Who do you report to at the moment? 

Who did you want to speak to in Accounts? 
Which department do you work in ? 

~ See Unit 24 (Reported speech 2) and Speaking 
strategies 6 (Checking information). 



..... A D a Complete this article about health and safety using is, are, do or does. 

The physical safety of your staff is your most important concern . Walk around you; building and ask yourself these questions: 

Doors 

1 .. .Are: ... the doors locked at night2 2 ... .. .... ....... ..... . the doors close properly? 3 .. ............ ... ..... l ire exits kept clear? 

Furnishings 
4 ......... .... ....... .. every employee have enough light2 5 ....... the carpet need replacing? 

Fire 
6 ...... ... the fi re alarm work? 7 ..... .. ... ....... .... it tested regularly? 8 .. ........ ... . . .. employees know the fire d ri ll? 

General hazards 
9 ..................... .. there any loose w ires on the floor? 1 0 ..... .. ... ........ there a first-aid kit available to all staff? 

b Complete the second part of the article using was, were, did, has or have. 

If the worst happens and there is an accident, you may have to answer these questions: 

How ........ 4!4 ... ... the accident happen? 6 W hen . . . ....... . you told about it? 

2 What ... ... ...... ........... the employee doing at the time? 7 . . ..... ... this ever happened before? 

3 .... he or she know the safety procedures? 8 ............... .... .... you aware of the hazard? 
4 .... ..... ..... the employee badly hurt? 9 What . . ....... .. you done to reduce the risk? 

5 W hen . . ...... the accident reported? 1 0 .... ....... ............ you reviewed any safety procedures? 

.... A El Read Jane's notes for an interview for an account manager in a construction firm. 
Write the questions she asks the candidate. 

1 .. M'.i.~ M HP\.\ .. kn9.W. @9.1At. fu~.,;~m1_p@~L 

2 

3 

4 

5 

6 

7 

8 

9 

10 

-



...... 8 II Write two questions for each picture using the correct form of the words in brackets. 

(who ! Cathy I report to) 
A: a \'Jl-10 4:0es ~~~ rep?rt t<l ? 

Jun Woong MD 

B: She reports to the MD, Jun Woong Cathy M ills HRD 

A: b \':111? repor:J;~ l:o ~QJ:},~ ? 

B: Matt Black and Jinsook Kim Matt Black Jinsook Kim 

2 (who / Ana / tell) 
I-Ji Juan A: a ..... ..... ...... .......... .. ... .. ............ to go to the meeting? 

B: Katya told her to go. Katya wants me to be at the meeting at 10 am. 
Vou need to be there too. 

A: b ...... .. .... ........... ....... . ...... .... to go to the meeting? <;;ee, you there. Ana 

B: She told Juan to go. 

3 (who I Beth I email) 
A: a 

B: Kyoko. 

...... ? 

A: b . . .... .... .... .... ..... ....... ? 

B: Yuki did. 

4 (who I Sue I want to see) 
A: a ... .......... .......... .. ............. ...... ? 

B: Ms Klein wants to see her. 

A: b .. 

B: Jo . 

. ... ................... ... ....... .? 

e e e ··-----·-·-· ·-·····-········ 1 

From· Yuki 
Subject: 

Date: 
To: Beth 

I 

Sue, Ms Klein wants to see 
you. Are you free? 

From : , Beth 

To: Kyoko 

No, I want to go and 

see Jo now. 

...... C IJ A legal firm has printed its brochures with some mistakes. Write the questions the MD asks the marketing 
manager using what, which, whose, or how and the words in italics. 

Marketing manager 
There's a mistake on the front cover. 

Well, it's pretty bad, I'm afraid. 

Very. It has the wrong photo for the CEO. 

It's a guy from the post room. 

I'm not sure. I found something else too. 

The text is the wrong colour. 

Pink. Anyway, we can do it again quickly. 

In two days, but it'll be expensive. 

I'll find out. It really wasn't my fault. 

MD 
M,oJ:, mLswJ:e Ls then? . ............. ...................... ........ . 

2 

3 Well, .. 

4 

5 

6 

7 

8 

9 

...... A-D E Make questions by putting the words in the correct order. 

- Questions 

for I working I who I you I are I at the moment I? M.io <AY.e: .!:jOIA_ ~o.rk.i.tig for. ~ t;i.,~ m.or11e:rit? 

2 you I are I in I involved I projects I what I? ... 

3 jobs I you I applied I how many I for I have I in the last ten years I? 

4 which I have I lunch I you I do I colleagues I with I? 

5 ever I colleague I complained I have I about I a I you I? .. 

6 to I you I who I did I complain I? .. 

7 your performance I your salary I does I depend I on I ? ..... ........... ..... ........ .... .... ... . .......... .. ...... .... . 

Make it personal 

~ 21.1 Listen to the questions in Exercise 5 and give answers that are true for you. 



Busioess talk: Rersuading and giving opinions 
with negative questions 

Neg~tive q\J~$tiqns n:ive,a ne,gatiyey erb. Use thtrm Vl'.'~~9 you ~ ant the ,~nswer to b~ 'ye~'. 

ls_n't it a nice C:fJY? (the speak~r,thi9k~ i~ is a nice d.~¥) 
Don't you like. the new office? 

, ·,, , _ _:H r1' ;>;;;:rt· ·.!:-·'' :'.;,,If· ·4-"Tu ff.i,, ·'-i ;; 

Can't we finish eQrly? _ ' 

You '2'an ~s~ ~~g~tivl qu~~t f6ns td JtrsJade'tsorJeon~ to'do or thin~ Something t hen: 

• you scigg~'.st ail idi a a~d J5aht1bii{~r people tcNaf 'ye;' to 'it. -
""( Why J6ri'fWe'! Can't we ir'li1te'sofr1~ cLJS'tomfo tcfo'lJP conference? (Let 's) 

• · yoo giVe your opinion ·andyo'u wa'nt other people'lto agree with y.c;>u. 

·" Isn't it·p bit expensive'for a·basic Camera?. Don'tyou think it!s exe.ensive?c " 

Notice tH'e rr\eaning of yeNnd no wrnen you rep I~ to-~ n~gatiVe question,: . ~, Jr s - .,, - - ~: --_ - ; 

A: Don't x,oulike the new office? 
~ • ~x ~ 

B-v Yes. (I like if) I Np. 0,don'.t lik!=! it),. ,, • • ..; 1 ·~1, _ ,, __ _ 

4 N,gaiive gue~tions about QeoP,le's actions can __ have two meanings. Be careful because they can sound 
rude or criti~al. . •• ti . f ' ,;_ r ·- j'!" . ilr > Jl- . . . ' ,, l 

r,, ·;fu ,· }:;;:· :.''.-!H*- r~f ,}£;: :ti, ,( .. , ;*""i 1t;Jtt, :.· ,( ; ) 
Didn't you eniailg/1 the regional (1 I'm sure you said you did - checking; 2 I think you didn't and 
you ; ho1 1d tf~vedo~e this( 'm 'l ,,.,n, ' )":' ;~ f . 

13 a Three managers are looking at a new logo for their hotel chain and they have different opinions. 
Write negative questions they could ask to persuade the others of their view. Sometimes more than 
one answer is possible. 

Lee: Communications 

I hope everyone thinks it's successful. 

.... P.cm1 !:10.A .. ~~ ... ~: ~ .. ~~~~-~.fuU. / ..1.~.1'.1.1.~ . ~!-!-~~~-fut~ ... ..... _ .. _ .. __ . __ .. _ .. _. __ .. ... __ .. _. _ 

2 It's very memorable . .. ..... .. .... .................... ........ .. ..... .. ........ ... ... ... ...... .. ... ... ... .. ....... .. .. .. ... .. . 

3 Let's use it for the new campaign ... ... .............. .. .. ...... .. .. ... ... ............. ..... .. ... ... ........... ..... . 

Carole: Marketing 

4 The colours are a bit bright. .... .. . 

5 I think the teddy bear looks a bit silly ... ...... ....... .. ..... . .. .... .. .. .. .. ..... .. ... .. .................. .. . 

6 Let's do some market research on it. ... ... . 

Martin: Sales 

7 The teddy bear is childish . ..... .. ...... .... .... ... ... ....... ... ................................ ........... ... .... .. . .. 

8 Maybe you can make it a bit less bright. .......... .. .. .. .... .. ... ... .. .. ... ... .... .... .. ...... .. ..... .. ..... . 

b Look at these comments which Carole and Martin made to Lee about the new logo. What could these 
comments mean? Why might Lee be upset to hear them? How could you change them so that he 
wouldn't be upset? 

1 Haven't you tested this with customers? 

2 Didn't we ask for a different colour? 

Make it personal 

3 Aren't you going to change it? 

4 Don't the design people do research? 

Look at your company's logo or literature. How might you persuade your colleagues that it needs changing 
in some way? Write four negative questions to use. -



Question tags 
Read these two conversations. 

Which one sounds more natural and friendly? Why? 

1 

rlJ Forming question tags 

A1 A question tag is a short verb and a pronoun, added 
at the end of the statement. A question tag changes a 
statement into a question. 

A2 When the verb in the statement is positive, the verb in 
the tag is negative. When the verb in the statement is 
negative, the verb in the tag is positive. 

Statement Question tag 

She's very nice. 
She's not very old. 

She's very nice, isn't she? 
She's not 

@ Question tags make the conversation more friendly 
because they invite the other speaker(s) to answer. 
They are common in conversations and informal 
emails. They are not used in formal writing. 

A3 The form of the question tag depends on the main verb 
in the sentence. 

verb 

It wasn't too late, 
We ~parts from them, 
Philip bought a new laptop, 
You aren't leaving, 
They were working today, 
The invoice hasn't arrived yet, 
They had missed deadlines before, 

was it? 
don't we? 
didn't he? 
are you? 
weren't they? 
has it? 
hadn't they? 

Sentences with modal verbs use the same modal verb in 
the tag. Sentences with Let's use shall in the tag. 

Business Class would be much more expensive, wouldn't it? 
We can't compete with large manufacturers, can we? 
Let's stop now, shall we? 

A Sentences with used to have did/didn't in the tag. 

You used to work at Zetac, didn't you? 

,-"' [ 

\ 

A The question tag for I'm or present continuous is 
aren't I? 

I'm late, aren't I? 
I'm taking you to the airport, aren't I? 

A4 Notice the difference between have and have got. 

You have my email address, don't/haven't you? 
You've got my email address, haven't you? (not don'tyou2) 

@ With the verb have, the tag with do is much more 
frequent than the tag with have. 

Ii] Using question tags 

There are two main types of question tags: 

• Type 1: positive verb + negative tag 
You can use Type 1 when you think the other person 
will agree by saying 'yes'. 

A You know Donald, don't you? (I think you know him. I 
expect you to say 'yes'.) 

B: Yes, I've known him for years. 

• Type 2: negative verb + positive tag 
You can use Type 2 when you think the other person 
will agree by saying 'no'. 

A Text messages don't cost much, do they? (I think they 
don't cost much. I expect you to say 'no'.) 

B No, they're very cheap. 

ti Intonation 

You can use falling intonation'---.. with tags if you are 
fairly sure of the answer, and rising intonation~ if you 
are not so sure. 

0 22.1 Listen and notice the difference. 

----------.. 
We met in Paris, didn't we? ------. 
She's not in our group, is she? 

Unsure 

_____. 
We met in Paris, didn't we? _____... 
She's not in our group, is she? 



~ A D Complete these sentences using the correct form of do. 

1 You work with Jenny Sharpe, .. 4P"''.t. ... you? 

2 We never reach our sales targets, .. . ... ......... we? 

3 The warehouse didn't open yesterday,.. . .... .. it? 

4 She's not here yet. She always arrives late, .. . . ...... .. she? 

5 We got some interesting news today, .. . .... we? 

6 Nick doesn't work in the Sao Paolo office any more, . . .. .... he? 

7 These prices need to go up, .. .. .. they? 

8 Melanie travelled a lot last year, .................. . she? 

9 This phone doesn't have an external line,. . .... . it? 

10 We don't use this old contact list any more, ... we? 

~ A El Add question tags where possible to these conversations to make them sound more natural and friendly. 
Make changes to the punctuation as necessary. · 

1 TIM: You don't know each other.; , .ci,c>)~ov.-.? 
RON: No, we haven't met before.; . .. , .. 11.a,.v.e: .~~? .. 
USA: No. I'm Lisa. How do you do? . 

2 KIM: They delivered the order on time. 

LUCA: Yes, but they didn't deliver it for free. 

KIM: No, that's true. 

3 ALAN: The meeting lasted a long time . . 

PILAR: Yes, marketing meetings always last for hours . ................ . 

ALAN: Yes, and they're so boring .. 

PILAR: I need a coffee! Let's go to the cafeteria . .. .. .. .. ......... . 

4 RAJIV: We don't have a distributor in Moldova .... . ........ .. . . 

NUALA: No, but we've got some contacts there. 

RAJIV: Oh yes, Vimala was there last year. I'd forgotten. 

5 ANGIE: The delivery hasn't arrived yet. 

BILL: No. It never arrives on time. 

ANGIE: No, never .... 

6 BLAKE: Michelle isn't working at the Paris office any more. 

KIARA: No. She works with Gosia in Warsaw now. 

BLAKE: Yes, I think you're right. . 

7 NORA: You've got the agenda for the meeting . . 

ELSA: Yes, and you have the presentation on your laptop. 

NORA: Yes. So everything's ready. See you later. 

8 JAN: We weren't advertising much in the Italian press. 

ZOE: No, but we had web pages in Italian .. 

JAN: Yes, I guess the website was enough .... .... ... .. ........ .. .. . 

-



~ A IJ Complete this discussion about a new on line brochure using question tags. 

BRIAN: I've just got the new brochure for the website. We could have a look at it now, 1 .... ~ _µ_\4,rl\ w~ .. ? 

TONY: Yeah. We should look at it - it's going to be great having it. It's got everything we need, 2 .. . ... ............... ? 

BRIAN: Yes, you've got everything in one place now, 3 ....................... ? 

TONY: Great, so I'll be able to visit a client with that now and be completely confident, 4 .. ············ ·· ? 

BRIAN: Right. And if we need to make any changes, we can update the brochure as necessary. We might need 
to change things occasionally, 5 ... .... .... ... ... ... ... .. ? 

TONY: Yes. It used to take ages to make changes to the old paper brochures, 6 .. . ...... ? Now, I've got a 
meeting on Friday with Cattlans. You can't get the final version ready for that, 7 .. .. .. ..... ? 

BRIAN: Probably. But you'd need it by the end ofThursday, 8.. ... .. . ? 

TONY: Ah, yes, please. I'll be going straight to their offices on Friday morning. 

BRIAN: OK. I should get it ready by Thursday morning, then, 9 ........ ........ ..... .... ? So you can read it before your visit. 

TONY: Yes, ideally. Now, I mustn't forget to confirm the meeting with Catt I ans, 1 O.. . ..... .. . ? 

~ B El Write questions using question tags. 

Ask a colleague if they are the new IT manager. You expect the answer to be 'yes'. 

.... Y.Qµ 're, .ttJ~ .. ne,w .. .lJ .. r:i:iAA~.~ •. (},fey\'f;. _yQµ_? .. 

2 Ask a colleague if they need the spreadsheet any more. You expect the answer to be 'no'. 

3 Ask someone if you should book a room for your meeting. You expect the answer to be 'yes'. 

4 Ask someone if their firm has a branch in Amsterdam. You expect the answer to be 'yes'. 

5 Ask a colleague if Linda works on Mondays. You expect the answer to be 'no'. 

6 Ask someone if they used to work in sales. You expect the answer to be 'yes'. 

7 Ask someone if the members of the Board seemed interested in further talks. You expect the answer to be 'yes'. 

8 Ask someone if photo paper can be used with this printer. You expect the answer to be 'no'. 

~ C E O 22.2 Listen to the intonation that the speakers use. Decide if they are sure about what they are 
saying, or not sure. 

1 You're working on the Westin project, aren't you? .. . ... . .~µr~ 

2 We're not using this version of the spreadsheet any more, are we? . 

3 Laila's got a new job, hasn't she? .. 

4 We cou ld send them our latest report, couldn't we? 

S They said they would finish by 4:30, didn't they? 

Make it personal 
Think of situations where you could use question tags in your job e.g. with a colleague, a customer, 
your boss. Do you think they are suitable for all those situations? Why (not)? 



El Read this conversation abo 
make changes to the pund 

PAUL: Sharon wants some pt\oW 

RITA: Yes, some A4-size photogr, 

PAUL: She's going to use therrl~t 

RITA: Yeah, we'll have to get ft\ 
PAUL: And we ordered some sff 

RITA: Yeah. 

interested in visiting ourstJrjci 

RITA: Yeah, I agree. 

PAUL: We can get some more 

RITA: Yes, they normally do tb,¢. 
PAUL: OK. You'll see to that. 

RITA: Yes, I'll do it right away: 

Make it personal 



-

Reported speech 1 (statements and instructions) 

Read this extract from a report from a British Printing 
Industries Federation Survey. 

hat do you think these employers actually said to the 

rese~ r? . . ~ 

~ ~ 
El Reporting things people say 

10.9% of employers said temporary workers were not 
required to speak and understand English, even for 
health and safety purposes. 

A 1 When you talk about or report what someone said, you can use the same words as the original speaker. 
'It's not my fault.' ~ She said, 'It's not my fault.' 

A2 You can also use he/she said (that). The verb the original speaker used often changes to a past form but if you report the 
original words soon afterwards, you can use the same tense. 

'it's not my fault.'~ She said (that) it wasn't her fault. 
'I'm leaving tomorrow.'~ She said (that) she's leaving tomorrow.' (or she was leaving) 

A3 You have to add a person after told, but not after said or explained. 

He told his boss I me I a colleague (that) he was leaving. 
He said I explained (that) he was leaving. (not/ le Jt1id me he vvt15 fet1viRg.) 

I!) Changing the verb form 

Bl The verb in the reported statement often 'goes back' a tense, but you do not need to change past simple to past perfect. 
Would, should, could, might and used to do not change. 

'I'm not working on Friday' ~ He said (that) he wasn't working on Friday. 
'I don't like conferences.' ~ She explained (that) she didn't like conferences. 
'/ flew first class to Rio.' ~ She said (that) she flew first class to Rio. (or had flown) 
'I wasn't feeling well.' ~ He said (that) he wasn't feeling well. (or hadn't been feeling) 
'/ haven't seen Colin.' ~ She told me (that) she hadn't seen Colin. 
'/ have been working all day' ~ He explained (that) he had been working all day. 
'I'll help you with the report.' ~ She said (that) she would help me with the report. 
'/ can't understand it.' ~ He told me (that) he couldn't understand it. 
'I may be late for the meeting.' ~ She said (that) she might be late for the meeting. 
'We must be losing money.' ~ He said (that) we had to be losing money. (or must be) 
'I would I should I could I might I used to cycle to work.' ~ He said (that) he would I should I could I might I used to cycle to work. 

82 Use the same tense changes with know, think, realise, believe. 

Hi! I didn't know/ think/realise you worked here. 

II Changing time expressions 

You often need to change time expressions in reported statements and instructions. 

yesterday ~ the day before I the previous day 
last week ~ the week before I the previous week 
tomorrow~ the next day I the followil).g day 

today ~ that day 
this morning ~ that morning 
next week~ the following week 

'You have to sign the contract by this evening.'~ He told us we had to sign the contract by that evening. 

I!] Reporting instructions and requests 

If you report what someone tells someone else to do, use ask/tell+ someone+ to-infinitive. 

'Sue, could you call the IT Manager?' ~ Sue's boss asked/told her to call the IT Manager. 



~ A,B 

~ B 

D a Read the results from a survey on outsourcing. Report each sentence using said. Change the verbs to a 
past form. 

1 66% of respondents are disappointed w ith the results of outsourcing their contracts . 

... (,{,:;'. _saj,;l _t;11_aj; _l;l:le,y __ l'J~.e .. c:4$.a..!>poln.~ w.®.. ti1~ .. r~s.u.L~s .. e>f out~e>lAr~g .ti1eir, c:orit;r~t,s, .. 

2 49% have seen only part of the benefit they expected from outsourcing. 

3 39% will renew their outsourcing contract with their existing supplier. 

4 15% plan to bring the service back in-house. 

5 78% are satisfied with the service provided by their main outsourcing supplier. 

b Read the results from a survey of the printing industry. Report the sentences using the verbs in 
brackets. Change the verbs to a past form. 

Employers Employees 

~ 
agreed agreed 

1 Employees are regularly briefed on the company's p~rformance. 71.2% 37.6% 
2 Employees are involved in decisions and can influence them. 83% 21.9% 

' '!!! 

3 
4 
5 

2 

3 

4 

5 

Employers work in close partnership with the union. 
Employers have taken steps to improve the working environment. 
The management need to do move to improve the working environment. 

.... You can read the original survey reports on page 222. 

El Four colleagues are meeting to choose a corporate gift 
for a client. Report their meeting, changing the verb 
forms where possible. 

TIM: Choosing the right gift is difficult. I've been looking at 
the catalogues and I haven't found anything. We could 
give the client a clock. 

KLARA: We used to give people clocks years ago. But they're 
bad luck in some cultures. I might do some research on that. 

YURI: We should give something fun, like an electronic 
sudoku. I'll look online. 

FATMA: We must be careful because we can't have things 
like wine coolers or penknives. And as Klara said, if we 
choose the wrong gift, we may run into cultural problems. 

31.6% 
87.5% 
54.3% 

18.8% 
30.9% 
84.7% 

(agreed) 

... . (thought) 

...... (believed) 

... (said) 

.. .. . (s tated) 

... J!XY1 .. s.aj4.. f-J.1aj;_ 0 .0<>~ln.g _ 1:11e . r.i9h.t. .9iJft ... 

. ... W..~ . #.f:fic:u.Lt;, .. H..e . ~aj4. _1:11_aj:. . n.~ . ::· .... 

-



...... 8,0 II You showed some potential clients around your office yesterday . 

5 

Read what some people said during their visit. 
Don't worry about it. 

Can you pick us up 
at our hotel? 

Will you show 
our visitors round the 

building? 

Don't leave your 
valuables in the meeting 

room. 

Tell a colleague about the visit, using reported speech with said, asked or told. 

1 I live near their hotel, so they (1:;~E4 rri~ ttJ pLcl: t:he.m. tA.P. 

2 There are some noisy building works in the hotel and they .. 

3 None of them had had breakfast, so I .. 

, 4 One guy spilled coffee over my suit. He was embarrassed but I 

5 They all wanted to see the offices, so my boss ... .. .... ... .. ........ . 

6 We're always worried about security, so I .. 

7 One woman got out a packet of cigarettes, so I .... .... ......... ... . 

8 I was speaking a bit too fast and one of the guys 

9 I recognised one of the group and I 

10 They were impressed with our service and they 

We've met before. 

We're definitely going 
to place an order. 

...... B El Complete these conversation extracts using the correct form of the verbs in italics. 

A: My wife works in Accounts. B: I didn't realise you .. .. W..~~-- . (be) married . 

2 A: I love all the travel I do in my job. B: Oh, I thought you . .. . . (not enjoy) it. 

3 A: My job isn't going very well. B: Hm. I knew something ..... ... ....... .... . (be) wrong. 

4 A: You can fax the order. B: I thought you .. . .. (not use) faxes any more. 

5 A: Can you come to the meeting? B: I didn't know there . .............. .. (be) a meeting. 

6 A: Jon hasn't qualified yet. B: But I thought he ... .. (do) all his exams. 

...... A-D 13 Lynn left her assistant, Ray, a voice mail about a customer order which he didn't receive. Later she emailed 
her boss to explain the situation. Complete her email using the correct verbs or time expressions. 

/' ~ Hi Ray, it 's Lynn. Can you do me a 6 favour? Seatons rang with an urgent order 

this morning. Can you check that we have stock 

available to send them this afternoon? There was 

enough stock in the warehouse yesterday. but 

I don't know what we have in stock today - my 

computer wasn't working before lunch. The order 

has to be with them by tomorrow or they'll cancel. 

I'm away the rest of the week. but 1'11;,try IJ 
and call you this evening. Thanks. 

~ 

Make it personal 

I left my assistant, Ray, a voice mail on 9 May. I told him that Seatons 
l ·--~~ --~ "8 .. .. with an order 2 .......... ........ .. and I asked him 
3 ........ '. .......... that we 4 ......... ... ... ..... stock to send them 5 .... .. ............ .. . 
I didn't know the stock levels. I krtew that there 6 ... ......... ...... .. enough 
stock in the wareho'use 7 .................. · .. , but l didn't know what we 
. tl ............... ..... in stock 9 .................. ,. because.my computer 10 .. ... ... .......... .. 
. earlier. I ~xplained0that the order U ..... .. ........ .... to be with Seatons by 

12 .... .... .. : .. .. .. ... or they 13 ... .. ......... : .. .. . . I said I 14 .. ........... .. .. ... away the 
rest of the week but that I 15 ... . and call him 16 .... .. .. 
Unfor~unately I didn't have time to call him and check. 

Find a survey from your own industry or company and write a short report in English. Or report five things 
people said atwork last week. Use five different reporting verbs. 

IIIIIEJ Reported speech 1 (statements and instructions) 



. ,it §arq~~a~15ay/~2 th?t't the (r;yq,1 iq the; c~1rern,0~s beenia ,lot 
"ff Peter was askmg me about the.new rep. Hows he getting 

A;1Don'~ Jse the1 p'~st ~ontirnioti~ in' thii w!y'iri f&rfual w1itin'g. 
' -l-'Cl,, 

m Complete these conversations using the past continuous of ask, say or tell. 

A: I was just down in HR and Pam .. ~.~ .. ~9.. me about the new training programme. She 
.. .. .... .... ..... ..... .... ....... .. that all members of staff are now entitled to five qays' training a year. 

B: Oh, it's funny you should mention that, because someone in Production .. ... ..... . . ... . .. ........... me about 
that the other day. I didn't know what to tell them as it was the first I'd heard about it. 

A: Yeah, well as I ....... ..... ......................... Pam - it's long overdue. 

2 A: My bank manager ... .... ........... ................... that the branch is very involved with the local community. 
She.. . .... ... .. ... ....... ... ..... ... it's so important these days. 

B: Well, you remember 1 .... ........ ... .. ..................... you about that event I went to on. social responsibility? 
All the speakers .. ... ... ... ... ... ............ .. .. .... it's high on the agenda in all the big companies these days. 

3 A: How much are we paying for buildings insurance? 

B: A lot! We're thinking about chang.ing our insurer next yea'r. ,Leslie ...... . it's a good idea to 
shop around and get several quotes. He ........... .. .............. ........... we could probably get it much cheaper than 
we're paying now. 

A: That 's exactly what I .............. him last week but he wouldn't listen to. me then! 

4 A: John .. . ....... ... ... ..... me about the GHI exhibition. H.e wanted to know if we were going this year. 

B: I don't know. Someone ....... .... ...................... . me how expensive it was tc/ exhibit there last year 
with the number of people attending. 

@ 23.1 Listen and check your answers. 

Make it personal 
Write an informal email to a close colleague about four pieces of news that you have heard at work recently 
using past continuous report ing verbs. 



Reported speech 2 (questions) 

Read this sentence, which reports two questions. 

What were the original questions? \ ... -_,,- )(' _,-

llJ Reporting questions 

·:: We asked Mr Walsh if he would . 
become a board member and 
what his schedule was for the 
coming year. 

A1 The word order in a reported question is the same as a statement: 1 subject 2 verb. 

1 2 
r------iil 

'How much is the car?' -t He asked how much the car was. (not how much wes the cer) 

A Don't use do/did in reported questions. 

She asked what he wanted. (not .whet fi.ie he went) 

A Don't put a question mark at the end of reported questions. 
(not !=le es.'«!€1 me who my• boss wes2) 

~ See Unit 23 (Reported speech 1) for rules on tense changes in reported speech. 

Al When you report wh- questions, you can use ask (someone) I want to know+ question word (e.g. who, what, how much). 

'Where is the meeting?' -t He asked where the meeting was. (not whe>'<! wes the meeting) 
'When can I start?' -t He wanted to know when he could start. 

A3 When you talk about or report yes/no questions, you can use ask (someone) I want to know+ if/whether. 

'Is the shop open yet?' -t She wanted to know if the shop was open yet. 
'Do you speak any other languages?' -t He asked whether she spoke any other languages. 

A4 With ask you can put the person asked after.the verb. 

He asked me who my boss was. (not !=le es.~ee ro me) 

A Don't put the person after want to know. 
, (not !=le wen tee to .~now fflC who my• boss wes.) 

l]J Asking polite questions 

You can use the reported question structure when you want to ask or request something politely. We often use Do you know 
... ? Can/Could you tell me ... ? Could I just ask you .. . ? I wonder ... in polite questions. 

Direct question 
What time is it? 
How much is it? 
ls there a restaurant near here7 

More polite question 
Do you know what time it is? 
Can/could you tell me how much it is? 
Could I just ask you if there's a restaurant near here? 

A Don't use a question mark after I wonder if+ reported question structure. 

I wonder if you could open the window. (not I woneer ifyou coule Of3Cn the wineow:Z) 

[!I Saying that you are sure/unsure about something 

You can use the reported question structure with be (not) certain, be (not)sure, have no/an idea, (not) know and wonder. 

We're not sure what we should do. 
I have on idea why they didn't buy our products. 
I was wondering who the new manager was. 



D Some HR staff are telling each other about inappropriate questions that job candidates have asked them 
in interviews. Complete the reported questions. 

1 'How many personal phone calls can I make a day?' 

One candidate asked me. l'lqw. rnl.l.:Yly pg~qraj, pl'lo.l'.le.gl:L~ ne. q}\Al4. rno.Jc::e. CA.:~ - .. ..... .. ...... . 

2 'How many days a year can I take off sick?' 

Someone asked me ... 

3 'When will I get a pay rise?' 

One candidate wanted to know .. .. .... .... .... . 

4 'How much do you earn?' 

One candidate asked me .. 

S 'Why did you keep me waiting before the interview?' 

Someone asked me .. 

6 'Who is the worst candidate you've interviewed today?' 

One interviewee wanted to know .. 

7 'Which five-star hotels will I stay in when I travel on business?' 

Someone asked me .. 

8 'Where can I get the best lunches near to the office?' 

Someone asked me ... 

El During a meeting with a supermarket's Customer Relations department local people asked questions 
about a new food store. Complete the reported questions in the supermarket's report from this meeting. 

1 

4 

7 

2 
Are you going to 

Are all your products 
source your food products 

organic? 
locally? 

Can I order my 
shopping online? 

Is there disabled 
access? 

8 

s 
'Are you open on Sundays?' 

Do you sell your 
own branded 

products? 

9 

3 

Do you do home deliveries? 

Do you offer free 
reusable bags instead of 

plastic bags? 

10 
Are you going to ask 

for our comments again 
in a few months? 

Customers asked .. .. i:f/w.l1et;rig .we. .. o.re/w.qe. .9C>tr19 .. to. sou.rc:e. . .ol,(.r fo.oci, prodµ¢s .. Lo~., 

2 They wanted to know ... .......... ... . 

3 They asked . . . . 

4 They asked .. 

S They wanted to know 

6 They wanted to know 

7 They asked . .. ....... .. ... . . 

8 They asked .. 

9 They wanted to know ... 

10 They asked .. 



~ A3-4 

..... B,C 

IJ a @ 24.1 Listen to the questions and report what they ask. 

2 

3 

4 

5 

6 

7 

8 

.... H.~ .. ~ke4 .. (m.~) ./ .~IA.)"t;e4, .. tt>. k.n.o.w.. ~()vJ .IYlcu.'.IY ~()u.r.s .IJ., .. ~ .. 1 .. [.s}ork.(aj): 

b O 24.1 Listen again and answer the questions so that they are true for you. 

II The participants on a training course are unsure about some of the course details. Complete their questions 
using an expression from each box. You will need to use the expressions in Box A more than once. 

A Can you tell me 
Do you know 
Could I just ask you 

I've no idea 
I'm not sure 
I wonder 

B how many 
;,,r 
which 

how long 
when 
who 

1 !)() yotA Jl'l()vJ if: ... we get a certificate at the end of the course? 

2 

3 

4 

5 

6 

7 

8 

... department will do the training first? 

...... will be running the sessions? 

...... we have to take a final exam or not. 

...... . each training session will last? 

...... the course starts and finishes. 

....... previous knowledge we need to have? 

....... sessions we have to attend. 

how much 
whether 

It Find and correct seven mistakes with the questions in this article about the dangers of internet shopping. 

1 .. 0:Sk.e4.-Jl1eXY1 
2 .. .... ... ... ... ..... . . 

Make it p rsonal 

3 

4 

5 

6 

7 .... ....... . 

Think of an interview or some market research you were involved in and report some of the questions. 

llllllfB Reported speech 2 (questions) 



II Rewrite these written requests in a more formal style using the words in brackets. 

1 Please confirm receipt of our order. (grateful if) 

.... W.e. .~w.l4.~!!-.. 9r:#.e.-fu.t .. if:~C>C_A .. ~ .14.<:.()t1firt,i _ _r~ __ of _C>CAr. . .or:~, .. .. .. . . 

2 Please send your payment '(m receipt of the goods. (appreciate) 

3 · Are there any job opportunities in your company? (inform) 

4 Can you offer us a reduced price for bulk orders? (consider) 

5 Are you bringing out any new products this year? (inform) 

..... ...... ..... .. / ... ..... .... .. '.20 ............. ... .. .... ····· ······· ··· ··· ··· ··· ···· ········ ··· ··· ·····:······ •······ ·· 

6 When will this year's price list be out? (/et) 

7 Can you accept workers on a temporary basis? (willing) 

. . .. . . . . . • . .•. . .•..•. • • . .•• • •• • ••••.• •• •• • •• .• . •.. .• •. . .• • •• •• .• •• •• • •• • ••• •• •• •••••• • ••• • .•.• • • •• •• "' ' • •• • •:· • • • • • / i • . •••• • ~· • • • • 

8 Will there be any changes tg. my insurance policy? (let) 
·'iti?' 

9 Please give 4s sornefeedback on our services. (welcome) 

10 Can I have the opportunity to meet your personnel manager? (grateful for) 

Make it personal 
Look at a business letter that you or a colleague has written recently in English. Rewrite any requests 
using the expressions above. 

If you do not have a recent letter, then write one of your own. Try to include at least four formal requests. 



Checking information 
Read this conversation between 
a shop assistant and a customer. 

How does the customer check 
what the shop assistant says? 

fl1 Checking information 

You can use these expressions to ask someone to repeat what they said: 
What? Sorry? I'm sorry? Pardon? What did you say? Sorry, I missed that. Can you say that again? 

A: I need the sales pack by next Tuesday. 
B Sorry, I missed that. What did you say? 

A Be careful to say What? softly or it can sound rude. Use Sorry? if you're in doubt. 

l]I Repeating words and phrases 

81 You can repeat the important words you hear with rising intonation to check something. You can also add did you say? 

A: Let's meet at ten o'clock. 

--------- ~ B: Ten o'clock? Ten o'clock, did you say? 

82 You can repeat words with falling intonation to confirm or agree something. 

A: Let's meet at ten o'clock. ------. 
B OK. Ten o'clock, (then) . 

O SS 6.1 Listen and notice the difference. 

[!I Using statements as questions 

C1 You can repeat a whole statement as a question to check what you heard. 

A: He's selling his shares. 
B He's selling his shares? 

C2 You can also use statement questions to check your understanding of a situation. 

A: They said they could do it. 
B So, they're confident about finishing by May? The complete rewrite of the software? 

A Don't use a statement question if you want to ask about a new topic that you haven't talked about before. 

[!l Using echo questions 

You can use 'echo questions' to check one key piece of information. These are words or whole sentences with a question 
word at the end. 

A: Tim went to Oslo last week. 
A: We're holding a conference in May. 
A: He's giving a presentation. 
A: They're about €300. 

B: He went where? 
B: You're holding it when? 
B: He's doing what? 
B They're how much? 

A Don't use why in echo questions. 

A: He went to Paris B: Why did he go? (not He wcAt ,·,1'1)1?) 

...... See also Unit 21 (Business talk) and Unit 22 (Question taqs) for questions to check information. 

IIIIEII Checking information 



~ A,B 

Practice 
II a O SS 6.2 Listen to six extracts .from a conference call. 

For each or:ie tick the checking expressions you hear. 

Pardon? 
Sorry? I'm sorry? ./ 
(What) did you say? 
Can you say that again? 
Sorry, I missed that. 

words ./ 

2 3 4 

b O SS 6.3 Listen and use the expressions .. in Exercise 1 a to check what you heard. 

~ C El Complete these conversatio11s using the correct form of the words in brackets. Where appropriate, write 
statement questiolls. Otherwise write questions with normal question word order. 

~ D 

1 HAZEL: !started TY new job last month. So far so good! 

ODILE: (you/enjoy/it) So, . ~w.'r~. mJQHj.rigjt_ _? 

HAZEL: Yes, a lotllnd the bdss, he's really-nice. 

ODILE: (you/like/him) .... . ...... then? 

HAZEL: Yeah, a lot. He's very organised. So how are things with you? (you I sell /your house !yet) 

ODILE: No, we haven;t. 0,ur b,uyer,changed his mind and pulled out. 

2 PEGGY: Hi. You're back! (you I enjoy I the course) 

ROSS: Y;ah, 1 le~~ned'a lilt. I'm now an expert in managing change! 

PEGGY: (it/useful) So, 

ROSS: Yes, very useful. And the people were a latJgh too. 

PEGGY: (you I have I Cl good time) .. , then? 

ROSS: Certainly did. (everything/OK/here) .......... .. ... ... .. .. . 

PEGGY: Yeah, fine; Not much has happened: 

ROSS: (it/be/quiet?) So, ... . .......... .. ...... .. . ? 

PEGGY: Yes, it's beera ext~emely quiet. But now that you're back, I suppose it's all going to change, isn't it? 

IJ a Complete these echo questio~s using the words in bt>x to check the information in italics. 

1 MANAGER: Nol;.., first of aUl'd like to talk aboot 'the auditors' visit. 
COLLEAGUE: 'I'm sorry-' you'd like to talk about , ... ~haj; ..... ? 

2 MANAGER: They'll need six days to do 'a complete audit. 
COLLEAGUE: ;They'll ne~d 

3 MANAGER: We·hope they'll be able to start on 22 March . . 
COLLEAGU,E: 5<>, they'll ,b~,spmJng 

4 MANAGER: 1.'m going t9 leyhem work in the first-floor f.Onference room. 
COLLEAGUE: They're g6ing'to work . . . 

,\/ I.·. • • ..• .. .,:. .\): 

5 MANAGER: They,'r~. going tp check all staff expenses again. 
COLLEAGUE: The/re g'6ing to do .. ..... . . ... again? 

6 MANAGER: Last y~ar they foun:d £800 of f;audulent claims. 
COLLEAGUE: They found : ...... ... ? 

b O SS 6'.4 Pr~~tiseth~ coriver~a'tions ~ith the' recordlrig. Take thi role of the colleague . 
. .:: , " 



- Test 6: Units 21-24 

1 Make questions by putting the words in the correct order. 

1 for I do l who I work I you I ? . h',1q 4P ~91,( \'JOt): :fur? 

2 worked I another I you I for I have I company I ever I? 

3 your I you I to I near I live I work I do I? ... 

4 partner I does I what I do I your I? ... 

5 you I week I did I manager I see I last I your I? ..... .... . ... .. ... ... . .... . 

6 is I job I what I your I title I? .............. .... .. ..... . 

7 company I how I is I your I old I? 

8 many I does I employ I how I people I it I? .. 

9 your I happy I you I are I in I job I? 

1 O at I which I with I do I person I you I most I time I spend I wo_rk I? 

11 starting I how I was I your I much I salary I? 

12 good I school I student I were I you I a I at I ? 

2 Complete this conversation between two colleagues using suitable question tags. 

C I · · · 1 ~sn't he.7 ANNE: ar os ,s retmng soon, .... ............. : .. . 

MELANIE: Yes, he's worked for this company for 30 years, 2 . 

ANNE: He used to work as an assistant in the early days, 3 

MELAN_IE: He had a lot of original ideas back then, 4 

ANNE: Yes, so he was promoted very quickly, 5 

MELANIE: I bet he won't miss us all when he leaves, 6 

ANNE: Maybe not, but we'll miss him, 7 ...... .. . .... . .. . 

MELANIE: He's planning to do a lot of travelling, 8 . 

ANNE: He hasn't visited many countries before, 9 

MELANIE: He can't speak any other languages, 10 

ANNE: So, he needs to learn some, 11 . 

MELANIE: We haven't got him a leaving present yet, 12 .. 

ANNE: No, not yet. And we should organise a _party for him, 13 

MELANIE: Yes, he might be sad if we don't do anything special, 14 

3 Correct the mistakes in these sentences. One sentence is correct. 

1 He told me be careful. . ~ b~ ~ .e.:ftA~ 

2 She asked me can you help me. 

3 I didn't realise it is so expensive . .. 

4 She said I will be here tomorrow. (this was three days ago) ..... ... .... ... ....... . 

5 They said they might reduce the price. 

6 She told to me to call back later. 

7 We said you that the design could be ready in 48 hours. 

8 Didn't you know the meeting starts ten minutes ago? 



4 Read these comments about an e-book posted on the author's blog. Report them, changing the tense 
whenever possible. 

1 What Des Walsh has done is fantastic. His book makes blogging easy and helps you do it yourself. [Andy] 

Andy said that what Des Walsh r<l.4 ci1me. w~ fu;:1~~. . .. He told us that his book .. 

2 We're in the process of doing a blog. Until a week ago, we knew nothing about blogging. It's amazing what 
a person can learn in a week. [Ron] 

Ron said . .... .. .. .. ...... . .... He said that until a week ago .. ...... He added that 

3 It is a book you can easily read in one afternoon. But you'll go back to it again and again. [Bill] 

Bill said it .. .... He added that 

4 I love the book! [Jean] 

Jean said that 

5 If you are looking for a basic understanding of blogging, this is the book for you. Des delivers a message 
that all bloggers will appreciate. [Sam] 

Sam said that if ........... ..... ... ......... .... .... . He also said that Des .. 

S a Delete any unnecessary words or punctuation. 

He asked ~me what I did in my free time. 

2 He wanted to know me if I liked Mexican food. 

3 He asked how many holidays do the managers have. 

4 He asked where I had been on my last holiday? 

5 He wondered if whether I travelled a lot in my job. 

b Insert one word in each sentence. 

me. 
Can you tell A which your favourite country is? 

2 I'm sure if it is Turkey or Peru. 

3 I wondering when the best time to visit South America is. 

4 I would appreciate if you could email me the information. 

5 I would grateful for any advice you can send me. 

6 Complete the written requests using the words in brackets so that they are more polite. 

1 Email us your latest price list. (appreciate) 

I/We. \",JWl4 ~~ it: if !fl~ @14 . email us your latest price list. 

2 Can you work weekends when necessary? (willing) 

... .. ... ... ...... work weekends when necessary? 

3 Can you give us any suggestions to help improve our training programme? (welcome) 

. . .. ... ...... .. ... . suggestions to help improve our training programme. 

4 Will there be any changes to the schedule? (inform) 

... . any changes to the schedule. 

S When can we expect to receive your proposal? (let) 

.... .... .... .............. .. .. .. ...... .... ............. .. we can expect to receive your proposal. 

6 Could you let me know your decision by the end of the week? (gratefun 

..... .. . .... .. ... .. . let me know your decision by the end of the week. 



/ ~ 
- Cl Verbs and objects 

Read these comments by people who are talking about what motivates them at work. 

-

a Which of the verbs in italics have o'bjects? What are the objects? 

llJ Verbs with or without an object 
A 1 The object comes immediately after the verb and before 

any adverbs of place, manner or time. An object can be 
one word or several words. 

[ subject verb object adverbs 

yesterday morning. 

overseas. 

I I phoned him 

We use 

Al Some verbs need an object to complete their meaning. 

Here are some very common verbs used in business 
with an object: 
bring, buy, call, contact, find, get, keep, like, make, 
need, produce, raise, sell. spend use, take, want. 

We should contact the manufacturer as soon as possible. 
At present I think we sell about two hundred units per month. 

A3 Some verbs almost never take an object. 

@ Here are some very common verbs used in business 
without an object: 
agree, arrive, come, fall, go, happen, live, rise, stay, talk, 
work. 

Motivation usually increases when a person's salary rises. 
Do you agree? 
Can you let me know when the new Sales Director arrives? 

A4 Some verbs can be used with or without an object. These 
verbs include: 
begin, decrease, finish, grow, increase, meet, return, start, 
stop. 

The meeting began at 2 pm. 
We began our discussion yesterday. 
Employee numbers have increased/decreased. 
We need to increase/decrease expenditure. 

CJ Verbs with two objects 

81 Some verbs need two objects, a direct object and an 
indirect object. The indirect object receives or is the goal 
of the direct object. It comes before the direct object. 

verb indirect object direct object 

They don't give their workers 
Can you send me 

enough time off. 
the flight details? 

@ Here are some common verbs that take two objects: 
ask, bring, buy, find, give, hand, make, sell, send, 
show, tell. 

Can you send the delegates that list of names? And make me 
a copy, too. 
We showed the visitors the new machines. 

82 You can also use a preposition+ noun structure for 
the indirect object. The direct object comes before the 
indirect object in this case. 

Can you send the list of names to the delegates? And make 
QiQ2Y_ for me, too. 
We showed the new machines to the visitors. 

83 You must use a preposition when the direct object is an 
unstressed pronoun (e.g. it, them) and the indirect object 
is a noun. 

A: What did you do with the agenda? 
B I sent!!. to Francesca. (not I sent Francesca it.) 
I took some photos and showed them to our client. 
(not sho·,•,<cd our c/ien t them) --

If both objects are pronouns, you can use the indirect+ 
direct object structure. 

A Did you send Harry the insurance document? 
B Yes, I sent him !!_yesterday. (or I sent!!. to him yesterday.) 

With most verbs use the preposition to. Some verbs use 
for (e.g. book, buy, design, find, make, reserve). 

A: I've reserved }'Qi!. a room at the Plazatel. 
B: Can you find me a new marker pen, please, Terry? 

A: I've reserved a room for Y0!_ at the Plaza tel. 
B Can you find a new marker pen for me, please, Terry? 



~ A2-3 D Complete these sentences by adding a suitable object where necessary. If the verb doesn't need an object, 
leave the sentence as it is. 

1 My laptop is being repaired. Can I use .... 89.~_r __ ~f;opL__ 

2 We need to look at the sales figures. Can we fix a time to talk ........... . .. .. . . . ........ ? 

3 We must try to have short meetings. Nobody likes ... ..... ... .............. .. ..... .... .. . 

4 I'm going to make coffee. Do you want ............. .... ................ ..... ? 

S I think generally motivation among the staff has fallen ......... ... . . 

6 I've lost that list of names for the staff dinner. I hope I can find . .... ... ...... ... ............. ..... . . 

7 In the last year our costs have risen .. ............. .................... .. . . 

8 Mr Pavlevski's coming today. Do you know what time he's arriving ..... ................ .... ... ...... .. .. ? 

9 Do you have Maria Senara's email address? I need to contact ... ........ ... .. ................ ...... . 

10 Some people are going for a meal after work. Do you want to come .... ... ..... ... ... .......... .... .... . ? 

~ A EJ Put the objects in brackets into these sentences in the correct order and position. 

1 Can I keep for a few days? I'll return after my presentation. (it, the projector) 

.. . -~~ .. 1 .. k,eg, . trlE!-__ praj@.r .. :fur -~ .. fui . -~~-? .. (ll. . .r@.Yl'l __ Lt; _ .O-cfu! .. l'Yl8 . _pre,~_~taj:i.o_n. , ........ ... .......... ... ....... .. ........ . . 

2 When they increased last year I bought the following month. (a new car, my salary) 

3 We spent and improved for the staff, and noticed that motivation increased very rapidly. 
(a lot of money, the facilities) 

4 Handmade Cars Ltd sold in 2005 and made, which was good news. (1,000 vehicles, a huge profit) 

S They have promised to produce for us so that we can check before we make. (a decision, the details, 

some drawings) 

6 Can you take to the mail room? We need to send immediately. (it, this package) 

7 I have to phone today but I can't find anywhere. (his number, Charles Braun) 

8 We need to find because we want to take into new markets. (a good supplier, our products) 

9 We must increase immediately. (our sales force) 

10 Let's begin by looking at our sales figures. Orders for the new model have decreased sharply. (the meeting) 



~ 81 IJ Complete these sentences using the objects in brackets in the correct order. 

~ 82-3 

~ A,8 

lllllm Verbs and objects 

Lisa bought .. JI.CAJ:"na.n. .a.-.. ~c:a.r:f .............. to celebrate her promotion. (a scarf, Hannah) 

2 Melissa showed ............. (her new PA, the meeting room) 

3 Roy handed .. ..... so that she could see what we had to discuss. (Laura, 
the agenda) 

4 Karen asked ........ (the time, Ursula) 

5 

6 

Hilary gave 

David sent 

........ so they could finish the task. (some brochures, the visitors) 

.... (flowers, Pamela) 

rJ a Rewrite these sentences using the preposition in brackets. Replace the direct object with it or them. 

She gave her assistant the customers' addresses. (to) 

.... ~n.e. ga.-xec .fu~ ... tci .. "1er .. ~~~s~t ................................ .. .. ..... .. ... .... ... .... ... ....... ...... .... ... ..... .. .... .. ...... ... ... ... . 
2 Henrik sent Zepak the consignment last week. (to) 

3 They bought Charlie the golf clubs when he retired. (for) 

4 We didn't show all the teams the new design. (to) 

5 They sold the customer the wrong model without realising. (to) 

b Rewrite sentences 4 and 5 with two pronouns instead of a pronoun and a noun. 

4 

5 

E Find and correct six mistakes with direct and indirect objects in this article. 
money 

During the credit crisis that began in 2008, there was a risk that banks would stop lending /\ to small 
businesses .n:IGfley, so governments all over the world gave public funds the banks to enable them to continue 
to offer loans in small businesses and private individuals. Some economists did not like, and believed it was 
better to let the market operate freely. Meanwhile, the banks had to find new products to their customers 
which would stop them taking their cash out and spending it. The basic problem was a lack of confidence in 
the banks, and many people felt that the government and economists were not telling the whole truth them. 

Make it personal 
Write four sentences using verbs from the exercises. Write two about things that motivate you and two about 
things that demotivate you in your job. 



l3 Read this extract from a senior management group meeting. Cross out the object after the verbs in italics 
if you think the speaker didn't us~ it. 

BOB: I wanted to make the point that we shouldn't launch.the Rew 1116oeiin April -there are too many other 
things happening. I think we should delay the launch until May. We can produce the brochure in January, 
samples in February or March, then be ready to ship the goods in May. That gives us plenty of time. If we 
haven't prepared the launch properly and have to cancel the launch events, that would be far worse. 

ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? Right. Vanessa, anything'you want to report on the 
financial side? 

VANESSA: I wanted to talk about our investments in Zamrac. If we sell our shares now, we may be at-a 
disadvantage. I think we should continue to buy more shares over the next few months and then sell them in 
the autumn when we have a clearer picture. If we all agree, I can confirm our decision with the brokers. 

ANDREW: Right. Well, any comments? 

@ 25.1 Listen and compare your answers. 

El Write sentences for these situations using the verbs in italics without an objec::t, 

1 Tell a colleague that you thi~k the date for the sales conference is too soon and that it should be later. (delay) 

.... 1 .. t¥.1~ .. t11~ .. ~ .. ~r .t¥.1e. .. s.~ ... c;on.fu~ .. i6. .. ~ .. ~!' ..... 1 ... t11~ .. ~e. .. *~-14 .. ~, .. .................... ....... ............ . 
2 Tell a friend that your company makes items mostly for the international market. (produce) 

3 Tell a colleague that you and your team can be ready to send out an order tomorrow. (dispatch) 

4 Tell a customer that your company can only send items to addresses within the EU. (deliver) 

5 Tell a colleague you don't know if Kepra and Co. want to purchase some goods, because they haven't sent 
an order yet. (buy, order) 

Make it personal 

Which of the verbs in the Business talk section would you be likely to use in your job? Think of a context in 
which you would use three of them and make sentences using them without an object. 

-



-ing and infinitives after verbs 
Read this comment from a manager talking about her 
m~nagerial style. 

!"""""a,, Find an example of a verb+ a verb. 
I want my staff to know it is okay to fail [ . . . ] 
I try to help people succeed because if they 

are successful, then I am successful. b Jind qn example of a verb+ an object+ a'verb. ~ 
,,,.,.. ';..-'- .,,.?' -i~;. ........ ~llllll!IJ~llii~----~11111"~ 
fjJ Using-ing 

A 1 You can use -ing after these verbs: 
can't help, consider, enjoy, feel like, finish, involve, imagine, 
keep, mind, spend (time). 

I enjoy working here, but I can't help wondering if I made the 
right career choice. 
Would you mind opening the window? I'm quite hot. 

A2 Use -ing after prepositions and most phrasal verbs. 

We insist on recruiting graduates from the best universities. 
Have you given up going to French classes? 

I]) Using to-infinitive 

You can use to-infinitive after: 
can afford, agree, arrange, decide, expect, hope, manage, 
offer, tend, want, would like/love. 

We decided to attend the conference but we couldn't afford 
to book a stand. 
People tend to be multi-skilled these days - they expect to 
change jobs more often. 

B -ing or to-infinitive? 

Cl You can use -ing or to-infinitive after these verbs: 
begin, bother, can't bear, continue, hate, intend, like, Jove, 
prefer, start. 

Don't bother waiting I to wait for me after the meeting. 

@ In spoken English, -ing is more frequent after bother, 
can't stand, like, love, hate, start, and to-infinitive 
is more frequent after begin, can't bear, continue, 
intend, prefer. 

C2 If the first verb is an -ing form, to-infinitive is more 
common for the second verb. 

We're starting to work as a team. (rather than We're starting 
working) 

C3 You use like, love, hate, prefer+ -ing to talk about level 
of enjoyment. Use to-infinitive to talk about a habit or 
preference. 

I hate doing my expenses, but I like to get them in on time. 
(I make sure I get them in on time) 

C4 Some verbs have a different meaning when they are 
followed by -ing or to-infinitive. In each of these examples 
the first sentence contains the more frequent form. 

I forgot to call the accountant. (I forgot and didn't do this) 
/'II never forget walking into the office party. (a memory now 
about the past) 

I remember taking a price lis t. 
(1 I took a price list 21 remember that now) 
I remembered to take a price list. 
(1 I remembered 2 then I took the price list) 

I stopped working there last year. (I no longer work there) 
Sorry I'm late. I had to stop to get petrol. (in order to) 

Let's try to boost sales this year. (attempt to) 

A My email's not working. 
B: Try restarting the computer. (experiment) 

@ People often say try and do something. 

[!] Verb + object + verb 

0 1 You can use an object+ to-infinitive after these verbs: 
allow, ask, encourage, help, get, need, remind, want, would 
like, tell, teach. 

How can I encourage my staff to make their own decisions? 
My boss wanted me to take the visitors to dinner. 
(not My boss wen1cd thet I tekc) 

02 After let and make you can use an object + infinitive 
without to. When make is passive, use the to-infinitive. 

Just let me know if you need help. 
What made you say that? 
What efforts have been made to find new clients? 

03 After help+ object the infinitive without to is more 
common than to-infinitive. 

I can help you (to) install the software. 

I) Sense verbs 

You can use object+ -ing or infinitive without to after feel, 
hear, notice, see, watch, but the meaning is slightly different. 

We saw oil prices rise last year. (suggests a single or 
complete action) 
We saw oil prices rising last year. (suggests a repeated, 
incomplete or ongoing action) 

..... See Appendix 6 (Verb patterns). 



~ A,B D Comp!ete this conversation between two colleagues about a competitor. Use the correct form of the verbs 
in brackets. 

ALAN: Any news of Mounts? Are they managing 1 ... Jo .. ~~- .. (take) much business from us? 

TIM: I'd say that around here we're still doing OK. Customers tend 2 ... (come) to us first. But we've 
ended up 3 ... (lose) customers in Scotland because that's always been their area. 

ALAN : So, should we spend a lot of time 4 ................. (try) to win back that business? 

TIM: I'd say not, no. We decided S ... (focus) on other areas for now so that we can concentrate on 
6 .......................... (build) our business round here. We can't afford 7 .... (ignore) the local area. 

ALAN: I guess Mounts have considered 8 .. .. .. (move) into our area here, though. Are they still relying 
on 9 ...... (be) the cheapest? 

TIM: Yeah. If they do target this area, I expect 10 ...... (get) a lot of calls from customers about prices. 
It's a worry- I don't mind 11 ....... (tell) you. 

ALAN: Well, we'll just have to keep 12 . . . . (offer) a better service. 

~ C El Complete the comments some people made about their careers using the correct form of the verbs in 
italics. Sometimes more than one answer is possible. 

I try ...... W. .. P.~ . ........ focused about my career, but I'm so busy. Like on an average day, I never have time to 
stop ...... Jh.in.k ........ , 'What am I learning? Where am I going?' 

2 The best career advice I ever read was to stop ......... P~..... ... a job seeker and start ...... .tNn.k. ........ of 
yourself as an investment. I did and it's beginning ..... .. w.wk. 

3 I remember ...... JTJRRL ...... my boss for the first time. I said, 'How can I get your job?' But I respect her and 
I like ....... Jhink. ....... that she respects me, too. 

4 I really don't bother . . .t'Y.. .... ..... to impress my assistant any more. I tried ........ P!-!Y. .. ....... him lunch and 
stuff when I got here, but I think he's jealous of me. 

S I like my job and I like .. . .... .99. .. . ..... into work every day. I'm probably a bit of a workaholic. Sometimes I 
forget ...... f?q_l(R ..... .. lunch. I have to remember ........ m.qk.~ ........ time for myself. 

6 I intend ...... <;./'J.<J.n.9~ . ..... jobs every two or three years till I have lots of contacts. My aim is to start 
nm ......... my own business. I can't stand .... .... w.<?.rk ...... for a boss. 

~ C IJ a Complete these questions using the correct form of the verbs in the box. 

feel give up ~ leave make up offer take tell use work 

1 Should employers encourage staff ... W .. hM~ ... a healthy lifestyle? 

2 Can an employer make you ......................... smoking? 

3 Does your boss let you and your colleagues .................... .... work early if you need to? 

4 Does your employer allow staff 

s What would you like your employer 

6 Does your boss ever remind you 

7 Have you ever been made .. 

8 Does your boss ever want you ... 

9 Would you ever get a colleague 

10 Do you ever have to help your boss 

....... from home? 

........ .. .. you: more time off or a higher salary? 

.... time off work? 

. .. guilty for taking a holiday? 

.. excuses for him or her? 

..... a white lie for you? 

........ his or her computer? 

b Write answers that are true for you to five questions. Give examples from your own experience. 



El a Match the beginnings (1-8) with the endings (a-h) of these sentences. 

1 My job involves a thinking I'm in the wrong job. 

2 No one ever taught me b sort out their personal problems. 

3 My boss often wants me c throwing out old papers and files. 

4 My boss is great. I can't imagine d to type properly. 

s On bad days I can't help e to buy presents for her family. 

6 You should keep quiet, even if you feel like f working for anyone else. 

7 I never seem to get round to g writing software and training programmers. 

8 I often help my colleagues h complaining about your job to your boss. 

b 0 26.1 Listen and answer the questions your hear. 

11 Find and correct 12 mistakes in these emails. 

From: kdelang@comsystems.co.uk 
Subiect : 

Date: 
To: j .williams@marketconsult.com 

Dear Mr Williams, 

I heard you J;ospeak at the IAD event last July. 

I don't know if you remember to meet me at the IAD event. I enjoyed meeting you and to hear 
your talk on internet marketing. (I hope you didn't notice me leave early. I had to catch a plane. 

I would like to invite you to speak at our company conference next month (6th - 8th). We can 
arrange scheduling your talk at a time that is convenient for you . We can also offer to pay your 
expenses and a fee of €500 . 

If you agree to attend, would you mind to send me a title by next Friday? 

I look forward to hear from you and hope to see you soon. 

Yours sincerely. 

Katie de Lang 

2 

~==~ 

~--··· -- -------------·- __ ...._ ______________ ··----- ... _ -----·----
"-: ·.williams@marketconsult.com 

kdelan @corns stems.co.uk 

Dear Kate 

Good to hear from you. Of course I remember - in fact I keep meaning to get in touch. And I 
didn't mind you leaving early - I saw you to look at your watch all the time in the last 15 minutes! 

Thanks for invite me to speak at your conference. I would love coming - any day is fine. I can 
easily spend a day or two to look around the city. I feel like taking a few days' off actually, as I've 

· just finished to write my book on relationship marketing. 

Just let me to know where I'm staying and I' ll see you next month. 

John 

PS Don't forget to send your phone number. 

Make it personal 

1 Choose six sentences from Exercises 3 and 4 that are not true for you or that you disagree with. 
Write sentences that are true for you or that you agree with. 

2 Write a letter inviting a consultant to give a talk in your work place. 

l 
I, 



Job Appraisal Meeting Form 
Kim An Name .. ........... .... n ... .... ... ......... . 

interesting/see happy/use ready/take bn · update willing/contribute 

Miu-tin Chen Manager .. ....... .... ... .. ....... 9 ... .... ..... ....... . 

What has been your main achievement in the last year? 

I de,ignea a new work:flowsys:tem 1 ... . f:o .. i!'i'!.~ .~- ... the efficiency of the department. The implementation went well and s:taffwere 

2 ...................... ... the new ,oftware. It wa, 3 . . . . .......... their reaction,. 

What do you think you can do 4 ........ . your performance? 

I feel I need ,ome more training 5 . . . . . . . . . . . . my technical ,kill,. I would al,o like to go on a ,poken Mandarin course 

6 ....................... ... me communicate with local s:taff in 'Bellini;. U would be 7 ......................... to the cos:t ofthi,) 

What objectives do you want to set for the next 12 months? 

I nowfee18 ....... more management re,pon,ibility I al,o want to ,et up a mentoring ,cheme. 

Make it p.erso_ 
Write a self-assessmen, for yourself or a description of what you said last time you a had a performance 
review, using five verbs from the unit. 

-



-

Phrasal verbs 
Read this phone conversation. 

a How many words does each verb in italits consist of? 

r b y hich verbs in italics have an object? \ ~ .... \~ 

~ W,Jlere does the object go in relation to the ve_!:b?...........- \ 

fJ What are phrasal verbs? 
A1 Phrasal verbs are verbs used with one or more particles 

(e.g. down, off, out, through, up). 

We need to set off very early tomorrow. (start our journey) 
It's not easy to come up with original ideas. (create I think of) 

e :he most common v~rbs used in phrasal verbs 
include: come, get, give, go, look, make, put, set, take, 
turn, work. 

...... See Business talk for examples using get. 

A2 It is not always easy to guess what phrasal verbs mean as 
the meaning is often unconnected to the meaning of the 
verb and particle(s) on their own. 

I decided to turn down the job. (refuse) 
Could you put me up when I'm in town? (Could I stay at your 
house?) 

A3 Phrasal verbs can have more than one meaning. 

I think we'll hove to put the meeting off until next week. 
(postpone) 
The annual fee of £60 put me off. (discourage) 

I]) Using phrasal verbs with objects 

81 Some phrasal verbs do not need an object. 

Do you know how long this meeting will go on for? (last) 
Sales have dropped off dramatically since last year. (reduced) 

(!), Common examples: break down, carry on, drop off, 
get back, get through, go on, hang on, hang up, set off 

82 Some phrasal verbs need an object. The object can go 
between the verb and the particle (separable phrasal 
verbs) or after the particle (inseparable phrasal verbs). 

...... See examples below. 

83 With separable phrasal verbs, you can put a noun object 
before or after the particle. 

You can't just make up a price. I You can't just make a price 
up. (invent) 

You must put a pronoun object (me/them/us etc. or this/ 
that/these/those/something/anybody etc.) between the 
verb and the particle. 

If you have a mobile phone, please turn i1 off during this 
presentation. (not HJ,'fl offit) 

Longer objects and verb + -ing go after the particle. 

Make sure you back up whatever you do on your computer. 
(make a copy of) 
Are you going to carry on working much longer? It's very late. 
(not carry working on) 

{i), Common examples of separable verbs: back up, call 
up, carry on, ftnd out, ftnish off, give up, look up, make 
up, put forward, put off/on, ring up, set up, shut down, 
sort out, take on, turn on/up/off/down, work out, write 
down 

~ Although ftnd out can be separable, it is much more 
commonly used with the object after the particle; 
give up is usually only separated by pronouns. 

84 With inseparable phrasal verbs, the object always goes 
after the particle. 

If you come across my pen, please tell me. I If you come 
across ft let me know. (inseparable) 
I've never come across a PA who is as efficient as Sylvie. 
(+ longer object) 

~ Common examples of inseparable verbs: come 
across, go on, go through, look after 

BS With verbs with two particles, the object usually comes 
after the second particle. 

They're going to come up against fierce competition in 
Eastern Europe. (meet a problem) 
BG says it will make up for the shortfall in sales by increasing 
prices. (compensate for) 

@ Common examples: carry on with, catch up on, come 
up against, come up with, do away with, look forward 
to, look out for, make up for, put up with, watch out for 

A Use -ing (not the infinitive without to) after verbs 
with two particles. 

I look forward to meeting you. (not,' /oolr forweFCI to meet) 



~ 81-2 D Read these comments from an online discussion about call centres. Complete the phrasal verbs in the text 
using the correct particle: back, down, off, on, out, through, up. 

@©~ L _______________ _ - --------- --=~1mfil .___ __ ___, !ml 
~ • fil'.] Page • @ Tools • » 

COMMENTS 

A couple of months ago I rang 1 ___ tAp ... my bank to tell them where to send my new debit card. I got 2 .. 
to an operator. She was very friendly but I had to hang 3 __ ___ ____ __ __ ___ . for 15 minutes while she tried to contact my 

bank in Birmingham. In the end, I gave 4 .. _____ and sent an email! I'm not at all surprised that the number of 

companies using call centres has dropped 5 .. ........ .... ... ... .... .. dramatically in recent years! 
Sidonie, Birmingham 

What puts me 6 ..... using call centres is when the staff appear not to have the information I need. It makes 
___ _ immediately when they put me on hold and make me listen to that awful music. Why me want to hang 7 _ 

don't they just write my number 8 .......................... and call me 9 ___ _ _ _______ when they have the information I want? 

Haven't companies worked 10 
Bruce, London 

... yet that customer satisfaction increases profits? 

~ 82-4 

~ BS 

B Complete this advice for sales people using the verbs and objects in brackets. Where possible, put the 
object between the verb and the particle. 

~I 
~ I-

In the selling situation, salespeople often think they should fill any silence with the sound of their own voices. 
However, I recently 1 _ c:.o,rtie, _op-<>~~ o,. ":e.t"H ecf~e.-~se <>fs~~ (came across I a very effective use of 
silence). It ha'ppened during a sales presentation that I attended last year in Vienna. 

The client worked in the family fashion business and had a problem with stock control. Near the end of the 
session, the salesperson asked her, 'When you 2 ____ .. ... .. ___ __ __ (sort out I these 
problems): and then he paused for 20 seconds before continuing, 'what improvements will you expect to see?' 
Amazingly, the client responded immediately and was able to 3 .. __ . _______ (go 
through I her own detailed solutions). 

When it came to question time, I wanted to 4 .. . ..... .... ... .. ...... .. .. ...... .... .... ........ .... .... (find out I something). 
I asked what the client had been doing during the silent pause. She said that she had 
5 ___ ____ _________ ________ ____ ___________ . _ .. ____ _____________ ____ _____ (carried on I thinking) while lots of ideas were moving about in her 

head and then she had suddenly been able to see a solution. 

You see, when we interrupt the thinking of others to 6 ____ (put forward I 
our solutions), we stop them 7 .... ... ....... ....... .... ...... ...... .. ........ .. ... ............. ........ (coming up with I their own ideas). 
If you stay silent, you don't have to sell your products or ideas to your clients - you just 
8 ____ . __ .(backup I them) in their own decision to buy! 

IJ Complete these employees' comments about a new manager using the correct form of the verbs in the box. 

I catch come- come do look look make put I 
I hope the new manager will . C:.O.IYle._ ... up with a business plan that'll work. 

2 I'm ......................... forward to hearing about any changes she's going to make. 

3 I expect she'll .. _____ up against resistance from some of the employees. 

4 She seems to think the solution is not to ....... .. ........ ........ away with the old systems but to improve them. 

5 I wonder if she'll be ___ _ out for new opportunities for us to expand. 

6 I hope she doesn't have to .. __ . _ up with too much opposition from other managers. 

7 Profits were down this quarter, but I'm confident that with her new strategies, we'll have .. 
with last year by December. 

8 She has promised to ... . .. ___ up for any losses incurred during the restructuring. 

. .... up 



...... A,B 

...... A,B 

lllllllllllllsl Phrasalverbs 

II a Underline the correct phra~al verbs in these conversations . 

CAMILLE: OK, we're going. Are you ready? 

GIACOMO: No, I'm trying to 1 get through to I hang up a client before I leave but their line is always busy. 

CAMILLE: You work too hard! Can't you 2 carry that on I put that off'.until tomorrow? 

GIACOMO: No, I've got to 3 make up I set up a meeting with them for tomorrow. 

CAMILLE: That's a pity. Well, don't forget to 4 shutdown / finish off your computer and 5 break down /turn off the 
lights when you leave. 

DENISE: Hurry up. We need to 6 set off I go on in the next few minutes. 

NIGE~: 7 Give up! I Hang on! I'll be ready in a couple of minutes. 

DENIS.E: OK, I'll just 8 back up I look up the address again. so that we don't get lost. 

NIGEL: Right, I'm ready. I'm really 9 looking forward to I looking after meeting our local clients socially. 

DENISE: Yes, it should be good as long as we don't have to 10 put up with I catch up on too many boring 
speeches at the beginning of the party! 

b Write your own sentences using each of the phrasal verbs you did not underline. 

11 a Write answers to these questions that are true for you, using the phrasal verbs in italics . 

What's the biggest contract your compc1ny has taken on recently? 

.... We,,._ l:o.o~ .. 9.\'\. ~-.C:Or.ikc:1-:¢. .1:"Ji#.1 .. N_ucpr_ps. . ~f;. .m.or.iJ:11, .. S.P. .. \"J~ .. ~~. _ajL_ . f'J.Ot:k~9- . _v~~. n..ru.:-<i.. t1q_1s1 _. . .. ... ... .... ... .. .. ... . . 

2 What kinds of things do you put off doing at work? 

3 Has your company ever taken over another company? 

4 Is your company going to set up a branch in another country? 

5 Is it a good idea for businesses to cut back th~ir training during a recession? 

6 What do you think people should watch out for when buying an insurance policy? 

7 Do you know anyone who has ever been laid off? Why and when did this happen? 

8 Has demand for your products ever dropped off? If SO, why? 

9 Have you ever turned down the offer of a job? Why? 

10 What kinds of things would put you off applying for a particular job? 

b O 27 .1 Listen to the questions and say your answers. 

Make it personal 

Use the phrasal verbs ring up, hang up, get back, hang on, get through, write down to write six sentences 
about telephoning you do at work. 



Phrasal v,erbs.are very common.in spoken busine5s6nglish:Son;Je v~rt?sareused in.manx. <::l,iffer~nt phrasal 1.1.erbs 
l;lere are sc:ime c;om,rflon ex~.rnpl,es ~jth get. ' · · , . .7: •• iS • · ·• · ' • 

,:: · . · + '-">{' · ;T , &'ft !SP' . · <8 · · ;'i:;,:I~ :t.• · · _ -"'!;; ,:., _ , , ~:·' " ] :-,'·· /4JP ":':':t.,1f ,;.c. ~ ~t,.~ ~ 

When you're working hard, try to get away, even if it's only for a few days. (take, a breal,</holiday) 
_,. ~, ~: W.E ' 1 " -~ pr· , - "1 1""' :,¢~ ;J¥ · '1r ~ ,.:, .,>+ ,;,~~.r/f:. i :.:J·. ··'1' ·, .· .,;;£;1 ·; 
.Househol(:f goods is one area where retailers can get away with raising prices. (do something without any 
bad·restilt I p~nalty} t: J!i ""' ., ; ·t .. illf •i " ... !!¥; 'itflir ~·l I . 

Wit~'so~ e f[ nds! oucan get 6ac1cM 5triah.youoh9indllf in~esdreceive\orilething,you·hatfbefore)" 

' Wee!Wketo g~ti1to t; e A{ian·r-narlet: Jstart WO(ki;;!g in;}or With)•, & 
• • ' • i "° .. . • ' " . ... . .'ii; · What doyoa:thirik is the bestwayt&i get'on in business? fbe successful) . . . :r _. ,., 

People work zyetteras a team if theiget on with eaC!h ot&er. (lilave a goocl (elationship wi~h) 

· f.wishl c~uldget over my fear of fl; ing.'(overcome illnessesXprobleg,s/, ogieslj ears) . ti, . 

I wqrJder:if /'11,everget round tb learning Chinese. (c;l!i) sqr;netbing that y,c:i,u h~ve Jnterdecj to do fqr aJong time) 
• i:'. ·. ;_ . . . ;.: . "". :;?~ ;.;;: ~,, :",· 3,::; '.\_:~: \ . ' ,.,,,_. :'.) . . . ,"', :!t'. ' ,J , l\':s'.',} ·-· ' < 

Small bu~Jne~fes;~fteq fin,cJit ~~rd .~o,gr;! thi ou~~ a,;,ec~.~{iOf.!:.Js~ viv~~) ,,,,j[, 
.It is tbe Q.civertiset's job to g~t through to targetauglgnces. (~pmrnunjcatewith) 

1> - - ~ ._, , ' • J{'' -- -- i:F <,. , -- '} :, "' c,;n·r· ·;,:f,rw --.J>'\ '~- t I- #i: "·, ;,if \~< "§! 

,Phrasal 'lerbs qften bave a syno.oym (another word that means the same), so if you do not understand . ,~; i ,• .1;. ._,,. S:! -- ,1' I ">;i- :t·.>, - ~- ,,:, - ·;1,1 ._ ' · · f 

a ph,rasatverb, ask for an explanation. . · 
ft tt>· ,. ' ~-· ' · .:;, · iiJ : , . , ;.f\ .. ,, 41 

~ See Speakin'g st(ategies 6 ((becking informatiol")) for. ways of doipg this. 
, . L..i~ i.: · l_/· . .-- , ~ _ls •t-: ,,~; · i:L t '}\c;d:\-,•,4t, -~ l*t :A- .:> .-::\ 

IJ Look at this advice about setting up a new business. Complete the sentences using phrasal verbs with get. 

Starting out in business 
Whatever kind of business you'd like to 1 ... 9e:t._4',j;q __ . , there are a number of things you need to think about 
first Here is some advice to help you to 2 .. 
business. 

.... .. .. .. ... .. any worries you may have about setting up a new 

• Choose a business area whe re you know you can 3 .......... ... ..... ... .. .. . more money than you put into it. 

• Don't wait too long to 4 .. . ....... .... learning any new s kil ls - it'll be too late once you've started the 
business. 

• Be aware that the first s tage is the hardest. Once you 5 ...... ... ... .. ..... ...... that, it usua lly gets easier. 

• Banks sometimes try to 6 ...... .. ...... .. .. .. .... . charging you too much for loans, so invest as much of your own 
money as you can initially. 

• Be aware that you' ll be working very long hours and it's un likely that you'll be able to 7 .. .. ........ .. ... ...... . for 
more than a day or two in your first year. 

• If you want to 8 .... .. . the local markets , choose your advertising well and learn w hat people in I your area really want. 

~ IJl:ll:l ieln:l;~ly'.l\;lll:l: l: li:ll~l-nl~ll~=l :lrsl: l~l~nllloelllp~l: l: l hl1~1wlll. lil lll911.IIII . ••• -... · .• -~.-~.~wl. Yl:lll~l~rle:llcill!:rll: l;~l.elt~l: lncl: l: lopul~lt~li~l: tl: l: ldel:slllo.ul rl plrol dlulctl.111 

-~ ~..,...., 

Make it personal 
Answer these questions. 

1 How often do you get away and where do you go? 

2 Have you ever got back a large amount of money from an investment? 

3 Which skills would you like to get round to learning? 

4 Is there a business area you'd like to get into? 

5 Who do you get on best with at work? 



_::_ V Prepositions 

-

Read this extract from a university's website and underline the prepositions. 

a Which two prepositions describe time? 

- If Which preposition describes location? home contact us alHJut n research courses 

I 
c Whie:h preposition follows a verb? 

,, .. r 

d Which preposition follows a noun? 

For over 100 years, research at Birmingham University has contributed to 

scientific knowledge. We are determined to be a leader in scientific research 

well into the twenty-first century. 

r:;J Using prepositions 

A 1 Prepositions are usually followed by nouns or noun 
phrases. If a preposition is followed by a verb, you must 
use the -ing form. 

Our offices are in the east end of London. 

Are you thinking about investing? (not thinking about im•es t) 

..... See Appendix 7 (Prepositions). 

I]) Prepositions of place and movement 

81 Most prepositions of place and movement are one word 
(e.g. about, among, around, at, before, between, by, from, in, 
into, off, on, over, through, under, up, within). Some are two 
or three words (e.g. ahead of, away from, close to, next to, 
out of, on top of). 

Bl Prepositions of place tell you where people or things are. 

We have several outlets around China, including Tiananmen 
Square in Beijing, next to McDonald's. 

83 Prepositions of movement tell you where people or 
things are going (direction). 

We're currently flying over Moscow. 

[ii Prepositions of time 

Prepositions of time tell you when something happens or 
how long something lasts (e.g. after, at, before, between, 
by, during, for, from, in, on, over, since, to). They are 
followed by a time expression. 

People work from 7 am to 7 pm in the week and between 
9 am and 3 pm at weekends. 

A Don't use a preposition with time expressions 
beginning with next, this or last. 

Your presentation is next Tuesday. (not on ne<t Tuesciey•) 

(!] Verbs and prepositions 

D1 Some verbs are followed by prepositions (e.g. apply for, 
compete with, consist of, contribute to, depend on, focus on, 
lead to, talk to, work for) . Sometimes you can put an object 

between the verb and preposition (e.g. divide something 
into, invest money in). 

Why did you apply for this job? 

Dl Some verbs can be followed by different prepositions (e.g. 
agree with someone on something, complain to someone 
about something, work for someone on something). 

We complained to the manager about the poor service . 

A Some verbs (e.g. discuss, emphasise, lack, meet, 
show, stress) are never followed by prepositions. 

We need to discuss the trip. (not discuss about the trip) 

..... See Unit 25 (Verbs and objects). 

I] Adjectives and prepositions 

Some adjectives can be followed by prepositions (e.g. 
concerned with, consistent with, different from, interested in, 
involved in, responsible for, similar to, worried about). 

Who is responsible for IT support in your company? 
The fall in car sales was consistent with expectations. 
(was as expected) 

DI Nouns and prepositions 

Fl Some nouns can be followed by prepositions (e.g. 
alternative to, interest in, lack of, price of, reason for, 
reference to, result of, solution to). This can be the same 
preposition as the related verb or adjective. 

Increased competition is the reason for the price cuts. 
There's no interest in this idea. (people aren't interested in) 

Fl Some nouns can be followed by different prepositions. 

The EU reached an agreement with China on trade tariffs. 

F3 The preposition between is often used to link two (or 
more) nouns with and. 

The alliance between Sertin, Habitat and Citibank is the latest 
in a series of pension fund partnerships. 

F4 People often use prepositional phrases (preposition 
+ noun) in business (e.g. for sale, in advance, at risk, in 
writing, in general, in stock, on the phone). 

Payment in advance is preferred. This property is for sale. 



D Underline the correct preposition. 

1 Sorry I didn't call sooner, I've been i_r] I on a presentation all afternoon. 

2 There's a meeting in I at 3 pm - that's in I at two hours' time. 

3 Perhaps you went to I at the wrong place - we're in I on the second floor. 

4 I think we met in I at this conference last year, didn't we? 

5 To find us, go north over I up Oak Hill Road, turn left and walk to I by the end of the road. You'll see us in I on 
the right. If you walk under I before a bridge, you've gone too far. 

6 I noticed it was broken when I took it out of I into the box. 

7 Our new, flat structure means nobody has more than three managers over I on them. 

8 Our advisors are available between I from 10:00 and 16:00 every day. You can also call the helpline number 
(08452452423) from I since 16:00 to I by 22:00. 

9 After I From I left university, I worked for I by six months in I at Paris. 

10 The stores are in I among the production area, next to I ahead of the machine shop. 

11 A: Can you get the package over I on to us by I on 12:00? 
B: Yes, but I'll have to send it by I on courier. 

12 Andre's worked here for I since 1980. I think he's going to retire soon . 

..... D EJ Complete this article using the prepositions in the box where necessary, or put a dash (-) if no preposition is 
needed. 

I about fer for in into of on on to with I 

Do women ~void competition? 

Research shows that, in business, most senior positions are still held by men . Also, few women work 

1 .... for. .. .. . engineering or science-based employers or even apply 2 ...... ... .. .... jobs in these areas. 

What exactly has led 3 . . .. this situation? 

Explanations for these differences between men and women have often focused 4 
discrimination against women, or the difficulty of working and finding time for the family. But a new study 

says that women are also more likely to dislike competition , even if they have the same ability as men. In an 

experiment, researchers took 80 managers and divided them 5 .. .. ... .. .. teams of men and women. 

The experiment consisted 6 ..... ...... ... .... .. .. ... a variety of business tasks and the teams received rewards which 

depended 7 ... . .. . .. how successful they were in completing their tasks. Although women performed 

well, the experiment suggested that women were likely to avoid direct competition or conflict. 

This may make women less successful when they are competing 8 .. . . men for promotions and 

jobs. In one experiment where teams had to invest 9 .. . . .. high or low risk shares, men showed 

they were more likely to take higher risks. The study also found that men were less likely to lack 

10 ... ... ....... ... .. ..... ... confidence than women. However, before anyone writes to complain 11 

this study, it is worth remembering that other studies have shown 12 .. .. how effective women 

managers are. Women-managed companies in the UK are up to 14% more profitable than those with 

men-only management. 

-



~ E IJ Complete these sentences using the words in the box with a similar meaning to the words in italics. 

concerned with consistent with different from interested in 
involved in responsible for similar to ~ 

35% of executives are ... w.or.r~ <A.b()f).~ ... a recession in the next year. (frightened there will be) 

2 Portugal's business culture is 

3 My report is ... 

..... ............... .............. Spain's. (quite like) 

the future strategic development of this organisation. (discusses) 

4 Japanese taste in mobile-phone design is.. .. ......... European taste. (not the same as) 

5 Many European companies are already ... .. .. .. ...... ...... ...... joint ventures in China. (operating) 

6 Sales growth last year was .. our predictions. (the same as) 

7 Shareholders are ...... paying tax on any investment profits they make. (should) 

8 Customers who are . . ........ learning more about our products should call us 
on 0845 124 354. (wanting to) 

~ F IJ Complete these messages on a company noticeboard using suitable prepositions. 

1 I'm pleased to announce that we have signed an agree~ent 
wi»'I Provost et Fils to use their distribution network m 

.. .. .. .. .. t" this agreement was 
Cancelled: keyboard 

skills training Thursday 
@ 17.00 due to a lack 

....... .. .... interest. 

Northern France. The alterna 1ve .................... . 
W·th th · e fuel so high to set up our own system. 1 e pnc .... · .. 

at present, this agreement seems to be a solution .. .. our 
It .. two months problems. This agreement was the resu .... 

of hard work, so thanks to all those involved. 
4 ~ ~------lllllll!!L 

With reference ...................... recent requests for longer opening hours 
for the canteen, I am happy to announce that it will now close at /8.00. 
These longer opening times will continue as long as there is interest 
.. .. .... ..... ..... .. using the facilities 

5 The inter-office football 

tournament.... . .. us 
and the Queen's Road and 

Livermore Street branches 

will be on Saturday 11 June . 

~ A-F II Complete this presentation on positioning your brand using suitable prepositions. Sometimes more than 
one answer is possible . 

.. W:~/Blr. .. most of the companies I work 2 ..... , I'll ask someone to think 3 .... .. ............. this 
question: if you could put one message directly 4 .. ... . ............... the mind of a prospective customer, what 
would it be? 5 .. . ... thinking for a mo'ment, they'll mention s<;>mething. Then I'll talk 6 .. 
a different person and I'll get a different answer. In fact, I get as many different answers as there are people 
working 7 .. . ...... ..... the company!That's bad. 

8 .. .. ..... general, the only messages that customers are interested 9 .. . ...... .. .. .. .. ... ... are short, 
powerful and repeated. So every single employee has to focus 10 ......................... what the company's 
message is, and then they have to take responsibility 11 ................... .. ..... sharing it - 12 .. 
conversation, 13 .......................... the company website, 14 .... .. ....... ... .. ...... writing and 15 . . .... .. ...... .... ..... the 
phone. Consistently. 

This is called positioning. It means thinking 16 .. . ............. your customers, your competitors, and your 
goods or services while you look 17 .............. .... the most powerful words to describe your business. It's 
worth it: good positioning may improve your marketing 18 .. . ....... years! 

0 28.1 Listen and compare your answers. 

Make it personal 

How does your company market its products? Write a short paragraph explaining the process. 

- Prepositions 



With noun phrases, use in to say what has changed and ofto say how much it has changed. 

There has been a rise in sales of 5%. (not~) 
. '~ :' 'ff·. ,i,¢ ' . 11 "11 

Marks ai:ld Spencer announced pre-tax profits of £35 millie>Qi 

In verb phrases, use by to say how 0much something has changed. 

Last night on Wall Street the Dow Jones fell by 48 points. 

You can use from and to to give the starting and final m1mbers in a 

Pre-tax pr0fits climbed from EB.6m to f20.2m in the yem t0 1 April. 
tl.i • ' 

la Complete these sentences using in, of, by, from and to. 

1 Revenues climbed ... ft()IYI .... $175 million .... ~ .... . $273 million in the final quarter of the year. 

2 The company said its poor results reflected a sharp rise .......... ....... ..... ... .. natural-gas and oil prices. 

3 Last year GDP grew .... .... .. .. ........... .. . about 7%, which is not high by China's standards. 

4 The USA trade deficit with Japan fell ...... ......... ... ........ more than $6 billion for September, a decrease 
.... ....... 0.3%. 

5 International business was heavily affected by the decrease ..... , .................... sales of software products, 
down 18% .. . .... .... ...... .. . the same quarter last year. 

IJ Complete the descriptions of these two graphs with suitable prepositions. 

l ,OOOs of units 
so-.--------------, 
40 ~ ~ --­

~~ - ~------- . -~--=-------~-=---= ·······-·-· 
10 -----·-----~-'-······· 

There was a steady rise 1 .... ~ ... .. produc:tivity, 2 .. ........ ............. . . 
20,000 units 3 ...... ...... .............. the first quarter 4 ........ .......... ....... . 
a peak 5 .... .................. .... 40,000 6 ...................... .... the third quarter. 
Productivity then fell 7 ... .................. ..... 10,000 units 
8 .......................... the fourth quarter. 

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr 

Export sales (Ql) $m 
100-.-----------, 
80-1----

40 
20 

0 
Jan Mar 

Make it personal 

Export sales rose 9 ...... ...........•........ $ lSm in February, 10 ............. ............. $60m 
11 .... ........ ..... ......... the start of the year. This was due to a favourable exchange 
rate. In March we benefited from further decreases 12 .......... .. ...... ........ the 
exchange rate, which resulted in. a further rise 13 .. ....... ....... .......... sales 
14 ........ ........... .... ... $10m. Since tne beginning of the year, sales have risen 
15 .... .............. ..• ..... $25m, a year-<>n-cy~ar increase 10%. 

ti: :·/ '. ; ; :: j> •1 

Prepare a presentation slide showing some of your company's results. 
Write a short description of it using language from this page. 

-



Organising what you say and~ 
highlighting information 

Read this comment by a manager. 

Which point is she trying to emphasise or highlight? 

rlJ Organising what you say 
A 1 You can use first(ly), first of all, second(ly), third(ly) to organise the points you make, or to go through a list of items. The forms 

with -ly are more formal. People don't normally go further than second or third in informal situations. 

Well, first (of all), we should talk about market research, then we need to look at design samples. 
There are three reasons for delaying the launch: firstly, February is not a good month to launch; secondly, we really do need more time 
to run tests; and thirdly, the sales force need more training. 

A2 You can also use numbers (one, two, three) or the letters of the alphabet (A, 8, C) to organise what you say. People normally 
don't go further than three or C in informal situations. 

I can think of two reasons not to buy shares now: one I A, the US market is unstable; and two I 8, nobody really knows what's going to 
happen in Asia. 

A3 When you make your last point or come to the last item in a list, you can say lastly/finally. 

And lastly/finally, I want to remind you of the date of our next meeting. 

A Don't confuse first(ly) with at first (which means in the beginning I initially), or lastly with at last (which means 
eventually I in the end). 

At first (not fif5.#y) I didn't really like my new boss, but now I like her a lot. (the situation has changed) 
I looked everywhere for my keys and at last (not les#y) I found them on my desk. (after a long time) 

A4 If one point or item is much more important than the rest, you can say first and foremost. If your last point is just as important 
as the rest, you can say (and) last but not least. 

First and foremost, we should be thinking of how to expand our customer base. 
Last but not least, I want to thank Graham for coming all the way from Warsaw today. 

I]] Highlighting what you say 
81 You can use clauses starting with What ... to highlight important information. 

• To highlight the object: 
They want more information. ~ What they want is more information. 
We need more desks. ~ What we need is more desks. (not Whet we need ere more desks) 

• To highlight the action: 
We contacted Westons right away. ~ What we did was contact Westons right away. (not 1Nhet we did wes contected) 

• To highlight what someone says or thinks: 
I told them I said I thought I meant that the date had been changed.~ What I told them I said I thought I meant was (that) 
the date had been changed. 

82 You can also use This is what and Here's what to highlight a whole sentence. 

We'll set up group a mailing list. ~ This is I Here's what we'll do: we'll set up a group mailing list. 
They hired a team of consultants. ~ This is what I Here's what they did: they hired a team of consultants. (Or What happened was, 
they hired ... ) 

- Organising what you say and highlighting information 



Practice 
D Add the words firstly, secondly, thirdly and firyally to this 

presentation at a training seminar so that the organisation 
is clear to the participants. 

Fi.rs tty, 
Let's have a look at the objectives of an effective PR strategy./\ 
PR adds to the good image and reputation of the organisation 
- organisations can use PR to send out positive messages 
about their activities and performance. With good PR you 
attract and keep not only good customers, but also other 
parties such as employees, shareholders, etc. These other 
parties are the people that the organisation interacts with -
I'll come back to that with an example in a minute. PR also 
deals with negative publicity, especially when something goes 
wrong, and can help overcome false ideas people might have 
about the organisation. You can also create good relations with 
the wider community. 

SS 7.1, Listen and check your answers • 

...... A El An advertising agency is expanding into Ireland. Complete this extract from a meeting at the company 
using the words in the box. 

A at last at first B first First and foremost ~ last but not least lastly secondly thirdly 

LUCY: Right. Let's start. 1 ..... .ftr~Lo.f..lllJc ... let's welcome Bryan Murphy from-Dublin to our meeting. Now, th.ere 
are several things we need to do. 2 .. .......... .............. , we must find out what Irish customers really want. That's 
the most important thing of all. As you know, there are two reasons for opening up in Ireland: 
3 ......... ................. , it's got a good economy, and 4 .... ..... ................ , Dublin is a great city to work in. 

JAMES: Before we go on, I just want to raise the concerns over the Ireland plan that we discussed at the last 
meeting. So, 5 .. ........................ there was the issue of.health insurance, 6 ............ . .......... public holidays in 
Ireland, 7 ..................... ..... Irish tax laws and 8 ... · .......... ............. the exchange rate. We've looked at all four and 
now 9 .. ........................ 1 think We've solved all the problems we raised in that meeting. 

LUCY: That's good to hear. Now Bryan, 1 O ........ ................. we found it difficult to make contacts in the west of 
Ireland, but we've made lots of progress since you joined the team:'Thank you for all your help. And I'd also 
like to thank Benny and Hilda for getting the Irish website ready so quickly, and 11 ... . ............. ... . ,thanks to 
Joseph for doing the photographs. Thank you, everybody. Dublin, here we come! 

O SS 7.2 Listen and check your answers . 

...,.. 81, 82 IJ Rewrite these sentences usin~ the words in brackets so that you highlight the words in bold. 

1 They need a new CEO. (What I need) .. . Wh.1J.1; __ t.11~. 11ei4 JS. tA-.. n.~. q,::ct ... 
2 They manufacture lifting equipment. (What;' manufacture) 

3 We should send a questionnaire to some of our·biggest customers. (What I do) .. ..... 

4 We had a problem with our packing line. So we completely redesigned the entry and exit points. 
(this is what) ................................ . 

S I told everyone that we couldn't afford any more delays. (What I told) 

6 I'll call a meeting of everyone concerned with the Krypak project. (Here's what) 

7 They closed every branch except the one in the ~apital city. (What happened was) 

8 I said that I'd be ready to travel at short notice. (What I said) ..... .. ......... . . 

9 We should check all the figures again. (This is what) 

10 They hope to expand into Latin America. (What I hope to do).. . ......... . 



\ 

1111111111 Test 7: Units 25-28 

1 Complete these sentences using an object from the box where necessary. If the verb doesn't need an 
object, leave the sentenes as it is. 

interest rates money productivity the results the way ...yg~r 81-- your office 

1 We're always looking for talented staff and we very much liked ... M~r. .(:Y 

2 I've just seen the market research survey and I'd like you to check ............ ............. ... ... ..... . . 

3 Ms L'Huillier? Someone rang while you were in the meeting. Can you contact 

4 Following the restructuring, around 40 middle managers will go 

5 Inflation is rising ...... and Central banks must decide whether to increase 

6 A report says insurance companies shouldn't do genetic testing. Many scientists agree 

7 I'm looking for the canteen. Do you know .. . ..... ? 

.... ? 

8 If we don't raise ........................... .......... by 20% next year, we'll have problems meeting demand. 

9 Can you help me, please? I can't get the new printer to work .................. ...... . . 

10 My forecast for next year? I expect blue-chips to continue to make 

2 Complete this conversation by putting the words in italics in the correct order. 

A: Have you the I CFO I yet I the I report I sent? 1 . H.~ve: !:!()(A s.e:rit..f:n.e. C:f.C>. t:J:le. r~r:t. !:!tj;?. 

B: I'm a I giving I presentation I Sam about it today. 

A: I it I to I her I showed yesterday. The CFO needs it now. 

B: OK. him I a I make I I'll I copy. 

A: Thanks. If you me I bring I one, I'll I buy I a I 
drink I you too. 

2 

3 

4 

5 

3 Complete these sentences using the correct form of the verbs in brackets. 

As a consultant, I enjoy ... 1Y1~9 .... (meet) such a wide range of people . 

2 Do you want anything ..... (drink) before we start the meeting?Tea? Coffee? 

3 After 14 years I have decided ...... ............. .. ..... ......... ... (step down) as managing director. I will, however, carry 
on ...... ............. . (manage) the company until my successor takes over in May . 

4 We're beginning 

5 If you agree .... 

... . .. . .......... (involve) the staff more in the decision-making process. 

...... (order) over 100, we'll give you a 10% discount. 

6 How long did you spend ................. .............. ...... (prepare) this report? Five minutes? 

7 The Internet has really helped consumers ....... ........... ... ........ (compare) prices easily. 

8 My job involves a lot oftime ...... .. (read) the financial press. 

9 Will Saudi Arabia continue ......... (dominate) oil production? 

10 I'm like you - I don't like 
the audience. 

11 You cannot afford ............. .. ... . 

....... (make) presentations; I prefer 

. ....... (miss) this fantastic investment opportunity. 

12 Personally, I hate ...... (ask) for help, but I always expect my staff 
.. (ask) me for help when they need it . 

....... (be) in 

13 The UK Post Office tried 

14 Sorry I'm late. I stopped 

..... ... .. . (rebrand) themselves as Consignia, but without success. 

...... (get) some petrol on the way. 



4 Match the phrasal verbs (1-6) with the meanings (a-f). 

1 I came up with the idea yesterday. 

2 Barkers turned down our merger offer. 

3 We've putthe meeting off for too long. 

4 Thanks for calling. Can I get back to you in a minute? 

S Union leaders claim the pay talks have broken down. 

6 Many graduates see an MBA as the best way to get on in business. 

5 Put the objects in brackets in the best position. Sometimes two positions are possible. 

1 A: Can we turn ....................... .. . off .. .. #1~ .. o.ir.C.01'1 ..... in the meeting room? It's really cold . 

B: I'd rather not. Can't we just turn ... .. .. down .. . .. . .... . . .. . ? (the aircon I it) 

2 A personal advisor looks ........................ after .. .. ........ in our bank. (each client) 

a reply 

b postponed 

c failed 

d succeed 

e rejected 

f thoughtof 

3 Unemployment is so bad that many people have given up looking . for ....... ............ .. .. . (a job) 

4 Regarding next year's budget, I'd like you to put ...... ... ...... forward ..... (your proposals) 

S With plenty of cash in the bank, private equity funds are looking ....... . ... out . .. ...................... for 
.. .. .. ... .. . .. .. .. .. . . .. . (new acquisitions) 

6 I've got some messages for you, Adrian. I wrote ........... .. ........ .. .. down .............. ........ ... somewhere ... here 
they are! (tr,em) 

6 Underline the correct prepositions in these sentences. 

1 I don't want to retire. I want to go 911/ out working until I'm at least 75. 

2 Have my emails been getting through/over, because you haven't replied to any of them? 

3 I'm afraid we're going to be late. We didn't set up/off until five minutes ago. 

4 I didn't know the answer to one of the questions after my presentation so I made it up/out. 

S We are looking forward by/ to meeting you on Wednesday. 

6 As a company expands it comes up ! against/ with bigger, stronger competitors. 

7 Complete these extracts from the business news using the correct preposition. 

a As an alternative 1 ... Jo. ... fossil fuels such as oil, there is growing interest 2 .... .. .. ....... wind and solar 
energy. Until now the lack 3 ......... government spending on alternative energy sources has 
kept the price 4 .. ... . .. .. ............ renewable energy high. Some people believe that pressure from the oil 
industry is the reason 5 .. .. . .. ........ this. However, as a result 6 .. .. ...................... the fall in oil supply, the 
government is now determined to find a solution 7 ....... .... .. .. ...... ... the problem. 

b In the US, Ford sales have fallen 1 ... 21 % 2 .. . ............ .... the last month and, despite a fall 
3 ...... ; .................. 4% in September, Toyota has remained the market leader, ahead 4 .. ... .. .. .. GM. 
Toyota has lowered its sales forecast 5 .......................... 9.85 million 6 .......... ................ 9.5 million vehicles in 
the worsening economic climate. 

c There are many more companies investing 1 . .. ... ....... .. direct recruitment through their corporate 
websites. But they have to compete 2 ........ ...... .. ... .... . specialist job websites that focus 
3 ....... .. . a single industry. Since the dramatic growth 4 ..... job websites first started 
S ............... 2000, the industry has grown 6 .................... .. .... value 7 ................ around £300 million. 
There are quality issues, however: 73% 8 .......................... HR directors complain 9 ... .. the low 
quality 10 ......... .. ............... CVs that these job websites supply . 

d In India, the markets were closed 1 .. 
and 11 am as trading was halted 4 
5 .... ...... ................ the Bombay Exchange 6 

....... an hour 2 .. .. ...... Tuesday 3 ....... .. ................ 10 am 
.. .... .. an 8% fall, the largest-ever share-price drop 

....... one morning. 



Read this advertisement. 

a Which words describe US magazine? 

... b Which word describes US magazine's readers? 

us Magazine is a young, cool and fresh entertainment 

magazine, which focuses on the artists and achievers that 

the new generation of youthful consumers really cares about. 

E What are adjectives? 

Adjectives give more information about nouns or 
pronouns. They can describe a person or thing, or they can 
tell you about the class or group something belongs to. 

The new CEO is effective, flexible and helpful. (this tells us 
about the CEO's qualities) 

He's a civil engineer by profession. (this tells us what kind of 
engineer he is) 

l]J Forming adjectives 

81 You can often form adjectives by adding suffixes to other 
words (e.g. -able, -ed, -ful, -ic, -less). 

a marketable product a successful firm a qualified doctor 

82 You can often make opposite forms by adding prefixes to 
the adjective (e.g. dis-, im-, in-, ir-, un-). 

a dishonest trader an ineffective leader 
an uncomfortable office 

83 A Don't confuse pairs of adjectives like interested! 
interesting. 

We built an exciting product. (describes the product) 
'I'm excited,' said Tom. (describes how Tom feels) 

Bl Using adjectives 

(1 Most adjectives go before the noun they are describing. 

China is an important market for our company. (not e merket 
iFTlf)OFtflR t) 

(2 Some adjectives can also go after a noun (e.g. affected, 
available, required, suggested). 

Products affected by the new tax include electronics. (not 
Af:fectee w oeucts by t/=Je ACW te!<) 

You can use concerned, present and responsible before and 
after the noun, but the meaning changes. 

There were four managers present at the meeting. (four 
managers went to the meeting) 

The present managers are being replaced. (the managers of 
the company at the present time) 

You can use the adjectives high, long, old, tall, wide, etc. 
after a measurement noun (e.g. metres, years). 

The building is 30 storeys high. 
He's 20 years old. 

(3 You can use adjectives after indefinite pronouns 
(e.g. anybody, no one, something, everybody). 

The iX4 51 is something new in mobile communication. 

C4 You can use an adjective after the verbs be, become, feel, 
get, look, seem, remain and sound. 

The new office furniture looks good. 

[!] Ordering adjectives 

When there is more than one adjective before a noun, 
the most common order is: 

quantity ~ opinion~ size~ quality~ shape ~ age ~ 
colour~ origin ~ material ~ purpose 

It's easy for efficient, new, consulting firms to enter the 
market. (quality, age, purpose) 

I) Making adjectives stronger or 
weaker 

E1 You can make adjectives that describe qual ities stronger 
or weaker using adverbs like a little, quite, rather, really, 
very and extremely. 

The training costs this year are very high. 

E2 You can make adjectives with a very strong meaning (e.g. 
essential, impossible) stronger using absolutely and totally. 

It 's absolutely essential to maintain that core market. (not 
very essemiel) 

~ See also Units 30 (Adverbs) and Unit 31 
(Comparisons 1 ). 



~ 81,3 

~ 82 

~ 83,E 

D Complete this text using adjectives based on the words in brackets. 

So, ·you want to be a Venture Capitalist? 

In a highly 1 ... C:O!Ylp~~ .. (compete) industry like this one, 2 ....... ..... .. ........... (succeed) candidates for 

employment must have excellent 3 .......................... (academy) records. This means 
4 .. . ...... (qualify) chartered accountants, or graduates who've had 5 ........ (response) positions 

in industry and done an MBA. 

It requires 6 .. ... . . .... ...... . .... . (consider) stamina and a 7. . ... ..... (flex) mind, as 8 ....... (finance) 
transactions are often completed in the middle of the night. 

We're looking for people that see it as a 9 .... (challenge) career. We like people who are 
1 O .. . .... .. .. (ambition) and 11 .. . .. ... .... ..... (determine). 

Venture capitalism can be a 12 ... . . ......... (reward) and 13 .. ..... ... (profit) career. If you are 
14 ....................... (interest), get in touch. 

El Make the adjectives negative using the prefixes from the box. 

j dis- ii- im ).r.- in- ir- mis- un- j 

1 The London Stock Exchange fined Curden Securities£ 1 m for filing i.n accurate accounts. 

2 In the US, it is nearly ... . .possible to eat in restaurants, hire cars, or stay in a hotel without a credit card. 

3 New technology has been developed to prevent ..... .legal copying of software. 

4 In a ...... .managed business, it is not just staff who suffer; customers suffer, too. 

5 In my job, I can't afford to be ... ... decisive. I have to react instantly to the markets. 

6 The supermarket's strategy of opening superstores and closing .. .. ... economic branches has paid off in 
record profits. 

7 lnSatTV checks all its installers for quality, and has set up a complaints procedure for .... . satisfied 
customers. 

8 People who work ..... .regular hours are four times more likely to have health problems than those in 9 to 5 
jobs. 

IJ Underline the correct adjectives in italics in these market reports. 

GM 's share price dropped by $2.125 yesterday due to the announcement of disappointing/disappointed 
results for the last quarter of this year. A series of damaging strikes meant that September was a very 
bad/terrible month for GM in terms of output. The management believe that a new corporate structure 

is absolutely essential/important for the future success of the company. 

2 The share price of restaurant cJ,ain Michels & Butler climbed nearly 19.5¢ to $5.44, after rumours 

spread of a takeover by rival Enterprise Catering. Reports have suggested that Enterprise is interested/ 
interesting in M&B after it failed to buy Star Restaurants last year. 

3 UCS analysts are said to be satisfying/satisfied with recent sales figures from Holt Telecom. 'There are 

still risks.' they said. 'but these results are pleasing/pleased for us as we know Holt have spent a lot on 
quality improvements.' 

4 Finally, there are exciting/excited investment opportunities at Hedge Oil. The markets have previously 
seen the company as a rather boring/bored investment. However. Hedge are expected to announce new 

discoveries ofoil in the North Sea, perhaps as much as I 00 million barrels, which would see their share 
price climbing rapidly. 



..... C,D, 
E2 

II Complete this article about customer care. Put the adjectives in brackets in the correct position . 

Customer service is 1 .......................... absolutely .... Y~---· (vital) for small businesses. Why? Well, anyone 
who 2 .......................... is .......... , ...... ......... (keen) to compete with 3 ......... .. ...... ........ companies ..................... ... . 
(other) needs customers who want to come back again and again. 

So, how can businesses improve their service? The answer 4 .......................... is ......................... (simple): 
make sure the 5 .......................... people .......... ...... ...... .... (responsible) for customer service 6 ........................ . 
feel ......... ........... .. .. .. (valued), because they are your 7 ..... . .. customer service ............. . 
(main) asset. How does this help? Obviously, when staff 8 .......................... are .......................... (happy) with 
their work, customers 9 .... ............ ..... ..... feel .......................... (welcome). And how can you help staff enjoy 
their work? By using 10 ......... .... .. ........... feedback ........... .. ........ .... . (positive) . Managers usually only thank 
employees when they do 11 .. .... ... ........... ...... something .......................... (special). Why not thank them for 
doing what they're supposed to do? It certainly can't hurt. 

What next? Well, just more of the same. Thanking staff for doing a 12 .......... ....... ......... job ............ . 
(good) can mean the difference between 13 ........................ employees .. .. . . ............ (motivated) and 
14 .......................... employees ........ ....... ... .. .... .. (demotivated). Which do you want serving your customers? 

..... D 11 Complete these conversations by putting the adjectives in brackets in the correct order. 

1 CUSTOMER: What's on the menu today? 

... Adjectives 

WAITER: Well sir, we have some .. . !'?x~ .. fr~~~ --~!'.I .. 
(fresh/lovely/Scottish) salmon. I can also recommend the 
.......................... (spicy/tomato) soup. 

CUSTOMER: They sound good. I'll have the soup to start and 
then the salmon. 

2 RECEPTIONIST: Good morning, how can I help you? 
PAULA: Hello, it's Paula from Seymour Ltd. Can I just 

double-check our order, please? 
RECEPTIONIST: Of course. You wanted ............ ........ ...... (black/fifty! 

personalised) pens, didn't you? 

3 SALES REP: Where's your office? 
NEW CLIENT: It's on Lausanne Road, in that ..... .... .. ............. . 

(old/stone) building - number 62. 
SALES REP: Oh yes, I know it, next to the ....................... . . 

(luxury/sports) car dealer. 

4 PROPERTY DEVELOPER: So, if you look at this part of the diagram, you can see we've got a .............. .... . 
(square/thousand) metres of storage space in the basement. Above that there's a ..... 
(huge/shopping) area and behind the shop we have the ................ (customer/underground) 
car park. 

COLLEAGUE: Sounds good, doesn't it? 
PROPERTY DEVELOPER: Yeah, and don't forget the ....................... .. (busy/pedestrian) area out front. Thousands of 

potential customers per hour! 

0 29.1 Listen and check your answers. 

Make it personal 

Look around you. How would you describe each object in the room where you are? 
Use as many adjectives as you can • 



l3 Complete these extracts from business reports using the words in the box. 

known moving profile 

1 Today's telecoms companies face increasing demand for high-.... ~f/!~.,,. internet services. 

2 Feedback from customers indicates that they think our products are well-...... ...... .... ..... ..... . 

3 Sar,:isung is a world leader in the fast-......... .. ... .. .... ...... area of ~igh-... ....... , .......... ... ... products such as memory 
chips and mobile phones. 

4 Many wei l-... .. ... .. ....... ... .. , high-.... ..... ... .... ........ .. business leaders, including the Microsoft board; attended 
the· conference. 

5 Online retail is now a well-... ..... .... ...... .... .... way of shopping ind most problems were solved years ago. 

6 Our new, low-.... .. .... ... ... .......... solar powered laptop computer is selling we.II in Africa. 

I.I Read this email from a financial advisory service to its clients •.. Rewrite thewords in italics. using a suitable 
compound adjective. 

This month we are recommending Nevills, 1 an old British estate agents, with a strong record of growth. 
Nevills is 2 an expanding company with profits up 20% to £48m last year . • Its strong management team 
make it 3 an efficient company. It regularly pays a good dividend and could become 4 a profitable 
investment if the property markets recover as expected . Don't buy while the shares remain above 
120p, but any' fall below that price is a good opportunity to buy into this 5 famous company. For those 
who prefer 6 safe investments, consider buying government securities as ~ safe, secure home for your 
mo.ney. However, as the 7 dynamic stock market hits record highs, and the US markets seem happier 
about 8 advanced IT stocks, there seems to be no need to play safe yet. The problem with government 
securities is that they are only re~u rning 4% - not exactly a way to get rich quickly. 

Thank you for your support and we look forward to helping you again soon . 

2 

3 

4 

. ... . ·. 1e, • ••• • •••••• • •••••• • •• • ••• • ••••• • ••••••• • •• • • • ••• • ••• • •• • • • • • • • • 

·· ···•f ····· ··· ··· ···· ······· ··· ·········· ···· ···· ··· ··· ··· ··· ·· ·· ······· · 

Make it personal 

5 ... ..... ... ... ....... .... .. ........... ..... ....... ..... ... ... ...... ............ .. .. .... . 

6 .... ... .. .. ..... .. .. .. ... ... ....... .... ....... ...... .... ..... .. ....... .... ..... .. ...... . . 

7 ······· ····· ········ ·•·· ······ ···· ···· •···· ·· ······ ··· ·················· ·· ·········· ···· 

8 ········:1······ ···· ·········.:· ······ ······ ···· ··· ···· ···· ······ ····· ········ ··· ··· ··· ···· 

Think about your company and its products and services. How would you describe them in English? . 
Use some of the adjectives from this unit. 



-

Adverbs 
Read this advertisement. \ 

a Which'word tells you where the food is ~rown? \ 
~I . \. 

- ! hich word tells you h~w the ~o_pd iS-gr~\ n? . ~ ,....,~ 

c W jGh o/Ord tells you when the food is senf to c.ustomers? , 
- ~ ; ~ 

m What are adverbs? 

Adverbs add information about verbs, adjectives and 
adverbs. They tell us how, where, when or how often 
something happens, or about the speaker's attitude. 

We need to look at this carefully. (tells us how) 
My car is parked outside. (tells us where) 
We haven't had any complaints recently. (tells us when) 
Does she visit you often? (asks how often) 

l]J Forming adverbs 

81 You can form many adverbs by adding -ly to an adjective. 
If the adjective ends in -y, the adverb ends in -ily. If the 
adjective ends in -ic, the adverb ends in -ically. 

Adjective Adverb 

It's a direct way of We can contact customers 
contacting customers. directly. 
We were lucky and found a Luckily, we found a new 
new supplier. supplier. 
Economic development is The region is developing 
taking place in the region. economically. 

._ See Appendix 1 (Spelling). 

A Don't confuse adjectives and adverbs. 

We must look carefully at the cost before we decide. 
(not 110 FRust look careful et the cost) 

82 Some short adverbs do not end in -ly. These include: far, 
fast, hard, late, long, often, soon, well. 

The company's doing well. (not ~ ) 
Everyone's been working very hard recently. (not f161'€i!y) 

(!I Position of adverbs 

C1 These adverbs come after the verb (and object): 

• most adverbs of time, place and manner. 

I don't want to arrive late at the airport. 

Please send the invoice immediately. (not 5efttl 
iFRFRedietcl~l the iAvoice) 

• adverbs of frequency (e.g. daily, monthly, annually). 

The conference takes place annually. 

I 

j 

{;111111111,way 019t11tie /oods i~ 
All our food is produced locally and grown organically. 

Orders are dispatched immediately, fresh to your horn 

Cl These adverbs come between the subject and main verb: 

• adverbs of frequency which have an indefinite 
meaning (e.g. often, rarely, seldom, sometimes). 

We've rarely had any orders from Moldova. 

• adverbs which describe possibility (e.g. possibly, 
probably, certainly). 

Her fligh t has probably/definitely left by now 

• adverbs which show the speaker's attitude 
(e.g. actually, honestly, sincerely, personally). 

I honestly think we should postpone the sales conference. 

• short adverbs (e.g. also, always,just, only, really, never). 

We just need more time, but we also need more staff. 

If there are auxiliary or modal verbs, these adverbs come 
after the first verb. 

I have often wondered why part-time staff are badly paid. 
Could you also make a copy of the letter for mel 

If the main verb is be, the adverb comes after the verb. 

We are always ready to discuss any special requirements. 

C3 Adverbs can come at the beginning of the sentence for 
extra emphasis . 

Unfortunately, we've been having problems with our server. 
Yesterday, we had a visit from Head Office. 

A Don't use always at the beginning of a statement or 
question. 

I always prefer morning meetings. (not Alweys .' wefer) 

(iJ Adverbs + adjectives/adverbs 

01 You can use adverbs before adjectives, and before other 
adverbs, to make them stronger or weaker. 

The new office building was extremely expensive to build. 
I thought that meeting went really well even though it went 
on slightly longer than usual. 

02 Some adverb and adjective combinations are typical in a 
business context (e.g. heavily dependent, entirely different, 
remarkably/ broadly similar, highly competitive/profitable! 
successful/skilled, greatly reduced/ increased/improved, 
totally different/new/unexpected). 

The markets are heavily dependent on currency movements. 
The two reports are remarkably similar. 



. \ __.,_,ractu~~:::~~·· ~_...,--~~----~--~---a~~~--~~-'-~~--......;.. 
.... A,B D Complete these sentences usiflg adverbs formed from the adjectives in the box . 

annual complete economic efficient global lucky internal primary J'.eeenf" sudden 

1 We've had two progress meetings .. r.~~--- ·, one last week and one the week before. 

2 Worsman's Bank had a crisis and had to close within 24 hours. It all happened very ............. .... .... .... . 

3 This document should only be circulated ... . .. - it's not for outsiders to read. 

4 We have to stop thinking just about Europe and start thinking 

5 I needed to speak to Pietro in private . ..... ........ .. .......... . , he was alone in his office. 

6 We waste so much time. We must learn to do things more 

7 This fi ling system doesn't work at all. I think we should change it ....... ...... ..... ... ... . . 

8 The building is inspected .. ... by the health and safety pE:?ople. 

9 We .. ..... .. ....... ... ...... offer consultancy about web development, but we can also offer general IT services. 

10 We are dependent on Europe politically as well as .... ... .. ...... ... .... ... . 

.... B El Complete ,hese sentences using an adjective from the 
box in one gap and the related adverb in the other gap. 
It may be the same word in both cases. 

bad early economical fast ..geoct hard 
late long normal total 

1 a We had a very ... floCJ'*: ... year last year. 
Congratulations, everyone! 

b The company performed .. W..el:L ... last year. 
Congratulations, everyone! 

2 a Today is just a ................ day - meetings, 
writing reports, all the usual things. 

b We ....... ... ...... ......... spend our day having meetings, 
writing reports, all the usual things . 

3 a We apologise for the ........... delivery of your order. 

b We apologise for the fact that your order was delivered 

4 a The Zarison is a very 

b The Zarison performs very 

...... car - it uses very little fuel. 

...... - it uses very little fuel. 

5 a We took the ............... .. ....... . train to Brussels and were there in an hour. 

b The train we took to Brussels travelled very ......................... and we were there in an hour. 

6 a I have a very .. .. ... . ... .. .. .. ... flight tomorrow. I've ordered a taxi for 5 am! 

b My flight leaves very ... ... . ...... tomorrow. I've ordered a taxi for 5 am! 

7 a Their marketing strategy was a .. ... failure. 

b Their marketing strategy failed 

8 a She did a lot of ... .. ... ..... ........ ... work designing the website. We must thank her officially. 

b She worked so .... . designing the website. We must thank her officially. 

9 a The software has a ............. record of crashing during periods of high demand. 

b The software is known to perform .... .. .... ...... .... .. ... , and it often crashes during periods of high demand. 

10 a ltwasn'ta ........ .. ........... .... journey;wewereonlyontheplanefor45minutes. 

b The journey didn't last very .......... .... ... ........ ; we were only on the plane for 45 minutes. -



...... c1 IJ Complete this article about automated telephone systems by using the words in brackets in the correct order . 

In many large companies nowadays the telephone network is connected to a computer that acts as an 
electronic receptionist. 1 . .Th~ ~-!f?~ .. wee~ .~ .'P!"!'.~9 ~~- .. ~W.!"!'.~ .. .. (automatically I takes !the system 
I incoming calls) and checks the caller's details, using information from its database. This means that, for 
example 2 ... (the customer service department I instantly I the customer information 
I can I view) when they take a call. The customer is greeted by someone who 3 .... .... ..................... . 
(them I correctly I can I address). This person speaks to them as if 4 ... (they I the 
caller I personally I remember) and any previous calls they made. In this way 5 ..... 
(the computerised receptionist I helps I the customer I directly) and 6 .. . . .... (immediately I 
them I connects) to the person who 7 .... ..... ... .... . ..... ... (them I best I can I assist) . 

...... C2-3 II Complete these sentences by putting the adverbs in brackets in the correct position. 

- Adverbs 

1 She has .. 9:&:n .... done .. . training sessions for new staff. (often) 

2 We .... .... ........ need to search . the old customer database. (probably) 

3 ............ .... . .. .... .. 1 .. . .. ............. am ... here to answer any questions you may have. (a/ways) 

4 It's .. been .. . ...... a good year for us. Let's hope we can repeat it next year. (certainly) 

5 The company's .. . .......... done ......... well in the last three years. (actually) 

6 Does ...... ... ........... .. ... your company ..... employ ...... .... ........ .. ..... temporary staff? (sometimes) 

7 ............ .. ............ 1 ........ .... ... ......... bring ..... back useful information from my trips abroad. 

8 

9 

(always) 

..... I didn't get ........................ the contract. (unfortunately) 

.. 1 .•. ...................... have three days' holiday left this year. (only) 

10 ..... .... ..... ... .. .. ... . I .. . ................ attend meetings ...... .... .... .... . .... . these days. 
.... .... .. .......... ..... too busy. (seldom, usually) 

. ............. I'm 

...... D 11 Two colleagues are discussing possible locations for expanding their business. Complete their 
conversation by putting the adverbs in the box before or after the words in italics. 

I entirely heavily highly probably quickly rapidly leaft1 remarkably J 

ROGER: Twainhill is a 1 .... r.~ ... interesting 
big. Ninety thousand people! 

..... town. And it's 

CHARLES: Ninety thousand, wow! Now, Brig mouth also looks 
interesting. In fact Twain hill and Brig mouth are 2 ...... . ...... similar 

....... ..... The population of both towns has 3 ........ grown 
....... in the last five years, so we should 4 .... ... ........ .. give 

.... them serious consideration. They could be 5 ............... . 
profitable .. .. 

ROGER: I'm surprised they're so similar. I thought they'd be 6 ... ... ... .. .... . 
different .... Well, if we could open 7 ................. . outlets 

............... , we could really get an advantage over the competition. 

NORA: They're not retirement towns, are they? Because we're 
8 .................. dependent ... .. ..... on young professionals, out at 
work all day. 

ROGER: No, I think there's a good population mix there. 

Make it personal 

· Think of something in your job that you always do, something that you occasionally do (e.g. once a month) 
and something you rarely do (e.g. once a year, once every two or three years). Write three sentences about 
those things, using the three adverbs. 



Business talk: Giving your personal perspective 

(i) J;he,.ten ~pst comm~n adyerbs.used in sp~ken business Englis~. faU ,nt.o two groups. They show the 
speaker's attitude orviewpoin( or how cert~in the speaker' is.' People0ofteri use them to soften what they 
say, qr to make it less direct. 

• Th.ese adverbs show the speaker's attitude or way of looking at things: 
actuallX, basitaily, hopefully, 6bvio~sly, really. 

Note that actually means in facti in rea{ity. It .?oes,not mean at present / ;now,, 

Actually, Poland is a new venture for us. (in fact/ in reality) 

Hopefi11y, r :hx will be dbie tot isit some new equipmf~t states. (this is ; hatVwe hope{ 

•• Basically, we need to re-think 01cJr strategy. (this is the·most important thing) 

• These adverbs show how certain the speaker is about things: 
certainly, de6~itely, maybe, perhaps, probably . . \ 

,, Perhaps you'cJ/ike to see our c:atqlogye? (sefter l. less direct I more polite) 

/'II prob~bly i o to Warsa~ nexr month. (I'm not 1~0~ certain) 

Ar~'you ~efiriitely ctJnsid~ring ;~signing? (how c:e:tain are'you?) 

In informal spoken language people use these adverbs much mo.re flexibly, -often at the beginning or at the end 
of the sentence (as well as between the subject and verb). 

~ See sections'c2 and c3': " 

O A market researcher, Lena, is talking to a sales and marketing manager, David, about European consumer 
attitudes. Underline the most suitable adverbs in italics. 

DAVID: Len~, tell me a little bit about recent projects you've been working on. 

LENA: Well, 1 perhaps/basically, we've created a system for monitoring attitudes, preferences and needs across 
Europe, which manufacturers of fast-moving consumer goods, such as cosmetics or paper products, can use. 
2 Oefinitely/Hopefully, this will give them reliable information to support their products. 

DAVID: But ~ustomer attitudes towards fast-moving consumer goods have 3 really/probably been tested on a 
country-by-country basis in Europe many times before now, haven't they? 

LENA: Yes, they have. But in the early days market researchers tried to identify the differences between one 
country and another. Nowadays, the fast moving-consumer goods sector is 4 actually/maybe looking at the 
similarities with our friends across the rest of Europe. That's why, for example, we've seen pan-European and 
global marketing and advertising campaigns from the leading brands. 

DAVID: Yes, there have 5 certainly/basically been changes in.advertising policy. But is there an advantage in 
targeting a marketing campaign at just one country, 6 obviously/perhaps? 

LENA: Yes, 7 maybe/really. But I think that what our research 8 really/probably shows is that we have to think 
very carefully. 9 Definitely/Obviously, we are now one trading community in Europe, but there are 10 
definitely/hopefully still some important differences between the countries. 

0 30.1 Listen and check your answers. 

Make it persoPal 
Write five sentences about your company's future. Use adverbs from this unit to express how certain you are 
about these things and what your attitude to them is. 

-



Comparisons 1 (comparatives, as ... as) 
Read this extract from a letter on a website. 

a Which words show the difference 
between the old and the new company? 

b Which words show the difference 
between the writer and his colleagues? 

My company merged with a larger and more dynamic one some months 
ago. Its culture is qui te different to ours, w hich was pretty conventional. I find 
this attractive but my colleagues are more resistant to change than I am . I'm 
feeling isolated. 

fl1 Forming comparative adjectives and adverbs 

A1 I one-syllable adjectives and adverbs add -er cheap ~ cheaper fast~ faster 

f adjectives and adverbs of two or more syllables more ... expensive ~ more expensive often ~ more often 

, two-syllable adjectives ending in -y drop -y and add -ier I happy~ happier 

i adverbs ending in -ly more ... easily ~ more easily 

~ See Appendix 1 (Spelling). 

Some adjectives and adverbs have irregular comparative fo 

good/well~ better bad/badly ~ worse far/ far ~ further e farther is possible but less frequent 

A2 Some two-syllable adjectives have two comparative forms (e.g. friendlier I more friendly). One form is usually more frequent. 

@ The more frequent forms are: cleverer, easier, quieter, simpler; more likely, more costly, more friendly. 

IE) Using comparative adjectives and adverbs 

81 Comparative adjectives and adverbs compare two people or things. Use than before the second one if you mention it. 

Smaller companies can often change more quickly (than large corporations). (not mo,e quickly that lmge co,po,atiom) 

82 When you compare two different people or things with the same quality, or doing the same activity, you can use an object 
pronoun or a verb phrase after than. 

Do they supply orders more quickly than us? I than we do? 

@ With possessives, a pronoun is normally used, not a verb phrase. 

Last year their prices were higher than ours. (than ours were is possible but rare) 

B as ... as 
C1 You can use as ... as with an adjective or adverb to say things are equal. 

We try to keep our fees as low as our competitors. (not as lower as) 

C2 Not as .. . (as) and Jess . .. (than) are the opposite of more ... than. @ Not as ... as is much more frequent than less in spoken 
English. Less is not common before -ly adverbs or one-syllable adjectives. 

This year's sales aren't as good as last year's. Clients are ordering Jess often. 

I!] Comparing measures 

01 You can compare measures with twice I three times as ... as, and three/four times morel -er (not twice mol'el el'). 

My new laptop was twice as expensive as my old one, but it's four times faster. (or four times as fast) 

02 You can compare percentages with morel -er. 

Growth this year is 12% higher than last year. 

I 



..... A D Complete this magazine article about changes in business travel using the comparative form of the 
adjectives and adverbs in brackets. 

Business travel is growing 1 ... .f~w. ... (fast) than ever, as we travel 2 .. . ... . ....... ...... (far) to do business. 

But in many ways air travel is becoming increasingly difficult for the executive traveller. Long security 

checks mean we have to get to the airport 3 .. ..... ......... .. ... ..... (early) than before. As a result, airports are 

4 ............ ... ......... (busy), with 5 .. ............ .... .. .. ... (long) queues and 6 .. .. ....... ........ (frequent) delays. W ith 

the arrival of budget air travel, the departure lounges are 7 ...... ................... . (crowded) . Things will only 

get 8 .. .. ...... ...... .. .. (bad), as now they are introducing 9 . . ... ..... ..... .. (large) aircraft with over 800 

passengers. Travel will be 10 ... . ... .... (stressful) . Airlines should take business travellers 

11 ..... ..... , ..... (seriously) and work 12 . . ... (hard) to keep us happy. 

El Complete this review of two mobile phones using comparative forms of the words in the box. 
Add than where necessary. 

Dimensions (mm) Memory card Standby time Talk time Weight 

L 100 x W46 x 01 5.5 8GB 400 hours 8 hours 83g 
- ---

L88 x W48 x 013.5 1GB 350 hours 10 hours 101g €259.99 

big cheap easily easy expensive good heavy _torr§" long suitable thin wide 

As far as size is concerned, the Plexia is 1 .. Jorg\'ct'..l:J:1.o,ri ... the Tanyo, but 
the Tanyo is 2 .. .. ............ and 3 .. .. the Plexia. The Plexia 
fits into a shirt pocket 4 .... .... ... .. ... ..... ..... . You can talk on the Tanyo 
for 5 ....... ... ........... ..... on the Plexia before charging the battery, but 
you get a 6 .. .... .. ... .... .......... standby time with the Plexia. The Plexia's 
memory card is 7 ... .. .. the Tanyo's. At 101 g, the Tanyo is L 

8 .. ....... .. ... ........... the Plexia, so the Plexia is 9 .. . . ........... .. . to carry 
around. However at €499.99 the Plexia is 10 ....... .... ... the Tanyo, 
which is 11 .......................... other phones of this type. The Tanyo is 
therefore 12 .... ...... ... .. .... .. ... for business people on a budget. 

o oo 
' l w !1-.•• . arm;, . 'ffi'l 

IJ An employee is talking about a competitor. Complete the second sentence so that it means the same as 
the first sentence. Use a comparative form of the word in brackets and than + a pronoun or verb phrase. 

1 The sales team at Marston's all speak French fluently. We don't. 

They speak French . l>e#.e.r .. tn.o,ri tAS./ !;l:io,ri w.e: ci.o ......... ......... ..... ......... ..... ... .. ... .. ..... .... .. .............. .. ....... (good) 

2 Our average delivery time is three days. At Marston's, it's five days. 

We deliver ... . .. ....... ... ...... ... ... ...... .... ...... .... ... . (quickly) 

3 My colleagues are very friendly. The people at Marston's aren't. 

My colleagues are . . . . . . . . (friendly) 

4 Our sales team is very successful. The sales team at Marston's isn't . 

We can sell ... .. . ... . ... . ... . ... .... . ... . .. . . .. . . .... ... . .. . .. .. . ... . ... . .... .. ... . .... ... ..... .... ...... . ...... ... . .. .. ... . (effectively) 

5 The marketing department at Marston's has ten people. Ours has two! 

Their marketing department is .. . .......... .. .. .... .. .. .. .... . . . . . . ....... . . (big) 

6 We had a great year last year. Marston's results weren't very good. 

Our end of year results were. .. .. . .. ... .. .. ...... .. .. ... .. ... .. .. ... .. . ...... ... .. .. . . . .. ... . . . .. . .. .. .. . ..... ..... . (impressive) 

-



~ C IJ a Read these interview notes on two candidates for a sales manager position. Complete the phone 
conversation between the personnel manager (PM) and sales director (SD). Use (not) as ..• (as) or 
less . •• (than) and the words in brackets. Sometimes both are possible. 

Paola Lombaml ~Meyer 
Age 31 42 

Education Degree, MBA Degree 
Vean: in !:ales 3 7 

Managerial experience Just over a year 4 yean: 

Personaltty Quiet but confident Talkative, possibly 

a bit insecure? 

Internal test results CJS(IOO CJ5(100 

-·- ··- -·- --· 
PM: So what do you think? I mean, they're both good but I think Gisela is the better candidate. Paola was 

1 . ~~~ - \fllP.Y.~~~-~Y~ .l:i'.l~ .J .n.ot ~ \fllP.r.~s.s~VE!, .. ~ .. (impressive) Gisela. 

SD: Um, I think they're about equal. For me, Paola was just 2 ....... .... .... .......... (strong) Gisela. 

PM: But Paola's 3 ...... ........... .... ..... (old) Gisela and she's 4 .. . . .. (experienced). 

SD: True, but on the other hand Gisela's qualifications are S .. . . (good) Paola's. Paola hasn't 
worked for 6 ........ (long) Gisela, but Gisela is 7 ...... ............ ... .... (well-qualified) Paola. 

PM: How about personality? I mean Gisela was 8 ... ............ .......... (shy) and 9.. . .. (quiet) Paola. 

SD: Well, Paola was 1 O ...... ... ... ... .... ... .... (talkative) Gisela, but I actually think Gisela was 
11 ... .. .... .. ... .......... (confident) . And Paola's test results were also 12 .. . . ... .. ... .. (high) Gisela's. 
I'd like to offer her the position. 

0 31.1 Listen and compare your answers. 

b O 31.2 Practise the conversation with the recording. First take the role of the sales director. 

31.3 Then take the role of the personnel manager . 

....... D 11 Complete this extract from a handout at a training seminar using the correct comparative form of the 
words in brackets. 

The ABC of Selling 

A Look after your existing customers. 

1 A customer's lifetime value is .. rYl.~H .. ti.lYiecs 9r.e,aj;er ... (many times I great) than the value of their 
first purchase. 

2 It's ....... .. ....... ..... . , .. (six times I expensive) to sell to a new customer than an existing one. 
3 It can take . . . ..... . (three times I long) to get a new customer than to keep one you have. 
4 Existing customers spend their money ... .... ........... .. .. .... (33% I fast) than new customers. 

B Make your customers part of your sales team. 

S Existing customers are . . . ... . (three times I likely) to recommend you to their friends. 
6 Customers are.. . ...... (twice I likely) to talk about bad experiences as good ones. 

C Use your customer's own language. 

7 People are .. . .. ..... .. (four times I likely) to buy if they can do it in their own language. 
8 Internet users spend .. . .. ... . (twice I long) on a website in their native language. 

Make it personal 

Write about changes you have noticed in travelling or commuting to work. 
Or compare two candidates you have interviewed, or two colleagues you work with. 
Or compare two phones or pieces of equipment that you have looked at recently. 

- Comparisons 1 (comparatives, as ... as) 



_ ,.,.,_ .... ~Business talk: Modifying comparisons 
~ ~~~;~ ~ \ R "I~ ,ti ttmr;·, ; ~t~ , . · 

BusioE!ss' people often make comparative adjecti\ies d adverbs stronger .or weaker Witli these expressions. 

Stronger: Living costs are much I far I a lot 
Wea~e·r: The future is slightly I a bit I a little la little bit 

higher I more expensive. 
less certain. 

!t 
A In. very formal contexts don't use a lot 9r:a (littl,l bit • .Use mucHt farlsignificantly!considera.bly or slightly/ 
ll.ttte' ' , n · . '' 1 ·1,p ·• . 'Ii' :li • .. . i;;!~r " · 

~ • •. ' f -~-,-. . i 

Sometimes people repeat comparative forms to emphasise big changes, or changes over a period of time. 

ProRerty is getting more and more expensive, so it's becoming harder and.harder to recruit staff. 

People are less and ,ess ltkely to ,;ycirk rtear to 
, ,1l ''; .'::"17·,r ''l) 1W'!! ' 

m A manager is talking about his business over the last year. Make the words in italics stronger(+) or weaker 
(-) by using an expression from the presentation above. Sometimes more than one answer is possible. 

It's been a really tough year. We've had to work 1 (+) .... P.-: .~Im~9.1J:f~c ... harder to achieve the same 
results as last year. And it's been 2 (+) ........ .... .. ..... ,,+ ............... ... , .... . UJRre difficult for me personally because 
my boss is 3 ( +) .... ...... ............................ .... .. . less involved with day-to'lday tasks - I hardly ever see her. 
And I also meet with my assistant 4 (-) .. .... .. .. ............... .............. ...... less often. Everything is changing 
5 ( +) .. . . .............................. .. .. .. . faster than we realise - it's hard to keep up. With all the new systems the 
company has become 6 (+) ................ .. ...... .... .. .......... ..... more bureaucratic- they say it's to cut costs. I'm not sure 
it's made a difference. Maybe we are working 7 (-) ......... .. .. ................................ more efficiently, but not much. 
Every little helps, I suppose. 

fJ Rewrite the words in italics in the same manager's written report using more formal expressions. 

I 
! 
! 
! 
j 
! 

This has been an extremely difficult year for the 

department, and staff have had to work 1 a lot 

harder to achieve the same results as last year. 

The new accounting system was 2 a lot more 

difficult to use than we had anticipated. It was 

also 3 a lot more expensive. Although it has 

made our department 4 a bit more efficient, we 

have spent a great deal of our time on software 

problems. In addition, changes to the reporting 

structure have made staff 5 a bit less confident 

about their own responsibilities. In future I 

recommend that as a management team we 

should try 6 a lot harder to communicate the aims 

of all these changes 7 a bit more effectively. 

•nnmn mm;; m•nttrt:¥ ;;, ; 2E£ a;: o z li ~ A " 

Make it personal 

2 .... rr.~9.1/fw./~i,g.l'.l.~~/(,!1!')~!4.qaj:>4' .. .. 

3 .......... .. ... .. ............... .. .. .. .. ..... .. .............. .. .. .. .. .. 

4 ... .. ..... ...... .... ..... .. ............ ....... .. ..... .. .. ... .. .. .. .. .. . 

5 .......... ..... ... .. ...... ............. .. .. .... ....... .. .... ....... .. .. 

6 .. .. ................ ....... ....... .... ....... .. ....... .............. . .. 

7 ............ ... ... .. ....... ..... .......... .. ... ......... ..... ....... .. . 

Write about recent changes in your workplace, using the expressions in the presentation above. 

1 Compare one aspect of your company's performance this year with last year. 

2 Compare the computer you use now with the one you used five years ago. 

3 Compare two jobs or two bosses you have had. 

-



Comparisons 2 (superlatives, comparing with verbs) 
Read this extract from a blog. @©• - ___ vlll~c===:J • ~~-=================================~ B 
a Which adjectives describe Wal-Mart? 

b Does the writer think any other stores 
Think about it: why is Walmart the biggest and most profitable business in 
the country? It's because they offer the lowest prices of any store in America. 

are bigger and more profitable than 
Wal.:'°Mart, with lower prices? 

' ( 

rJ Forming superlative adjectives and adverbs 

A1 
·-------- ----- -----------

short adjectives and adverbs add -est 
-------------··-

adjectives and adverbs of two or more most/least ... 
syllables 

two-syllable adjectives ending in -y drop -y and add -iest 

~ See Unit 31 (Comparisons 1) and _. Appendix 1 (Spelling). 

Some adjectives and adverbs have irregular superlative forms. 

,-------------------------- --·------------

cheap ~ c__~eapest fast~ ---· 
expensive~ most/least expen 
carefully~ most/least careful/ 

busy ~ busiest 
-----------

good/well~ best bad/badly~ worst far/far~ furthest @ farthest is possible but less frequent 

A2 Some two-syllable adjectives have two superlative forms (e.g. friendliest I most friendly) . One form is usually more frequent. 

© The more frequent forms are: -est: costliest, friendliest, simplest, wealthiest; most: most common, most (un)likely. 

I]) Using superlative adjectives and adverbs 

81 You can use a superlative to compare three or more people or things. The superlative shows that one person or thing has 
more (or less) of something than the others. 

We bought the best and most efficient air conditioners on the market. 

In spoken English people often use superlatives to compare two people or things. 

@ I've got two designs to show you. The blue one's the cheapest, but which do you like best? 

82 You can use a superlative adjective with the or a possessive (e.g. your, the company's, Italy's). With a superlative adverb, 
you do not have to use the. 

Sales in June were the I our highest. Sales to Asia are growing (the) fastest even though we go there (the) least often. 

83 After a superlative, use in (not ef) before places and organisations (e.g. in the country!world!company!department). 

Wal mart is the biggest business in the US. (not of the US) 

A Use ofto introduce other things you are comparing and time periods (e.g. of my life ! the last ten years/the century). 

Hyundai is the largest of the conglomerates in South Korea. Leaving my job was the worst decision of my life. 

84 You can use superlative adverbs before adjectives that are present or past participles (e.g. developing/developed). 

Mobile communications is the fastest growing area in the telecom sector. Our logo is probably the best known in the world. 

BS You can use ordinal numbers (second, third etc. but not first) before a superlative to order things. 

Intel is the world's second most successful computer company after Microsoft. 

m Making comparisons with verbs 

You can use more, less and (the) most and (the) least as adverbs. 

Computers cost less now than (they did) in 2004. Unemployment hurts young people (the) most. 

_. See Unit 35 (Quantifiers) for comparisons with nouns. 



~ A II a Complete these questions using superlative adjectives and adverbs. Use least where you see +. 

~ A,81-3 

~ 84 

Thinking of relocating in the EU to cut costs, or to improve your business prospects, or even your 
lifestyle? How much do you know about the EU? Do the quiz and find out. 

1 Which country has _ttll!._ 1¥.9e.:;t ... (large) population in the EU? 

2 Which three countries have the EU's .. ................ (expensive) workforce? 

3 Which country in the EU has Europe's ... . ..... ... (old) population? 

4 In which country do people live ... ... ... . (long)? 

5 Which two countries have .... .. (low) retirement ages? 

6 Which EU country is ... (wealthy) in terms of per capita GDP? 

7 Which capital cities in the EU have ... .. ... ................. (happy) citizens? On the other hand, 
which have .. ... . (t satisfied)? 

8 In which EU cities do the public transport systems run . . .. .. .... ... (efficiently)? 

9 In which EU countries do citizens feel .... (secure)? 

b O 32.1 Do you know the answers to the questions in Exercise 1 a? Listen to a radio programme and 
check your answers. 

IJ Find and correct the mistakes in this consultancy report for AC Transport. There is one mistake in each 
sentenc·e. 

the 
1 AC Transport is A largest transport company in the UK. 2 We are also the most respected company of 
the country. 3 Customers say we are still the most best transport company in the North. 4 In the last 20 
years we have grown the fastest in all our competitors. 5 However, we have recently lost our most big 
contract. 6 Last year was our least good since we began. 7 AC Transport could become least competitive 
transport company in the region if this continues. 
8 Analysis has shown that the personnel department greatest problem is keeping experienced drivers. 
9 These drivers travel most far and take the most time off for sickness. 10 This is especially true in the 
busyest months of the year. 11 Various solutions have been discussed and the effectivest one is to reor­
ganise operations so that drivers drive shorter distances between stops. 12 We also need to ensure that 
our best drivers are away from home the less often. 

II Complete these sentences using the correct superlative adverb and adjective form of the words in the box. 

bad/pay common/ask dense/populate environmental/damage good/protect 
~ physical/demand rapid/expand wide/use 

1 British business is not ... J;l1.e. ir.o.s.t.)1~vi!.!J_ r:~~-t.aj;e4 . in Europe and its workers are not 
... either. 

2 The Consumer Price Index, which is prepared by the US Bureau of Labor Statistics, is 
measure of inflation in North America. 

3 Tourism is one of the biggest and 
it is also one of .... 

.. ... .... .. ........... business sectors in the world. But in many regions 

4 'Why are you applying for this position?' is probably ... ... .... ..... .. question at job interviews . 

5 

6 Why are 

.... ... ... . .. countries in the world are Rwanda, Monaco and Singapore. 

...... ... ......... .. jobs such as fishing, mining and construction often some of 
. ? 

_,,.. 
'· 

-



II Complete this business report using the correct superlative form of the adjectives profitable and large. Use 
ordinal numbers (second, third, etc) where necessary. 

, 
~ 

Most profitable 
companies in US 

45...---------, 
40-+--=--------t 
35-Hlm-------1 
30-Hlm-----~-· 
25 -1-11-----------~ 
20-1-11-----"--1----•- .--t 
15-1-11• - --1"--1----o--.-~ 
10-t~---- ---t• - - --·· 
5 ·+-••- ---·---ll· - --- -
0-+-" ...... --....... --....-L.,-~ 

• Profits ($ billions) 

Biggest companies 
in US 

400.00....---------, 
350.00-t~----------t 
300.00-t-11---e-------l 
250.00-t -••- ----·---· ····------ - --l 
200.00 
150.00-1-11.-----1---t---·• ­
l 00.00 1- • ---1• - --1---1--- • 1-1 
50.00-t~m--• ---1• --• 1--.-1 

0.00-+-"--..--....... --......-....... ~ 
ct' ~ ~ § .t 
~ o.S§.~ 

tr ~ ~ ~ ~ 
:::- ,::- ...... (.) ,0 

..'!1 R t!' ~ 
-,:,"<: 0 ~ ,? 

~'t) c.ji cJ 

• Revenues($ millions) 

Biggest companies 
worldwide 

400.0....---------~ 
350.0-t--.-~~----I 
300.0-t-11• - --1-----<-----· 
250.0-t-11--- ----- 11• -

200.0-t~--- - ---l---t---- • 
1 50.0+-•·- -----· -
100.0-t~---- ---l· - - - ---· 

,_ 

50.o-1~.--• ---1--- ••-
0.0,.....--,.--....,......--,.....-L-r---i 

ct''~~~~ 
~ '§ ~ .s tr ~ vj .-R 

"- ,::- ~ "<: 
~ 0 ..!} ~ 
~ ~ Q.:::, ~ 

-,:, <iJ ...... ~ 
~'t) ~ (.j 

l:f 

• Revenues($ millions) 

In 2007 Walmart remained 1 . . t:11.e. .~ge.~.t... .. company in the US, and was also 2 

company in the world. However, Exxon Mobil was 3 .... ........ .............. company in the US by far, earning 

$39.S billion. It was also 4 ........... ... .... .. ...... company in the world in terms of revenues. Other oil giants 

followed close behind: Royal Dutch Shell was S. . ...... .......... company in the world and BP was 

6 ......... , ................ . 

7 .................. ...... . company was UAL with a net income of $22.9 billion. Profits at Citigroup fell by 12% 

to $21.S billion, but the banking giant Still ranked as 8 ··· ··:··:, ············ .. company in the US. General 

Motors was 9 ....... ...... .... ......... company in the US and 10 ........ ..... ............. company worldwide, but it made 

losses of almost $2 billion . 

...... c El Read the information about an accountant, Karim. Complete what he says about the recent changes to his 
job using more, less, the most or the least. 

Karim didn't use to enjoy his job. He travelled a lot and didn't spend much time with his family. Then a new 
manager changed the work of the auditing team, which affected Karim more than anyone else. He's now 
happier. His colleagues travel more often, but he's able to concentrate on key customers. 

1 I'm enjoying the job ... . IYl<>re. ..... now . 

2 Basically I'm travelling ... .... .. ... . .... - in fact I'm probably travelling .. of all us. 

3 It's nice for me. It means I can be at home .... , see the kids, you know. 

4 The changes my manager brought in affect everybody, but they probably affect me 

5 I'm dealing with the big accounts ... ... .. .. ... ... ..... .... . They need looking after ........................ . . 

6 I guess I like her ....... . . ... ... than my old boss. She understands customer care 

Make it personal 
Answer these questions and give reasons for each answer. 

In your department ··· .. 
• who works hardest? 
• who handles problems most or least successfully? 
• who comes to work late most often? 
• who's the most efficient person? And the least? 
• who's the best at managing their time? Who's the worst? 

- Comparisons 2 (superlatives, comparing with verbs) 

...... . than him. 



IJ 

1 'Thanks very much for the pr 
I wish to thank you .. .. mt>.~t .~." .. 

2 'I was really worried when you 
lwas ...................................... tol 

3 'Thanks for dinner. It was nice 
Thank you for your hospitalitx 

4 'Well done!'~ 
We would like to send you our; ,:1 

S Tm sorry you're going:~ 
I was ....... ............................... to'! 

6 'What you're working on is rea 
Your new project sounds ..... ,::_.:. 

7 'Your reps seem really good:.;; ;. 
Wewere ..................................... ,l:>y 

8 'Can you send me a catalogu¢Y--t 
I would be ............................. , .. . :, { l 

2 

3 

Make it personal 

at they have a similar meaning to theinf61:n:t~I spo~enc ·· 

; , . , -Li. · ::_ ... __ .: =~-----"---~--,.··- . ·-- ·- , ~. I. 
interesting __ sincere ~ -- ~houghttu1 I 

........ congratulations. 

d me a catalogue. 

ions. Use the examples from Exercise 6to help you. 

· ········· • ·• • •••••••• • ••••••••• • ••••••••••••••••••• • ••--•L . ; ••••••• • •• • •••. • ••.•• •. , .,,,,, • • • •••• • •••• 

-



Being an active listener 
Read this conversation. 

Who is the more active listener, Tony or Diana? Why? 

Rita 

Tony 

ri1 Showing you are actively listening 

You can show you are actively involved in a conversation by responding to what people say with these expressions. 

congratulating someone A: I've just been promoted to senior manager. 
B: Congratulations! That's great (news)! That's wonderful/fantastic. 

wishing someone good luck A: I've got an interview at Westrak tomorrow. 
B: Good luck! 

to someone who is about to A: Right. I'm leaving for the airport now. 
travel B: OK. Have a good trip. I Safe journey. 

reacting to problems and A: We've lost a lot of customers because of the strike. 
bad news that affect you and B: That's a shame/pity. I That's awful/terrible. I That's bad news. 
others A: The server's crashed again. That's the second time this week! 

B: Oh dear! I Oh no! 
(Oh no! is stronger than Oh dear!) 

reacting to bad news that A: We didn't get the Agra spec contract after all. 
affects others B: Oh, I'm sorry (to hear that). I Never mind. I Better luck next time! 

showing general interest A: We sell more plastic containers in Moldova than any other country. 
B: That's interesting. !How interesting! I Interesting. 

showing surprise A: Tim son's have gone bankrupt! 
B: (Oh), really! I Wow! I You're joking! 
(These can all be used together. Wow! am;l You're joking! are more informal than Really.0 

I]) Responding positively using That's ... 

@ The ten most common words which people use after That's when they respond positively to what someone says are: all 
right, correct, excellent, fine, good, great, interesting, OK, right and true. 

general positive reactions A: We've had a record year so far. 
B: That's good/great/excellent! 

agreeing with someone's A: Obviously, there's more margin on some products than on others. 
point or opinion B: That's right. I That's true. 

agreeing to an arrangement or A: We're aiming for the 30th of this month for the new web pages. 
a decision B: That's fine/OK. I That's great. 

confirming a fact or a piece of A: So, that's 30,000 units by end of March? 
information · B: That's right. I That's correct. (more formal) 

saying that something is not a A: We may need about five days. 
problem B: That's OK/all right. 

People often use these words on their own, without That's. 

A: We're aiming for the 30th of this month for the new web pages. 
B: Fine/Great/OK. 

- Being an active listener 



Practice 

...... A D Match the statements (1-8) with a suitable response (a-h). Sometimes more than one answer is possible. 

1 I just heard I've been promoted to area manager! ~ a That's a pity. 

2 I didn't get the job at Winntek after all. b Good luck! 

3 Two major UK banks have just collapsed! c Congratulations! 

4 Dolmora have three branches in South America. d Oh, no! You're joking! 

5 We're going to get a big bonus this year, I heard. e Never mind. Better luck next time. 

6 I'm flying to Berlin tomorrow. See you next week. f OK, safe journey. 

7 I've got my driving test tomorrow. g That's wonderful. 

8 I won't be able to join you for lunch today. h That's interesting. 

...... A EJ a Complete these responses using a suitable expression from A. Sometimes more than one answer is possible. 

1 A: I've failed one of my accountancy exams. 

B: Oh, I'm sorry to hear that. Never mind ..... ~~!#.t . ..lM.<*-.. 1'.'~?<Lw.r.h ... 

2 A: Three new electronics factories have opened j ust in that one small town this year! 

B: Wow! .................................................. That's amazing! 

3 A: Right. I'm setting off for Madrid now. 

B: OK. Safe journey .... ..... .. . . . ...................... Bye. 

4 A: We're going to have to close some branches - we're losing money. 

B: Oh dear! .. 

5 A: We've just heard we've won a design gold medal! 

B: Oh! Congratulations! 

6 A: We won't be able to exhibit at Expoenergy this year. The dates don't fit. 

B: Oh dear! ....... . 

b SS 8.1 Practise the conversations with the recording. Take the role of B . 

...... B ID Write positive reactions to what these people say using expressions with That's. Sometimes more than one 
answer is possible. 

1 A: So, shall we say 4 pm on Wednesday 26th for our next conference call? 

B: That's .. gr~/:fu:i~/.91'-..... . 

2 A: So I can contact you on 745 538, and that's a direct line? 

B: That's 

3 A: Sales are up for the third quarter running. 

B: That's.......................... ............. . ... .. .... ...... . 

4 A: I'm afraid delivery is going to be delayed by a day. 

B: That's. . ..... It's not a problem. 

5 A: Customer support is just as important as selling. 

B: That's. .............. . ........ .. ...... ..... . 

6 A: They're giving me a lovely big new office all to myself! 

B: That's ............... .. .. .......... ............ . ..... .... .... ...... .... ! 

7 A: OK, so we'll have two more meetings before the launch date. 

B: That's. ....... ............. . ............. ......... . 

8 A: So the current rate is $1.45 to the pound, yeah? 

B: That's ............................................................................. . 

O SS 8.2 Listen and compare your answers. 



~ Test 8: Units 29-32 

1 Complete these descriptions from an office supplies catalogue using the positive or negative adjective 
forms of the words in brackets. 

The Marbella chair (£29.99): A 1 ... b.~M!AL . (beauty), 2 . . .. ...... . (luxury) leather chair. We only 
have 3 ... ......... ............ .... .. ..... . (limit) stock of this model, so hurry while stocks last. 

Floorex Chair Mat(£ 19.99): This is an 4 ................ .... . (economy) and 5 ... ...... ........ . .... . (ease) way 
. .. .. (suit) for carpet) to protect your office floors. (Warning: for hard floors only; it 's 6 . 

Bisworth storage cabinet(£ 129.99): This is an 7 .. . .. (expense) solution for storing office 
supplies, ideal if your budget is limited. (This model is installed by our 8.. . .... .. ... . (profession) 
9 .. .. .. .. .. ..... . .. (assemble) team). 

Office Finance 2.1 (£138.98):This software package makes 10 . 
simple, letting you pay employees and safely store 11 . 
suppliers, products and employees. 

For more 12 ............ ... ....... . ......... ... . (excite) offers, visit our website. 

. .. ... (finance) management 
. ... .. (value) records for customers, 

2 Put the adjectives in italics in the correct order and add commas where necessary. 

2-
1 Align Technology, a medical I Californian products company, produces plastic I removable I dental 

appliances manufactured for each individual patient. 

2 The BISYS Group is a US I independent I leading provider of information and investment outsourcing 
solutions to financial I international I 20,000 institutions. 

3 Callaway Golf produces and markets golf I innovative I high-quality clubs, balls and other accessories. 

4 Earth coat makes environmentally-friendly I industrial I new coatings, as well as organic I traditional paint. 

3 Complete these sentences by putting the adjectives in brackets in the correct position. 

greo..t cone.em ed. 
The failure of the project was a A shock to all team members A. (great, concerned) 

2 The owners have decided to sell the company, but it will be a process. (present, long) 

3 Product lines by the economic downturn include luxury goods such as perfumes. (affected) 

4 Some money is missing from the safe and I want to know who is. (responsible) 

5 Rising energy costs have forced us to keep prices. (high) 

4 Complete these sentences using the adverb form of the words in brackets in the correct position. 

i.mm ed..i.a.te.41 
I'm flying to Moscow A after I get back from New York. (immediate) 

2 The Sub-Saharan energy project went. We ran a similar project in Asia. (also, good) 

3 Have you worked here? (long) 

4 What's the best advertisement you've seen? (late) 

5 I can't come to this week's meeting, but I can make next week's. That's a promise. (definite, unfortunate) 

6 In a job interview, try to answer any questions. (honest) 

7 Your appraisal is due, isn't it? Are you nervous about it? (soon) 

8 I've seen such impressive results. You deserve your bonus. (rare, real) 



5 Look at the words in italics. If they are correct, tick(,;") them and correct them if they are wrong. 

The Association of Chartered Certified Accountants believes that UK companies need to ensure that their 
1 annually reports are 2 meaningful and accurate for readers. Presentation is 3 importantly, but shareholders 

. 4 will read always these reports more for business than for their 5 well design. 

Company reports 6 just should not focus on the past year's achievements but 7 should think about also the 
future. 8 Unfortunately, 9 reports often focus on 10 well news and avoid addressing future challenges. 

Companies 11 need to think careful about how they can 12 effectively inform shareholders and provide them 
with the information they require. Our advice to companies is to 13 work hardly at explaining the things that 
14 real matter to the people reading their reports. 

1 o,.t,ril.(ci.µg reyqrt~ 5 9 13 

2 . .( 

3 

4 

6 

7 

8 

10 

11 

12 

14 

6 a Make the comparative and superlative forms of these adjectives and adverbs. 

big b.i.9.ger. tJ:'le: bi.gge,s.t cheap 

good 

bad 

expensive 

cheaply 

easy 

easily 

b Read these extracts from an article about locating a business in different North American cities. 
Complete the sentences using the correct form of the words in Exercise 6a. Use much I far I a lot I slightly 
I a bit I a little I a little bit or second, third etc. when appropriate. 

New York City Chicago Los Angeles 

Population (ml 8.1 2.9 3.8 

Office costs ($ per m2 per month) 110 99 85 

Salary ($000) 47,395 46,250 41,245 

Apartment rent ($ per month) 1,600 910 941 

Easy to do business* (world ranking) 2nd 5th 17th 
•Mastercard survey of world cities 

Where should we locate our business? 

1 If you want a big potential market, choose New York; it has tl-i~ b.i99~~L. population of the three. 

2 If you want to keep office costs down, go to LA; office leases are not as ... ..... .. ... as Chicago or New 
York. Chicago has .. . .... ................ leases of the three cities at $99 per m2• New York offices are 
at $110. 

3 Salaries in New York are only ..... than in Chicago. Salaries in LA are 

4 Compared to New York, you can live ............. ........ ... in both Chicago and LA. Rents in Chicago are 
.. .. ... ... at $910 per month. 

5 Finally, in Mastercard's survey of cities around the world, New York was ranked ....... place to do 
business (London was number one). Both New York and Chicago are .. ..... ... ....... ... .. places to do business 
than LA, which only came seventee.nth. 

-



Countability and number 
Read this introduction to a presentation, about 
mar!s,et research. 1 Market research is essential to understanding your 

~ fhich nouns in italics are singular (~ e tro\ i~g)? . customers and your competition. Market research can 
I also identify trends that affect sales and profitability. But 

b Whicfi Aouns in italics are plural (two or • · ~ j successful market research takes planning and strategy. 

~ more things)? - ------------------------- ~ 

-

1:.1 Countable and uncountable nouns 

A 1 Countable nouns are people or things you can count as separate, individual items. 

a manager a job an idea a few ideas two women ten computers 

A2 @. Uncountable nouns are things that you cannot divide or count. Here are the most frequent in spoken business English: 

accommodation documentation feedback health luggage paperwork 
advertising employment furniture help machinery permission 
advice equipment guidance information marketing progress 
cash evidence hardware literature money publicity 

l]J Using countable and uncountable nouns 

81 Countable nouns can be singular or plural. Uncountable nouns do not have a plural form. 

This new job is a great opportunity for me. I have lots of opportunities to travel. 
Can you arrange (some) accommodation for ten visitors? (not eccommodetions) 

82 You can use a/an with singular countable nouns but not with uncountable nouns. 

We had a meeting and made (some) progress. (note progress) 

research transport 
software travel 
traffic weather 
training work 

83 Singular countable nouns need a determiner (e.g. a/an, my). You can use an uncountable noun without a determiner. 

Research is expensive. We paid £6,000 for this report. (not for report) 

84 Countable nouns can take a singular or plural verb. Uncountable nouns always take a singular verb. 

My boss has a PhD. My colleagues are all graduates. 
This software is out of date and needs updating. 

[!I Nouns that are countable and uncountable with a different meaning 

Countable 
Small businesses are our future. (companies) 
Do you want a coffee? (a cup of coffee) 
Going to Asia was a great experience. 
Do you get a local paper? (a newspaper) 
We're short of meeting rooms. 
We run competitions as part of promotion. 

Uncountable 
We do business all over the world (the activity) 
No, thanks, I don't drink coffee or tea. 
I have no experience in sales. 
I didn't have any paper so I couldn't take notes. 
Our office is full. There's no room to expand (space) 
Is there much competition? (companies/products) 

[!] Talking about amounts and measures 

You can use these expressions to talk about an amount or an example of an uncountable noun. 

measures and containers: a litre of oil, 15 tonnes of cement; a bottle of water, two tins of paint 
a piece of/ a bit of+ advice, equipment, evidence, furniture, luggage, machinery, news, paper, publicity, research, software, work 
a bit of+ advertising, cash, feedback, fun, luck, money, progress, traffic, travel 

A Don't use a bit of in formal writing . 

..,... See Unit 35 (Quantifiers) and Appendix 3 (North American English). 



...... A, 81-3 

...... A,81-3 

D Complete these sentences using a pair of words from the box. Use plural forms where necessary • 

fil;.(arnITTeElatio,, i 1uret 
equipment - projector 
advertisement -

1 It was difficult to find .ll@.fll!YJC>M,ti.(>ri ... as all the .J1qt4~ ... were full. 

2 There was a lot of ........................ to do to get visas. I forgot a vital ..... ...... the day we went to the 
embassy and we had to go back the next day. 

3 We had to wait ages at the airport for our .. . ........ , and the airline lost one of my .. 

4 Our .................. ....... didn't arrive and we had to borrow a .. . . .... .. for our presentation. 

S There weren't enough .......................... in the room, so people were sitting on other 

6 We got good .......................... on our presentation - we didn't get a negative .. . .. from anyone. 

7 Unfortunately, we left all our promotional. 
between us. 

. .. on the plane, so we only had one 

8 We had put ... ...... in the local papers, which gave us good .. 

EJ Find and correct ten mistakes with articles and plurals in these extracts from websites . 

2 

A popular internet marketing tool is;,pay-per-click 
advertising. It generates instant traffics to websites. It is 
investment and you will need to spend money without the 
guarantee of return. Visitor may click on your site but this 
does not mean an automatic sale or order. 

~ 
I 

l 

Running a business is all about managing financial informations and cash. 
So you need accounting softwares that can tell you in an instant what your 
financial position is. Our software packages are market leaders and we 
also provide trainings to support you and your staff. We'll even give you a 
guidance on the best hardwares to buy. 



.... A,B 

.... A-C 

IJ Complete these extracts from a staff handbook using the correct present simple form of the verbs in 
brackets. 

Work 1 . J~ .. ... (be) important in all our lives but some people 2 .. ... ..... .. (find) their jobs a major cause of stress, 
especially when unemployment 3 .. ..... ...... (be) high. Research 4 ...... .... ... (show) that stress can be a major 
contributor to ill health. Ill health often 5 .... ......... (lead) to absenteeism and poor performance. The evidence for 
this 6 ... ...... .... (be) overwhelming. So the health of your employees 7 ....... .... .. (be) directly linked to the health of the 
company. Managers 8 ............. (need to) watch for signs of extreme stress. 

* * * * Some of the machinery in the workshops 9 ...... ...... . (be) dangerous, so use with care. All equipment 10 .. .... .. .. .. (be) 
checked daily and there 11 ... ....... ... (be) documentation for each machine on file. Make sure machines 
12. .. (be) turned off after use. Permission 13 .......... ... (be) required to borrow tools for personal use. Permits 
14 .... ........ (be) available from the office. 

* * * * Transport to and from the city centre 15 .. ... (be) provided free of charge. Coaches 16 ............. (leave) every half 
an hour between 5 pm and 7 pm. The last coach 17 .. ... ........ (depart) at 7:15. Employees who 18 ... .......... (wish) to 
use the bus service must contact personnel. 

* * * * 

El Underline the correct words in italics in these extracts from an interview at an advertising agency . 

1 INTERVIEWER: What an awful weather I ~! s I: How many jobs I works have you had? 

CANDIDATE: Yes, it's been so wet lately. C: About five. 

2 I: What'Hhe hotel like? 6 I: Do you have experience I an experience in TV 

C: Nice, thank you. I have nice room I a nice advertising? 

room. e: Yes, I once got an agency to do a marketing I 

3 I: How was your journey here today? 
a campaign for the launch of a shampoo. 

C: Well, there were I was bad traffic in the 7 I: Tell me about your company. 

centre. c: Well, we're small business I a small business. 

4 I: Do you travel much as part of your current job? 8 I: Who are your competitions I competitors? 

C: Yes, I do about four trips I travels a year. e: There's a lot of competition in our business. 

IJ Complete this business lunch conversation between friends using a bit of, a piece of or an appropriate 
container or measure. 

ARIANNA: Would you like to share 1 .. 1.1-: .~0.~ .. o.f . .. mineral water? 

BRONA: Yes, OK. Can I get 2 .. . ... .... .. . orange juice, too? 

ARIANNA: Sure. Now, I'd like to ask you for 3 .. . ....... . advice, actually. I've had 4 .. luck on the 
stock market and I've made 5.. . ....... cash, and I want to start my own company. 

BRON A: And you need 6 .. .. .......... .. ..... .. help from me? 

ARIANNA: Yeah. I've developed 7 .. ..... .. .... ....... .. .. .. software that searches the web. I'd like you to help me do 
8 ... .... ................ .. advertising. We could both make 9.. . ... .. money on it and have 10 .. 
fun, too. 

0 33.1 Listen and compare your answers. 

Make it personal 

Answer these questions. 

In your company who is the market research done by? How about the advertising? 

How is training organised? 

Do you feel you are making progress in your career? 

- Countability and number 



hese minutes from a meeting. 

· Health and safety 
Gire 

Ms Gera said that safety glasses i& now available in the workshops. She reminded the meeting that work 

clothes are provided and that shorts is not allowed in any work area. 

New furniture and audio equipment has been bought for the recreation room. The staff are reminded to 

treat this with care. The union has asked staff to report any misuse. 

The premises are now patrolled at night by NB Security. 

Company performance 

The management team is pleased to announce that earnings from investments was 10% up on last year. 

The news in Asia are especially encouraging. In contrast, exports to the EU was 2% down. 

Staff benefits 

Mr Binder said that the company is taking advice from ALD Insurance on the pension scheme, which 

have a shortfall. Changes to the current scheme is inevitable. ALD Insurance is due to report next month. 

arform. 

-



A 
~ ~,.. 

· Articles 

Read this extract from a website. 

a Which nouns are used with articles? j 

· ;,,,..-.,b- Which nouns are used with no article? Busi ness.gov is the off icial business lin k to the US Government . m 
It is managed by the US Small Bus iness Admi nistration. It provides I 

an access point to government services and information to he lp l 
the nation's businesses w ith their operations. 

..,Seetlnlt 33 (Countability and number) . 
..,., 

m The indefinite article: a/an 

Al You can use a/an: 

• to talk about something for the first time. 
Sam met an interesting contact at the conference. 
(Sam did not know this person before the conference) 

• before someone's job and type of workplace (but not 
to describe their area of business). 
My wife's a consultant. She works for a large consultancy 
in Bristol. She works in marketing. (not in a marketing) 

• to say when something is one of many I a group. 
They're looking for a new supplier. (there are many 
possible new suppliers) 

• in measurements or frequency expressions (per can 
often also be used). 
We produce 3,000 units a/per day 

A You can only use a/an with singular countable nouns. 

I'd like some information about your courses. (not eA 

information) 

Al Use a when the word after it begins with a consonant 
sound. 

a business I a computer/ a retailer I a successful business 

A Some written vowels have a consonant sound when 
you say them. 

a uniform I a US company I a European company 

A3 Use an when the word after it begins with a vowel sound. 

an opportunity I an American I an MBA (pronounced em) 

A Sometimes the first written consonant is silent. 

an hour I an honest woman 

11] The definite article: the 
You can use the: 

• when there is only one of something. 
The finance director is giving a presentation tomorrow 

.. 
/, 

• when the listener or reader knows what we are talking 
about. This may be something you have already 
mentioned in the conversation or text or something 
you both know about already. 

We have an outlet in Paris and one in Lyon. We've decided to 
close the store in Paris to cut costs. (mentioned before) 
Where's the meeting today? (we know which meeting) 

• with superlative adjectives. 
UBS is the biggest bank in Switzerland 

• with groups, categories and nationalities. 
the rich/the laptop (a category of computer) /the French 

• with some institutions. 
the UN I the World Bank 

• with some countries (e.g. with Republic, Kingdom, 
States), place names and geographical features. 
the UK I the Atlantic I the Middle East I the White House 

• with points of the compass. 
We're based in the north/south/east/west. 

• with some time expressions. 
the past I the present I at the moment 

@ The is more than twice as frequent as a/an. 

[i No article 

When we talk about plural or uncountable nouns in a 
general way, we do not use an article. 

Lawyers often work very long hours. (lawyers in general) 
The lawyers we use are very expensive. (specific lawyers) 

We do not use an article for: 

• most company names. 
He works for BP/Microsoft/Sony. 

• days, months, years and some festivals. 
on Tuesday I in May I in 2010 I at Christmas 

• means of transport. 
by plane/car/bus, on foot 

• some types of buildings. 
He's in hospital/prison/court. (but the office) 



~ A2-3 

~ A,B 

/ 
-41 8,C 

D Underline the correct words in italics. 

1 All our staff wear g/an uniform - a black jacket 
and grey trousers or skirt. 

2 A/An government report says that we spent 
$320bn doing paperwork last year. 

3 You need a/an university degree to work here, 
but a/an MBA would be better. 

4 Can you start your presentation now? I have 
a/an meeting in a/an hour and I mustn't be late. 

5 I think she's a/an successful sales person 
because she has such a/an honest face. 

6 It's a/an Australian company, but it employs 
a/an European advertising agency. 

El Complete these sentences using a, an or the. 

1 Apart from saving money,.. o..n ... unexpected result of .. #1~ . .. job cuts we made was that ... . #1.e ... 
productivity rate actually rose. 

2 Staff will receive ............ big bonus this year. We will shortly announce how big ..... bonus will be. 

3 Is it true that ....... .. .. . new general manager is .. ...... . .. friend of yours? 

4 I'm glad to tell you that we plan to open.. . . .. branch office in Moscow and there will be .. 
opportunity for some of you to transfer there. If you are interested in working in ......... . new branch, send 
me .. ... ....... email. 

5 .. ........ ... new packing machine that I told you about processes 3,000 units ....... .... . hour. 

6 With ....... ..... record turnover of $40m, last year was ..... ..... .. most profitable in ........ ..... company's history. 

7 Pete? He's retraining as .... ..... .. IT consultant. He's always wanted ...... ....... job in computers. 

8 Sales in ..... ....... Italian market continue to rise, but ............ French are turning more to domestic 
producers. 

9 There has been ........ ..... 27% increase in people who said they had ......... ... skills to start ... .. business . 

10 'Shareholders have rejected ........ ..... takeover offer; ... .. SG spokesman said. 

II For each pair of sentences, write the in one gap and - (no article) in the other gap. 

A: It took ages to get .. .. #1~ .... photocopier repaired . 

B: I know. We're trying to cut .. . .. . maintenance costs and that means delays. 

2 A: Sorry I'm late. I had to finish ..... marketing report you asked for. 

B: That's OK. I had loads of ............ emails to deal with. 

3 A: What's.. . .. ..... best time to discuss your plans for tomorrow's presentation? 

B: How about. . ... Tuesday at 3 o'clock? 

4 A: I've just spoken to Parkers and $60 is ............ lowest price they'll give us. 

B: Well, ..... ... .... prices are going up everywhere. I can't say I'm surprised . 

5 A: I need .. .. help with finding our delivery schedule. Where can I find it on the system? 

B: Didn't you receive ... ..... ... information I emailed you yesterday? 

0 34.1 Listen and check your answers. 



..... A-C IJ Complete this presentation using a, an, the or - (no article). 

llllfJI Articles 

My name is Dr Francis Li and I'm 1 .. ... ii-: .... consultant psychiatrist at 2 .... ........ Brookfield Hospital in London. 
Today, I'm going to be talking about how 3 ... ..... ... .. motivation affects our lives. I'm going to talk briefly about 
4 ..... .... .... subject, and then I'm going to show you 5 ............ film of me playing in 6 ............ chess tournament 
with 7 ............. £ 10,000 prize, where I was one of 8 ............. last four people in quite 9 ........ .... large competition. 
I'll be using this experience to illustrate some of my ideas about motivation psychology. 

I believe that 10 ... .......... motivation is 11 ............. most important factor in your success in 12 .... ........ life, 
whether that means being happily married, or being 13 .. . .... big success in your career. Psychology has 
ignored this feature of 14 ... .......... personality and focused on other things that I believe are less important. It is 
often claimed that 15 ............ . intelligence is 16 .. ........... main reason for being successful. I think that 17 .. 
motivation has much more of 18 ... ... ... .... effect than intelligence. 

I:) Underline the correct words in italics in this business news story (- means no article). 

I I I • - I . 

!le !, ;ii~ • . ' ' . l,j1 111i!'. '.': l! ; . 01!1 . j! 
1 AIT.i]!! John Lewis Group is to relaunch its website on 2 a/---Wednesday, offering 3 a/the much wider 
range of 4 the/- fashion and 5 an/- hqme tecA°)nology products on line. . 

, • "' . 1 ,;fll 1 ''!l 1 !i ti . 1 · ill , h. . '!!I , 1 
Some 19,000 products will be adtled to 6 the/- 22,000 items stocked at 7 tliela moment. 
'We want to shift from being 8 a/an e-commerce website to 9 the/a retail experience,' they said. 

10 'A/- JohnLewis.com' ha~ grown rap!iijly. 
Last year, at 11 the!-__ Christmas, 
12 altbe website too~!more cash in 

" > it, 

13 the/a single week than 14 the/a 

group's flagship department,store in 
' ... : 

l 5 the/- Oxford Street. 

16 A/The company said it was not 
risking its winning formula: 'We are not 
changing our model; we just want to give 
our customers 17 the/a better experience 
in 18 the/a future .' 

Make it personal 

Write a short news story about your company or a company that has been in the news recently. 
As you write, check that you are using articles correctly. 

-
ltrd~ » 



l3 Complete these sentences using the or - (no article). 

1 I was very interested in what you wrote in .... #1.~ ... second paragraph. 

2 For a fuller explanation see ............. paragraph 8 below. 

3 You forgot to insert ............. page number on ............. page 42. 

4 A copy of the plans for the new building can be found in ............. Appendix 2. 

5 That issue is covered in ............. section D of this report. 

6 There was something about the takeover in ............. business section of The New York Times. 

IJ Complete this conversation using a, an, the, or - (no article). 

RAJ: So, we've nearly finished our new brochure. I just have a couple of queries. On 1 .... #1~ .... first page ... 

LYNN: Sorry, do you mean 2 ............ page 1, or 3 ............. introduction page, which isn't numbered? 

RAJ: Er ... 4 ............ introduction page. In 5 ....... ...... paragraph 3 -you know, 6 ............. section about 7 ............ . 
design team - it needs amending to include Max Janssen. His work was. really important on this project. 

LY_NN: OK, I'll change it. Anything else? 

RAJ: Yes, can you turn to 8 ....... .. .... fourth page? What do you see on 9 ............. opposite page? 

LYNN: Nothing ... Oh, hang on. 10 ............. page 4 again. I'll change that too. 

RAJ: Thanks. I think that's it. 

LYNN: Actually, I'd jµst like to mention something. Wouldn't it be 11 ............. good'idea to include l2 ............ . 
extra section of photos of team members, our factory and so on. They could go on 13 ... .......... last page with 
14 .. .... ....... part about contact details 

RAJ: Good idea. 15 ............. page won't look so empty. 

Make it personal 

Does your language have articles or use articles in the same way as English? Look back at some of the 
examples on page 172. Would these sentences use articles in the same way in your language? 

, -P:'. m ..._4 w 

-



Quantifiers 
Read this extract from a newspaper article. 

Do the words in italics tell you what/who, how many/much, 

or \ here/when? 

f 
llJ What are quantifiers? 

Quantifiers go before nouns to tell you how much or how 
many (e.g. a few, a little, a lot of, all, enough, lots of, many! 
much, more, most, no, some/any, several). 

I do a lot of travel - several trips a year. 

~ People often use a few with time words (e.g. hours, 
days). 

I spent a few months working in Brazil last year. 

I]) Using quantifiers with countable 
and uncountable nouns 

81 You can use plural countable nouns with a few, (not) 
many, several. 

I have a few questions to ask you. 

82 You can use uncountable nouns with a little, (not) much. 

We did a little research via the website. 

83 You can use plural countable nouns and uncountable 
nouns with a lot of, all, enough, Jots of, most, some/any, no. 

A: Do you have enough work at the moment? 
B Yes, I've got lots of orders. 

~ In spoken English, people use much and many in 
negative statements and questions, especially with 
how. In affirmative statements they use so, too, as or 
that before much and many. 

I have so/too much work to do. (not l heve much work) 

[!I some and any; no 

C1 As a general rule, use some in affirmative statements and 
any in negative statements. 

We have made some improvements to our software. Staff are 
not allowed any holiday pay in the firs t year. 

Cl In questions, use any to ask about quantities and use 
some for offers and requests. 

Do we have any urgent orders for this month? 
A: Do you want some coffee? (offer) 
B Erm, can I have some tea, please? (request) 

C3 No means not one/ any. Don't use no after a negative verb. 

We had no feedback/comments on the newsletter. (not We­
didA't he1,'C Ao feedeeck) 

Pensions in crisis 
A new survey reveals that a lot of companies ~ave 
not set aside enough money to pay for pensions. 
Several schemes have now closed as more and more 
employers consider them too expensive." 

I!] Using quantifiers with and without 
of 

D1 You can use quantifier+ noun (but a lot of, plenty of) to 
talk about things in general. 

All CEOs have to take risks. 
We're not making any progress. 

Dl You can use quantifier+ of+ determiner I possessive 
determiner I pronoun to talk about specific things. 

Most of those teams I my colleagues I us work flexitime. 

A You can use all without of except before pronouns. 
All my staff I of them have annual appraisals. ·(not Ai+-tAffl'I) 

A For no use none+ of. 
None of them can speak English. 

~ People use none of with a plural verb when they 
speak, but a singular verb in writing. 

None of the workers have had eye tests. (spoken) 
None of the workers has had eye tests. (written) 

[I Making comparisons 

E1 You can compare plural countable nouns with more, 
fewer, (not) as many .. . (as), the most, the fewest. 

We took fewer/more orders this month. Which airline has the 
fewest cancellations? 

E2 You can compare uncountable nouns with more, less, 
(not) as much ... (as), the most, the least. 

We didn't have as much work this month (as last month). It 
generates the most revenue of any product. 

~ Fewest and fewer are rare in spoken English. People 
often say Jess before plural nouns, but do not write 
this. 



~ A,B D Replace the words in italics in this article with suitable quantifiers. Sometimes more than one answer is 
possible. 

Stress and the Chief Financial Officer 
There are 1 ene e, twe familiar techniques to cope with stress, 
and stress is the biggest problem for 2 the majority of CFOs. 
Everyone knows the usual advice about eating well, getting 3 an 
adequate amount of sleep etc. but it's often ignored. 4 Hundreds 
of CFOs don't even take 5 the total of their holiday days or they 
check email and voice mail while they're away and don't get 6 a 

large amount of rest. 

7 A number of CF Os give themselves 8 additional stress by 
eating in front of the computer. 'Bad idea,' says one expert, who 
suggests looking at. a photograph of a favourite place 9 about six 
or seven times a day, even if it's just for 10 two or three minutes. 
'It's important to take 11 a small amount of time for yourself 
in a 12-hour day,' she says, 'but 12 a great number of senior 
executives, especially CFOs don't do this.' 

1 - -~ -~ ---·· 

2 

3 

4 

5 

6 

7 

8 .... ... .... .. .. .. 

9 

10 

11 

12 

~ C IB Complete this conversation using some, any or no. 

SAM: OK, well I see that we've got 1 .... ~9.m.~ .. .. time left, so do we have 2 .... . other business? 
Or wou ld you like to go and get 3 .. . ... lunch? 

CAROL: I have an item. David, can we have 4 .. ............. ..... ..... feedback on the new catalogue? 

DAVID: It's a bit early to say just yet. I haven't heard 5 .. . .... ... .. .... ..... negative comments at least. But, um, 
actually I've got 6 ... .. ... ... bad news. It looks as if one of our biggest customers, DOE, is going out of 
business. They're not paying 7 ........ ....... .... .. .. . suppliers by the looks of things. They're generating profit but 
they've got 8 .. ... .. .... .. ... .. .... ... cash. 

SAM: Do they owe us 9 ... money? 

DAVID: Ten thousand. And, you know, there was 10 .. . ... .. ... .. warning either. I mean we haven't had 
11 . . ...... .. problems with them in the past. But we're going to have to make 12 .. ....... ..... ..... ...... big 
changes to the budget forecast. 

0 35.1 Listen and check your answers. 

~ A-C 11 a Cross out the incorrect quantifier in each group. 

A: Do you have.fftffl7y"/ much I a lot of foreign currency in your wallet? 

B: I usually have a few I some I a little sterling and any I a few I some euros. 

2 A: Do you do any I many I much travelling in your job? 

B: I used to, but I don't make a lot of I many I some trips these days. 

3 A: Have you had any I much I several training this year? 

B: Well, yes. I've been on a few I a little I several courses since the summer. 

4 A: Do you usually have a few I enough I a lot of time to have lunch? 

B: Not really. I usually have a lot of I much I some work to do at lunchtime. 

b O 35.2 Listen and answer the questions so that they are true for you. 



~ D El Look at the information on two corporate websites. Complete these extracts using the quantifiers in the 
box with or without of. You will need to use some quantifiers more than once. 

j a few all any most no none some I 

a Employee profile 
20% managers have MBAs. 
100% employees are graduates. 
2% researchers have PhDs. -
70% staff are in job-related training. 

. .. ... our managers hove MBAs 
... .. our employees ore graduates . 
.. ... researchers hove PhDs . 

..... .. the staff ore in job-related tra ining . 

b Sweetie Syrups nutritional information 

Chocolate Fruit Nut Golden 

contains nuts? x x ./ x 
E numbers? x x x x 

© ©~7""'"':, 

t~ .· ~ · @Ji ~ i~ 
milk? ./ x x x 
gluten free? ,/ ,/ ./ ,/ 

About our syrups: 

" 1 There are ............ .. .. ... .. . E numbers in .. .. ....... .. .... .. ... our products. 

2 .. ... .... ..... .. ...... them are nut-free - except Hazelnut! 

3 Apart from Chocolate syrup, .. ..... ... .. ...... .. . the syrups contains milk. 

4 .......... .... .... ... them are free . 

. ., ·~ 

~ E II Complete this report comparing three airlines using more, fewer, less, (not) as many, (not) as much, 
the most, the fewest and the least. 

Make it personal 
{ ' '. 'j• <{J: , ;;; 't' if >> i . . t1 

Add:'quan\jfiers to.Jhese sentences ,o m_ake them true for you. 
· :ii'.'; ,a ~t )~f ;J}J •. •' 

-;:1 ...... .. ... -H: ... ,, ..... '. my,·rnlleagl!Je~'are looking for other jobs right now. ;) . .tr + " ' ' ! . 'sh t t . q 

~ ln'my;workplace, .. ... _ .. '. .. .. .... .. : ... .. ... us,lilave de'gre·es. 
. :1 { · '%; 11 .; h' ,II \' 

·3 my Work in:Vol-Ses d.ealing:with the general public. 
; d1' 11ft j:;!;; .:;7 t! .:p' ib 

Mfell!lPl(?Ye-rs h,rve given· me.,,, ... .. ............. ... trainjng this year. 
i!H 3\t\' .• :· :mi ;;:'· \1: r; , n; 

5 The~e are ~pv~p.tages of working for my current employers. 
t} >I ' d 

; 6 ... :·emails i-iovvthan I i.Jsec:I to and I make _ .. . .. . .... phone calls. 
·t1 ;P 'If ,;: ' 

- Quantifiers 



la Make this'text more formal by rewriting the words in italics using the quantifiers in the box. 
Use of where necessary. 

[i{ew a little few little n:!.~ny much I 

Business interruption insurance 
There are 1 lots of different types of business interruption insurance. This 
protects a business owner against loss of income, for example after a fire or other 
disaster, if there is 2 a lot of damage to the premises. It can also cover 3 a lot of 
the other things that can stop .a business from operating, including extemal 
events such as a flu pandemic. ·surprisingly, 4 not a lot of small businesses 
have this kind of insurance. 5 A lot of small business owners underestimate the 
time it will take to get the business running normally again, but it is critical to 
resume normal business with 6 not a lot of or no delay. It is worth spending 
7 some time researching the best policy for your business. 8 Some of the bigger 
insurers now offer advice on interruption insurance to their business customers. 
It is also important to review all policies regularly as 9 a lot of the information 
about a business can change in a short time. There are 10 lots of times when the 
unexpected does happen. While having the right policy may be 11 not a lot of 
comfort, it will take away 12 a lot of the financial anxiety when the 
worst happens. 

1 .... t:'l.~.!i ........... .. 

2 ... ........... ........... . 

3 ....... ........... ....... . 

4 .......... ........... .. .. . 

s .......... ............... . 

6 ········· ····· ··········· · 

7 .. .......... .. .. .... ..... . 

8 ··············· ····· ·· ···· 

9 ..... .................... . 

10 ............ ... .... ...... . 

11 ... .......... .. ....... ... . 

12 . ....... ........ ..... ..... . 

IJ Rewrite these sentences so that they sound more formal. Start with No+ a singular noun. 

1 Company executives don't like to think about disaster recovery . 

.... lie> .. C:OIYlP.~!:l .. e.x.f9.Af;_vl:e..~ .e~t / .. t-c> .. ~ .~ -- #.~~--~~~--r~Y.~ , .................•.... . , ... .. ....... ... ..... .. , .. : .. .... ......... ....... . 

2 There isn't a perfect insurance company. 

3 A company can't be without a disaster recovery plan . 

.. .. .. .. ....... ... .. .... ··· ···· .. .. ·· ······ ·········· ··· ·············· .. .. ... ...... ... .... ............•.. . : ... . ; ..... ................... .... \ ...................... . 

4 A small company can't afford to ignore its insurer's advice. 

Make It personal 
Write about the use of the Internet in your workplace. 

Are there many rules about it? Do all employees know them? Can you use social networking sites? 

-



Possessives and reflexive pronouns 
Read this extract from an article about self-confidence. 

' a ~J,ic~ words in italics are followed by J,noun? 
;# ·. . .> · ~,;« \ 

Y"b Which words in italics are notfollowed by a noun? 
\ . . , · \ 
;~-

.,.~ 
l 

rlJ What are possessives? 

A 1 You use possessive adjectives, pronouns and 's to 
talk about something that belongs to someone or an 
organisation. 

Have you got Alison's/her report? I've lost mine. 

A2 You use whose+ noun to ask about who owns something. 

Whose laptop is this? Whose keys are those? 

l]J Possessive determiners 

81 Possessive determiners (my, your, his, her, its, our, their) come 
before nouns (without other determiners e.g. the, this). 

This is my office. (not tAe my office) 

82 You can use own after possessive adjectives for emphasis. 

Each product has its own bar code. (not eA-eWA) 

B Possessive pronouns 

Possessive pronouns (mine, yours, his, hers, ours, theirs) are 
not followed by a noun. 

If you don't have an accountant, I can recommend mine. 

A Don't use its as a possessive pronoun. 

I wanted a high-interest account so my bank recommended 
its eSavings account. (not ... so my baA!c FCcommeAeee its) 

[!J Possessive 's 

01 You can use 's to talk about someth ing that belongs to a 
(named) person or organisation. 

Rita's boss has just phoned 

A If the noun ends in ans, don't add a seconds after 
the apostrophe ('). 

When is the shareholders' meeting? (not SAGFCAoleers's) 

02 You can use 'sand 'with time expressions. 

Let's meet again in a day's I two weeks' time. 

Expanding your comfort zone can make you feel 
good about yourself and it gives you confidence . 

Success can be yours if you just say 'yes'. 

03 You can use 's after a name to talk about someone's house 
or a shop. You can also use it after jobs (e.g. dentist's, 
doctor's, chemist's) to talk about the place of work. 

Shall we meet at Andy's tonight? 
Don't forget I will be in late tomorrow morning. I am going to 
the dentist's. (not eemist's surgert) 

A Don't use an apostrophe (') with possessive pronouns. 

She's a customer of ours. (not etif's) 

DI Reflexive pronouns and each other I 
one another 

E1 You use reflexive pronouns (myself, yourself, himself, 
herself, itself, ourselves, yourselves, themselves) when 
the subject and object of a verb are the same. They are 
common with some verbs (e.g. behave, call, convince, 
enjoy, introduce) and verbs with prepositions (e.g. be sure 
of, believe in, feel good about, help yourself to, look after, 
pay for, think for) . 

Do they still call themselves 'Nubiz'? 

A Don't use reflexive pronouns with get changed, 
concentrate, feel, hurry, relax, sit down or wonder. 

I feel happy. (not I fee/ rrwselfhappy) 

E2 You can use reflexive pronouns for emphasis. 

I haven't met him myself, but people say he's reliable. 

E3 You use by+ reflexive pronoun to mean 'alone' or 'without 
help from another person'. 

Can you find your way back to the car park by yourself? 

E4 There is a difference between reflexive pronouns and 
each other I one another. Compare: 

The London and Paris offices talk to each other I one another 
every day. (London talks to Paris; Paris talks to London) 
Matt often talks to himself when he's alone. (Matt talks to Matt) 

Each other I one another are common with contact, criticise, 
email, get to know, know, like, live near I next to, remind, see, 
sit near I next to, talk to, understand and work near I next to. 

ES You can use 's with each other I one another. 

Both operating systems run each other's programmes. 



..... e,c D Underline the correct words in italics in these comments by Sir Terence Conran, a businessman, 
restaurateur and designer, about his business. 

All companies have a core ethos. 1 Our/ Ours is to use design to improve quality of life. Conran & 
Partners consists of an experienced team of creative and professional people, who understand design 
and how it creates value for2 our/ours clients . 

Architecture ill 

Over the past 20 years 3 our/ ours buildings have made a big difference to 4 their/ theirs 
surroundings. Have you heard of the Longman Headquarters, the greenest building of 
5 its/it's time? Or Roppongi Hills, an 11-hectare urban quarter in the heart of Tokyo? Both of 
these projects are 6 my/mine. In terms of design, there is no doubt that each building improves 
7 its/ it 's location. 

Product and graphic design ~ 

8 My I Mine approach is to create a successful relationship between clients and customers by developing products that have 
character, are simple to manufacture and easy to use. 

If you employ several companies for the packaging, marketing and brand development of 9 your/ yours products, you may 
have problems when there are differences between 10 their/theirs ideas and 11 your/yours. We offer a full range of services 
so that clients do not need to deal with many different service companies, all with 12 their I their own creative ideals. 

..... A-C EJ a Answer these questions using the possessive form of the correct name in brackets . 

1 Whose company is called Virgin? (Richard Branson I Madonna) R.-iqi<AJ'.Gt B.r.<A.n.SOl'.\1
~ 

2 Whose web address is ba.com? (British Aerospace I British Airways) 

3 Whose product is iPhone? (Vodafone I Apple) .... .... ... . .... ........... ...... .. . 

4 Whose logo is this? (Lexus I Honda) .. 

5 Whose shop is called Harrods? (Mohamed al-Fayed I Philip Green) .. 

6 Whose soft drink was first sold in 1886 as a medicine? (Pepsi I Coca Cola) 

7 Which country's railways are called SNCF? (France I Poland) . 

8 Where would you go if you had bad toothache? (the doctor I the dentist) 

b Write answers for these two questions that are true for you. 

Whose coffee do you prefer - Starbucks' or Subway's? 

2 When will you have your next holiday? In ...... ..... .. .......... .. . . .. .... time . 

..... D ID Put an apostrophe (') in the correct position in eight of these sentences. 

If anyone calls, can you tell them I'll be back after lunch. I'm going to the doctor As. 

2 Whose laptop is this? Is it Susannas? 

3 Are you looking forward to tomorrows report into the banking sector? 

4 I'm just going to the newsagents. Can I get you anything? 

S What's that product called? I can never remember its name. 

6 I'm planning to retire in about ten years time. 

7 Their new logo is an exact copy of ours! 

8 We're going to Mikes tonight. Do you want to come too? 

9 What are the unions latest demands about working conditions? 

10 Please visit the companys website at www.tarnproducts.com 

C) 

-



~ E El Complete these sentences using the words in the box. In one sentence, you do not need to write anything . 

~ A-E 

.by--mysetr by yourself each other's himself myself one another ourselves themselves yourself 

1 I prefer travelling ... b.!,i .JYIH~~f ... on business. 

2 It's hard to relax ...... ... ....... .. ..... ...... . ..... when you have a busy work life. 

3 My colleagues and I like .. . .... so much that we often go out together socially after work. 

4 I'm quite shy and find it hard to introduce. . . ...... .. ... ... ..... to new people. 

S In my company, the employees make a lot of the policy decisions 

6 The two managers in my department always agree with ... .. ... proposals. 

7 Do you prefer to work ... . ... .. .... ..... .. or in a team? 

8 The CEO.. . ... . attends all ofour meetings. 

9 We feel good about .... .. .... ........... ....... and the work we do in our company. 

10 Do you think it's quicker to delegate or do tasks 

11 Complete this conversation between a financial advisor 
(FA) and a new client. Use a suitable possessive or 
reflexive form. 

FA: Many investors prefer to make 1 .. . #1.w.. O!c'lYI ... 

investment decisions, but if you would like some help 

... .... ...... ... ... ...... . ? 

with 2 .... .. , then we can certainly provide that. 

CLIENT: That's great. 

FA: I can assure you that my company 3 .. 
financial advisors are among the best in the UK. We also 
work well as a team, always keeping 
4 .. . .. informed of any financial opportunities 
that we find. 

CLIENT: That's good. Well, I have made these decisions 5 .. ... . . ..... in the past, but with last 
week 6 ...... . .... .. news about the problems in the stock market, I've lost confidence. 

FA: Yes, many people have had the same reaction, but I'm sure we can help. First, we need to look at 
7 .. .. ........... .. . attitude to risk. Do you like to take risks, or do you prefer to be safe with your money? 
All investors should ask 8 .... .. ... .... , 'Do my investments reflect 9 ... ....... ..... .. ... ..... . feelings about risk?' 
We all want to maximise 10 ... ... .............. .... . income from investments, but we also want to feel comfortable 
with how much risk we're taking, don't we? 

0 36.1 Listen and check your answers. 

Make it personal 

Rewrite these,sentences so that they are true for you. 

In my officew.e.often answer eac:h other's emails when someone is away. 
,;; ,, : H }< ' '. : ; ;' :::i; ; . ,,,'" :r 

i lthink business people should 'pay for themselves when they go out with clients. 

3 If I could have any job in the world, I'd like my boss' job! 

4 .. The most i!:)teJesting job in my company is mine. 

- -Possessives and reflexive pronouns 



l'!J A marketing consultant is advising a food manufacturer about one of their products, bottled water. 
Underline the correct words in italics. Sometimes both are possible. 

- . 
Firstly, ask yourself what 1 the importance of this product I this product's importance is to your business plan. 
If you think it is 2 at the centre of your future success I at your future success' centre, then you need to choose 
one of these two strategies. 

Strategy 1: Continue to promote the product you already have. In your case 3 the advantages of this strategy / 
this strategy's advantages are: 

1 people already know your product; and 

2 people understand your product: simple, plain, inexpensive table water, which meets 4 the needs of the 
average person I the average person's needs. 

Strategy 2: Change 5 the name of the product you are selling I the product you are selling's name. Test a new 

name (e.g. Blue Goddess Drinking Water) with a small group of customers and collect feedback from them. 
Then change 6 any part of the name I any of the name's part you or your trial group of customers are unhappy 

with (e.g. drinking water) and make any other small changes. Finally, start to use the new name. 

With both strategies you have to ask yourself the following questions. Do you know what 7 customers of yours 
I your customers really want? Are you able to communicate with them directly? Do you have a 8 database of 
customers I customers' database with all their relevant information? If you don't, then start by finding out w ho 
they are. 

Make it personal 

Look at internet discussion forums and notice when they use possessives with of. Match them to the 
rules above. 

-



Vague language 1 
Read this conversation between 
two colleagues who are arranging 
to go to a conference. 

What do you think the words in 
italics mean? 

El General words: thing(s) and stuff 
You can use the words thing(s) or stuff to talk about objects, activities, states or ideas. 

The most important thing (or people here isjob satisfaction. (issue, question, factor) 
The building has to be secure or somebody will be in there stealing stuff. (equipment, tools) 

A Stuff is an informal word. Don't use it in formal writing or with people you don't know well. 

III Adding ideas 

81 You can use these vague expressions to avoid giving a long list of things: 
and stuff (like that), and that sort of thing/stuff, and what have you, and things (like that), and that kind of thing/stuff. 

We've invested a lot of money in equities and things like that. (and other types of investments) 
Do you want to talk about the budgets and stuff now? 
My office is full of old files and folders and what have you. 

82 Here are more formal expressions for adding ideas: and so on, and so forth, etcetera (etc. is the written form). 
People often use more than one .. 

Do you get benefits like health insurance and so on (and so forth)? 
We need to look at our spending on postage and stationery etcetera (etcetera). 

[ii Completing a list of ideas 

You can use these vague expressions to suggest a complete list of ideas: 
and all that sort of thing/stuff, and all sorts of things/stuff, and everything, and all the rest of it. 

We need ways of measuring our market impact and all that sort of stuff. 
Managers do all the thinking and planning and everything on major contracts. 

ID Giving alternatives 

D1 You can use these vague expressions to give alternatives: 
or something (like that), or anything (like that). 

Use or something in a positive statement or a question. Use or anything after a negative or in a question. 

She did a degree in food manufacturing or something. 
The computer wasn't connected or anything so we couldn't use it. 

D2 You can use or something (like that) to make offers and suggestions more open, to include other possibilities. 

Do you want a cup of tea or something? (tea, coffee or any drink) 
Let's go out for a curry or something like that after work. (an informal meal) 

- Vague language 1 



Practice 
..... A D Replace the words in italics with stuff, thing or things without making any other changes. Sometimes more 

than one answer is possible. 

Now that I'm more senior, I do mainly consultancy-type 1 work these days. And 2 my activities have been 
going well recently. I've got lots of interesting 3 jobs to do - it's good: The main 4 point I like about my job is 
the freedom and all the S benefits that come with a senior job. 

, . !"J'.14-ig~ .L~wff 

2 

3 

4 

5 ...... ... . ... . ... . ... ... ... . 

..... B EJ Complete t_hese conversations using suitable formal or informal expressions from B. Use a variety of 
expressions. 

CHRIS: So the summary plan, the one w ith the objectives 1 .. @4. .~.Q <m ... , is almost done? 

LINDSAY: Yes. I just want to add a bit more on market positioning 2 .. 
Then I'll email it to everyone with all the fmecast documents 3 .. 

CHRIS: Good. So now we can concentrate on other issues like recruiting new staff 4 

2 JO: Hi there. $0, can we have a chat about next year's conferences 5 .. . ..... ? 

SAM: Yeah. I've just got all the dates and costs 6 .. 

JO: Then there's the budget for the website 7 ....... ....................... ... ... . to look at. 

SAM: Yeah. We need somebody to keep it up-to-date, change the photographs 8 . .... . . .... .... .. . 

O SS 9.1 Listen and compare your answers . 

..... C IJ Complete this informal talk about recycled materials using expressions from C. Sometimes more than one 
answer ·is pos~ible. 

..... o, 

There's.a new European directive - it's just come in actually - for packaging and packaging waste 
1 @4. o,l.L t:no,.t; ~()r_l; .o.f !"J'.14-ig . Basically, it's all about creating a market for recycled products 
2 ... , but it also affects marketing and the colours you can have 3 
and we'll have to think more about our use of paper, plastic 4 ... . ....... ... ..... ..... ... . We've had a working 
party look at this 5 .... . ... and they've come up with a plan which is long term and strategic 
6 ... 

IJ Complete these comments from guests at a hotel reception using or something (like that) or or anything 
(like that). Sometimes both are possible. 

1 Do you have any leaflets cir @Ht:n4'ig /cir ~cirnet:nu.,g .. . about the hotel? I can't see a price list 
......................... .. ....... here. 

2 I heard there's a. theme night ... .... .............................. at the restaurant - Dutch night ........ ... ...... .. .... . 

3 No, I don't want a newspaper, thanks. I don't read newspapers, or listen to news 

4 Is there like a snack bar ... ....... ....... ....... ... ... ... ... where I can just get a coffee? 

IJ Make these offers and suggestions more open . 

.ej) 
1 Would you like a coffee? 

.... W.ou.14 .. ~~-v. .. Wee. P,. cpfke. __ or: .. 

.. . . ~()rne.triu.,g 1 .. 

2 Do you fancy a snack? 

3 Maybe we should get a 
sandwich? 

4 Do you feel like seeing 
a film tonight? 

5 Do you want to check 
your email? 

6 Would you like to get 
some fresh air? 

-



- Test 9: Units 33-36 

Underline the correct words in these sentences. Sometimes both are possible. 

1 A customer wants an information I some information about our returns policy. 

2 There's a message I some message for you. John thinks there was a mistake I some mistake with a price I 
price you quoted him. 

3 We can't hire him because he lacks an experience I any experience. 

4 I'd appreciate a feedback I some feedback on my presentation, please. 

S With a bit of luck I luck, we'll have finished the meeting by 4 o'clock. 

6 I'm looking for work I a work in London. I'd like a job I some job in marketing. 

7 Let me give you a piece of advice I an advice, don't be late again. 

8 A: Would you like a drink I drink? A cup of tea perhaps? 

B: No, thanks, I don't drink tea I a tea. 

9 We've done some research I research into the market and we're very confident. 

10 So, you say you placed an order I some order for a machinery I some machinery from us, but it arrived without 
documentation I a documentation. OK, I'll check and when I have some news I a news, I'll call you back. 

2 Complete these sentences using the words in the boxes. 

I a-few a little a lot of not many much J 
1 Do you want to be a better negotiator? Take . (Jc few ... minutes to read these tips. 

2 Research shows that .. .. . ...... ... .. ....... . people know our firm. How can we improve this? 

3 Your presentation was good, but I think you should speak .................... ..... slower. 

4 Entering the US market means you have .. . ....... competition to face . 

S So, how ..... . .... . did the whole project cost? 

I all any enough no several I 
6 They wrote to ... ...... .... the shareholders calling for a meeting. 

7 We'll probably launch the product nationwide if there's .. ..demand. 

8 In the last month ....... ..... ... ..... .. .. .. customers have cancelled orders. Why was this? 

9 My previous company gave me .. .... support and I was forced to leave. 

10 The new laptop has sold so well it hasn't needed 

I a little any many more than most of I 

. .. expensive advertising. 

11 Overseas sales now account for .. .... 20% of our total revenue. 

12 Apparently . ....... .. analysts feel that the economy is beginning to recover. 

13 Our Berlin office handles direct sales for. 

14 The CFO has promised me that we have 

15 Have we got ...... .. ....... . ... ... printer paper left? 

. .. .. Europe . 

...... money available for investment. 



3 Complete this article about blogging using a, an, the or - (no article). 

The business of blogging 

Not long ago, biogs were seen as 1 ... <J., . .. . collect ion of cyberspace chat, read mainly by 2 .. 
young. Now advertisers are realising there is 3 .. . . .......... ...... .. market developing in 4 ................ .... ...... online 
community. Already, 5 .. . .. on line advertising growth is faster than any other sector of the media 
world. In addition, 6 .. . .... fact that about 11 % of Internet users today read biogs makes 
7 .. . ... .. .. ......... ... blogging world look financially important for marketers. 

8 .. ..... .................. estimated 48 million biogs now exist in 9 ........................ cyberspace and many bloggers are 
putting advertisements on their biogs, or getting corporate sponsorships and writing biogs for companies. 
10 .. . ..... .. Marcom, for example, 11 . . . .. ..... communications-software maker in 
12 .. .... USA, recently began paying several bloggers $10,000 per year to talk about its products. 
13 .. best paid bloggers can earn more than $10,000 14 .. .... .. ... .... ........... month. 

4 Complete these extracts from an article about doing business with friends using the words in brackets. 

Adam Fairfax started ... J1~;; .... consultancy in partnership with .... .... ... .... . .. .... .. . sister Martha. It was 
........................ .. marketing expertise that helped the company achieve ... . .... early successes. 
(her, his, his, its) 

2 Adam has been a client of. .................... for many years now. Over that period, he has also become one of 
.. closest friends. (mine, my) 

3 I know many people say you shouldn't do business with ........ .................. friends, but we have managed 
to keep .. . ........... business and personal relationships separate. Most re lationships - business or 
personal - have a few disagreements and .. . ... has been no exception. (our, ours, your) 

4 Adam and Martha are currently preparing a takeover bid for one of ........... .... ..... .. ... rival companies. I'm not 
sure it is a good idea, but the decision is .. . . ..... ... . , of course. (their, theirs) 

5 Put an apostrophe (') in the correct position in five of these sentences. 

1 What's your company As website address? 

2 There were 4,000 people at the shareholders meeting. 

3 Are you going to Charles leaving party tonight? 

4 We're holding our annual conference in four weeks time. 

S Sorry I'm late, I had to go to the dentists. 

6 You can have any colour car you want; the choice is yours. 

6 Complete these sentences using the words in the box. 

each other herself himself itself myself one another ourselves themselves ~ yourselves 

1 Sorry, I haven't got time to call the suppliers. You'll have to do it .!W\Ar;;4.f 

2 Ann works part-time as an accountant and finds ................. . ...... managing different roles as mother and a 
professional working woman. 

3 We operate an internal market where different departments buy and sell services from .. 

4 He worked so hard last month that he made .... . ..... . ill. 

S The meeting starts in five minutes. Do you all want to get ................ a coffee ti rst? 

6 The new packing machine is so efficient, it'll pay for ........ ... .... ......... . in another month. 

7 I'm really in favour of delegation. It encourages staff to think for . 

8 My worst business decision? I managed to convince .......... that I should invest in property, just 
before the market collapsed. 

9 As partners, we only pay ... ................... ... a small salary. We put most of the profits back into the business. 

10 Every three months we take the staff to a restaurant so that people from different departments can meet 
.......................... face-to-face for a change. -



......r.!ll ........ 

Relative clauses 1 (who, whose, which, that) 
Read this extract from an article about 
Sir Richard Branson_ 

a Which words in italics refer to people? 
\ 

b Which words in italics refer to things? 

c Which word in italics refers to possession? 

Sir Richard Branson, whose company Virgin started as a mail-order 

record retailer, opened his first record shop in Oxford Street in 1970. 

Mike Oldfield, who was the first Virgin artist, recorded 'Tubular 

Bells' in 1973, which became a huge hit. In 1967, at the age of 17, 

Branson also set up a charity that helped young people. 

ri.J Defining relative clauses 

A 1 Defining relative clauses make it clear exactly who or 
what you are talking about. They often begin with a 
relative pronoun (e.g. who, which, that). 

A2 You can use who/that to refer to people. 

The security guard who works on the main gate used to be 
a policeman. (who works on the main gate tells us which 
security guard) 
The person that set off the fire alarm apologised to everyone 
in an email. 

A3 You can use which/that to refer to things. That is much 
more common. 

The logo which the CEO prefers comes from Saatchi and 
Saatchi. 
The company that won this year's Queen's award is a little­
known manufacturer of solar heaters. 

A Remember to use who/which/that not he/she/it/they. 

The Job went to the candidate who had the most programming 
experience. (not the candidate who she had I the candidate 
~) 

I]) Subject and object relative clauses 

81 You can leave out who, which or that when they are the 
object of the defining relative clause. 

The operator (who) we hired last week has already resigned 
Where's the email (that) I wrote yesterday? 

82 You must use who, which or that when they are the 
subject of the defin ing relative clause. 

Investors who want a secure fixed rate should choose our 
eSaver account. (not investors want a secure fl)(ed Fate should ) 
The person that discovered the theft informed the security 
guard immediately. (not The person discovered the the# 
infoFmed ) 

(i Non-defining relative clauses 

C1 You can use non-defining relative clauses to give extra 
information about a person or thing. 

Mr Premji, who was India's richest man in 2004, drives an old 
Ford Escort. (We know which person we are talking about: 
Mr Premji. The fact that he was India's richest man in 2004 is 
extra information.) 
Racing Green, which is headquartered in Regent Street, has 
just opened a new shop in Bath. 
The CEO's job, which no-one has applied for, is still being 
advertised 

A Use commas around this type of relative clause. 

C2 You must always use who/which in non-defining 
relative clauses. You can use who or which to talk about 
companies. 

A Don't use that in non-defining relative clauses. 

Tesco, who control over 30% of the UK grocery market, are 
now entering the housing market. (not Tesco, that contFOl over 
:59%) 

I!] Whose 

You use whose in defining and non-defining relative 
clauses to show possession (instead of her/its/their etc.) . 

What was the name of the delivery company whose website 
we looked at yesterday1 (the delivery company's website) 

Mme Cathiard, whose parents own the Choteau Smith 
Haut Lafitte wine estate, started the world's first wine spa. 
(Mme Cathiard's parents) 



~ A D Join these pairs of sentences using who, which or that. 

The woman answered the phone. She told me you were out . 

. ... Tu~ .. 1'J.0.m.~ .. v,J11Cl/l;h.aj; . °',Yl5N.~¢. tl1e . P.rlClr1e: .. tc>Lcl .rYle: . !:iOY. .. N.~~-. ()IAt .... .... .... .. . 

2 The photocopier arrived two days ago. It has already broken down. 

3 The customer telephoned this morning. She's waiting to see you. 

4 A colleague has never taken a day off. He called in sick this morning. 

S The model was launched nine months ago. It isn't doing very well. 

6 We need to discuss the candidates. They came for interview this morning. 

7 Some customers received faulty goods. They may want a refund. 

8 We've decided to close two of our power plants. They are old and becoming dangerous. 

~ B E Read this article about outsourcing. Put brackets ( ) round that, who or which when they are not necessary. 

j"f i,ridin~Tjl!t•~i ~ighi p~JC)ri" fe)!r th!e jol:> ;; 
Are yob like'rrtiany ~n;trepre!neursJJ! ~verwarked b1;1.t urnable toifind an employee to do work 
1 (that) you 1feel yoJ could 80 much better yours~lf? Y0tt don't need to be! In this article we 

r1~ye.1il 1~he seu,ets f f.11h.P":i to !f md1 tp~t peufect pers91nnfor the:job. 
* - -

First you need to identify a task in your business 2 that you would like to hand over to 
~Olifl.eorie els.~,j, so Y~r can1f~cl/Js ·o.p .firbr.e lj'~ pprt~l1t par;t~1,of yo~~!b1usine~s. liThen place· an 
advertisement to attract someone 3 who can do the task. You will get a number of responses, 

f fQ;i~r y~u:1~i'l, '1t~fdi1 tQ ~~$.iR~. ~l~~INt~n,f!l qih89~mJDe Q~f~;;s,, VftC,\ch yoµ .fhink 19,pk the most 
interesting and invite those candidates for interview. · ·· 

hnthe,;intervje,ws YiP.~ fill pnph>abl;y!;~sk the.,1~qrts @Lqw~~t'.1oms 61 ~hi,ch everyo,ne .. asks, for 
example, 'Do you h~ve experience or knowledge0 of this area?' Everyone 7 who wants the job 

yoµt!ptf~l~ 1i,!l:,,,~aw ,) ~.sj, pfa,S~.w~,~:tlS~ f,ht .11i~~~1it.Pii;qu$s,i~pil~1t raq;!qnlyi!~Q9,d,lcanpidate,s will be 
able to answer well: 'Tell me a little more about that.' If the candidate doesn't have anwthing 
to say, finish the interview and keeg interviewing.:· until you findsomeone 9 who you think is 
~oi~'g''.i o c1'~lirnl~1jib11~i11. ili'i!i:111 I! ;f,;lt! I• 111 ;jj!ii(ll il' }il'ifl, ill! 1j, ll • mm ill . ,, !! i: 

Ql]Ce ~01p'.Y~ll f~u,n1?:[~f Ji~~i r~f~\?m• l{OU i111 HfimJ/ I* ~av~i t,irJ,e ,tq,~nswer~111 tho~e emails 
10 that are filling up your rnbox. ·· ·· 

-



~ C IJ Complete this extract from DH L's website using which or who. 

~ A-D 

~ A-D 

OHL, 1 ... i,Jl1@. .... is 100% owned by Deutsche Post World Net, is the global market leader in internationa l express, 

overland transport and air freight, and is also the world's number one in ocean freight and contract logistics . OHL offers a 

wide variety of customised solutions, 2 ............. range from express document shipping to supply chain management. 

Our shipments, 3 ... ... ... ... . arrive rapidly, sa fely and on time all over the world , are sent via a combination of air, sea and 

ground transport. Our globa l customers, 4 .. ........... demand the highest standards, frequen tly choose us because we have a 

strong loca l presence and unique understanding of local markets and customers. We also offer a wide range of standardised 

postage services, 5 ............. include express and worldwide ma il deliveries, as well as tailor-made industry solutions. 

We continue to meet the growing demands of globa lisation, 6 .. ..are creating more ..... --~- - · 
-~ - -

and more com plex supply chains. DH L's international network, 7 . .. links more than 

220 countries and territories worldwide , is core to our business. As well as this, our 285,000 

employees, 8 ............ are dedicated to provid ing fast and reliable services, ensu re that we 

exceed customers' expectations in 120,000 destinations in all continents. 

--- ~-""""' ~~ 

~~ ... , .. 
~ ~ ..,..~-::_-~ 
~ ~ ' ''"' '" ---

- - -~ 

~,. l) 

IEI Complete these extracts from a newsletter giving investment advice using who, whose, which or that. 

1 Caulfield Capital, .. wno ... provide impartial information about finance, produce three newsletters a year. 

2 This newsletter is for investors ...... .. ........... want to make their own investment decisions. 

3 My client,... . . ...... business partner recommended Caulfield Capital. is happy with their advice. 

4 25% of this pension fund is tax free. The rest is used to provide an income .............. .... . is taxable. 

S Does your company pension scheme guarantee an income ................... you would lose if you changed pensions? 

6 You can also call our pensions team, . . . . will be happy to answer your questions. 

7 I have two monthly pension plans .. . .. I started when I left ~ollege. 

8 My father, ................... advice I always listen to, suggested I start my pension. 

IJ Match the beginnings (1-8) with the endings (a-h) of these sentences from a discussion about women in 
the workplace. Complete the sentences using a suitable relative pronoun . 

2 There are many talented women b 

. . . attitudes have not changed. 

....... all employers can try to meet. 

Welcome to today's discussion,:\ a 

3 There are still too many managers c ....................... said that women shouldn't have a job and a family. 

4 The first thing d wni.ch ...... is 'Women in the workplace'. 

5 I remember one manager e 

6 It is important to set specific targets f 

7 We need a system of rewards g 

8 We should congratulate employers h .. 

0 37.1 Listen and check your answers. 

Make it personal 

Complete these sentences so that they are true for you. 

My boss, whose .. 

I've always worked with people who 

I would hate to have a job that 

.. are not being paid as much as men. 

........ record of employing women is good. 

..... are given to the best employers. 

..... needs to be done is to publicise the issue. 

IIIIIEiJ Relative clauses 1 (who, whose, which, that) 



l'l:I Match the beginnings (1 - 6) with the endings (a-f) of these sentences. 

1 He was rud~ to the CEO at the opening party, 

2 House prices are going down at last, 

Debenhams is being considered for a retail award, 

4 Humphreys is monopolising the fast food ihdustry, 

J K Rowling has helped to get millions of 
children reading, 

The return on my shares was minimal, 

a which I think they deserve to win. 

b which was very disa1wointing. 

c which I doh't think should be allowed. 

d which is good n~wsfor first time buyers. 

e which was a really stupid thing to do. 

f which is great forthe book trade. 

IJ Complete this discussion about two candidates for a job.using the relative c.lauses (a-h). 

a which seems reasonable 

which makes her seem to be the weaker candidate . . 

c which makes me wonder why she wants to leave them 

which would make working overtime difficult for her 

e which seems unlikely as she's only 38 

f Which she needs t6 beiMl:iis job 

g wh.ich FAakes her the s:1:10119~1 ca11didate 

h Which makes the decision easy for me 

" SUE: So let's talk about Lesley first. She certainly has all the right qualifications for the Job, 1 .... 9. ..... 
JON: True, but she also claims to have twenty years' experience,2 ........ , .... , .......... ,. 

NICK: Yes, and she's already working for a very prestigious fitn\ 3 .............. ... , .. , .. . 

SUE: Well, she says she wants to move back to this area iobe nearer her elderly pi!rents,4 , ................... .. . 

JON: What about the other candidate - Jennifer? Her qualifications are not as .good as\esley's,S ........ .. .. .... .. .. . 

SUE: But she seemed more outgoing and open to new ideas. 

, JON: 6 

NICK: Mm. Lesley did seem a little inflexible. For example, she said she had sevetal regular fixed commitments 
in the evenings, 7 .... 

JON: 8 ...... , because we definitely need someone who can work overtime in busy periods; I vote for 
Jennifer. 

NICK: So do I. 

SUE: Fine, so Jennifer it is. 

fry. to include six which , .••. r.elativ~ cJaos~liri ~~nv~rsati6.n~ withc«Sn~agues or clients over the next week. 
' . ,., · . . "·' ·"}' >.:. :.·: . ,, .""?W , ·. ''·.· <; 

-
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210 . 

_ -- - Relative clauses 2 (whom, where, when, -ing, -ed) 

-

Read this text about business success 
from a consultant's website. 

eo 
t:1 [ 

What do the relative pronouns in ital ics 
referto? ..,.,. Every successful business has a moment when it starts to take 

off. Growing a business means identifying markets where 
your results are consistently over budget. How can that I success be replicated in your other markets? -

!JWhom 

A 1 Whom is often used immediately after a preposition. The 
six prepositions most commonly used with whom are of, 
to, for, with, from and by. 

Saverfone allows consumers to chose the retailers from whom 
they wish to receive special offers. 
We understand the needs of our customers, for whom flexibility 
is a top priority 

In spoken and informal written English, it is much more 
common to use who/ that (or no relative pronoun) and to 
put the preposition at the end of the relative clause. 

Let me introduce you to Clare, who I worked with at 
Nicholson's. (with whom I worked) 

Are you the person (who/that) I should speak to about hiring 
the meeting room? 

~ See Unit 37 (Relative clauses 1 ). 

A2 You can sometimes use whom for people when they 
are the object of the relative clause. This is very rare in 
spoken English and is mostly used in very formal written 
contexts. It is more common to use who/that in informal 
contexts. 

Managers should keep in touch with potential clients whom 
they meet at conferences. (who.they met) 

~ See Unit 37 (Relative clauses 1) 

[iJ Where 

81 You can use where in relative clauses about places, 
including non-physical ones (e.g. financial markets). 

Our new chocolate drink will be launched in regions where our 
brand is already established 
Italy is the country where we face the biggest challenge. 

A Don't use where with prepositions (e.g. in, for, at). 

The office (which/that) I work in is very cold (not The office 
where I work in ) 
The hotel (which/that) I stayed at was very near the Paris office. 
(not The hofe/ where I swyed Of) 

82 You can also use where after words like situation, point 
and stage. 

They've reached a situation where they'll have to negotiate. 
We're at a stage where things can still be changed 
We're at a point where we can take a break to think about the 
options. (when is also possible with point) 

B When 
. 

C1 You can use when in relative clauses about time. 

/ look forward to a time when we are the market leaders. 
It's not possible to upgrade so often these days when 
machinery costs millions of pounds to put in. 

C2 You can also often use that (or no relative pronoun) in 
re lative clauses about time. 

Do you remember the time (when/that) I spilled coffee over a 
client? 

ID Using participles in relative clauses 
(-ing/-ed) 

When the verb in the relative clause is a continuous (-ing) 
or passive form (often -ed), you can leave out the relative 
pronoun when it is the subject of the clause and the 
verb be. 

Can I speak to the person who is running the conference?. ~ 
Can I speak to theperson running the conference? 
The items which were reduced are selling quickly ~ 
The items reduced in the sale are selling quickly 
Port is from grapes which are grown in the Douro valley ~ 
Port is from grapes grown in the Douro valley 



~ A II Underline the correct words in italics. In one sentence both are possible. 

~ 81 

~ A-C 

1 Dam man n's, with who/~ we do most of our business, is based in France. 
' 

2 Thanks to Mike Bailey, who/ whom we have worked' with for years, we have created many original designs. 

3 The personnel in the home deliveries department, about who/ whom we have had the most complaints, 
need to be retrained. 

4 We've got a fantastic IT manager called Brenda Lynch, who/ whom we couldn't survive without. 

5 MrBaughen, who/whom the CEO has named as his successor, joins the company in August. 

6 Our report shows that labour market reforms have encouraged firms to employ more young, part-time and 
unskilled workers, who/whom they could not afford to hire previously. 

EJ Complete these questions using where, which, that or - (nothing). Sometimes more than one answer is 
possible. 

1 Is there a tailor's near your office ... W..1:1.e:r~ ... I could get a suit made? 

2 Do you work in a sector ...................... there's a lot of competition? 

3 In your building, is there a place ..... you can get a good view of the city? 

4 Can you recommend a good hotel ..... .... I could stay at in ybor city? 

5 Do you know a good restaurant ...... we could get Japanese food? 

6 Do you have one particular desk ........ you always work at, or do you 'hot desk'? [share different 
desks at different times] 

7 Does your company have a restaurant .......... employees can get meals or coffee? 

8 Could you tell us about the regions .... your company has been mo'st successful in? 

IJ Two people are talking about their work experience . . Complete these extracts using the relative clauses 
(a-h) and whom, who, where, when or - (nothing). Sometimes more than one relative pronoun is possible • 

a ... I got on very well with 

b ....................... 1 was living at the time 

c for .... W.h.OIYl .... I was working 

d ....................... 1 thought that 
I'd never.get another job 

I used to be a successful high flyer, but 
the company 1 . c. ... went out of business and I was 

made redundant. Being unemployed for a long time really 
destroys your confidence and I was getting to the point 

2 ..... ................... Eventually, a suitable job came up near to the place 
3 ....................... . I went to meet the technical manager, 

4 .... , and she offered me 
the job immediately. 

e ........... you don't do any technical work any more 

f .... I worked with 

g .... I didn't really have enough to do 

h ....................... I became a full-time 
manager of a small section of 
the factory 

When I first started, I loved my job on the 
factory floor and I became very good and fast at it. 

Unfortunately, this meant that I was disliked by the people 
5 ., .. .................. because they weren't as efficient as me. But on a 

more positive note, I was promoted several times, until there came. 
a time 6 .. . .... ... , . The funny thing is that when this happens 

you get to a point 7 ...................... and I found myself 
in a situation 8 ... . . ,,,,,, ! 

0 38.1 Listen and check your answers. 



..... D IJ Complete this extract from a booklet about management using the present or past participle of the verbs 
in brackets. 

..... A-D 

As a manager, how open should you be with your staff? Many managers 1 . Q.Sked, ... (ask) this question 
replied that they always tried to be as open and honest as possible. But we need to think what 'as possible' 
really means. Look at the example situations 2 .. . ........ (list) below. 

Would you always be totally open when ... 

• you have been asked by your company to keep something confidential, or when you don't want to pass on 
confidential information 3 . . . . (tell) to you by a colleague? 

• being open will make your team unhappy? For example, you might not want to tell your team about every 
new cost-cutting idea 4 .... ................... (suggest) by head office, as they may not actually happen. Would 
you want to give.possible bad news to staff 5 ... . . (try) to get on with their work? How much 
information would you share with any team members 6 ..... ......... .. ....... (ask) questions? 

• being open could cause unnecessary pain? For example, should managers 7 .. . .. ... ... (dissatisfy) with 
an employee's performance discuss all their weaknesses at the same time with that staff member? 

• you are very busy? You wi ll never have enough time to communicate with your team as much as you would 
like. People 8 .... ........ ......... .. (want) to discuss everything with you can use up a lot of your valuable t ime. 
So teach your staff to prioritise and limit what they expect from you. 

IJ Read the following advice from a guide to setting up a new business. Decide if the sections in italics are 
correct or not. If they are correct, tick (.f) them. If they are wrong, correct them. 

Setting up a new business 
Experts 1 asking for advice about setting up new businesses always encourage clients to begin by 
researching their new market carefully. Here are seven questions you should ask yourself when you 
do your market research. 

II Would you buy your product? Think about a time 2 you went shopping for a similar product and ask 
yourself if you'd pay the price you're asking and, if not, why not? 

III Would customers buy it? Consider the people 3 to who you are selling. Don't just imagine what they 
like. Ask them! 

1111 Who already does it? Check websites 4 where companies already sell a similar product. How can you 
be different? 

III Does no competitors mean no market? If there is no one else 5 already sold your product, does this 
mean there is no market demand? 

III Where is it done best? Visit places 6 that your competitors have had the most success in . 
• Would you be my 'mystery shopper'? Ask friends to pretend to be customers and contact the 

competition. Their feedback, 7 basing on their experience with these companies, will help you to 
make your business different and more successful. 

Does this feel right to me? Be honest with yourself. Have you reached a point 8 you are just trying 
to persuade yourself that this is going to be a success? 

GI.Skea.. 

2 .. . / 

3 

s 
6 

7 

8 4 

Mak.e it persotutl 

lr\ Y~W b1u~i~es,~,is f1~ere s9,meone yo,u'd 1.ike to work with? Have you ever been in a situation wher: 
negotiations broke down?ls there a manager whom you'll never forget? Have you ever refused a Job 
offer~cl to you?J iave you everinterrupted a person giving a presentation? 

- Relative clauses 2 (whom, where, when, -ing, -eel) 



l3 The CEO of a toy manufacturer is making a presentation about the company. Match the b~g.ir:mings· (1-8) 
with the endings (a-h) of these sentences. ·· 

We have an exceptionally young ---------- a both of which are selling extremely well. 

management team, ---_ b none of whom are over 50. 

2 There are two senior mana·gers, 

3 We have two sites, 

4 We have 200 employees, 

Ii'.) 
i'!' 

c many of whom return to us year.aftE'r year. 
' 

d most of which are manufactured in Africa. 

e neither of which is far from the centre of town. 
5 We launched two new toys this year, 

6 We produce very cheap products, 
f both of whom approach the job in different 

ways with different personal styles. 

7 We have an excellent reputation, 

8 We have a very large number of 
satisfied customers, 

g 80 of whom are based in our Croydon office. 

h much of which is due to the quality of our 
products and our after-sales service. 

IFJ Look at the results of a recentsurvey of employees at Global Ltd. Complete the report using the quantity 
expressions in the box. 

54% of whom a third of whom all of whom few of whom half of whom ~ 

120% ~---------~ t:J Respondents who had worked for Global Ltd for more than 10 years 

D Respondents who wrote about their early careers 

O High-income workers who are satisfied with their careers 

J:ll Low-income workers who are satisfied with their careers 

~ Unhappy workers who said they would leave their jobs immediately if salary cut by 10% 

O Happy workers who said they would continue to work hard if salary cut by 10% 

The survey was conducted witn employees at Global Ltd, 1 .... ~.'?~Ll?f..~.l:io~ .... had worked then~ for over ten 
years. The employees, 2 ... wrote about their early careers, were often very disappointed with how 
their later careers had developed. 

The highest-income workers, 3 ... .. ... were satisfied with their careers, tended to be happier at work 
than those with lower incomes, 4 ..... .. .............. .. said that they were satisfied with how their careers had 
developed. So, do people in this first group enjoy higher pay because they're happier at work, or are they 
happier because they're better paid? 

To find out, we asked employees if they would remain loyal to Global Ltd. if their salaries were cut by 10% 
during a difficult economic period. It seems that unhappy workers would not, 5 ..... .. .. .. .... said that they 
would start looking for new work immediately. In contrast, satisfied workers, 6 ....... .. .......... .... said that they 
WOL!ld work as hard· as before, WOUid not consider leaving their company in these circumstances. 

Make it personal 
Look back at Exercise 6. Write similar sentences that describe your place of work. 

-



"i " 
~ -· . . ··,. ' ~w 
· · Conjunctions and linking words 1 

Read this market analysis. 

a Which word in italics adds information? 

b Which words in italics show something 
unexpected? 

c .Wh ich word in italics describes somet hing 
happening at the same time as something else? 

ll) Contrasting ideas or information 

A 1 You can use but and however to say that something 
contrasts with or is different to what was said before. 
However often comes at the beginning of a sentence. 

The product was designed in the UK, but it is made in China. 
Productivity was terrible last year. However, things have 
changed recently. 

Al You can use although, though and even though to say 
that something is surprising or unexpected compared to 
another thing. You can use them in different positions. 

Although I Though I Even though the location of the office is 
good, it's too noisy. 
The economy is still strong, although I though I even though 
growth is slowing. 

People often use though at the end of a sentence or 
question to contrast with a previous sentence. 

A We'll have to postpone the launch for a week. 
B Won't that be too late, though ? !Tha t'll be too late, though. 

© Though is much more common than although and 
even though in spoken business English. 

A Don't use although at the end of a sentence. 

A3 You can use despite and in spite of before a noun, or the 
-ing form of the verb. They have a similar meaning to 
although. 

Despite I In spite of their cost, training courses are well attended 
Molyco continues to dominate the market, despite I in spite of 
making a loss last quarter. 

A Don't say despite of. 

Despite climbing 9% in early trading, the shares closed down $2. 
(not Oest3i,e of climbing) 

@ Despite is much more common than in spite ofin 
business contexts. 

I]) Adding ideas or information 

You can add information with also, too and as well. 
Too and as well come at the end of a sentence. 

Market Analysis: Textiles 
Despite supply problems, Europe's producers have had 
a boom. year. However, margins remain under pressure. 
Mean while, US exporters report strong demand from Africa. 
The summer has also seen growth in the domestic market. 
In spzte of good demand, prices remain stable. 

'Mastering Presentations' is now available on line. It is also out 
on CD-ROM 
May sales are better than April and I think they're better than 
last year's too I as well. 

@ As well and too are more common i~ speaki_ng than 
writing. People use also very often in speaking, but 
even more in writing. 

[i Time expressions 

C1 You can use while before a clause or the -ing form of a 
verb to link actions that happen at the same time. 

I want to talk to you while Jason is out of the room. 
While living in Toulouse, I decided to set up my own business. 

You can use during to say that something happens in or 
through a period of time. 

There are fewer flights to Paris during the winter. (through the 
winter period) 
He left the room twice during the meeting. 

Cl You can use when to say that something happens at a 
particular time. 

Richard was waiting in my office when I arrived 

C3 You can use in the meantime to say something happens 
before or until something else happens. 

It took me two years to find a new job. In the meantime, I 
retrained as an IT engineer. 

C4 You can use afterwards, then and before/after that to say 
that one event follows another and eventually to say 
that something happens after a long period of time. 
Afterwards sometimes follows words like soon, shortly and 
not long, or time words (e.g. days, months, years) . 

He became CEO at 64, but then retired shortly afterwards. 
His meeting is at l 0.30, but (before/after that) he's free 
(before/after that). 
The UK factory is very expensive to run. Eventually, all our 
production will be moved abroad to cut costs. 

CS You can use before+ -ing and after+ -ing to show the 
order of two actions in time. 

Please clear your desks before going on holiday. 
He worked full-time after leaving college. 



..,.. A D Read this extract from a podcast about working more effectively and underline the correct words in italics. 
Sometimes both answers are possible. 

Improving productivity is a constant battle in business. Working longer hours is a depressing option, 1 thou9!1 
I despite many of us choose it. How can we get the same results quicker: how can we work smarter? 

My advice may not be very original, 2 but I even though it could be useful for business people who have 
no time to think about their lives and working styles. First, multi-tasking. 3 Although I But many people say 
they are good at multi-tasking, trying to do lots of things at once is distracting. Try closing your office door, 
diverting calls to voice mail and doing some real work. 4 Despite I However, making you feel busy, multi­
tasking often means switching from task to task rather than making real progress. 

Email is a great invention. S In spite of I However, it is also a great distraction. 6 Even though I Although it may 
only take up an hour or two a day, it's a significant proportion of your working time. If you double the time 
you spend on activities which produce real results and stop doing the others, you will double your output, 
7 despite I but only working for the same length of time. 

Concentrate your time on the customers who really matter. You might th ink you are treating some of your 
customers badly, 8 but I however, don't forget that 80% of your profits come from 20% of your customers. 

Delegation also improves results. When delegating a task, 9 however, I although it doesn't mean you can sit 
back and relax; get on with another task. 

Working faster, identifying 80/20 tasks and delegating will all improve your efficiency. They all benefit from 
careful planning, 10 although ! though . That's my final tip. 

39.1 Listen and check your answers . 

..,.. B EJ Complete this article from a financial website about IT spending using the words in the box. Sometimes 
more than one answer is possible. 

also Although as well but Despite Even though .l::iGwe-ver In spite of 

[l f!lt • fsil ~ • IIJ Page • @ roofs • " 

The IT industry experienced record spending levels last year. 1 ... Jt_o!N.e:v:er ., a recent fall in IT share prices shows that the good times may 
be over and reports of a possible recession have started to appear in the media. 

2 ...................... many companies say that they have not yet had any drop in sales. cuts in spending are likely. Bigger companies in all 
sectors say they are still very confident about the future. 3 ................ ....... th is confidence. they are quietly already cutting IT costs. The 
number of small and medium companies w ith reduced IT budgets is 4 . .................... . expected to grow. 

If there is an economic downturn, it is unlikely to be a disaster. 5 ..... ... .. there is one factor which could slow any recovery for 
developed economies: India. 6 .. .................... its enormous cost advantage, Indian IT providers do not only compete on price. They match 
Europe and the US on expertise, 7 ....................... Many Indian IT firms are leading the way in terms of software development. 

8 ................. .... it will take them t ime to enter Western markets. it is clear that Ind ia is the place to invest in the IT future. 

D I 

..... A,B IJ Rewrite these financial reports using the linking words in brackets. Make any other changes necessary . 

In the US, the Dow Jones index fell. The decline was less sharp than expected. (but) 

... _ In .ii.le .. L-1~, .. ii.le: . Po.w. .. ~clYle:S. . 0.4)( .fe:U:., . 1'tAt. the: <Lee.Un(,, W.IA:S . Les.s . sh..OJ1' .. th..~ .. e)(paje4, 

2 The Tokyo Stock Exchange closed down 30 points and Germany's Dax index closed 0.7% down. (as we/{) 

3 The UK's FTSE 100 index was up 3.2% and France's CAC rose. (also) 

4 Apart from share prices, commodities such as oil and gold fell. (too) 

5 Some analysts recommend a cut in interest rates. This could lead to inflation. (however) 

".ll 



6 The dollar remained steady. Some experts have predicted a drop in its value. (a/though) 

7 'These problems might seem bad for investors. They are also an opportunity; said a spokesperson. (though) 

8 The poor performance of the stock market continued. US investors remain confident. (despite) 

~ C II Read about an executive's career history and future plans. Join these pairs of sentences from a career plan 
using the linking expressions in brackets. Make any other changes necessary. 

~ A-C 

1 I left university. I started working for ASOCTechnologies. (when) 

.... W!'.l~ .. , .. ~ft.1~\W!ey-~~ •.. 1 ... ~.~ -L:-JQ!ti.ri9. ft;ir .A..n. .. IwmQl!?_gµ;.~ .... ............. .. ...... .. ................. ... ... ........ ........ .. . 

2 I had been with the company for five years. I became Head of UK Sales. (after) 

3 I took a part-time MBA. I was working for the company full time. (while) 

4 I passed my MBA. I was promoted to head of department. (soon afterwards) 

5 I am planning a career break next year. I am teaching at the university. (and in the meantime) 

6 My career break will be in Kenya. I will teach at a school there. (during) 

7 I will come back to the UK. I hope to have some time to travel around Africa. (before) 

8 I want to save a lot of money during my career. I would like to retire and live in the country. (eventually) 

11 Read this article about the biggest mistake an investment fund manager made and the lessons he 
learned. Find and correct six mistakes with linking words. 

Patrick Everlast: New Horizon Select fund 
b1At 

Patrick says he learned his hardest lesson more than 30 years ago, ~ he still remembers 

it well. He was a broker in the early 1970s when there was a mining boom. 'People 

really wanted to buy these shares. You could buy $400 of shares on a Monday, and sell 

them for $ 1 ,000 two days before that - a lot of money in those days; he adds. Ever last 

too got involved with his own money. Despite the risks, he invested every cent he had. 

Although, people soon discovered that their shares were almost worthless. The mining companies did not have as much gold 

as they had claimed. Everlast lost half his money. Almost 30 years later. eventually Everlast was working as a fund manager. 

he noticed something very similar to the mining boom. People were paying crazy prices for shares in technology ·companies, 

, though many did not have a realistic business plan. 

This time, although, he sold at the top of the market. avoiding the massive collapse. 

Make it personal 
What was your biggest mistake in business or at work? Write a short summary of what happened. 

- Conjunctions and linking words 1 



Write for business: ~inking ideas in formal 
reports 

You can use. whereas to contrast twe ideas With opposite meanings. , 

Imports grew sharply, whereas exports rose much more slo~ly. 
t·i,":.'.. ,,, , _ .i, · , ·# · ., _,: ;m·;(}'.:":r_ 1' 

:You,;cartuse n~verJbeless at the ·nning of a:Se;l\lt~Qq~~ to say so 
,:o~?1h~t:J}bn~~~f~;~J:S~tbnd~ , . 0 ·cheaf} N~fli1"i/~1e;t sol 

_:1ii " - jJ:'. .i,.~ • .JJV . '' iffl;~r;-, ,,., '_-i1f;g'i. '-'"- i . ·if 
You ca.n use subseqvently to show ~fijat something happened after 

- -,· 

l'lJ Underline the correct words in italics. 

Furthermore I In addition to its Tokyo headquarters, ADAL has offices in Korea and China. 

2 Jon has a strong business background, whereas I moreover the other managers all have technical expertise. 

3 Higher oil prices lead to inflation and rising interest rates and, meanwhile, I subsequently, upwards pressure 
on salaries. 

4 The BN3000,Notebook is designed with the business user in mind. Nevertheless, / Whereas, it has more than 
enough performance and battery life to satisfy mobile gamers too. 

S Consumer spending rose 6% in the first quarter. Meanwhile, I Subsequently, inflation remained at 2.2% for 
the same period. 

El Make this report about problems with a supplier more formal by replacing the words in italics with a 
suitable formal e_xpression, Sometimes more than one answer is possible .. 

""'™"~=,lru~ ~ ~-~illalllilW!Jl~~-llllliiLll!!Hiili!illiiiii~ WmL.-~. 

Our problems with GT Engineering have been increasing for some time. Prices have risen, 1 bttf quality 
standards have seriously declined. 2 Also, they have been late with 24 deliveries in the past six months 
- more than during the whole of the previous year. 3 Also, we have received 17 letters of complaint from 
our own customers complaining about the quality of our products which use GT components. 4 On top 
of these problems, our secretary has found seven errors with invoices so far. 

5 While this continues, our company image is being damaged by the problems described above. We have 
been working with GT for a long time. 6 But, something must be done now. I recommend meeting 
GT's sales manager to discuss the situation. If the situation does not improve after this meeting we will 
review the situation. 7 After that, we may have to look for a new supplier . 

1 ..... ~h.~~!j-- 3 s 7 .............. .... ..... 

2 ...... .. ........ . 4 6 



-

Conjunctions ~nd linking words 2 
Read this comment from a business traveller. 

a It takes the speaker a long time to get to Frankfurt. 
..,.:"""' What is the result of this? 

b ~ is his purpose in staying two nights? 

Iii Giving reasons 
A1 You can use because, as and since to explain the reason 

why things happen(ed). The reason may come first or 
second in the sentence. 

Because/As/Since I didn't know the password, I couldn't log on 
to the server. 

They cancelled the flight because/as/since the weather was 
so bad. 

A Don't start a new sentence with because to give a 
reason for something you wrote about in the sentence 
before. · 

Competition is healthy because it forces firms to improve their 
products. (not Comf)etitioA is healthy Bemuse it forces firms to 
imw-ove their f)FOciucts.) 

A2 If you are guessing or want to find out why something 
happens, use because, not as or since. 

Are you working late because you enjoy it, or because you 
have to? (not A,<eyou ,·,<Q,c,~iR§ lete as/ siRCCJ'OU efljoy it ... ?) 

~ In spoken language, because is the most common 
and since is the least common. 

I]) Talking about results 
81 You can use so to talk about the result of something. The 

result comes second in the sentence. So is often used 
after and. 

Kevin was on holiday, so we couldn't contact him. (not ~ 
coulciA't COAfect him, KeviR was oA hokeey.) 
I'm not happy with these costs (and) so I think we should look 
at them again. 

82 Therefore, as a result, and consequently can link two 
sentences to show results. They most often come at the 
beginning of the second sentence. Less commonly, they 
can come at the end of the second sentence or between 
the subject and verb. 

The airline has a huge volume of passengers taking out car hire. 
Therefore I As a result I Consequently they get a good deal 
from the car hire firms. 

It takes me half a day to get to Frankfurt, 
so I need to spend two nights there in 

order to justify the travel time. 

The server crashed and was down for a whole day. We lost a lot 
of business as a result. 

The latest web technology will make markets more efficient and 
will therefore boost competition. 

~ All of these .are more common in formal business 
contexts. Therefore is the most common, and 
consequently is the least common, in both speaking 
and writing. 

Bl Stating purposes and goals 
C1 You can talk about someone's purpose or goal by using a 

to-infinitive. 

We decided to share a taxi to the airport to keep the cost down. 
(not for keCf)iA§ / for keef)) 

To clear the backlog of orders, we took on a part-time assistant. 

C2 We can also use so that instead of a to-infinitive. We must 
use so that if the subject is different in the two parts of a 
sentence. 

/'II just copy this list so that you can look at it before the 
meeting. 

~ So that is more common in spoken language than in 
writing. 

C3 You can also use in order to and so as to. These are more 
formal than the to-infinitive. 

The.government split up the national rail system in order to I 
so as to create competition. 

@ In order to is much more common than so as to. 

You can give a negative purpose using in order not to or so 
as not to. 

We should despatch the consignment now in order not to I 
so as not to cause further delays. 



..... A D Join these pairs of sentences using because, as, or since in the position shown by the box. Sometimes all 
three linking expressions are possible. 

1 I worked on my day off. I wanted to finish my report . 

.... ... . 1. vJOr~e4 ... ol'.' .. m.Y .. 44!:l .. off~I 0-_s_/b __ WOJA-.. -: . . - .. -~e.-/ _s_µ:, __ a,~l 1 1>Ja.ni;ed, to fui~~h m.!::l rep()rt;. 

2 The weather was so bad. I decided to take the train. 

..... ... .. .. .. 1....................... ........ .... ............ ... .... . . . ... ... ...... ........ ..... .... . . . . ... . ...... ... ..... . . 

3 I decided to invite Galina to lunch. I wanted to find out more about Russia . 

.... ... .. ......... .... ..... .. 1 ...... ........... .... ....... .. .... ..... ..... ... ... .. .. ...... .... .. ........ .. ... ..... ... ........... .. .. ......... ............ . .... .. .. ..... .. .. . 

4 We changed our insurance. The premiums had become too expensive. 

We .. 

5 Why did he change his job? Was he unhappy at PGC? 

Did .. .. .. .... .... .... ... .... .. ... .. .. .... ... .... ... ... ..... .... ......... ! .......... ......... ... ..... J ... . . .... .. ... ...... ... . ..... .. ........ ... .... ... .? 

6 We are expanding so quickly. We need to look again at our distribution network. 

I L 
7 We decided to meet again the next day. It was getting late. 

I ................. ...... .... J. 
8 Nobody had an address for him. We couldn't contact him. 

We couldn't . .. . ... . ... . .. . ... . .. . ... ... . ... .. . .. . .. . ... ... . .. . I .......... ............. ... ! ... ....... .. . ······ ... . . · · · ···· ··· · 

9 Why did you turn down the job? Wasn't the salary good enough? 

Did . . I .... ... J .... ...... ··········. . ... ..... ............. ? 

10 I couldn't access my emails. My computer had crashed. 

I . .. . . . I 

..... B EJ Complete this story using your own ideas. Then compare your ideas with the suggested answers in the key. 

.... A,C 

Tuei:e, vJIA:S sn()N. . aj; l:),,e, aj_ry()ri; . As a result, a lot of flights were cancelled. 2 .. ..... ... ... . 
Therefore I had to go back to the city and find a hotel for the night. 3 ......... ... ..... ....... ...... ....... ............ .. , so I went 
out and looked for a restaurant. 4 .. ....... ... ......... ... ... ... ... .... ... ......... .. Consequently, I had to go back to the hotel 
and try to get room service. 5 ... . ... ... ......... .. I had to go to bed hungry as a result. 

6 .. . .. , so I went back to the airport. 7 
to ring Nikoleta in our Athens office and cancel my meeting with her. 8 .. 
fortunately, she and I were able to meet after all. 

. .. .... ........ I therefore had 
. ... ..... ...... ,so 

IJ Find and correct five mistakes with linking expressions in this newspaper article about e-commerce .. 

2 

3 

4 

5 

... ~ .. , .As. 



..... C II Match the sentences and join them using the linking expressions in the box. Sometimes more than one 
expression is possible. 

.... A-C 

in order to in order not to so as not to __s.o..as--ttr so that to-infinitive 

Ttie baRlc tias deceRtralised. a They want to ensure best value for 

2 The company has chosen a brand which 
suggests quality. 

3 Gas Co. offers a range of different price options. 

4 We always give returning customers good discounts. 

5 Could you give us a reference number? 

6 You should liaise with Mona. 

2 

3 

4 

5 

6 

consumers. 

b You don't want to duplicate work. 

c Then we can refer to it in our documentation. 

d They want to appeal to high-income groups. 

e Ttiis gives local maRagers more freedom. 

f We don't want to lose them to the competition. 

E Put the extracts (a-i) in the text in the correct position (1-9) . 

a Consequently, the airline can reduce in-flight services to a minimum and save money. 

b so cabin attendants have to clean the aircraft and act as gate agents. 

c Since they allow only internet and telephone booking, 

d iR order to eRsure profitability wtiile keepiRg fares low. 

e And because they only raise fares as the fl ight fills up, 

f in order not to have to pay high landing and parking fees. 

g As there are no reserved seats and a single class, 

h so as to keep costs down by having no connecting services. 

They can therefore reduce training and maintenance costs. 

Low-cost airlines all work to approximately the same business plan, 1 .... .. <!,; .. .. . 

• They tend to use smaller airports furthet away from 1big city centres, 2 .... .... .. .. . 

• They offer only point-to:point flights 3 .. .... .. . ... . · 

: :~::.~~l:;~:0:x::1o~1:~~:o:;:ot~~, .;,,vke, 5 ........ . 55T?TZf:<? 
• Staff are made to do extra tasks, 6 ... ..... ... .. . ... 

• 7 ... . agents' fees and commissions are kept to a minimum. 
8 .... . the airline can offer very attractive, low fares to those who book early. 

• 9 ... .. ...... . passengers board early and quickly. 

These me'asures have resulted in a very profitable, worldwide industry. 

Make it personal 

Write a few sentences about the business model of your own company. 

- Conjunctions and linking words 2 



consequences 

A trainer, Clare, is talking to a trainee, John, about organising focus groups for market research. Complete 
their conversation using the expressions in the box. Sometimes rnore than one answer is possible. 

I given that In that case. In whic~ __ cas~ or else otherwise ~ seein~ 

JOHN: Focus groups are not just groups of people who answer prepared questions, then? 

CLARE: No. 1 ... ~9 o,s._ you want the group just to talk freely about how they use a product, it's a good 
idea to ask them simple, general questions first and just let them talk, 2 ... .... ........ you run the risk of 
focusing too much on o/Our own ideas. But in the second stage it's important to test out your own ideas. 
3 ... ........... ........ . , you'll probably use a questionnaire. Now, 4 ... .. .. .. ....... , ...... a lot of people findiquestionnaires 
difficult, and S ...... .... ... ... .... .. you want to get the best out of people, it's important to allow them plenty of 
time to fill them in properly . 

JOHN: 6 ... . 
saying? 

.. .... .. , we always have to have two main goals in planning a focus group, is that what you're 

CLARE: Yes. You want to collect both spontaneous comments and answers to the questions that you've 
prepared in advance, 7 ....... .. .... .. ....... . you're only doing half the job you set out to do. That's very important. 

0 40.1 Listen and check your answers. 

ARRIVALS 

Make it personal 

away. So you could take a 
· taxi. Or you could fly. 

Search online for articles 9r biogs _of interest to you that contain these expressions. For example, search for 
'w~bstores' and 'seeing that'. Read some of the results to see how they use these expressions. 



Vague language 2 
Look at these two statements. 

What's the difference between them? 

fi.1 Time 
People use these vague expressions to talk about approximate times: about, around, just before/after, -ish; 
a couple of, a few, . .. or two, ... or so; ages, a while. 

Let's meet about 0ne! around one I arone-ish. It'll only take us a couple of minutes I a minute or two. 

People often use more than one vague expression in a sentence when they talk informally. 

11) Prices and measurements 

Howard , 

People use these vague expressions to talk about approximate prices or measurements: about, around, (a)round about, 
(somewhere) in the region of, approximately, roughly, .. . or so, ... or thereabouts; (just) under I short of (less than), (just) over 

(more than). 

A new laptop will cost just over I under I short of €800. 
You can pay twenty pounds or so I or thereabouts for a newprimer cartridge. 
Bedford's about I around I roughly 60 miles from here. 

B Quantities 

People use these vague expressions to talk about approximate quantities. 

Countable nouns (smallest first): a couple of, a few, a number of, a lot of I lots of, loads of 

Uncountable nouns (smallest first): a little, a bit of, a lot of I lots of, a great deal of, loads of 

We still have a couple of issues to discuss, but there's loads of time. 

People often exaggerate numbers ·and say hundreds/ thousands/ mi/lions of. 

There were millions of people at the reception. You couldn't move. 

l!] Vague numbers in formal speaking and writing 

People use these expressions in formal contexts: approximately, in the region of, in excess of, up to, upwards of, over/ under; some, 
a great deal of, a (large/small) number of, a considerable number/ amount of, (a great) many. 

Our forecast for next year's spending is"in the region of €60,000. There are a number of reasons for this. 

DI Descriptions 

People often use these vague expressions to describe things or peo.ple: kind of, sort of, more or less, adjectives+ -ish, 
colours + -y or -ish. ·· 

A What colour's your new car? B It's greenish. It's sort of greeny brown. 

My report is more or/ess finished. (nearly) 

A In very formal speaking or writing avoid using ages, loads of, sort of, -ish. 

- Vague language 2 



Practi~e 

D a SS 10.1 Listen to a manager answering,these q1,1estions. Complete his·answers using vague 
expressions. 

A: How-lo mg does it take you .. to. get-to work /nthe morning? 

B: lttakes ·1 ·.· M~~ . . Well, 2 .. · . . ...... an hour. 

A: How far is it? 

B: 60 3 ..... .. .. ..... kilometres. Yeah, 60 4 

A: What t ime do yol!l start work? 

B: It depends, usui;illy 5 ..... ...... .... .. ...... ... 8:30 or 6 

A: And when do you leave usually? 

B: I usually finish at 7 ...... ..... ....... ........ six. 

A: How rnuch do you,think YOIJ ~pend a monthon cornmuting? 

B: 8. . . ... ... ...... €200. 

A: How many hours·a week do' you work, roughly? 

B: 9 ...... .. .. , ... ... ...... .. .45. 

A: How many people work·in your company? 

B: 10 ...... : ... .. 560. 

A: How often do you meet with yo.ur boss? 

B: 11 .... ... ... , .. : timesa _d<;ly,;but only for 1 ~-

A: How many emails, dpYou get a day, wciuld,you say? 

B: l3. .. .. .. .. .. .; .. . 030. 

A: How much time,do yo\J spend artswering·them? 

B: 14 .. ... ... .. .. .. .... ...... .. ! 15 .... an hour 16 

...... minutes. 

...... .... ... every day. 

b Write answers thiilt 'are tri.li;t for you in thec:olu.mn on the rigl,tysin,g vague expressions. 

c . 0 SS 10.2 P.ractise the c9nyersation With the req>rding. Use your answers from: Exercise 1 b. 

Make this ieport0from anonline ;etailer more'.form~l: Replace the infor.mal expressions in italics with two 
more formal expressiORS in:the box. . . . 

I :A s;;:~z~i\ ~~~~-~d~ :;~9• n,.;~(~ ' 
; .,............ ' }. ·1 .. ""T"·----. --,-·-~~-... 

1 Alt~ough t he finalifi~.u\e's ~or comfi~med, sa·le~ for:the·la~t m9ri;th are e'st imated tq be about €500,000: 
a .. °'PPr.oxi:m.~. :. ~, ... , .. , .. .. L .• ' ... :0 . . : . . : . . • 

. . 

2 We plc1n tOinvest a'blt mdiethan €5:mill ion in mew w~rehoas1ng fciciJitie~ next year. 
,. : ; · . '.iV ·'·\;. . , ··+ ·. " 

a .. .. ;: ...... : :, .. 'b},. ,,-,. 

3 Loads of c.u~tomer,s~re qolJlf tutning toJhe irtE!rn~t as their i:>ri~ ary spqppi~g·experierice. 
a b ·· · ·· ,,, I, · ·· ... ·· .. ·. ·•· 

4 It has:tak~n US,;ages to acrie','.r a 24-hour turnarou'~ci tim e for 90% of OUJ ~rders.• 
~ - ~ . . 

Ch~nge.each,~dj~c~ive-in 'thisd;script ion-ofialaptbpto use a vague 
expressio11: Sometime·smore t,h~n one answrr is;Possible. 

n'ew~sh 
I. bought'my rnmp~.t~r ~bout nine months,ago,s0 it's 1 i'tew -wel( it's 
not thatold Y,et. i:like th1e·eolo8r; It's 2. silv..er, amdg(eY, yciu k~·ow, it's. 
3 silver-grey. The only .thi~g Mon'.t much like abm,rt it i~ i~s si~e, 
4 large bit Qf kit compared to citherlaptiops OQthe ~arket:iAtn ,I 
with it? Well, s happy. I sfuppose it's nice, we(l 6 nice. , T .. 

-



- Test 10: Units 37-40 

1 Underline the correct words in italics. In two sentences both are possible. 

We manufacture many products ~/who are well known for their reliability. 

2 The people who/who they work in our factories are very well tra ined. 

3 Our main product, that/which is sold worldwide, has been in the top five best sellers for over ten years. 

4 Our customers, -/who are very loyal, often recommend us to other buyers. 

5 We sometimes offer discounts which/who encourage even more people to buy our products. 

6 The suppliers who/- we always use are local. 

7 Our biggest rivals, that/whose turnover is£ 12 mill ion a year, are based in the South East. 

8 The factory which/that makes the largest profit for us employs only 100 people. 

2 Complete this report using the words in the box. You need to use some words more than once. 

which who whom whose working 

Serving the world's poorest consumers 

There are billions of people 1 ... li-X0.9 ... in relative poverty in the world . The World Resources Institute, 
2 ....... ...... ........ .... . with the International Finance Corporation, has released a study 3 ........................ estimates 
the size ofthis consumer market, 4 .. .. .. . ... includes four billion people with incomes below US$3,000, 
is worth US$5 trillion. 

We have now reached the point 5. . ...... ... . we should enter this market. 

Following a discussion we 6 ......... .. ....... ... with consultants and manufacturers, we have produced guidelines 
7 ..... how companies can develop successful products and services aimed at poorer consumers. 
For practical examples 8 .... ......... ... .. ..... ... show how companies have developed such products and services, see 
our website. 

Respond to specific needs 

Firms should try hard to consider local conditions and culture, rather than just repackag ing a product or 
service 9 ...... ... .... ........ ... .. was developed for another market. 

Use a wider range of business partners 

An importantrole can be played by non-governmental organisations, many of 10 .... .. .... know a lot 
about the market 11 . .. . ..... . a product or service is designed for. 

Find the right people to work on projects 

Companies 12 .. .. .. .. .. .. .... .... recruit from the best business schools often employ people 13 .. 
know very little about the problems 14 ..... ... ...... ............ poor people have. Companies recruiting new staff 
should hire people from the area or region of the project, 15 ......................... knowledge of their local 
communities would be very useful. 

Think big 

Projects targeting markets like these need to be large in size because, in many cases, the margins on 
individual products are very small. Often, these projects are run in areas in 16 .. . . .. ......... a company's 
supply and distribution networks are already well developed. 



3 a Add the words in brackets to these sentences, making any other changes necessary. 

blAt 

1 Quite a few people go into town for work ;\ there is still quite a large majority that work out of town. (but) 

2 There are many big employers locally and quite a lot of smaller factories. (as we,n 

3 Some companies get involved in the area and sponsor or support local charities. (also) 

4 Some talented local students find jobs easily. It's harder for older people to get a job. (however) 

5 They are often not even asked to interview by some companies having more experience. (despite) 

b Use the words in brackets to join the sentences. Make any changes necessary to the punctuation. 

1 I called you last week. You told me my order would be ready last Friday (when) 

\10:1.e.n .. 1 • .. ~ . YO.U. . La.,:;~ . N.~ , .. l:lotA .. tcii4 .. l'Yle: l'fllj .()rc4.r .w.o.lAi4 .b.e: . r~ .L:o-cst .F.r~.· ... ... .. ....... ..... . 

2 Sorry, but we couldn't continue working. We were waiting for these parts. (while) 

3 We waited all day. They arrived at 6 pm. (and eventually) 

4 We installed them as quickly as possible. We realised we still needed another part. (but afterwards) 

5 We worked for eight hours on that order. Three more big orders came in. (and in the meantime) 

4 Tick the correct sentence in each pair. 

1 a We are moving offices. Because we need larger premises. 

b We are moving offices because we need larger premises . .I 

2 a Are you learning English as it is useful for your job or as you want to travel? 

b Are you learning English because it is useful for your job or because you want to travel? 

3 a I am not feeling very well and so I am going home early. 

b I am going home early and so I am not feeling very well. 

4 a Our sales to dealers are up about 11 %. As a result we gained one point of market share. 

b As a result our sales to dealers are up about 11 %, we gained one point of market share. 

5 a We are attending the conference to raise our profile. 

b We are attending the conference for raise our profile. 

6 a You can improve your financial health by selling assets in order pay off debts. 

b You can improve your financial health by selling assets in order to pay off debts. 

-



- Key 

Contracted forms are given in the key unless it is a written or 
formal speech context. 

Unit 1 
Introductory exercise 

a Provides and helps give you facts. b Search and browse tell 
you to do something. 

1 

2 Come to our first Fairtrade market on 16 July at Cutty 
Sark Gardens. 3 Listen to our guest speakers talking about 
Fairtrade and development issues. 4 Learn how you can 
improve the lives of farmers in developing countries. 
S Take part in lots of games and fun activities. 6 Win some 
great prizes in our raffle to rajse funds for Afghan women. 
7 Buy some wonderful presents for yourself and those you 
love. 8 Make a rea l difference to many of the world's poorest 
people. 

2 

2 Have 3 Don't forget 4 Try I Let's try (either option is 
possible here, as it could be an instruction to someone else -
Try - or a suggestion - Let's try) S Don't call 6 Let's walk 
7 Check 8 Don't worry 9 Let's get 10 Let's think 

3 

2 is 3 allows 4 Does Skype have S don't cost 6 includes 
7 don't have 8 does Skype have 9 writes 10 talk 

4a 

2 Who do you work for? 3 Is your office near your home? 
4 How many offices does your company have? S Where 
do you work? 6 Do you like your job? 7-How often do you 
travel? 8 How many days' holiday do you get? 

5 

2 needs 3 think 4 try 5 helps 6 start 7 make 8 be 
9 don't like 10 suggest 11 don't forget 12 Don't tell 

6 

3 comes 4 ./ S ./ 6 ./ 7 it always has 8 is (the subject 
Another global leader is singular) 9 ./ 10 are not 
11 produce 12 ./ 

Unit2 
Introductory exercise 

a we are currently looking for describes a temporary activity 
b we are growing describes a changing situation 

1 

2 'snot working I isn't working 3 's getting cold 
4 'm expecting S aren't going; aren't paying; 're having (it 
would be difficult to pronounce Sales're not ... or Customers're 

not) 6 'm sitting; 're repairing; 's leaking 

2 

1 Is it going 2 What projects are you working 3 Are you 
hoping 4 Are your colleagues learning S Is anyone in your 
department looking 6 How is your company doing 7 Is it 
achieving 8 What is your company investing 9 Is your boss 
making 10 Is he or she running 

3 

(Spoken items (questions 5, 7, 8 and 9) are likely to have 
contractions. Full forms are used for the written text.) 
2 are finding 3 are going 4 are having to S 's,costing 
6 are paying (it would be difficult to pronounce 
supermarkets're paying) 7 is planning 8 's getting 
9 'snot doing I isn't doing 10 are concentrating 
11 are running 12 are opening 

4 

2 When I'm having lunch wit~ a friend, I don't talk about 
work. 3 I always switch off my mobile phone when I'm talking 
to.a client. 4 When I'm negotiating a deal, I never make 
my best offer right at the begj~ning. 5 I don't chat to my 
colleagues when I'm writing a report or something like that. 
6 When my team is working on an i~ portant project, we 

· often come into the office at'the weekend. (When my team are 
working is also possible) 

5 

(The form that the original speaker or writer used is given first.) 

a 2 are not doing 3 is/are investing (you can use.either a 
singular or plural verb after a fraction) 4 are not helping 
S are/'re being 

b 1 're still working. 2 are/'re making 3 are/'re putting 
4 isn't I is not going 5 are/ 're looking 6 are/'re doing 

c 1 are introducing 2 are demanding 3 are finding 4 is/ 's 
taking 

6a 

2 're always looking for 3 're always complaining 4 'm always 
reading 5 're always sending 6 are always changing 7 are 
always breaking down 8 'm always thinking about 9 's always 
saying 10 is always borrowing 

Unit3 
Introductory exercise 

a imagine= imperative( .... see Unit 1 ); makes, exists, is= 
present simple; is growing = present continuous 

b The verbs in the present simple give general factual 
information. The verbs in the present continuous describe 
change. 

1 

2 Do you hold* 3 're looking for (we usually use the continuous 
with currently) 4 talks* S doesn't make* 6 's trying (we usually 
use the continuous with at the moment) 7 's Mark doing 8 isn't 
taking 9 's changing 10 Does he always come* (*these are all 
routines/habits, so are in the present simple) 



2 

2 is expanding (a trend/change) 3 rely 4 lets 5 are growing 
(a trend/change) 6 makes 7 produce 

3 

2 manage 3 does that mean (state verb) 4 try S 're 
holding 6 're displaying 7 are you working on 8 need (state 
verb) 9 fit (state verb) 10 do you enjoy 11 don't like (state 
verb) 12 look forward to (habit) 

4 

3 Are you enjoying 41 go 5 ./ (seem is a state verb) 6 ./ 
7 do you think 8 I have (have here means possess so is in the 
present simple) 9 ./ 10 the waiter is coming 

5 

2 is expecting 3 is losing 4 sells S has 6 is 7 are giving 
8 is falling 9 falls 10 is benefiting 

6 

2 They say (that) the expansion project isn't going well. 
3 I believe (that) you're having difficulties with the prototype 
of your new fuel pump. 4 Revenue is down so I guess (that) 
the advertising campaign needs a rethink. S I see (that) 
you're replacing the CEO. Are you thinking of an internal or 
external candidate? 

7 

2 seems 3 's not I isn't selling 4 reckons/thinks/says 
S 're losing 6 need 7 are complaining 8 says 9 's visiting 
10 comes 11 are thinking 12 guess 

Unit4 
Introductory exercise 

a They describe the past. 
b present perfect simple= has/have+ past participle; present 

perfect continuous = has/have been + -ing 

1 

2 've never managed 3 've run 4 has your company ever 
sent S 've been 6 's asked 7 've said 8 haven't planned 
9 Have you ever done 10 has never asked 

2 

2 just 3 just 4 for S yet 6 first 7 since 8 still 

3 

2 haven't been charging; since 3 's been visiting; for 
4 Have you been working; for S 's been giving; for 6 hasn't 
been sleeping; for 7 's been contacting; since 8 've been 
discussing; since 

4 

2 a (lose is a short, single action and also a past action with a 
present result) 3 a (crash is a short, recent past action) 
4 a (we are interested in the result- doubled sales) 
S b (talking is a long activity) 6 a (arrive is a short single action 
and here)t is also recent past) 7 b (waiting is a long action) 
8 a (tmderstand is a state verb) 

5 

(This is a formal spoken presentation so both the contracted 
and the full forms are possible.) 
2 've/have just completed 3 's/has been supplying I's/has 
supplied 4 have been working I have worked 5 've/have 
already exchanged 6 have looked I have been looking 
7 has ever taken (have is also possible, although none ofis 
usually used with a singular verb in formal English) 
8 has now moved 9 hasn't I has not been 10 's/has been 
11 has had 12 've/have learned 

6 

2 has (have) announced 3 has (have) bought 4 have fallen 
S has (have) launched 6 has (have) cut (it is possible to use a 
singular or a plural verb with companies, or words which refer 
to groups of people e.g. government, team, but the singular 
verb is more common) 

7 

Suggested answers: 
2 There has been a fall in the price of Mic rote I shares. I The 
price of Microtel shares has fallen. 3 Sales of DVDs have 
reached a new high. /The number of DVDs sold has reached 
a new high. 4 The US and China have met to discuss a new 
trade agreement. S The cost of insurance has risen following 
the recent bad weather. I Insurance premiums have gone up 
following the recent bad weather. 

Speaking strategies 1 
Introductory exercise 

Ana says Absolutely/to show she agrees. 
Tina says though and actually to show she disagrees. 

1 a 

2 personally 3 To be honest 4 Basically I Really S In fact I As 
a matter of fact, 6 to be honest 7 Fortunately 8 Obviously 
9 To be honest 10 clearly; unfortunately; of course I obviously 

b 

2 in my opinion 3 I would say 4 in my opinion Sas far as I'm 
concerned 6 I would have thought that 7 As a matter of fact 
I In fact 81 feel 9 as far as I'm concerned 10 I'd say 

c 
You can use any of the expressions in sections Band C. 
Suggested answers: 
2 That's true. I On the other hand, some people find them 

useful. 
3 Definitely. I I take your point, but everyone knows that. 
4 I agree. /That's a valid point, but you need time between 

reviews, too. 
5 Absolutely. I I think most managers do that already, actually. 
6 Exactly. I That's very time consuming, though. 
7 That's true, they do. I On the other hand, you can give 

feedback in other ways too. 
8 Definitely. I agree with that. I Yes, but it doesn't need to be 

in a formal interview. 
9 I agree with you. I I take your point, but I think it's the 

manager's job to make the staff feel relaxed. 
10 That's right. /That's a fair point. -



~ Key 

2a 
Suggested answers (use one of the expressions in brackets): 
2 (On the other hand,) face to face contact is more personal 

(though). Do you know what I mean? 
3 (However,) it helps to understand the culture(, though. I 

if you know what I mean?) 
4 That's true. That's a (very) good/fair/valid point. 
5 That's partly true but (actually) you can work on planes 

(though). 
6 Well, it's (actually) hard work. (only say I don't agree if you 

are sure the other person won't be offended) 

Test 1 
1 

2 look after 3 are 4 are 5 Keep 6 Don't write 7 don't tell 
8 Make 9 is 10 doesn't allow 11 contact 12 call 

2 

2 Is your manager watching (happening at the time of 
speaking) 3 Do you always work (habit+ always) 
4 Are you studying (happening around the present time) 
5 Do you understand (state verb) 6 does your manager talk 
(habit/routine) 7 Is your company making (change/trend) 
8 Does your salary go up (fact) 9 aren't speaking; do you 
doodle (aren't speaking is a longer action after when) 
10 Do you listen 

3 

2 have 3 'm sharing (temporary situation) 4 're redecorating 
(longer action with while) 5 Do you like (state verb) 6 hate 
(state verb) 7 are always talking (annoying habit with always) 
8 smells (state verb) 9 's always eating 10 does he eat 
11 cycles (habit) 12 doesn't have 13 gets 14 don't want 

4 

3 ~ likes 4 AaS is having 5 .,/ · 6 'm agree agree 7 .,/ 
8 ~ are thinking 9 isn't seeming doesn't seem 10 are 
appearing appear 

5 

2 We haven't had a training manager for a long time. 3 We've 
been asking our line managers to get someone to do this 
for over a year. 4 She's made a lot of changes already. 5 For 
example, she's introduced regular training sessions already. 
6 I've been to three sessions this month. 7 I've just come from 
a session about Excel spreadsheets. 8 I've never understood 
how to use them before. 9 I've learnt/learned a lot since the 
sessions started. 10 She hasn't given us a session on team 
building yet. 11 She's been promising to do that since she 
arrived. 12 Have you ever been to any of her sessions? 

Units 
Introductory exercise 

a Enron was a US corporation that went bankrupt in 2001. 
b Yes, the concerns started before they reported the earnings 

in July. 

1 

2 didn't want; stayed 3 planned; introduced; grew 4 could; 
had to 5 didn't find 6 replied; was 7 Did you buy; began 

2 

2 weren't you answering 3 was having 4 was driving 
5 was answering (nobody takes a positive verb) 6 was looking 
7 were preparing 8 were using 9 were practising 10 wasn't 
feeling 

3 

2 The auditors arrived when he was having his lunch. 
3 Share prices were increasing daily until the market 
crashed. 4 My taxi arrived as I was leaving the office. 
5 I told her about her new role while we were travelling to the 
conference. 6 The Board announced the name of the new 
CEO while the staff were celebrating the opening of the new 
office. 7 He was thinking of retiring when they offered him 
promotion. (thinking= considering, not a state verb) 

4 

2 did you ever think 3 was enjoying I enjoyed 4 were you 
doing 5 applied 6 worked 7 wanted 8 left 9 wasn't 
10 learnt I learned 11 were working (worked is also possible) 
12 negotiated 

5 
Suggested answers: 

2 When I was a child, I wanted to be an actress. 3 I started my 
first job in 1991.1 really enjoyed it. 4 After school, I lived in my 
parents' house I university accommodation I Paris. S While I was 
studying, I met the man who later gave me my first job. 
6 Yesterday, I wrote 20 emails before lunch. 7 When I was trying 
to decide where to work, my friends helped me a lot I didn't 
help me much. 8 When I was a teenager, I decided to study 
economics at university I decided that I wanted to be a lawyer. 

6 
Suggested answers: 

2 I was wondering if you could tell me about places to stay in 
Kiev. 3 I was hoping (that) you would/could finish the report 
by lunchtime. 41 wanted to talk to you about the standard of 
your work in your first three months. 5 I was thinking maybe 
you could I I thought you could talk me through the figures in 
the report. 

7 

2 were hoping 3 were wondering 4 could 5 did you want 
6 were thinking 7 might 8 wanted 9 did you want 
1 O was wondering 11 could 12 were 

Unit6 
Introductory exercise 

a produced b have been spending; have made c has decided 

1 

2 haven't heard 3 exploded 4 've been negotiating S 've 
been going 6 'sit been going 7 made 8 've reached 9 only 
got back 10 Didn't you go 11 opened 12 was 



2 

3a 4b Sb 6a 7a Sb 9b 10a 

3 

2 last 3 for 4 earlier 5 ago; at 6 since 7 in; never 8 ever 

4 

2 What subject did you study at university or college? 
(if you are still a student or have just finished your studies, 
What subject were you studying? or What subject have you 
been studying? are also possible) 

3 How many jobs did you apply for when you left university 
or college? 

4 When did you start working for this company? 
5 Has your company expanded I been expanding since 

you joined them? (expanded focuses on the result; been 
expanding focuses on the process) 

6 Have you worked I been working on any interesting 
projects this year? 

7 Have you ever spoken at a conference? If so, what did you 
talk about? (What were you talking about? is also possible) 

8 Have you had a pay rise this year? If so, how much did 
you get? 

9 How much time have you spent abroad in your working life 
so far? 

10 Is this the first time you've studied another language? 

s 
2 owned I has owned (use the present perfect if you think 
the situation is still unfinished) 3 have now reached 4 has 
acquired (the text uses singular verbs with company names 
so have acquired is unlikely) S signed 6 booked I have 
booked 7 flew 8 have used I have been using (use the 
continuous form if you think the action is the most important 
thing) 9 recently introduced I have recently introduced 

6 

2 were considering; thought; didn't believe 3 have you 
decided I did you decide; 've been spending I were spending 
4 've been working; didn't get S was having; told 6 was 
she complaining I has she been complaining (if you use 
the present perfect continuous, it sounds like she is still 
complaining now); didn't get 

7 

2 We cAecked We were checking 3 1-flae I've been having 
4 l-te1€1 I was telling S I've tried I've been trying 6 yotJ cAaired 
you were chairing 

Unit7 
Introductory exercise 

Sentence b makes it clear that Zetac accepted an offer from 
Kronos before E-Linx made their offer. 

1 

2 'd expected/predicted 3 hadn't received 4 had decided 
5 'd already spoken 6 'd suffered 7 Had you predicted/ 
expected 8 hadn't sold 9 'd only asked 10 had fallen 

2 

2 had already made; made 3 closed; 'd heard (we'd heard is a 
reason or explanation) 4 'd already discussed; didn't want 
Shad only started; arrived 6 was; 'd phoned 7 did you know; 
Had you spoken 8 had risen (a reason or explanation); had to 
(had cannot be abbreviated here) 9 hadn't left; was 10 said; 
'd ever given 

3 

2 the banks' shares had been falling before the 
announcement. 3 the directors had been negotiating the 
terms of the agreement. 4 some people had said it would 
create one of the biggest financial groups in Europe. 
S the financial sector had been unstable in recent weeks. 
6 it had been predicted in a popular financial blog. 

4 

2 had you been working 3 'd been thinking 4 hadn't seen 
S 'd been working I 'd worked 6 had been living 7 'd been 
studying I'd studied 8 hadn't found 9 'd been considering I'd 
considered 10 'd been doing 11 'd begun 12 had just started 
13 'd already realised 14 had missed I had been missing 

5 

1 had been rising; had been falling (had fallen); had already 
dropped; introduced; expected; reported 

2 grew; took; had started; became; had become; had left I left 
3 looked; had; had improved; had cut; had gone; was 

6 

2 If only they'd booked their flights earlier; they would have 
got a better deal. 

3 Julio wishes he'd taken the job in Bucharest. 
4 I had intended I had been intending to meet each new 

member of staff individually, but there wasn't time. 
S I wish I'd realised the figures were wrong. I could have 

corrected them sooner. 
6 We had been planning I had planned to meet up at six 

o'clock, but the traffic was very bad and Henry didn't arrive 
till 7:30. 

7 If only Rosa had been here when Vladimir arrived; she 
speaks Russian. 

8 They had been hoping I had hoped that property prices 
would drop so that they could carry out their expansion 
plans. 

7 

1 If oAly yotJ let If only you'd let; I plaAAed I had planned I had 
been planning (had is not abbreviated here as it is stressed); 
I botJgAt I'd bought 2 I e><pected I had expected I had been 
expecting (had is not abbreviated here as it is stressed); yoo--­
were you'd been 

, Unit.a 
Introductory exercise 

a State: I was in the music business 
b Habits: I used to go to America regularly; I would always 

come back with lots of ideas 

-



- Key 

1 

1 What things did you use to do in your first job? 2 Did you 
use to have a weekend job when you were younger? 3 Which 
companies did you use to want to work for? 4 How did you 
use to keep in touch before you had a mobile phone? S Did 
you use to work in London? 

2 

2 used to need 3 took over, got; was (these verbs refer to 
specific events, not habits) 4 didn't use to enjoy; decided; got 
(decided and got both refer to single events) S used to be 
6 did you use to keep; used to make 7 used to 8 was (this 
refers to how long he was at the company, not a habit); left (a 
single event) 

3 

2 Didn't they use to work 3 didn't use to do I wouldn'_t do 
4 used to go I would go S never used to get I would never 
get· 6 always used to work I would always work · 7 didn't use 
to have 8 used to have to I would have to 9 used to be 
10 used to make 11 used to work 12 always used to make I 
would always make 

4a 

2 used to I would earn; £14,000 3 used to be; fewer 4 used to 
I would stay; longer S majority; didn't use to have 

s 
2 backed up I used to back up I would back up 3 didn't 
back up I didn't use to back up I wouldn't back up 4 didn't 
know I didn't use to know (not would because it describes 
a past state) S wasn't I didn't use to be 6 was I used to 
be 7 occasionally saved I occasionally used to save I would 
occasionally save 8 used to work (not wo1:1kJ vfflfk because 
there is no clear time reference or context) 9 were I used to 
be 1 O stored I used to store I would store 11 never did I 
never used to do I would never do 12 always wrote I always 
used to write I would always write 

6 

2 is used to (80 years sounds too long to be in the process of 
getting used to something.) 3 'm slowly getting used to (the 
process is not yet complete) 4 wasn't used to S weren't used 
to 6 never got used to 

7 

2 a 'm used to writing; 'm getting used to speaking 3 d get used 
to; used to put 4 e wasn't used to getting up I didn't use to get 
up; used to get S b 've got used to; 'II get used to seeing 

Speaking strategies 2 
Introductory exercise 

OK. Right. So. 

1 

2 Can I ask you something? 3 Busy day? I Are you busy at the 
moment? 4 Could I talk to you for a minute? I Have you got a 
minute/moment? I Do you have a minute/moment? S I was 
wondering 6 How are things? I How's it going? I How are 
you? 7 Could I have a word with you? 

2 

2 Can you all hear me? I Can everyone hear me? 3 stay on the 
line I hold the line 4 Are you there SOK. So. Right. I OK. Let's 
make a start. I Let's get started. 6 Could you speak up a little 
7 Anyway, getting back to my trip I as I was saying 
8 Sorry, can I just 9 OK. So I Right. Well. Anyway. Now (or 
various combinations of these words) 10 I want to bring in 

3a 

2 Speaker 6 3 Speaker 4 4 Speaker 1 S Speaker 2 6 Speaker 5 

b 

Speaker 2 What about you?What do you think? 
Speaker 3 Getting back to 
Speaker 4 Right then. So. Let's get started 
Speaker 5 Well, thanks for yourtime, aUof you. 
Speaker 6 How's it going? Horrible weather, isn't it? Busy day? 

Test2 
1 

2 started 3 've been doing 4 missed; wasn't working; rang 
S Have you finished; 've been 6 were you going; seemed 
7 were planning; decided 8 appointed 9 wanted; was 
wondering 10 was leaving; called 11 was sitting 12 Did you 
have; Have they signed 

2 

2 made 3 were having 4 were looking for S weren't having 
6 decided 7 interviewed 8 promoted 9 were looking for 
1 O taught 11 needed 12 has generated 13 's been 
14 's attracted I's been attracting 

3 

2 went 3 included I had included 4 needed S 'd been 
overspending I'd overspent 6 didn't use 7 decided 
8 'd been offering I'd offered 9 realised 10 'd made 
11 received 12didn'thelp 13arrived 14didllearn 1Ssaw 
16 'd lost 17 wasn't I hadn't been 18 'd saved 

4 

2 used to need I needed 3 used to take 4 would involve I 
used to involve I involved S used to have I had 6 never used 
to need I never needed 7 are getting used to being 8 knew I 
used to know 9 is used to working 10 are used to using 

s 
2 last 3 ago 4 When S for 6 In 7 earlier 8 before 9 already 
10 since 

Unit9 
Introductory exercise 

Are you going to be; I'm not leaving 

1 

2 Are you going to need to borrow money? 3 How much 
money are you going to need? 4 Who is going to buy your 
product or service? S How well is it going to sell? 
6 Where are you going to sell it? 7 How much are you going 
to charge for it? 8 Why are customers going to buy your 



product and not a competitor's? 9 How are your competitors 
going to react? 10 Are they going to be able to copy your 
product easily? 

2 

2 's not I isn't going to be 3 're not I aren't going to be able 
to 4 're going to have to 5 's not I isn't going to like 6 are 
going to explain 7 'm not going to lie 8 'm going to say 

3 

2 'm going 3 'm giving 4 are you doing 5 Are you coming 
6 are you doing 7 's showing 8 are coming 9 'staking 
10 are you starting 

4 

2 's not I isn't going to rain (a prediction) 3're going to leave 
/ 're leaving (both forms are possible here as this is a plan and 
an arrangement) 4 are they coming back I are they going to 
come back (a plan and an arrangement) 5 's moving I going 
to move (a plan and an arrangement) 6 'm going to research 
(a plan or intention) 7 'm going to find out (a prediction) 
8 'm going to have to (state verb) 9 're not going to be able to 
(a prediction) 10 are you going to give (an intention, not an 
arrangement) 11 's not I isn't going to be (a prediction) 12 're 
going to travel/ 're travelling (a plan and an arrangement) 

Sa 

(These are predictions, so use be going to here.) 
3 going to ffiigl'lt l'lappen going to happen I might happen 
4 Is 1:memployment rising Is unemployment going to rise 
5 Is your comp.any ha•,ing Is your company going to have 
6 .I 7 yoti're going to can change you're going to change I 
you can (will be able to) change 8 .I 

b 

Suggested answers: 
1 No, I think inflation is going to fall next year. 2 Yes, I think 
house prices are going to go down. 3 I think interest rates 
are going to rise a little. They're not going to go down in the 
near future. 4 I think unemployment is going to go down. 
5 I think we're going to have a good year. 6 They're going to 
invest in new communications technology. 7 I'm definitely 
not going to change jobs next year. 8 I hope I'm going to get 
a pay rise. I'm not going to be promoted because I was just 
promoted last month. 

6 

It's important to vary the phrases that you use, and not to use 
too many what-clauses as these should only introduce key 
points. 
Suggested answers: 
2 I'm/we're going to focus on I what I'm/we're going to focus 
on is 3 I'm/We're going to look at I talk about 4 I'm going to . . 
talk about I we're going to look at 5 I'm/we're going to look 
at I talk about 6 what I'm going to do 7 I'm going to ask 
8 I'm going to ask 

Unit 10 
Introductory exercise 

The present simple (launches), the present continuous 
(is providing) and will (will talk) are all used to talk about the 
future. 

1 

2 Shall (suggestion) 3 'II 4 won't 5 'II 6 'II 7 shall 8 won't 
9Shall 10shall 11 'II 12'11 

2 

2 arrives I will arrive 3 will meet (this is a future fact, not a 
timetabled event) 4 begins I will begin 5 ends/end (you 
don't have to repeat wiln 6 arrives (use present simple with 
before) 7 will take 8 will not eat (written context) 9 will 
eat 10 lasts I will last 11 will be I is 12 departs I will depart 

3 

2 will rise (the speaker thinks it is a fact; going to rise is also 
possible, as it could be a prediction based on evidence) 
3 're going to find/ 'II find 4 will small businesses be able 
to 5 'II be ('s going to be is also possible, but this is personal 
opinion so will is more natural) 6 probably won't I probably 
aren't going to put up 7 'm seeing / 'm going to see (a future 
arrangement) 8 'II let 9 is probably putting up I is probably 
going to put up I will probably put up (a future plan or a 
prediction) 10 'II have (a personal opinion) 11 's going to 
grow 12 Will you survive (a personal opinion) 

4 

2 will sit I are going to sit 3 are rewiring (a scheduled 
arrangement) 4 'II take (use will with think) 
5 'II need (state verb) 6 'II have to (state verb) 
7 'm meeting (a scheduled arrangement) 8 will ask 
(prediction) 9 meet (use present simple with when to refer 
to the future) 10 won't forget (the speaker believes that this 
promise is a future fact) 11 leaves (schedule) 
12 'II miss (use will with expect) 

5 

2 What will you do first when you arrive at work tomorrow? 
h I'll check my emails. 3 How old will your company be this 
year? e It'll be 42 years old. 4 What do you expect will happen 
to your salary next year? g I don't expect I'll get a pay rise, 
unfortunately. 5 Are you chairing any meetings this week? 
b No, but I'm making a presentation to the Board on Tuesday. 
(don't use will to talk about an existing plan) 6 Do you think it'll 
be a good year for your business? a No, our sales so far are poor 
so we probably won't hit our targets. 7 What do you think will 
happen to unemployment in your country this year? f I think 

. it'll continue to rise. 8 Will you have more free time next year? 
d No, I expect I'll spend more time at work than last year. 

6 

2 will cover I will deal with I will look at 3 'II take 4 'II cover I 
'II deal with/ 'II look at 5 'II show 6 'II look at I outline 
7 'II cover/ 'II deal with / 'II look at 8 'II sum up 9 'II make 
10 'II answer 
You could also use going to in answers 1-9. Use will for 10 
because it means 'I'll be happy to answer any questions if 
there are any'. -



7 

2 I'll come on to that point later I in the next section I in a 
second. Is that all right? 

3 I'll go back to that point at the end. Is that OK? 
4 I'll be pleased to answer your questions now. 

Unit 11 
Introductory exercise 

a will be looking; will be asking 
b will have found 

1 

2 will you be staying 3 'II be staying 4 'II be doing 5 will be 
taking 6 'II be trying 7 won't be joining 8 'II be thinking 

2 

2 won't have made 3 'II have chosen 4 'II have had 5 'II have 
announced 6 'II have started 7 'II have joined 8 will we have 
achieved 

3 

3 ./ 4 ./ 5 'II also be taking on (during the next four months) 
6 'II be publishing (future plan) 7 ./ 8 ./ 

4 

2 by then 3 tomorrow 4 all night 5 in a few minutes 6 by 
the end of the month 7 by lunchtime 8 for the whole week 

5 

Suggested answers 
2 By 30 January, I'll have set up a team of employees to lead 
our green programme. 3 From January to March, they'll be 
investigating sourcing raw materials more locally. 4 Between 
February and June, they'll be looking for greener suppliers 
who provide sustainable products. 5 From now on, I/I'll be 
encouraging people to print less. 6 By April, we'll have created 
20 reserved parking places for car poolers. 7 By this time next 
year, we'll have reduced business travel by 40-50%. 8 By 2016, 
we'll have transferred 30% of our energy to wind power. 

6 

2 b How will you be paying? 3 i How long will you be staying? 
4 c Will you be needing anything for your presentation? 
5 g Will you be needing a wake-up call? 6 a Will you be 
wanting to use the sports facilities? 7 e When will you be 
arriving? 8 d Will you be wanting room service? 9 f How will 
you'be travelling? 10 h What will you be doing while you are 
in London? 

Unit 12 
Introductory exercise 

is expected to; is set to; is likely to 

1 

2 is likely to begin 3 ls next week likely to be 4 'm unlikely I 
not likely to be 5 're likely to make 6 ls anyone likely to need 
7 'm unlikely I not likely to finish 8 are likely to enter 9 are 
unlikely I are not likely I aren't likely to change 10 are likely to 
become 

2 

2 It is/seems unlikely that digital camera sales will decline 
before 2020. 3 It is/seems likely that China will be the world's 
biggest Internet user in 2015. 4 It is/seems unlikely that the 
USA will be the world's biggest Internet user in 2015. 5 It is/ 
seems likely that the population of the EU will rise to 470m in/ 
by 2025. 6 It is/seems unlikely that the population of the EU 
will continue to rise after 2025. 7 It is/seems likely that more 
than 25% of households will own two cars in 2020. 8 It is/ 
seems unlikely that car ownership will decline sharply over 
the next 20 years. 
Other possible sentences: 
It is/seems likely that sales of digital cameras will slow down a 
little after 2015. 
It is/seems likely that Internet use in Japan will continue to 
grow/increase. 
It is/seems likely that the population of the EU will be more 
than 465 million in 2015. 
It is/seems likely that ownership of two cars in the UK will 
increase by around 2% between 2010 and 2025. 

3 

Suggested answers: 
2 In the future, people are quite likely to have to work till 
they are 70 or 75. 3 It seems very/ likely that organic food 
production will increase worldwide. 4 It's most likely that 
it will rain in London in the next five days. 5 The English 
language seems extremely unlikely to die out in the next 20 
years. 6 It's very likely that internet shopping will continue to 
expand rapidly. 

4 

2 is expected to (there is no reason to think it will not 
continue) 3 is about to (it is going to happen very soon -
this Friday) 4 is to (this is often used for announcements 
about official decisions) 5 is set to (it is already planned and 
decided) 6 is expected to (this is what the analyst thinks; it is 
not 100% certain) 

5 

1 about sending about to send; I going to ask I was going 
to ask 2 is due arriving is due to arrive; we were supposing 
te-meet we were supposed to meet; is expect to finish is 
expected to finish 

6 

2 in the short term 3 in the immediate future 4 in the 
foreseeable future 5 going forward 6 looking ahead 7 In the 
long/longer term 

Speaking strategies 3 
Introductory exercise 

a really, do 
b sort of, a bit 

1 

2 It's completely different from what I expected. 3 I do like 
it a lot. 4 It'll make such a difference, going into work. 
5 It's absolutely wonderful. It's just fabulous. 61 won't 
miss the old offices at all. 7 The furniture looks extremely 



expensive. 8 I'm really looking forward to working here. 
9 They've planned the space really well. I They've really 
planned ... 10 I must say thank you very much to the design 
team. 

2 

2 don't really 3 Not really. 4 just S not really 61 think 
7 a bit 8 sort of 9 kind of 10 Perhaps that's 11 probably 
12 very clear 13 slightly 14 a little bit 1 S maybe 

3 

2 Maybe/Perhaps/Probably 3 just so I so I very I really I 
extremely 4 totally/completely/absolutely/really S sort of I 
kind of I a little bit I slightly 6 just so I very I really I extremely 
7 at all I very much 8 such 9 really/just 10 really 

Test3 
1 

2 will 3 won't 4 will Swill 6 will 7 will 8 won't 

2 

2 is going to rise (prediction based on evidence) 3 'II help 
(decision at time of speaking) 4 'm meeting (arrangement) 
S arrives (with as soon as) 61 don't think the meeting will 
finish 7 I don't expect the CEO will freeze 8 Shall we start 
(suggestion) 9 ls the company going to make 10 will be 
(with state verb) 

3 

2 'II have·given · 3 won't be working 4 'II be advertising 
S won't have sent 6 Will you have finished 7 Will you be 
staying 8 'II have delivered 

4 

2 are expected to 3 is set to 4 were supposed to Sare due 
to 6 Looking ahead (notice that this phrase usually comes at 
the start of a sentence) 7 is likely that 8 is extremely unlikely 
that 9 in the foreseeable future (notice that this phrase 
usually comes at the end of a sentence) 

s 
2 was supposed to start 3 starts 4 are marking S Looking 
ahead 6 is not due to finish 7 happens 8 will be organising 
9 seems likely that 10 won't be 11 will be 12 will have 
recruited and trained 13 is 14 are going to invite 1 S is 
expected to host 16 will be 

6 

2 How many people do you think will attend (use will after 
think) 3 what time does the conference start (timetabled 
future) 4 Shall I come along (an offer or suggestion) S What 
time are we supposed to leave 6 Will the presentations have 
finished (future perfect with by) 7 Will they be signing (an 
action in progress at a specific time in the future - during the 
breaks) 8 Are you likely to need 

Unit 13 
Introductory exercise 

b something is possible and it does actually happen 

1 

2 can create (creates is also possible) 3 is 4 are I can be 
S like 6 can lead 7 can have (has is also possible) 8 have 
9 can result (results is also possible) 10 is (this always happens 
so can is not possible) 

2 

2 Can you add dates to cells in a spreadsheet? Because I 
certainly can't (do it)! 3 Iris was able to persuade Philip to 
speak at the sales conference. (not rettld as it is a specific 
occasion) 4 I couldn't I wasn't able to get hold of Flavio 
yesterday; it was a public holiday in Brazil. S Could they I 
Were they able to hear what we were saying? It was a terrible 
line! 6 Small, local stores were unable to I could not compete 
with the new superstore and were forced to close. (the 
situation seems more formal, so be unable or could not are 
more suitable than couldn't) 7 The weather can be very hot 
and humid in New York in August. 8 The assistant I had at 
Mantech could speak four languages. 

3 

2e 3g 4h Sd 6i 7c Sb 9a 

4 

2 Will you be able to speak at the sales conference? (Could 
you I Can you are also possible, but they are more likely to be 
heard as a request rather than a question about whether it 
is possible) 3 Could you give me a price for a business-class 
flight to Bangkok (please)? (Can is also possible) 4 May I 
have a room with a sea view (please)? (Can and Could are also 

possible) S Yes, of course (you can). (not Yes, you cou!e) 
6 Are you able I Would you be able to attend our group 
meeting today? 7 Can you come to our showroom 
personally? (Are you able to and Could you are also possible) 
8 I'm sorry, (but) I'm I we're I the company is not able to offer 
credit. (you can also say unable to) 

s 
2 Mr Rundaf is a very busy person but I am delighted to say 
that we were able to find an evening when he was free. 
3 We will be able to spend two hours with him to discuss 
international business trends. 4 We have been able to book 
the Chesham Room, which is a wonderful venue for such an 
important meeting. S We hope to start at 7:30, so could you 
all make I could I ask you all to make a special effort to be 
punctual? 6 I cannot say at the moment how many questions 
Mr Rundaf will take, but do prepare any questions you would 

like answers to. 

6 

2 allow you to design 3 is known to increase 4 lets you 
upload S permits you to complete 6 makes it possible (for 
you) to find 

7 

2 enables us to access 3 lcnows to is known to 4 makes it 
possible to Sallows us tracking to track 6 permission permit 



- Key 

Unit 14 
Introductory exercise 

a There are three suggestions or pieces of advice: You should 
talk to our trained advisors; You might want to drop in for a 
chat; You could give us a call or email us. 

b should+ infinitive without to; might want+ to-infinitive; 
could+ infinitive without to 

1 

2 You should I ought to do some research into the job and the 
company. 3 You could I might want to take extra copies of 
your CV. 4 You could I might want to avoid discussing salaries 
before you get an offer. 5 You shouldn't I ought not to forget 
to ask questions. 6 You shouldn't I ought not to be negative 
about yourself. 
Suggested answers for 7 and 8 You should wear smart clothes 
/ be friendly and polite I be positive about yourself. 
You could I might want to read the company's annual report 
beforehand. 

2 

2 A Shall I phone them? B should 3 A What should I do 
B might 4 A Should I wear a suit and tie B could; could 
s A Should I practise answering questions? B shouldn't 

3 

3 ./ 4 ./ 5 migl=it as well should/ought to (it's essential) 
6 Eettkl should/ought to (it's essential) 7 ./ 8 ./ 9 co1:1ldR't 
shouldn't 1 O migl=it like to should/ought to (very important 
advice) 

4 

You can use should or ought to for all these answers. Other 
possibilities are also shown. 
2 should I ought to buy 3 should I ought to use 4 could 
install (not essential, one idea of several) 5 should I ought to 
carry I might consider carrying (use might consider when you 
think it is a good idea, but not essential) 6 could I might like 
to I might want to lock (a good idea rather than essential) 
7 shouldn't make (use shouldn't to show it is essential not to 
do something) 8 should try (this is very important - do it if 
you can) 

5 

2 You should go (this is a strong recommendation) 3 Shall we 
do (We might as well do doesn't sound like a very friendly way 
to speak to a colleague) 4 should talk I might want to talk 
5 You ought to talk I Could you talk (both are possible but 
Couldn't you talk is more indirect) 6 Could we arrange (we 
should arrange is probably too direct) 

6 

Suggested answers: 
2 give (people) more responsibility 3 I'd turn it off and on 
again 4 using the Internet 5 to try Wednesday 6 the new 
restaurant on Pail Street 

7 

2 Why not start I How/What about starting I Why don't we 
start 3 Why don't we link I Why not link I How/What about 
linking 4 Why not talk I How/What about talking I Why don't 
we talk 5 Let's arrange 6 If I were you, I'd wait 

Unit 15 
Introductory exercise 

You must make; you need to say; don't give; You don't need to 
tell; Remember; you have to give 

1 

Suggested answers: 
2 You need to fax your order to us as soon as possible. (must 
or have got to would be too strong for a new customer) 
3 You must I've (got) to I need to pay attention to the 
feedback after your presentation. 4You must I've got to get 
a visa before your trip to Australia. 5 You need to email the 
address list to the CEO. (need is less strong than must or have 
got to here, so it will probably create a better relationship with 
your PA!) 6 We must check the exchange rate every day. 

2 

1 must 2 has to; must; has to I's got to 3 have to I've got 
to; must 4 have to 5 must I have to 6 have to I must 

3 

Suggested answers: 
2 You can/ might want to think 3 you can I might want to 
consider 4 Do you want to I Can/Could/Will/Could you invite 
... ? 5 you can all come up with 6 Can/Could/Will/Would you 
/ Do you want to organise ... ? 7 you'd better I you might want 
to make 8 everyone needs to attend 

4 

2 You need to make sure you have the correct email addresses 
in the database. 3 You (or we) must follow up every meeting 
with a courtesy phone call! Is that clear? 4 Could you let me 
know immediately if Mr Madureira calls? 5 You'd better cancel 
your group meeting tomorrow. Something urgent has come 
up. 6 Would you make ten photocopies of this, please? 

5 

2 don't have to (not necessary) 3 mustn't (forbidden) 
4 mustn't (forbidden) 5 don't have to (not necessary) 

6 

Suggested answers: 
2 You definitely need to I have to keep an eye on the 
exchange rate. (stronger) 3 Personally, I think we need to I 
'd better take on more staff during the busy period. (more 
polite) 4 Could /Would you try to sort it out today, perhaps? 
(more polite) 5 Actually, you don't need to I have to use the 
same spreadsheet for both orders. (more polite) 6 We/You 
really must finish the meeting by 4 pm. (stronger) 7 If you 
would/could switch off the lights, please. (more polite) 
8 Could/Can/Will/Would you just wait another week or so 
before you call them again? (more polite) 



7 

2 If you'd I you could come this way, please. 3 If you'd I you 
could just close the door, please, Robert. Thanks. OK, let's 
begin the meeting. 4 If you could I you'd get James Hartley 
on the phone for me, please. I'll return his call. 

Unit 16 
Introductory exercise 

Sentenced is definitely true. 

1 

2 a should 3 d should 4 g can't 5 bought to 6 e ought to 
7 h shouldn't 8 f must 

2 

2 should/ought to (Andy isn't as certain as Phil) 3 should/ 
ought to (he thinks this is probably true) 4 might/could/may 
5 can't (he is certain this is not true) 6 might/may (not so could 
is not possible) 7 might/could/may 8 must (or should I ought 
to if you think Andy is not absolutely certain) 9 must (or should 
I ought to if you think Andy is not absolutely certain) 10 might/ 
could/may 11 might/could/may 12 might/could/may 

3 

2 might 3 may 4 might I should (should is less likely because 
it is repeated later in the sentence) 5 should 6 might 7 could 
(this is possible but not certain) 8 can't 

4 

2 should I ought to be open 3 must have the key 
4may/might/could have it 5 might/could/may be in my 
office 6 could/might/may (well) still have it 7 should I 
ought to be in her desk drawer (could/may/might are also 
possible) 8 shouldn't/ought not to take long 

5 

Suggested answers: 
2 They may/might/could go up, too. 3 It should I ought to 
cost about £25. 4 It shouldn't take more than 15 minutes. 
5 Yes, I should I ought to I might be free at 10 o'clock. 
6 It must be the server. We're having problems with it at the 
moment. 7 You can't find a good hotel for that price. I You 
could try the budget hotel near the station. 8 He may/might 
be in a meeting right now. 

6 

2 must be pleased/relieved 3 must be furious 4 must be 
pleased/relieved 5 must be joking 6 must be surprised 

7 

Suggested answers: 
2 That must be a relief I a good feeling. 
3 That must be upsetting/frustrating/annoying. 
4 That must be really frustrating/annoying/irritating. 

Speaking strategies 4 
Introductory exercise 

The conversation sounds informal and friendly because the 
speakers are using shorter forms of the grammar structures. 

They are not using the 'full structures' - see the words in italics 
below. 
A: Are you going to the party tonight? 
B: Yeah. Are you going? 
A: I might do. It depends what ti me I leave work. 

1 

2 Af€ you in Hannah's team? 3 Are (you) going with them? 
4 96--yeu need a personal assistant? 5 Are (you) busy these 
days? Have you been anywhere interesting? 6 9&yett like 
my new travel bag? 7 Af€ you the lucky person who gets all 
those trips to California? 8 Have you heard the news? 9 ~ 
fyeut ready for lunch? 10 Are (you) hungry? 

2 

... ! must tell you in case you don't know: Richard Wilson's 
going to be there.! can't be with you myself, though.! really 
should be, I know - the problem is, I'll be in Milan .. . 
2 
... Holly tells me you were having trouble with the sound 
files for your presentation.!! might be because they're in a 
different folder from the main presentation.!! depends on the 
file location. If you like, I'll come and have a look at it for you. 
I won't be free till 3. Is that OK? .. . 

3 

2 t can't find 3 tt must be 4 9o--yot:t want 5 I laoe you got 
6 t might as well just mention 7 ~ something 8 fne trouble 
is 9 t don't know 1 Ott could be 11 tt depends 12 tthink 
so 13 ¥m not sure 14 tt must be 

Test4 
1 

1 can 2 can; be able to 3 be unable to; can 4 could you; 
would you mind(+ -ing) 5 May; can 

2 

2 will enable people to reach 3 lets borrowers have (not leff­
bo,, Ohei'S re hti~e) 4 makes it possible to save money 5 is 
known to be 

3 

2 Should 3 shouldn't 4 could 5 might 6 Shall 7 might 

4 

2 must (an obligation) 3 have to (less direct obligation) 
4 don't need to (not necessary) 5 must 6 need to (must is too 
direct; not the use of we instead of you) 

5 

2 have to (company rules= external obligation) 3 Could 
(polite request) 4 need (a less direct order) 5 must not (very 
strong order) 

6 

1 must; must (you are sure this is true); might (this is possible); 
shouldn't (the speaker expects this won't happen) 

2 may/could (may is more formal); might not; should (an 
expectation); ought to (an expectation) 



- Key 

7 

2 can/could 3 can/could 4 Change 5 Don't 6 could/can 
7 needn't 8 able to 9 can/could/should (can = is able to; 
could/should= this is expected) 10 might want 11 can/could 
12 hiwe to 13 How about 14 need 15 shouldn't 
16 couldn't 17 enables 18 Could 19 must I have to (must is 
more direct) 20 let's 

Unit 17 
Introductory exercise 

a Sentence 1 is offering something. 
b Sentence 2 is .giving advice I making a suggestion. 

1 

2 pick up 3 is 4 flashes 5 do/should I do 6 's 7 get 8 have 
to 9 are 10 don't waste 

2 

2 sign; 'II get 3 'II have to; don't get 4 won't charge; order 
5 'II feel ; take 6 meet; 'II get 7 don't give; won't be 8 will you 
do; offer 9 finishes; 'II go 10 have to; don't arrive 

3 

2 If you're self-employed, you might have to hire an 
accountant. 3 You could print this page out to read later if 
you don' want to read all the information on line. 4 You may 
have to pay taxes on goods if you import them from outside 
the European Union. 5 If your turnover reaches £67,000 a 
year, register for VAT. 6 We may need to see your VAT records 
if there are any questions about your tax. 7 If you don't 
have storage space in your offices for your VAT records, you 
should arrange alternative secure storage. 8 The police could 
arrest you if you don't keep any records, as this is a legal 
requirement. 9 If you have an accountant, you might want to 
get their advice on keeping VAT records. 10 If you need any 
help with yqur taxes, contact your local Advice Team. 

4 

2 in case 3 in case 4 If 5 Unless 6 If 7 As long as 8 unless 
9 provided that 10 If 

5 

Suggested answers: 
2 Whenever the price of oil goes up, we increase our product 

prices too. ,(u.se the present because this is what normally 
happens) 

3 Providing the economy remains strong, we will consider 
opening a new office in the Far East. (use will be.cause we 
are not sure if this will happen) 

4 We won't change our corporate branding unless customers 
feel it's old fashioned. (don't use will in the if-clause) 

5 As long as customers give us positive feedback, we will 
continue to provide the same service as we have always 
done. 

6 We may employ more staff if we win this new contract. 
7 If a rival company opens in our city, it shouldn't be a 

problem for us because we have very loyal customers. 
8 If our company makes a large profit this year, they may 

decide to move to premises nearer the centre of town. 

9 We offer special incentives to staff providing they promise 
to stay with the company for at least two years, 

1 O Our company will do well this year if we continue to. ineet 
the increased d!;!mand for our product. 

6 

2 providing 3 if 4 unless 5 as long as 

7 

Suggested answers: 
2 . .. you stock oudull range. 3 ... you stay with the company 
for two years afte'r you pass. 4 .. . you increase the size of your 
order. 5 ... you put it into our bags and leave it outside the 
office before 7 am on Thursdays. 6 .. . you sigh a five-year 
contract 

Unit 18 
Introductory exercise 

a Yasmina is talking about a problem in the past (the new 
assistant didn't get better training and didn't stay). 

b Omar is talking about a problem now (there isn't one point 
of contact and customers don't know who to talk to). 

c You can tell that Yasmina is talking about the past because 
they use a past hypothetical conditional: if+ past perfect (if 
we had given) and would have+ past participle (would have 
stayed). 

1 

You can tell that Omar is talking abbut the present because 
they use a pre'sent hypothetical conditional : if+ simple past 
(if there was) and would+ infinitive without to (would know). 

2 worked 3 would I do 4 'd invest 5 owned 6 'd treat 
7 was 8 would have to 9 didn't work 10 was 

2 

2 had a company car, I wouldn't take 3 spent (more) time 
building client relationships, you'd have 4_ did a presentations 
course, I'd speak 5 'd fly business class if it didn't cost 6 didn't 
work in an open plan office, people wouldf,'t interrupt me 7 
had a PA, she'd be 8 sent us the final order, we'd be able to 
close their account. 

3 

3 ~ it would have given 4 ./ 5 If interest rates would go 
l:ij} If interest rates went up 6 I have to sell I'd have to sell 
7 ,/ 8 If they wouldn't have spent If they hadn't spent 

4 

2 would've bee11 able to 3 Would you have got 
4 'd organised 5 Would it have helped 6 had taken 
7 would've been 8 hadn't known 9 'd learnt 10 wouldn't 
have had 11 'd had 12 would've succeeded 

5 

2 wouldn't have had 3 'd established ('d = had) 
4 wouldn't have experienced 5 received 6 would have to 
be 7 was 8 would be 9 would be 



6 

2 if it hadn't been for; wouldn't have come back 3 If it hadn't 
been for; would've shown 4 if it wasn't/weren't for; 'd be able 
to 5 If it hadn't been for; 'd have had to 6 If it wasn't/weren't 
fa(; 'd make 

7 

2 If the USA were to suffer a recession, it would possibly mean 
bankruptcy for a company like Airserve. 

3 If the EU were to raise taxes bn carbon emissions, European 
airports would lose business. 

4 If Skyplan were to pull out of the negotiations with Swallow 
Air, Swallow Air's future would be in doubt. · 

5 If more countries were to join the EU, it would open the 
possibility of new routes. 

6 If airlines were to spend more time finding out what 
customers actually want, they would probably see an 
increase in revenues. 

Unit 19 
Introductory exercise 

a You can't answer questions 2 & 3. (1 The news about the 
factory is that it is going to close.) 

b The writer didn't include this information as he or she 
wanted to focus on other information. In sentence 2 the 
writer focuses on the workers .and what happened to them, 
not who told them the news (probably the management of 
the company). In sentence 3, the focus is on the company 
not getting paid, not the people who owed t~e money (the 
writer may or may not know who they are). 

1a 

(As this is a written text full forms of be are used, not 
contractions.) _ 
2 is logged 3 is mailed 4 are sent 5 are read 6 are 
categorised 7 are passed on 8 is forwarded 9 is answered 
1 Oare sorted out' 11 is known 12 are not left 

b 

(Look at the assistant's answers to help you choose between 
present perfect and past simple. 
2 was it received 3 was it sent 4 Has an acknowledgement 
been mailed out 5 was it sent 6 was it forwarded to 
7 Have the customers been contacted 8 Were they asked 

2 

2 's being sacked 3 aren't being replaced; 's being upgraded 
4 were being paid 5 was being bullied 6 are being audited 
7 're being asked 8 are being criticised 

3 

2 was found 3 is swallowed 4 - (active verb) 5 - (active 
verb) 6 had been ignored 7 had not been followed 
8 have been suspended 9 are being put 1 Oare (currently) 
being redesigned 

4 

2 had been working 3 was doing 4 states 5 applied 
6 was invited 7 asked 8 was told 9 showed .10 sacked 

11 was escorted 12 was informed 13 had been installed 
14 had not been told 

Sa 

2 is searched by security staff 3 are checked by the 
receptionists 4 are tested randomly for drugs by an outside 
agency 5 are scanned by antivirus software 6 is backed up 
by the IT group 7 is tested by fire safety officers on Fridays 
8 are trained by their manager in fire safety procedures 

b 
The lifts are monitored by cameras. 
Visitors aren't allowed into the building without a member of 
staff. 
Drivers are tested for drugs and alcohol weekly. 
Staff are tested on fire safety procedures regularly. 

6a 

2 the goods in your last order were damaged during 
transportation 

3 the goods had not been packed securely I had not been 
securely packed 

4 The matter has been investigated 
5 our packing procedures are being reviewed 
6 you were treated (by our Order Department) 
7 the matter was not handled properly (the writer may decide 

not to name the Rerson who caused the problem) 
8 the sum of $300 is being credited to your account 
9 you have been ca'used (the writer may not wish to say that 

their company caused the problem) 

b 
The writer may decide to leave sentences 4 and 8 in the 
active form to show that he has personally taken action and is 
responsible for giving the customer some good news. 

7 

2 ... I wa·s educated at Bristol Grammar School and the 
University of Manchester, where I was awarded a first-class 
honours degree ... I was elected President of the Debating 
Society. 

3 .. . I have been employed by Directions pie .. . I was 
appointed Senior Auditor. 

Unit20 
Introductory exercise 

The speaker does not say exactly who is responsible for the 
problem_. The speaker uses the passive (won't be finished, can't 
be done)which avoids saying who is respoonsible. The person 
responsible could be the speaker or someone else. It is probably 
not Angela, since the speaker asks if she should be told. 

1 

2 The new store will be opened by the Regional Director on 
15 May. 

3 Do you think the building works might be delayed by the 
bad Weather? 

4 The payment may not have been sent to the right 
department. 

5 The fire exits must be kept clear at all times. -
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6 Couldn't the meeting be held in a bigger room next time? 
7 This invoice should be paid by Frid~y. 
8 Some of the technical problems can't be avoided. 

2 

2 will be completed 3 will be needed 4 may not be done 
5 mustn't be forgotten 6 could things be improved 
7 ought to be changed 8 could the next project be 
completed 9 should be informed 

3 

2 she was given 3 that information is given 4 she's been sent 
(or more formally she has been sent) 5 she's been offered (or 
more formally she has been offered) 6 1,000 units were sold 
71 was promised 8 Examples of our new product range will 
be sent 

4 

2 Elena 3 Ulla 4 Yunis 5 Giacomo 6 Kirsten 

5 

2 will be picked up 3 should be detected 
4 getting the same searches done 5 could be applied 
6 have predictions made 7 can be done 8 could be 
marketed 9 had the same prediction made 10 get awarded 

6 

Suggested answers: 
2 As can be seen from the flowchart, (note the comma after 
flowchart) 3 Our environmental responsibil ities should not be 

forgotten 4 As might be expected, 5 As will be seen on page 
40 of this. report, . .. it should be noted that (note the comma 
after report) 6 The current slowdown in·the housing market 
must be taken into account · 7 It could be argued that 8 2009 
can be regarded I can be seen as 

Speaking strategies 5 
Introductory exercise 

Howard uses these expression so that he doesn't offend Lucy: 
I'm sorry. 

I think there may have been a slight misunderstanding. 

1 

2 mean 3 I mean is I I'm trying to say is I I'm saying is 
4 mean 5 other words 6 mean 7 me put it this way 

2 

Suggested answers: 
2 I think you may have got that wrong. I I'm not sure that's 
right. I think it was in the low season. 3 I mean I sorry, 
March. 4 Really? Are you sure? I thought they went down 
0.2%. 5 sorry. I I think I've got that wrong. I I don't think that's 
right. I my mistake! '«; What I actually meant was / I meant I I 
should have said 7 sorr.y; I mean Streamjet 
Don't forget: people often use more than one of these 
expressions together. 

3 

2 What does that mean, exactly? I What is that exactly? 
3 Could you explain that a bit more (for me)? 4 Perhaps I've 
misunderstood you? I Maybe I've got it wrong? (Perhaps and 
maybe are interchangeable. Maybe is more informal than 
perhaps.) 5 I'm not sure I know what you mean. Could you 
explain that? I Could you explain that for me? 61 think we . 
may have misunc;terstood one another. I I'm afra.id there's 
been a slight mis!Jnderstanding. 

Tests 
1 

2 wants 3 need 4 get 5 'II have to 6 spend 7 won't have 
8 won't need 9 break 10 contacts 11 can do 12 don't waste 
13 need 14 ' II find 15 isn't 16 may be 17 can't sell 
18 will be able to 19 wants 20 ask 

2a 

2 wouldn't want 3 Fflust ee would have to be 4 wettld­
Eheese could choose I chose 5 velu~teered would volunteer 

b 
1 would have sold 2 weuld ee 'd been 3 would have 
started 4 I'd Rad started I'd have started 5 weuld Rave 
staftea 'd started 

3 

2 arrive; will show 3 gave; would place 4 wasn't; wouldn't be 
asking 5 'II offer; contacts 6 won't take;.warit 7 are; can 

8 would be; were 9 would've offered; 'd been able to 
10 'd won; wouldn't 

4 

2 was voted 3 were opened 4 were sold 5 have been 
opened 6 have been welcomed (were welcomed is also 
possible) 7 were recruited 8 has been made up 9 has been 
created 10.have been used 

s 
2 should be-w rapped 3 were promised 4 hasn't had the 
central heating checked 5 get the air conditioning fixed 6 
used to be refilled 7 wiU the report be finished 8 might we 
be offered 

Unit 21 
Introductory exercise 

a You can answer the first question 'yes' or 'no' (Can I ask you a 

question?) 

b The questions w ith question words How much and What 
need a longer answer (If you had no internet access for a day, 

how much would it cost your business? What would the effect5 
be?) 

la 

2 Do 3 Are (present passive) 4 Does 5 Does 6 Does 
7 ls (present passive) 8 Do 9 Are 10 Is 



b 

2 was 3 Did · 4 Was 5 was 6 were 7 Has 8 Were 9 have 
10 Have, 

2 

2 Why do you want to leave your current job? 
3 What are your .strengths and weaknesses? 
4 Are you applying for other jobs? (What other jobs are you 

applying for? i~ also possible) 
5 Why do you want this job? 
6 Are you happy to travel? 
7 Can you workwell under pressure? 
8 How did you get on with people in your last job? 
9 What have you achieved in your career so far? 

10 How do you see your future career? 

3 

2a Who told Ana b Who did Ana tell 3a Who did Beth email 
b Who emailed Beth 4a Who wants to see Sue bWho does 
Sue want to see 

4 

2 How bad is it? 
3 whose photo does it have? 
4 Which guy (is it)? (You could also say Which one is it? but not 

What for people.) 
5 What else did you find? 
6 What colour is it? 
7 How quickly can we do it? 
8 How expensive will it be? (You could also say How much will 

it be?) 
9 Well, whose fault was it? 

5 

(Do not forget capital letters at the start of the questions and 
question marks at the end.) 
2 What projects are you involved in? 
3 How many jobs have you applied for in the last ten years? 
4 Which colleagues do you have funch with? 
5 Have you ever complained about a colleague? 
6 Whq did you complain to? 
7 Does your salary depend on your performance? 

6a 

2 Don't you think it's (very) memorable? I Isn't it memorable? 
3 Why don't we I Can't we use it for the new campaign? 
4 Aren'tthe c6 1ours a bit bright? I Don't you think the colours 

are a bit bright? 
5 Don't you think the teddy bear looks a bit silly? I Doesn't the 

teddy bear look a bit silly? 
6 Can't we do some market research on it? I Why don't we do 

some market research on it? 
7 Don't you think the teddy bear is childish? I Isn't the teddy 

bear childish? 
8 Can't you make it a bit less bright? /Why don't you make it a 

bit less bright? 

b 

The four questions could all have two meanings. It depends 
on the situation and what everyone understands about it. 
Lee's colleagues could just be asking Lee to confirm things he 
said earlier or they could be criticising him. 
1 Meaning 1 (confirming): I think you told me you have tested 

this with customers - is this correct? 
Meaning 2 (criticism): You should have tested th is with 
customers. 

2 Meaning 1 (confirming): I'm sure we asked for a different 
colour - is this correct? 
Meaning 2 (criticism): I think it should be a different colour. 

3 Mean'ing 1 (confirming): I think you told me you were going 
to change it - is this correct? 
Meaning 2 (criticism): I think we should change it. 

4 Meaning 1 (confirming): I think you told me they do 
research - is this correct? 
Meaning 2 (criticism): I think they should do research (and it 
looks like they haven't). 
Lee's colleagues could ask these questions to make them 
more neutral: 

1 Have you tested this with customers? 
2 Did we ask for any different colours? 
3 Are you going to change it? 
4 Do the design people do research? 

Unit 22 
Introductory exercise 

Conversation 2 soun.ds more natural and friendly because the 
speakers use question tags (isn't she? and is she?). People use 
question tags when they want to involve one another more in 
the conversation and when they want to sound more friendly. 

1 

2 do 3 did 4 doesn't 5 didn't 6 does 7 don't 8 didn't 
9 does 10 do 

2 

People often answer a question tag with another question 
tag. However, it is unlikely they would continue doing 
this sentence after sentence, so some question tags are' in 
brackets to show they are possible, but might not be used. 
2 KIM: They delivered the order on time, didn't they? 

LUCA: Yes, but they didn't deliver it for free, dip they? 
KIM: No, That's true. 

3 ALAN:The meeting lasted a long time, didn't it? 
PILAR:Yes, marketing meetings always last for hours, don't 

they? 
ALAN: Yes, and they're so boring, (aren't they?) 
PILAR: I need a coffee! Let's go to the cafeteria, shall we? 

4 RAJIV: We don't have a distributor in Moldova, do we? 
NUALA: No, but we've got some contacts there, haven't we? 
RAJIV: Oh yes, Vimala was there last year. I'd forgotten. 

5 ANGIE: The delivery hasn't arrived yet, has it? 
BILL: No. It.never arrives on time, (does it?) 
ANGIE: No, never; 

-
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6 BLAKE: Michelle isn't working at the Paris office any more, is 
she? 

KIARA: No. She works with Gosia in Warsaw now, doesn't she? 
BLAKE: Yes, I think you're right. 

7 NORA: You've got the agenda for the meeting, haven't you? 
ELSA: Yes, and you have the presentation on your laptop, 

don't you? 
NORA: Yes. So everything's ready. See you later. 

8 JAN: We weren't advertising much in the Italian press, were 
we? 

3 

ZOE: No, but we had web pages in Italian, (didn't we?) 
JAN: Yes, I guess the website was enough. 

2 hasn't it (we don't use doesn't with have got) 3 haven't 
you 4 won't I 5 mightn't we 6 didn't it 7 can you 
8 wouldn't you 9 shouldn't I 10 must I 

4 

2 You don't need the spreadsheet any more, do you? 
3 I should book a room for my meeting, shouldn't I? 
4 Your firm has a branch in Amsterdam, doesn't it? 
5 Linda doesn't work on Mondays, does she? 
6 You used to work in sales, didn't you? 
7 The Board seemed interested in further talks, didn't they? 
8 Photo paper can't be used with this printer, can it? 

5 

2 sure 3 not sure 4 sure 5 not sure 

6 

2 is it 3 did they 4 does it (does is much more frequent than 
has) 5 have they 6 can we 

7 

She's going to use them at the Commercial Vehicle Show. is she? 
And we ordered some stickers. did we? 
We can get them made in time. can we? 
OK. You'll see to that. will you? 

Unit23 
Introductory exercise 

The employers' actual words were probably: 'Temporary 
workers are not required to speak and understand English, 
even for health and safety purposes: 

1a 

2 49% said (that) they had seen only part of the benefit they 
had expected from outsourcing. 

3 39% said (that) they would renew their outsourcing 
contract with their existing supplier. 

4 15% said (that) they planned to bring the service back in­
house. (they plan is also possible if the report is published 
before they carry out their plan) 

5 78% said (that) they were satisfied with the service provided 
by their main outsourcing supplier. 

Here is the original survey report from The Financial Times. 
As many as 66% of respondents said they were disappointed 

with the results of their outsourcing contracts. Of the companies 

polled, 49% said they had seen only part of the benefit they 

had expected from outsourcing. An extraordinary 17% said 

they had seen no benefits from outsourcing. Only 26% said that 

outsourcing had been everything they had expected. 

According to the survey, only 39% of the companies surveyed 

said they would renew their outsourcing contract with their 
existing supplier. As many as 7 5% said they planned to bring the 
service back in-house. 
( ... ) 
As many as 78% in the survey said they were either satisfied or 
very satisfied with the service provided by their main outsourcing 

supplier. 

b 
2 83% of employers and 21.9% of employees thought that 

employees were involved in decisions and could influence 
them. 

3 31.6% of employers and 18.8% of employees believed that 
employers worked in close partnership with the union. 

4 87% of employers and 30.9% of employees said that 
employers had taken steps to improve the working 
environment. 

5 54.3% of employers and 84.7% of employees stated that the 
management needed to do more to improve the working 

environment. 

Here is the original survey report extract from The British 
Printing Industries Federation. 
Communication 
83% of employers stated that employees in their companies 

were involved in and could influence decisions that impacted 

on them. By contrast only 21.9% of employees shared this view. 

77 .2% of employers said that their employees were briefed on 

the company's performance on an on-going basis, whereas only 

3 7.6% of employees said so. 

Partnership Working 
3 7 .6% of employers believed that they worked in close 

partnership with the union, but only 7 8.8% of employees were of 
this view. 54% of employers and 69% of employees believed that 

there were practical steps the BPIF, SPEF and GPMU could take 

to help companies and their employees to work in partnership 

successfully at company level. 

Working Environment 
Contrasting opinions were found between employers and 

employees in relation to improvements made to the working 

environment. 87.5% of employers said that they had taken steps 

to improve this in the previous two years, whereas only 30.9% 

of employees thought that their companies had done so. 84. 7% 

of employee respondents thought that additional steps needed 

to be taken to improve the working environment, whereas only 

54.3% of employer respondents thought this. 

2 

Used to, could, should and might do not change in the reported 
minutes. Use we because the person writing the minutes is 

part of the company. 
... had been looking at the catalogues and (that) he hadn't 
found anything. He said (that) we could give the client a clock. 
Klara said (that) we used to give people clocks years ago but 
(that) they were bad luck in some cultures. She said (that) she 
might do some research on that. 
Yuri said (that) we should give something fun, like an 

electronic sudoku. He said he would look online. 



Fatma said (that) we had to be careful because we couldn't 
give things like wine coolers or penknives. She said that if we 
chose the wrong gift, we might run into cultural problems. 

3 

2 said (that) I told me/us (that) they hadn't slept well 
3 said (that) I told them (that) I'd order coffee 4 told him 
not to worry about it S asked/told me to show them round 
the building 6 told them not to leave their valuables in the 
meeting room 7 asked/told her not to smoke 8 asked me to 
speak a little slower 9 said (that) we'd met before 
10 said I told us (that) they were/are definitely going to place 
an order (here you can use are or were as the information is 
still true) 

4 

2 didn't enjoy (weren't enjoying is also possible) 3 was 
4 didn't use S was 6 'd done I did 

s 
2 that morning 3 to check 4 had S that afternoon 6 was 
I'd been 7 the day before I the previous day 8 had 9 that 
day 10 wasn't working I hadn't been working 11 had 
12 the next day I the following day 13 'd cancel 
14was lS'dtry 16thatevening 

6 

1 was saying; was asking; was telling 
2 was saying; was saying; was telling; were saying 
3 was saying; was saying; was telling 
4 was asking; was telling 

Unit 24 
Introductory exercise 

The original questions could be Will you become a board 
member? (Would you like to become ... is also possible) and 
What is your schedule for the coming year? 

(~ See Unit 23 for tense changes in reported speech.) 

1 

2 how many days a year he/she could take off sick 
3 when he/she would get a pay rise 
4 how much I earn(ed) 
S why I ('d) kept him/her waiting before the interview 
6 who the worst candidate was (that) I'd interviewed that day 

I who the worst candidate I'd interviewed that day was 
7 which 5 star hotels he/she would stay in when he/ she 

travels/travelled on business 
8 where he/she could get the best lunches near to the office 

2 

Remember you can use the same tense as the original speaker 
used if it is soon after they spoke or if you want to show that 
their comments are still relevant now. 
2 if/whether all our products are/were organic 
3 if/whether we do/did home deliveries 
4 if/whether they can/could order their shopping on line 
S if/whether we are/were open on Sundays 
6 if/whether we offer/offered reusable bags instead of plastic 

bags 

7 if/whether there is/was disabled access 
8 if/whether we sell/sold our own branded products 
9 if/whether someone will/would help with packing 

1 O if/whether we are/were going to ask them for their 
comments again in a few months 

3 

2 He asked (me) I wanted to know who our biggest clients 
are/were. (you use our to refer to the company I/ we work 
for; you can also say my biggest clients if you are just talking 
about your own clients, not your colleagues' clients) 

3 He asked (me) I wanted to know who set up the company. 
4 He asked (me) I wanted to know why I joined the company. 
S He asked (me) I wanted to know what I like/liked most 

about my work. 
6 He asked (me) I wanted to know if/whether I live/ lived near 

my work. 
7 He asked (me) I wanted to know if/whether I went I'd gone 

to university or college. 
8 He asked (me) I wanted to know how long l've/'d worked for 

the company. 

4 

2 Do you know I Can you tell me I Could I just ask you which 
3 Do you know I Can you tell me I Could I just ask you who 
4 I'm not sure I I've no idea I I wonder whether S Do you 
know I Can you tell me I Could I just ask you how long 6 I'm 
not sure I I've no idea I I wonder when 7 Do you know I Can 
you tell me I Could I just ask you how much 8 I'm not sure I 
I've no idea I I wonder how many 

s 
2 '>','Rat was Aer pass.,,,·ord what her password was 3 how often 
she paid off her credit card in full~ (do not use a question mark 
with reported questions) 4 They asked te her (do not use to 

with ask) S how that could happen when she was not there~ 
(do not use a question mark after wonder) 6 They also wanted 
to know oo if (do not include the person asked after want to 
know) 7 wAat sAould SAe do what she should do 

6 

2 We would appreciate it if you could send your payment on 
receipt of the goods. 

3 Please inform me of I if there are any job opportunities in 
your company. 

4 Would you consider offering us a reduced price for bulk 
orders? 

S Please inform us if you are bringing out any new products 
this year. 

6 Please let me/us know when this year's price list will be out. 
7 Would you be willing to accept workers on a temporary 

basis? 
8 Please let me know if there will be any changes to my 

insurance policy. 
9 We would welcome any/some feedback on our services. 

10 I would be grateful for the opportunity to meet your 
personnel manager. 
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Speaking strategies 6 
Introductory exercise 

The customer checks information on two occasions by 
repeating the last words of the salesperson (Two or three weeks? 
and Blackstone's?) The customer also asks a statement question 
to check how much the sales person knows about other 
bookshops in the area (So you don't know any other bookshops!) 
This may follow on from an earlier part of the conversation or it 
may be because the sales person hasn't offered this information 
and the customer is checking if the sales person knows it. 

1 

2 3 4 5 6 
' What? .I 

Pardon? .I 

Sorry? I'm sorry? .I .I 

(What) did you say? .I .I 

Can you say that again? .I .I 

Sorry, I missed that. .I 

Repeated words .I .I 

2 

1 You like him;. Have you sold your house yet? (use normal 
question word order because this is a new topic which 
doesn't come out of the previous conversation) 

2 Did you enjoy the course? (use normal question word 
order because this 1s a.new topic); it was useful; You had a 
good time; ls/Was everything OK here? I Has everything 
been OK here? (use normal question word order because 
this is a new topic which doesn't come out of the previous 
conversation); it's been quiet I it was quiet 

3 

2 how long 3 when 4 where 5 what 6 how much 

Test6 
1 

2 Have you ever worked for another company? 3 Do you live 
near to your work? 4 What does your partner do? 5 Did you 
see your manager last week? I Did your manager see you .. . 
6 What is your job title? 7 How old is your company? 
8 How many people does it employ? 9 Are you happy in 
your job? 1 O Which person do you spend most time with at 
work? (or . .. most time at work with?) 11 How much was your 
starting salary? 12 Were you a good student at school? 

2 

2 hasn't he? 3 didn't he? 4 didn't he? 5 wasn't he? 6 will he? 
7 won't we? 8 isn't he? 9 has he? 10 can he? 11 doesn't he? 
12 have we? 13 shouldn't we? 14 mightn't he? 

3 

2 caR yeu Ael13 me to help her/ if I could help her 3 it tS was 
so expensive 41 'Nill be Aere temeHew she would be there 
the next/following day 5 .I 6 told te me 7 said to you I told 
you 8 started 

4 

1 had collected together the latest ideas and best practices 
about blogging; made blogging easy and helped you start 
to do it yourself; started a blog yourself, you wouldn't fully 
understand their power or potential 

2 they were in the process of doing a blog; they'd known 
nothing about blogging; it was amazing what a person 
could learn in a week 

3 was a book you could easily read in one afternoon; you'd 
find yourself referring back to it again and again 

4 she loved the book 
5 you were looking for a basic understanding of blogging, 

this was the book for you; delivered a message that all 
bloggers would appreciate 

Sa 
2 me 3 ee 4 ?- , 5 if or whether (not both) 

b 

7 I'm not sure 8 I was wondering 9 appreciate l! if 10 would 
be grateful 

6 

2 Would you be willing to 3 We would welcome 4 Please 
inform me/us of/about 5 Please let us/me know when 
61 would be grateful if you could 

Unit 25 
Introductory exercise 

a have (job security); encourage (us); use (our skills); get (lots 
of breaks); offers (fantastic opportunities for promotion); 
appreciates (me); praises (me); 

do (goodWork) 
b happen, work 

1 

Suggested answers: 
2 - 3 long meetings/ones 4 some I a cup I one 5 -
6 the list I it 7 - 8 - 9 Maria I her 10 -

2 

2 When they increased my salary last year I bought a new car 
the following month. 

3 We spent a lot of money and improved the facilities for the 
staff, and noticed that motivation increased very rapidly. 

4 Handmade Cars Ltd sold l ,000 vehicles in 2005 and made a 
huge profit, wh ich was good news. 

5 They have promised to produce some drawings for us so 
that we can check the details before we make a decision. 

6 Can you take this package to the mail room? We need to 
send it immediately. 

7 I have to phone Charles Braun today but I can't find his 
number anywhere. 

8 We need to find a good supplier because we want to take 
our products into new markets. 

9 We must increase our sales force immediately. 
1 O Let's begin the meeting by looking at our sales figures. 

Orders for the new model have decreased sharply. 



3 

2 her new PA the meeting room 3 Laura the agenda 
4 Ursula the time 5 the visitors some brochures 
6 Pamela flowers 

4a 

2 Henrik sent it to Zepak last week. 3 They bought them 
for Charlie when he retired. 4 We didn't show it to all the 
teams. 5 They sold it to the customer without realising. 

b 

4 We didn't show them it. 5 They sold them (or him/her) it 
without realising. 

5 

During the credit crisis which began in 2008, there was a risk 
that banks would stop lending to sn ,all businesses money 
money to small businesses, so governments all over the world 
gave public funds the banks the banks public funds to enable 
them to continue to offer loans m to small businesses and 
private individuals. Some economists did not like this (like 
must have an object), and believed it was better to let the 
market operate freely. Meanwhile, the banks had to find new 
products to for their customers (or had to find their customers 
new products) which would stop them taking their cash out 
and spending it. The basic problem was a lack of confidence 
in the banks, and many people felt that the government and 
economists were not telling the vu hole truth then, them the 
whole truth. 

6 

BOB: I wanted to make the point that we shouldn't launch 
the new model in April - there are too many other things 
happening. I think we should delay the launch until May. We 
can produce the brochure in January, samples in February or 
March, then be ready to ship the goods in May. That gives us 
plenty of time. If we haven't prepared the launch properly 
and have to cancel the launch events, that would be far 
worse. 

ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? Right. 
Vanessa, anything you want to report on the financial side? 

VANESSA: I wanted to talk about our investments in Zamrac. If 
we sell our shares now, we may be at a disadvantage. I think 
we should continue to buy more shares over the next few 
months and then sell them in the autumn when we have a 
clearer picture. If we all agree, I can confirm our decision with 
the brokers. 

ANDREW: Right. Well, any comments? 

7 

2 We produce mostly for the international market. 
3 Our team I We can dispatch tomorrow. 
4 (I'm sorry.) We can only deliver to addresses within the EU. 
5 I don't know if Kepra and Co. want to buy because they 

haven't ordered yet. 

Unit26 
Introductory exercise 

a I try to help (verb + verb) b I want my staff to know (verb+ 
object+ verb) 

1 

2 to come 3 losing (after phrasal verb end up) 4 trying 
5 to focus 6 building (after the preposition on) 7 to ignore 
8 moving 9 being 10 to get 11 telling 12 offering 

2 

1 to think(= I never stop working in order to think; I never stop 
thinking= I do this all the time) 2 being; thinking I to think; 
to work (-ing is less likely after beginning) 3 meeting; to think 
(= I prefer to think this way) 4 trying I to try; buying (I did buy 
him lunch) 5 going (= I enjoy going); to have; to make 
6 to change (-ing is less likely after intend); running (to is less 
common after start); working (to is less common after can't 
stand) 

3a 

2 give up 3 leave 4 to work 5 to offer 6 to take 7 to feel 
8 to make up 9 to tell 10 use I to use 

4 

2d 3e 4f Sa 6h 7c Sb 

5 

1 remember te-meet meeting; enjoyed meeting you and te-­
Aeaf hearing; arrange scheduling to schedule; would you 
mind te seoo sending; look forward to Aeaf hearing 

2 saw you te-teek looking (repeated activity, not a single 
event); Thanks for tfWite inviting; would love~ to 
come; spend a day or two te-teek looking; finished te---wfite 
writing; let mete know 

6a 

2 to discuss 3 to agree 4 To prepare 5 important to keep 
6 to confirm (confirming is also possible here) 7 to arrange (to 
confirm, to discuss and to agree are also possible here) 
8 happy to answer 

b 

2 happy to use 3 interesting to see 4 to improve 5 to 
update 6 to help 7 willing to contribute 8 ready to take on 

Unit 27 
Introductory exercise 

a Two or three parts (1 verb and 1 or 2 particles) 
b put it off (object= pronoun it); catch up on the main points 

(object= the main points) 
c The pronoun object comes between the verb and the 

particle with put off (put it off); the object comes after the 
particles with catch up on (catch up on the main points). 

1 

2 through 3 on 4 up 5 off 6 off 7 up 8 down 9 back (up is 
also possible but unlikely. If you call someone back, they called 
you first. If you call someone up, it is not usually in response to 
their call.) 10 out 
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2 

2 sort these problems out 3 go through her own detailed 
solutions 4 find something out S carried on thinking 6 put 
our solutions forward 7 coming up with their own ideas 
8 back them up 

3 

2 looking 3 come 4 do S looking 6 put 7 caught 8 make 

4a 

2 put that off 3 set up 4 shut down Sturn off 6 set off 
7 Hang on! 8 look up 9 looking forward to 10 put up with 

b 

Suggested answers: 
1 Don't hang up yet! We still need to discuss the Blackmoor 

contract. 
2 I love my job so much that I'd like to carry on working until I 

am 75 years old! 
3 Your password has expired. You need to make up a new one 

I make a new one up. 
4 It can be noisy in the office so I sometimes prefer to finish 

off my work I finish my work off at home. 
S Team building activities help to break down barriers 

I break barriers down and strengthen team spirit and 
understanding. 

6 Our weekly strategy meetings go on for much too long. I'd 
manage the time better if I was in charge. 

7 This is a very busy time at work, so I've had to give up my 
evening class I give my evening class up for the last two 
months. 

8 I make sure I back up all my files I back all my files up at the 
end of every day so that I don't lose anything important. 

9 We believe it is very important to look after our customers. 
10 I'm going to have to study all weekend to catch up on the 

classes I missed when I was ill. 

5 

Suggested answers: 
2 I always put off answering difficult emails for as long as I 

can! 
3 No, it hasn't. But one of our competitors was taken over 

recently by a big American conglomerate. 
4 We've just set up a new branch in Croatia, which is very 

exciting. 
S I understand why businesses do cut back their training 

during a recession but I don't think it's a good idea in the 
long term. 

6 I think they should always read the small print and watch 
out for the things that are not covered. 

7 Unfortunately nowadays I think it is quite common to be 
laid off and it has happened to several of my friends in the 
last two years because of the recession. 

8 We produce beauty products at the top end of the market, 
so I don't think demand will ever drop off. 

9 Yes, I turned down a job in Istanbul a few years ago because I 
didn't speak the language. Now I wish I'd taken it! 

1 O A drop in salary and reduced holidays would definitely put 
me off applying for a job. 

6 

2 get over 3 get back 4 get round to S get through 
6 get away with 7 get away 8 get through to I get into 9 get 
on with 1 0 get on 

Unit 28 
Introductory exercise 

a For over 100 years (a period of time); into the 21st century 
(from now to the future.) 

b at Birmingham University (location) 
c contributed to (this is a common verb + preposition 

combination) 
d a leader in (this is a common noun + preposition 

combination) 

1 

2 at; in 3 to; on 4 at 5 up; to; on; under 6 out of 7 over 
8 between; from; to 9 After; for; in 10 in; next to 11 over; by; 
by 12 since 

2 

2 for 3 to 4 on S into 6 of 7 on 8 with 9 in 10 -
11 about 12 -

3 

2 similar to 3 concerned with 4 different from S involved in 
6 consistent with 7 responsible for 8 interested in 

4 

1 to; of; to; of 2 For 3 of 4 to; in 5 between 

5 

2 for/with 3 about(= consider) 4 into S After 6 to 7 for/at/ 
in Sin 9in 10on 11 for 12in 13on 14in 1Son 
16 about 17 for (look for= try to find) 18 for 

6 

2 in 3 by 4 to/by; of 5 in; from 

7 

2from 3in 4to Sof 6in 7by Sin 9by 10from 
llat 12in 13in 14of 1Sby 16of 

Speaking strategies 7 
Introductory exercise 

The manager is emphasising the fact that they need a new 
campaign slogan. She stresses this by using the expression 
What we need is. 

1 

. .. Secondly, with good PR you attract ... ; Thirdly, PR also 
deals with .. . ; Finally. you can also create ... 

2 

2 First and foremost 3 A 4 B 5 first 6 secondly 7 thirdly 
8 lastly(= the last point) 9 at last(= eventually I after a long 
time) 1 Oat first(= in the beginning) 11 last but not least 
(Joseph is equally as important as Benny and Hilda) 



3 

2 What they manufacture is lifting equipment. 
3 What we should do is send a questionnaire to some of our 

biggest customers. 
4 This is what we did: we completely redesigned the entry 

and exit points. 
5 What I told everyone was (that) we couldn't afford any more 

delays. 
6 Here's what I'll do: I'll call a meeting of everyone concerned 

with the Krypak project. 
7 What happened was they closed every branch except the 

one in the capital city. 
8 What I said was (that) I'd be ready to travel at short notice. 
9 This is what we should do: we should check all the figures 

again. 
10 What they hope to do is expand into Latin America. 

Test7 
1 

2 the results 3 your office 4 - 5 - ; interest rates 6 - 7 the 
way 8 productivity 9 - 10 money 

2 

2 giving Sam a presentation 3 showed it to her 
4 I'll make him a copy 5 bring me one; buy you a drink 

3 

2 to drink 3 to step down; managing 4 to involve 5 to order 
6 preparing 7 (to) compare 8 reading 9 to dominate 
10 making (this describes the level of enjoyment); to be (this 
describes a preference; being is also possible) 11 to miss 
12 asking; to ask 13 to rebrand (they did it, but 
unsuccessfully) 14 to get 

4 

2e3b4a5c6d 

5 

1 Can't we just turn it down? 
2 A personal advisor looks after each client in our bank. 
3 . . . many people have given up looking for a job. 
4 ... I'd like you to put your proposals forward I put forward 

your proposals. 
5 ... private equity funds are looking out for new acquisitions. 
6 ... I wrote them down somewhere 

6 

2 through 3 off 4 up 5 to 6 against 

7 

a 2 in 3 of 4 of 5 for 6 of 7 to 
b 1 by 2 in/during/over 3 of 4 of 5 from 6 to 
c 1 in 2with 3on 4in Sin 6in 7to Sof 9about 10of 
d 1 for 2 on 3 between 4 after 5 on 6 in 

Unit29 
Introductory exercise 

a young, cool, fresh b youthful 

1 

2 successful 3 academic 4 qualified 5 responsible 
6 considerable 7 flexible 8 financial 9 challenging 
1 O ambitious 11 determined 12 rewarding 13 profitable 
14 interested (this describes how you feel) 

2 

2 impossible 3 illegal 4 mismanaged (unmanaged means 
that there is no management at all) 5 indecisive 
6 uneconomic 7 dissatisfied (unsatisfied is also possible but is 
much less common) 8 irregular 

3 

1 bad (terrible has a strong meaning so you can't use it with 
very); essential (this has a strong meaning so you can use 
the adverb absolutely) 

2 interested (-ed adjectives describe how someone feels 
about something) 

3 satisfied (-ed adjectives describe how someone feels about 
something); pleasing (this describes results) 

4 exciting; boring (both of these adjectives describe the 
investment) 

4 

2 is keen 3 other companies 4 is simple (use adjectives after 
be) 5 people responsible (responsible people describes the 
type of people) 6 feel valued (use adjectives after feen 
7 main customer service (customer service is an adjective of 
purpose here so it comes after main which describes quality) 
8 are happy (use adjectives after be) 9 feel welcome (use 
adjectives after feen 1 O positive feedback 11 something 
special (use adjectives after indefinite pronouns) 12 good 
job 13 motivated employees 14 demotivated employees 

5 

1 spicy tomato (quality, material) 2 fifty black personalised 
(quantity, colour, purpose) 3 old, stone (age, material); luxury 
sports (quality, purpose) 4 thousand square (quantity, shape); 
huge shopping (size, purpose); underground customer 
(quality, purpose); busy pedestrian (quality, purpose) 

6 

2 well-designed 3 fast-moving; high-tech 4 well-known; 
high-profile 5 well-established 6 low-cost 

7 

2 a fast-growing company (change an to a) 3 a well-run 
company (change an to a) 4 a high-yield investment 5 well­
known company 6 low-risk investments 7 fast-moving stock 
market 8 high-tech stocks 

-



- Key 

Unit30 
Introductory exercise 

a locally b organically c immediately 

1 

2 suddenly 3 internally 4 globally 5 Luckily 6 efficiently 
7 completely 8 annually 9 primarily 10 economically 

2 

2 a normal b normally 3 a late b late 4 a economical 
b economically 5 a fast b fast 6 a early b early 7 a total 
b totally 8 a hard b hard 9 a bad b badly 1 O a long b long 

3 

2 the customer service department can view the customer 
information instantly 3 can address them correctly 4 they 
remember the caller personally 5 the computerised 
receptionist he'ps the customer directly 6 connects them 
immediately 7 can assist them best 

4 

2 We probably need to search 3 I am always 4 It's certainly 
been 5 has actually done 6 Does your company sometimes 
employ 7 I always bring back 8 Unfortunately, I 
9 I only have 10 I seldom attend; I'm usually 

5 

2 remarkably similar 3 grown rapidly (quickly is also possible) 
4 probably give 5 highly profitable 6 entirely different 
7 outlets quickly (rapidly is also possible) 8 heavily dependent 

6 

2 Hopefully 3 probably 4 actually 5 certainly 6 perhaps 
7 maybe 8 really 9 Obviously 10 definitely 

Unit 31 
Introductory exercise 

a larger; more dynamic 
b more resistant to change 

1 

2 further (or farther) 3 earlier 4 busier 5 longer 6 more 
frequent 7 more crowded 8 worse 9 larger 10 more 
stressful 11 more seriously 12 harder 

2 

2 wider 3 thinner than 4 more easily 5 longer than 6 better 
7 bigger than 8 heavier than 9 easier 10 more expensive 
than 11 cheaper than 12 more suitable 

3 

2 more quickly than they do I than them 3 more friendly 
than them I than they are (friendlier is also possible) 4 more 
effectively than they can I than them 5 bigger than ours (is) 
6 more impressive than theirs (were) 

4a 

2 as strong as(= they are equally good) 3 not as old as (not . 
~ because old is a short adjective) 4 not as experienced 
I less experienced 5 n't as good as (not less §666 because 

good is a short adjective) 6 as long as \there's a negative in 
hasn't) 7 n't as well qualified as I less well qualified than 
8 n't as shy 9 (as) quiet as (was Jess shy and quiet than is 
possible) 10 n't as talkative as I less talkative than 11 n't as 
confident I less confident 12 as high as (they are the same) 

5 

2 six times more expensive I as expensive 3 three times 
longer I as long 4 33% faster 5 three times more likely I as 
likely 6 twice as likely 7 four times more likely I as likely 
8 twice as long 

6 

2 much I far I a lot I more and 3 much I far I a lot I less and 
4 slightly I a bit I a little I a little bit 5 much I a lot (far faster 
isn't very common) 6 much I far I more and I a lot 7 slightly I 
a bit I a little I a little bit 

7 

Do not use the same word (e.g. much or slightly) in every gap. 
2 much/far/significantly/considerably 3 much/far/ 
significantly/considerably 4 slightly I a little 5 slightly I a 
little 6 much/far/significantly/ considerably 7 slightly I a little 

Unit 32 
Introductory exercise 

a biggest, most profitable 
b No. The form of the adjectives that the writer uses (the 

superlative: the biggest and most profitable; the lowest prices) 
shows that he or she thinks there are no other stores which 
are bigger etc. 

1a 

2 most expensive (you do not need the after the possessive 
EU's) 3 oldest (you do not need the after the possessive 
Europe's) 4 (the) longest (the is optional as this is an 
adverb) 5 the lowest 6 the wealthiest (more common than 
the most wealthy) 7 the happiest; the least satisfied 8 (the) 
most efficiently (the is optional as this is an adverb) 9 (the) 
most secure (the is optional as this is an adverb) 

b 

1 Germany 2 Germany, France and Austria 3 Italy 4 France 
5 France and Italy 6 Luxembourg 7 Copenhagen, 
Luxembourg and Tallinn; Athens, Bucharest and London 
8 Munich, Helsinki, Hamburg and Vienna 9 Denmark, Sweden 
and Finland 

2 

2 ef !!! the country (use in for places) 3 the me5t best 
transport company. (best is the superlative, without most) 
4 the fastest ffi of all our competitors (use of before the 
thing you compare with) 5 our most big biggest 6 our least­
§606 worst (least good is rare) 7 the least competitive (the 
superlative adjective needs the) 8 the personnel department~ 
greatest problem (the possessive 's is needed) 9 most far 
furthestfforthest (far is a shmt wmc\ witn two superlati\le 
forms) 1 O the btt5ye5t busiest (spelling change: y to i) 
11 effectivest most effective (effective is a longer word so uses 
most) 12 the less least often (less often is also possible) 



3 

1 the best protected I the most well protected 2 the most 
widely used 3 most rapidly expanding (don't repeat the); 
the most environmentally damaging 4 the most commonly 
asked 
5 The most densely populated 6 the most physically 
demanding; the most badly paid I the worst paid 

4 

1-3 do not need an ordinal because they are all about the first 
item in each graph. 
2 the largest 3 the most profitable 4 the second most 
profitable 5 the third largest 6 the fourth largest 
7 The second most profitable 8 the third most profitable 
9 the third largest 10 the fifth largest 

5 

2 less; the least 3 more 4 (the) most 5 more; (the) most 
6 more; more 

6 

2 most concerned 3 most thoughtful 4 most sincere 5 most 
disappointed 6 most interesting 7 most impressed 8 most 
grateful 

7 

Suggested answers: 
1 I was most disappointed to learn/ hear that you have 

withdrawn your application. 
2 I would be most grateful if you could send me a brochure 

for the ho~el: 
3 It was most thoughtful of you to invite me to lunch on my 

recent visit. 
4 We would like to send you our most sincere congratulations 

on your award. 

Speaking strategies 8 
Introductory exercise 

Tony is the more active listener as he gives a longer reaction 
and responds with a positive comment to what is good news. 
Diana just shows she is listening with a brief response. 

1 

2 a/d/e 3 d 4 h 5 g 6 f 7 b 8 a 

2 

2 Really! 3 Have a good trip. 4 That's bad news. I That's a 
shame. /That's terrible. /That 's awful. 5 That's great/good 
news! /That's great/wonderful! 6 That's a shame/pity. /That 's 
bad news. 

3 

2 right/correct 3 good/ great news 4 OK I all right 5 right/ 
true 6 good/great/ excellent 7 fine/OK/great 8 right/correct 

Tests 
1 

2 luxurious 3 limited 4 economical 5 easy 6 unsuitable 
7 inexpensive 8 professional 9 assembly 10 financial 
11 valuable/ invaluable 12 exciting 

2 

1 removable plastic dental (quality, material, purpose) 
2 leading independent US (opinion, quality, origin); 20,000 
international financial (number, quality, purpose) 
3 innovative, high-quality golf (opinion, quality, purpose) 
4 new environmentally friendly industrial (age, material, 
purpose); traditional organic (quality, material) 

3 

2 The present owners have decided to sell the company, 
but it will be a long process. 

3 Product lines affected by the economic downturn include 
luxury goods such as perfumes. 

4 Some money is missing from the safe and I want to know 
who is responsible. 

5 Rising energy costs have forced us to keep prices high. 

4 

2 The Sub-Saharan energy project went well. We also ran a 
similar project in Asia. 

3 Have you worked here long? 
4 What's the best advertisement you've seen lately? 
5 (Unfortunately) I can't come to this week's meeting 

(unfortunately), but I can definitely make next week's. That 's 
a promise. 

6 In a job interview, try to answer any questions honestly. 
7 Your appraisal is due soon, isn't it? Are you nervous about it? 
8 I've rarely seen such impressive results. You really deserve 

your bonus. 

5 

3 importantly 4 will always read a1ways 5 weU good 
design 6 jttst should not~ focus on 7 should also look 
to ctt5e 8 .I 9 .I 10 weU good news 11 need to think 
careful!_y 12 .I 13 work hardly 14 real!Y matter 

6a 

good, better, the best; worse, the worst; expensive, more 
expensive, the most expensive; cheap, cheaper, the cheapest; 
cheaply, more cheaply, the most cheaply; easy, easier, easiest; 
easily, more easily, the most easily 

b 

2 expensive; the second most expensive (the second cheapest 
is also possible); the most expensive 3 a little I a bit I a little 
bit I slightly better (bigger is also possible); the worst 4 more 
cheaply; the cheapest 5 the second easiest; easier 

Unit 33 
Introductory exercise 

a Market research, competition, profitability, planning and 
strategy are all singular. They are uncountable and so they 
do not have a plura l form. 

b Customers, trends and sales are all plural, countable nouns. 

1 

2 paperwork; document 3 luggage; bags 4 equipment; 
projector 5 chairs; furniture 6 feedback; comment 
7 literature; brochure 8 advertisements; publicity 



- Key 

2 

1 tfaffiEs traffic (uncountable); an investment; g return; 
Visitor~ 2 informations information (uncountable); softwares 
software (uncountable); trainings training (uncountable); 
a guidance (uncountable); hardwares hardware (uncountable) 

3 

2 find 3 is 4 shows 5 leads 6 is 7 is 8 need to 9 is 10 is 
11 is12are 13is 14are 15is 16leave 17departs 18wish 

4 

2 a nice room (a singular countable noun needs a 
determiner) 3 was (traffic is uncountable and and takes a 
singular verb) 4 trips (travel is uncountable) 5 jobs (this 
use of work is uncountable) 6 experience (this meaning of 
experience is uncountable); a campaign 7 a small business 
(this meaning of business is countable) 8 competitors (the 
countable meaning of competitions is games or contests) 

5 

2 a bottle/glass of 3 a bit/piece of 4 a bit of 5 a bit of 
6 a bit of 7 a bit/piece of 8 a bit of 9 a bit of 10 a bit of 

6a 

shorts is are; New furniture and audio equipment has have; 
earnings from investments waswere; The news in Asia are~; 
exports to the EU was were; the pension scheme, which AilVe 
has; changes to the current scheme is are 

b 
The union has/have; The management team is/are; the 
company is/are; ALD Insurance is/are 

7 

2 Are 3 ls/Are 4 ls 5 Are 

Unit34 
Introductory exercise 

a The official business link; The US Government; The US Small 
Business Administration; an access point; The nation's 
businesses 

b Business.gov; government services; information; operations 

1 

2 A 3 a (university starts with a consonant sound /j/); an (MBA 
starts with a vowel sound /em/) 4 a; an (the h is silent in 
hour) 5 a; an (the h in honest is silent) 6 an; a (European starts 
with a consonant sound /j/) 

2 

2 a (first mention); the (second mention) 3 the (there is one 
general manager); a (you have more than one friend) 4 a 
(first mention); an (one of many opportunities); the (second 
mention); an (first mention) 5 The (I told you about this 
machine before); an (frequency expression) 6 a (first mention); 
the (superlative form); the (specific company) 7 an (type of 
job); a (one of many jobs) 8 the (there is one Italian market); 
the (a nationality) 9 a (first mention); the (specific skills); a (one 
of many) 1 O the (we know which offer they are talking about); 
an (first mention; starts with a vowel sound /es/) 

3 
2 A the B - (a plural noun) 3 A the (superlative form) B - (day) 
4 A the (superlative form) B - (plural noun) 5 A - (uncountable 
noun) B the (a specific noun; we both know about this) 

4 

2 - (a company name) 3 - (uncountable) 4 the (already 
mentioned) 5 a (first mention) 6 a (first mention) 
7 a (first mention) 8 the (a specific category of people) 
9 a (one of several) 10 - (uncountable) 11 the (superlative) 
12 - (uncountable noun used in a general way) 13 a (first 
mention) 14 - (unc6untable noun used in a general way) 
15 - (uncountable noun used in a general way) 16 the (there 
is only one) 17 - (uncountable) 18 an (one of several effects) 

5 

2 - 3 a (first mention) 4 - (noun used in a general way) 
5 - (plural noun) 6 the (a specific category) 
7 the (a time expression) 8 an (e-commerce starts with a 
vowel sound) 9 a (first mention) 10- (company name) 
11 - (a festival) 12 the (previously mentioned) 13 a (one of 
many) 14 the (there is only one) 15 - ( street name) 16 The 
(specific and already mentioned) 17 a (first mention) 18 the 
(a time expression) 

6 

2 - 3 the; - 4 - 5 - 6 the 

7 

2 - 3 the 4 the 5 - 6 the (they both know about this) 
7 the (there is one design team) 8 the 9 the 10 -
11 a (one of many possible ideas) 12 an (first mention) 
13 the 14 the 15 The (already mentioned) 

Unit35 
Introductory exercise 

The words in italics tell you how many/much. 

1 

2 most 3 enough 4 Many I A lot of* 5 all 6 much I a lot of* 
7 Some I A lot of 8 more 9 several 10 a few 11 a little I 
some 12 many I a lot of* 
* Lots of is possible but is less formal and therefore unlikely in 
a written context. 

2 

2 any (question) 3 some (offer) 4 some (request) 5 any 
(negative sentence) 6 some (affirmative sentence) 7 any 
(negative sentence) 8 no (negative idea after an affirmative 
verb) 9 any (question) 10 no (negative idea after an 
affirmative verb) 11 any (negative sentence) 12 some 
(affirmative sentence) 

3a 

1 a-few (sterling is uncountable); af!Y (any is usually used with 
a negative verb) 2 ffiaflY (travelling is uncountable); seme 
(some of is not usually used with a negative verb) 3 ~ 
(training is uncountable); a-ttt«e (courses is countable and 
plural) 4 a-few (time is uncountable here); f'l'tt:14 (much isn't 
normally used in simple affirmative statements) 



,. 

4a 

2 All I All of (all can be used with or without of) 3 A few (do 
not use of as it is before a noun) 4 Most of (use of before the) 

b 

1 no (do not use of before a noun); any of (use of before our) 
2 All of (use of before a pronoun) 3 none of (use none of, not 
no, before a pronoun) 4 All of (all is used with of before a 
pronoun) 

5 

2 the most (passengers = countable noun) 3 less (revenue= 
uncountable noun) 4 as much (profrt = uncountable noun) 
5 the most (profrt = uncountable noun) 6 the fewest (seats= 
countable noun) 7 as many (passengers= countable noun) 
8 more (revenue= uncountable noun) 9 fewer I the fewest 
(costs= countable noun) 10 the least (revenue= uncountable 
noun) 11 the most (seats= countable noun) 12 the least 
(profrt = uncountable noun) 

6 

2 much 3 many of 4 few 5 Many 6 little 7 a little 
8 A few of 9 much of 10 many 11 little 12 much of 

7 

2 No insurance company is perfect. 
3 No company can be without a disaster recovery plan. 
4 No small company can afford to ignore its insurer's advice. 

Unit 36 
Introductory exercise 

a yo'ur· b yourself; yours 

1 

2 our 3 our 4 their 5 its 6 mine 7 its 8 My 9 your 10 their 
11 yours 12 their own (their is also possible but does not 
show the emphasis that is needed here.) 

la 

2 British Airways' 3 Apple's 4 Lexus' (the name of the 
company ends in ans so you do not need to add another one 
to make a possessive) 5 Mohamed al-Fayed's 6 Coca-Cola's 7 
France's 8 the dentist's 

b 

1 Subway's I Starbucks' 2 In x days'/weeks'/months'time 

3 

2 Susanna's 3 tomorrow's 4 newsagent's 5 No apostrophe 
necessary 6 years' 7 No apostrophe necessary 8 Mike's 
9 union's 10 company's 

4 

2 - (relax doesn't need a reflexive pronoun) 3 one ano_ther 
4 myself 5 themselves 6 each other's 7 by yourself 
8 himself 9 ourselves 10 yourself (Note that to do a task 
yourself means you do not ask someone else to do it. Compare 
this with to do a task by yourself, which means that you do it 
alone.) 

5 

2 yours 3 my company's 4 each other I one another 
5 myself 6 last week's 7 your 8 themselves 9 my 10 our 

6 

2 at the centre of your future success 3 the advantages of 
this strategy I this strategy's advantages 4 the needs of the 
average person I the average person's needs 5 the name of 
the product you are selling 6 any part of the name 7 your 
customers (customers of yours is also possible but very rare 
and rather formal) 8 database of customers (a customers' 
database would belong to the customers) 

Speaking strategies 9 
Introductory exercise 

this thing= the event they are going to. This could be a 
conference, a meeting, an exhibition or some other work 
related event. The speaker can use thing because the listener 
obviously knows what he/she means here. 
or something= a drink (coffee, tea, or maybe a cold drink) 
possibly with a small snack of some kind 
stuff= possessions of some kind which the speaker needs to 
take to the event. It could be a bag or briefcase with papers 
and office equipment, or if they are staying away overnight, 
it might mean a small case with clean clothes and toiletries. 
Again both speaker and listener know what they are talking 
about. 

1 

2 things (Things often means 'life in general; e.g. How are 
things? Stuff isn't used in this way.) 3 things I stuff 4 thing 
(Thing is very common in spoken English in expressions which 
introduce a point or topic e.g. the thing is, the main thing is, the 
best/worst/ important thing is. Stuff isn't used to mean issue or 
factor.) 5 things 

2 

People often use a mix of formal and informal expressions in 
the same conversation, though stuff should be avoided in very 
formal situations. The first conversation sounds more formal 
so any expression from 82 would fit here. The second one 
sounds more informal so the expressions from Bl would fit. 
The expressions the speakers actually used are: 
2 and so forth 3 and what have you 4 and so on 5 and 
things 6 and stuff 7 and things like that 8 and that kind of 
thing 

3 

You can use all the expressions in section C in each sentence. 
Suggested answer (using some of the original speaker's 
choice of expressions): 
2 and everything 3 and all that sort of stuff 4 and all the rest 
of it 5 and everything 6 and all the rest of it 

4 

1 or anything 2 or something; or something like that 
3 or anything like that 4 or something I or anything 



lllllf!D Key 

5 

Suggested answers: 
2 Do you fancy a snack or something? 3 Maybe we should 
get a sandwich or something? 4 Do you feel like seeing a film 
or something tonight? 5 Do you want to check your email 
or something? 6 Would you like to get some fresh air or 
something? 
(You can also use or anything in all cases but or something is 
much more common.) 

Test9 
1 

2 a message; a mistake I some mistake; a price 3 any 
experience 4 some feedback 5 a bit of luck I luck 6 work; 
a job 7 a piece of advice 8 a drink; tea 9 some research I 
research 10 an order; some machinery; documentation; 
some news 

2 

2 not many 3 a little 4 a lot of 5 much 6 all 7 enough 
8 several 9 no 10 any 11 more than 12 many 13 most of 
14 a little 15 any 

3 

2 the 3 a 4 the 5 - 6 the 7 the 8 An 9 - 1 O - 11 a 12 the 
13 The 14 a 

4 

1 his; her; its 2 mine; my 3 your; our; ours 4 their; theirs 

5 

2 shareholders' 3 Charles' 4 weeks' 5 dentist's 6 yours (no 
apostrophe needed) 

6 

2 herself 3 each other I one another 4 himself 5 yourselves 
6 itself 7 themselves 8 myself 9 ourselves 10 each other r 
one another 

Unit 37 
Introductory exercise 

a .who, whose 
b which, that 
c whose 

1 

2 The photocopier which/that arrived two days ago has 
already broken down. 

3 The customer who/that telephoned this morning is waiting 
to see you. 

4 A colleague who/that has never taken a day off called in sick 
today. 

5 The model that/which was launched nine months ago isn't 
doing very well. 

6 We need to discuss the candidates who/that came for 
interview this morning. 

7 Customers who/that received faulty goods may want a 
refund 

8 We've decided to close two of our power plants which/ that 
are old and becoming dangerous. 

2 

2, 5, 6 and 9 are not necessary (they are the object of the 
relative clause) 

3 

2 which 3 which 4 who 5 which 6 which 7 which 8 who 

4 

2 who/that 3 whose 4 which/ that 5 which/that 6 who 
7 which/that 8 whose 

5 

2 e who/that 3 a whose 4 h which/that 5 c who 6 b which/ 
that 7 g which/that 8 f whose 

6 

2d3a4cSf6b 

7 

2d3c4a5b6f7e8h 

Unit 38 
Introductory exercise 

when refers to a moment; where refers to markets 

1 

2 who 3 whom 4 who 5 both are possible (who is less 
formal) 6 whom (this is a formal written context) 

2 

2 where 3 where 4 that/which/- (do not use where with a 
preposition) 5 where 6 that/which/- (do not use where with 
a preposition) 7 where 8 that/which/- (do not use where 
with a preposition) 

3 

2 d where 3 b where/- 4 a who 5 f who/- 6 h when 
7 e where 8 g where 

4 

2 listed 3 told 4 suggested 5 trying 6 asking 
7 dissatisfied 8 wanting 

5 

3 to who!!} you are selling I who are you selling to 4 .I 
5 already sele selling your product 6 .I (which/ - are also 
possible) 7 ~ based on their experience . . . 8 where/ 
when you are just trying .. . 

6 

2f 3e 4g Sa 6d 7h Sc 

7 

2 a third of whom 3 all of whom 4 few of whom 5 54% of 
whom 6 ha If of whom 



Unit39 
Introductory exercise 

a also 
b Despite, However, In spite of 
c Meanwhile 

1 

2 but (This is a contrast. Even though doesn't work here because 
the information that business people are very busy is not 
surprising or unexpected) 3 Although (use although at the 
beginning of sentences) 4 Despite (this contrasts two idea in 
the same sentence; however often contrasts with the sentence 
before) 5 However 6 Even though I Although 7 despite 
(use despite in front of the -ing form) 8 but (however is 
usually at the beginning of a sentence) 9 however (however 
is contrasting with the previous sentence) 10 though (use 
though at the end of a sentence to contrast with the previous 
sentence; although makes a contrast within the same sentence) 

2 

2 Although I Even though 3 Despite I In spite of 4 also 5 but 
6 Despite I In spite of 7 as well 8 Although I Even though 

3 

2 The Tokyo Stock Exchange closed down 30 points and 
Germany's Dax index closed 0.7% down as well. 

3 The UK's FTSE 100 index was up 3.2% and France's CAC also 
rose. 

4 Apart from share prices, commodities such as oil and gold 
fell too. 

5 Some analysts recommend a cut in interest rates. However, 
this could lead to inflation. /This could, however, lead to 
inflation. /This could lead to inflation, however. (however is 
used most often at the beginning of sentences) 

6 Although the dollar remained steady, some experts have 
predicted a drop in its value. /The dollar remained steady, 
although some experts have predicted a drop in its value. 
(You can use although in both positions. In news reports 
people might use it in the middle position because the 
dollar remained steady is the main focus of the story.) 

7 'These problems might seem bad for investors, though they 
are also an opportunity; said a spokesman. I 'Though these 
problems might seem bad for investors, they are also an 
opportunity; said a spokesperson. 

8 Despite the (continued) poor performance of the stock 
market, US investors remain confident I US investors remain 
confident despite the (continued) poor performance of the 
stock market. (continued can be used as an adjective) 

4 

2 After I had been with the company for five years, I became 
Head of UK Sales. I After being with the company . .. 

3 I took a part-time MBA while (I was) working for the 
company full time. 

4 I passed my MBA. Soon afterwards, I was promoted to Head 
of Department. 

5 I am planning a career break next year and in the meantime, 
I am teaching at the university. 

6 During my career break in Kenya, I will teach at a school 
there. 

7 Before coming I I come back to the UK, I hope to travel around 
Africa. (not Before I wi.11 come beck ~ See Unit 10 D2) 

8 I want to save a lot of money during my career. Eventually 
I would like to retire and live in the country. I I would like 
to retire eventually and live in the country. I I would like to 
retire and live in the country eventually. 

5 

2 two days befure that after that I afterwards 3 Everlast 
we also got involved 4 Although However, peopie soon 
discovered 5 eventually while/when Everlast was working as 
manager 6 This time, although though/however he sold 

6 

2 whereas 3 subsequently, 4 Nevertheless, 5 Meanwhile, 

7 

2 Furthermore I Moreover I In addition 3 Furthermore I 
Moreover I In addition 4 In addition to (before a noun) 
5 Meanwhile 6 Nevertheless 7 Subsequently 

Unit40 
Introductory exercise 

a He needs to spend two nights there. 
b He needs to be able to make it worth the travel time 

1 

2 As/Because/Since the weather was so bad, I decided to take 
the train . 

3 As/Because/Since I wanted to find out more about Russia, I 
decided to invite Galina to lunch. 

4 We changed our insurance because/as/since the premiums 
had become too expensive. 

5 Did he change his job because he was unhappy at PGC? 
(the speaker is guessing why he changed his job so as and 
since are not possible) 

6 As/Because/Since we are expanding so quickly, we need to 
look again at our distribution network. 

7 As/Because/Since it was getting late, we decided to meet 
again the next day. 

8 We couldn't contact him because/as/since nobody had an 
address for him. 

9 Did you turn down the job because the salary wasn't 
good enough? (the speaker wants to find out why the 
other person turned down the job so as and since are not 
possible) 

10 As/Because/Since my computer had crashed, I couldn't 
access my emails. 

2 

Suggested answers: 
2 The hotels around the airport were all full. 3 I was very 
hungry 4 But I was too late, and all the restaurants were 
closed. 5 The hotel had no room service after midnight. 
6 The weather was better the next morning 7 I couldn't get 
another flight. 8 Nikoleta came to our office a week later 

-



- Key 

3 

2 for establishing to establish I in order to establish I so as to 
establish 3 promoting their brand. Because, because they 
already have 4 fef to I in order to I so as to reduce costs 
5 They have done this as-5e so as to avoid 

4 

2 The company has chosen a brand which suggests quality, 
(in order) to appeal to high-income groups. 

3 Gas Co. offers a range of different price options 
(in order) to ensure best value for consumers. 

4 We always give returning customers good discounts, so as 
not to I in order not to lose them to the competition. 

5 Could you give us a reference number, so that we can refer 
to it in our documentation? (the subject is different in both 
sentences so in order to I to- infinitive are not possible) 

6 You should liaise with Mona, so as not to I in order not to 
duplicate work. 

5 

2f 3h 4i Sa 6b 7c Se 9g 

6 

2 otherwise I or else 3 In that case I In which case 4 seeing 
that I given that 5 given that I seeing that 6 In which case I 
In that case 7 or else I otherwise 

Speaking strategies 10 
Introductory exercise 

In sentence a the speaker uses precise times and 
measurements. In sentence b the speaker uses vague 
expressions: about 20 or so kilometres (= not exactly 20 but 
something like 20); about half past three-ish I around four 
(= not exactly at 3:30 and 4:00, but just before or just after) 
Spoken English, especially informal spoken English, is full of 
vague expressions you can use when you can't be or don't 
need to be precise. 

1a 
2 just over 3 or so 4 or thereabouts 5 about 6 just before 
7 about 8 Somewhere in the region of 9 Around about 
10 Roughly 11 A couple of 12 a few 13 Approximately 
14 Loads! 15 About 16 or so 

2 

1 b in the region of 
2 a in excess of b upwards of 
3 a A great many b A large number of 
4 a a great deal of time b some time 

3 

2 sort of I kind of silver and grey I silver and greyish 3 silvery/ 
silverish grey 4 largeish 5 Happyish 6 sort of nice I kind of 
nice I niceish 

Test 10 
1 

2 who 3 which (you cannot use that in a non-defining relative 
clause) 4 who (you must use a relative pronoun in a non­
defining relative clause) 5 which (discounts are things not 
people) 6 - I who (who is the object of a defining relative 
clause) 7 whose 8 which/what (the relative pronoun is the 
subject of a defining relative clause) 

2 

2 working 3 that/which 4 that/which 5 where 6 held 
7 showing 8 which/that 9 which/that 10 whom 11 which/ 
that 12 who/which/that 13 who 14 which/that 15 whose 
16 which 

3a 

2 There are many big employers locally and quite a lot of 
smaller factories as well. 3 Some companies get involved in 
the area and also sponsor or support local charities. 4 Some 
talented local students find jobs easily. However, it's harder for 
older people to get a job. 5 They are often not even asked to 
interview some companies despite having more experience. 

b 
2 Sorry, but we couldn't continue working while we were 

waiting for these parts. 
3 We waited all day, and eventually they arrived at 6 pm. 
4 We installed them as quickly as possible, but afterwards we 

realised we stil l needed another part. 
5 We worked for eight hours on that order and in the 

meantime three more big orders came in. 

4 

2b3a4a5a6b 



1.1 
What do you do? 

2 Who do you work for? 
3 Is your office near your home? 
4 How many offices does your company have? 
5 Where do you work? 
6 Do you like your job? 
7 How often do you travel? 
8 How many days' holiday do you get? 

2.1 
Are you enjoying your job at the moment? Is it going well? 

2 What projects are you working on at the moment? 
3 Are you hoping to get promoted soon? 
4 Are your colleagues learning English too? 
5 Is anyone in your department looking for a new job? 
6 How is your company doing this year? 
7 Is it achieving its goals? 
8 What is your company investing in? 
9 Is your boss making any major changes this year? 

10 Is he or she running your department well? 

3.1 
Market share of one of the world's top mobile phone makers, 
Fin Tel, is increasing faster than ever before. Meanwhile, its rival, 
WestCom, is expecting a second-quarter loss due to poor sales. 

US-based WestCom is losing market share in several regions, 
including Europe and Asia. FinTel, which sells more than one in 
three of all mobile phones sold globally, has taken over much 
of this market. 

'Fin Tel has a very strong product mix, and now there is a good 
opportunity for FinTel to consolidate its position as market 
leader; according to FIM Securities analyst, Jeremy Hilton. 

Weak sales in Asia and Europe this quarter are giving investors 
a real headache. 'WestCom's market share is falling rapidly 
and it could continue. As it falls, Fin Tel is benefiting from the 
market share that WestCom has lost; said Danske Markets 
analyst, Thomas Simonsen. 

4.1 
. . . and as I'm sure you're all aware, over the past few years 
Eastern Water has diversified into other areas, including waste 
management and renewable energy. 

In terms of our core business, I'm pleased to announce we've 
just completed the acquisition of Aqua NE, an American 
water company that has been supplying the consumers of 
New England since 1950. Eastern Water and Aqua NE have 
been working together closely for three years - we've already 
exchanged executives a few times! 

Im personally very proud of this acquisition, our first step into 
the US market. Several other British water companies have 
looked into the US market, but none of them has ever taken 
it very seriously. With this acquisition, Eastern Water has now 
moved from being a regional-based company to being an 
international company. It hasn't been easy, but it has been 
exciting. 

The water business has had its problems in recent years, but I 
think we've learned a lot from those problems. 

SS 1.1 
Basically, I think we should change the annual performance 
reviews. 

2 You see, personally I'd say that they're not really effective in 
my opinion. 

3 To be honest, the formal interview is a very artificial 
situation, I would say. 

4 Rea lly, twelve months is a long time between reviews, in 
my opinion. 

5 In fact, as far as I'm concerned, as managers, we should 
always be looking at staff performance. 

6 I would have tho,ught that we should review performance 
monthly, to be honest. 

7 Fortunately, staff tell me they'd prefer that too. As a matter 
of fact, some people ask for more feedback. 

8 Obviously, I feel it would be better if we supervised staff 
more closely. 

9 To be honest, as far as I'm concerned, the annual review 
is embarrassing for staff and managers who have a more 
informal relationship the rest of the year. 

10 And I'd say, clearly some people exaggerate their 
achievements so they get good reviews. And then other 
people don't like to boast, so unfortunately, they don't do 
so well, of course. 

SS 1.2 
1 We need to cut down on travel costs. 
2 We can use video conferencing. It's just as good. 
3 We don't need to go to the branches to talk. 
4 Travel is bad for the environment. 
5 You waste so much time travelling. 
6 People see travel as a mini-holiday . 

5.1 
PA: I wanted to book a return flight from London to Paris for 

two people. 
AGENT: When would you like to travel? 
PA: We were hoping to go on Tuesday the 21st, but we were 

wondering if we could book different days coming back -
the 23rd for one and the 28th for the other. 

AGENT: No problem. What time did you want to travel? 
PA: We need to be there for a ten o'clock meeting on Tuesday 

and we were thinking we might leave the returns open. Is 
that possible? 



AGENT: Of course. There's a flight out which would get you 
there for 9 am. 

PA: We wanted to go business class. How much would that 
be? 

AGENT: £332 per person each way. How did you want to pay? 
PA: By credit card. Also, I was wondering if you could add 

these air miles onto my frequent flyer card? 
AGENT: Certainly. I'll book the flights for you now. What were 

the names of the people travelling? 

6.1 
How many companies have you worked for? 

2 What subject did you study at university or college? 
3 How many jobs did you apply for when you left university 

or college? 
4 When did you start working for this company? 
5 Has your company expanded since you joined them? 
6 Have you been working on any interesting projects this 

year? 
7 Have you ever spoken at a conference? If so, what did you 

talk about? 
8 Have you had a pay rise this year? If so, how much did you 

get? 
9 How much time have you spent abroad in your working life 

so far? 
1 O Is this the first time you have studied another language? 

7.1 

In October 2006, Voltra International was in trouble. The 
price of raw materials had been rising steadily, its sales had 
been falling and the company's shares had already dropped 
in value by 30%. When the board introduced an emergency 
budget in January 2007, few people expected that it would 
transform things so quickly, but in September 2007, the 
company reported a record $1 Sm profit. 
2 
The biotechnology industry grew out of university 
laboratories in the 1980s. The first successful gene transfer 
took place in the early 1970s, and by the end of the decade 
some pharmaceutical companies had started mass-producing 
some proteins. These later became the first drugs of the 
biotechnology industry. By the 1980s, scientists had become 
aware of the commercial potential of their work, and many 
had left the universities to set up their own companies. 
3 
In 2002, the country's economy looked very unstable. It had a 
budget deficit of 14% of GDP, high inflation and slow growth, 
and one of the highest unemployment rates in the OECD. By 
2005, things had improved: government measures had cut 
the budget deficit to 7% of GDP, the inflation rate had gone 
down to 1.6% and was one of the lowest in the OECD. 

8.1 
Originally, only computer experts had some sort of tape drive 
in their home computer and backed up their hard drives. 
Other computer users wouldn't back up as they didn't know 
how to. And it wasn't relevant for people using computers at 
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work, as their important data used to be on an office server. At 
most, people would occasionally save some of their important 
files on a floppy disc or CD. 

So what has changed and why is it so important to back 
up your computer now? Firstly, we all used to work at large 
desktop computers, but now many people have laptops and 
the chances of them getting damaged are high. Secondly, hard 
drives are now much bigger than they used to be, and contain 
far too much data to store on CDs or DVDs. For example, we 
used to store a few favourite photos in albums, but these days 
we all have thousands of photos stored on our computers. 
Some of our most important memories are often stored on our 
hard drive. Thirdly, the number of people using computers, 
especially children, has risen dramatically in the past decade. 
Before then, children never used to do homework on a 
computer, they always wrote it. Today, the home computer is 
essential for completing homework, and backing up regularly 
makes sure this work isn't lost. 

Today I want to talk to you about continuous back-up 
protection systems ... 

SS 2.1 
Well, anyway, it was good to talk to you, Mick. I'll get back 
to you. 

2 What about you, Hilda? What do you think we should do? 
3 Getting back to health and safety, what should we do 

about the smell in the storeroom? . 
4 Good to see you all here today. Right then. So. Let's get 

started, shall we? 
5 Well, thanks for your time, all of you. Maybe we can have 

another call on Monday? 
6 How's it going, Oliver? Horrible weather, isn't it? Busy day? 

9.1 
So, how's the economy? I mean, what's inflation going to do 
over the next year? 
YOU: 

I see. And how about house prices - are they going to go up 
or down? 
YOU: 

Uh huh. I guess it's the same for interest rates too, right? 
YOU: 

Do you think unemployment is going to rise here? 
YOU: 

And how's your company doing? Are you going to have a 
difficult year next year? 
YOU: 

What investment plans do you have? 
YOU : 

Hmm. Interesting. And your own job? Do you feel you're 
developing - like, are you going to stay with the company or 
change jobs? 
YOU: 

Uh huh. Do you think you're going to get a pay rise or be 
promoted any time soon? 
YOU: 

I see. Well, I'm looking for a new person for the Madrid office. 
Think you might be interested? 



10.1 
My presentation will focus on our online sales strategy and 
will cover five main areas. It'll take about 45 minutes. In the 
first part we'll deal with why we needed a website. Secondly, 
I'll show you who designed the website. Then, I'll outline 
some of the technical problems we had. After that we'll look 
at the on line sales so far. Finally, I' ll sum up and I'll make some 
recommendations for the future development of the site. I'll 
answer any questions at the end of my presentation. 

11.1 
SIMONE: Are you OK? You're staring into space. 
KARL: Sorry, I was just daydreaming about my holiday next 

week. I can't wait. This time next week I'll be flying to Mexico 
with my wife. 

SIMONE: Wow, that sounds great! Where will you be staying? 
KARL: We'll be staying with some friends near Mexico City for 

the first week, and then in Cancun for the second. 
SIMONE: And do you have any particular plans for your trip? 
KARL: Yes, we'll be doing a lot of sightseeing. Our friends will 

be taking us to see the Mayan pyramids - Palenque, Chichen 
ltza and places like that. I've always wanted to see them. 

SIMONE: Yes, me too. Lucky you! And what are your plans for 
Cancun? 

KARL: Well, I'll be trying lots of different water sports but my 
wife won't be joining me. She prefers sunbathing! 

SIMONE: Well, I'll be thinking about you while I'm stuck here 
working. I'm so jealous! 

12.1 
LYDIA: Andreas, what do you think growth is likely to be in 

your sector this year? 
ANDREAS: Well, low interest rates are expected to stimulate 

consumer confidence by the second half of this year, so 
we're pretty optimistic in the medium term. But in the short 
term I think we'll continue to see a slight drop in the market. 
and in the immediate future I think we need to continue to 
be very careful to minimise risk for investors. 

LYDIA: And what about the general financial picture in the 
foreseeable future? What's your view? 

ANDREAS: Well, after a difficult start to the year, I think that 
things are likely to improve going forward. And actually, 
looking ahead, there is every reason to be optimistic about 
the general global situation. In the long term it's harder to 
predict, but I'm hopeful that the situation will continue to 
improve. 

LYDIA: Well, it's good to hear that you're generally optimistic. 
ANDREAS: Yes, I am. 

553.1 
MIGUEL: It's a bit disappointing. I don't really like it. Do you? 
ELENA: No. Not really. 
MIGUEL: I just feel that as publ icity it's not really projecting the 

image we want. 
ELENA: I know. I think it looks a bit old-fashioned. 
MIGUEL: It's sort of weird - it kind of looks like it's from the 

1980s. 

ELENA: Perhaps that 's deliberate. It's called 'retro'. 
MIGUEL: You're probably right. 
ELENA: The marketing message isn't very clear. 
MIGUEL: Yeah. Are the photos slightly out of focus? 
ELENA: Yes, they are - a little bit. 
MIGUEL: We maybe need to get some alternative designs. 

553.2 
Have you got a minute? I just wanted to talk to you about 
Hannah. Maybe this is nothing to worry about, but I mean she 
used to be extremely efficient. And lately she's - well, if I'm 
totally honest, she's become a bit absent-minded. She's just 
so easily distracted, you know. Her mind is not on the job at 
all. But she's such a sensitive person - she really gets upset if 
anyone criticises her. I really don't want to take disciplinary 
action, but I don't know what to do. 

13.1 
1 I'll carry one of them. 
2 Will you be able to speak at the sales conference? 
3 Could you give me a price for a business-class flight to 

Bangkok please? 
4 May I have a room with a sea view please? 
5 Yes, of course you can. 
6 Would you be able to attend our group meeting today? 
7 Can you come to our showroom personally? 
8 I'm sorry, but I'm not able to offer credit. 

14.1 
MANAGER: We want to pay our staff more money without 

increasing their salaries. Have you got any ideas? 
COLLEAGUE: Why not introduce a bonus scheme? 
MANAGER: It'll take too long. I mean, the results aren't out until 

the new year. 
COLLEAGUE: How about starting it in January? 
MANAGER: Well, maybe. Anyway, how do you think it should 

work? 
COLLEAGUE: Why don't we link it to staff performance? 
MANAGER: Mmm, I suppose that's the best option. How do you 

think we should begin? 
COLLEAGUE: What about talking to the staff representatives as 

soon as possible? 
MANAGER: What do you mean by as soon as possible? 
COLLEAGUE: Let's arrange a meeting for next week, say Tuesday. 
MANAGER: OK, if you think that's manageable. One more thing. 

Do you think we should announce this yet? 
COLLEAGUE: If I were you, I'd wait until after the first meeting. 
MANAGER: I agree. OK, we'll talk about this again tomorrow 

morning, shall we? 

MANAGER: We want to pay our staff more money without 
increasing their salaries. Have you got any ideas? 

YOU: 

MANAGER: It'll take too long. I mean the results aren't out until 
the new year. 

YOU: 

MANAGER: Well, maybe. Anyway, how do you think it should 
work? 



YOU: 

MANAGER: Mmm, I suppose that's the best option. How do you 
think we should begin? 

YOU: 

MANAGER: What do you mean by as soon as possible? 
YOU: 

MANAGER: OK, if you think that's manageable. One more thing. 
Do you think we should announce this yet? 

YOU: 

MANAGER: I agree. OK, we'll talk about this again tomorrow 
morning, shall we? 

15.1 
We all have some idea of what a bad customer experience is. 
You need to find out the right customer experience that we 
want to deliver in our stores. You can think about this in the 
existing stores. And you might want to consider the new stores 
too, you know, in terms of training. Jean, you told us about the 
lady who set up the Excel store chain and who also worked at 
Prima. Do you want to invite her to talk to us about her own 
experience? Then you can all come up with some ideas about 
what the customer experience should be. Can you organise 
that for the next meeting? In fact, you'd better make a note of 
that, please, Chris. Then finally, don't forget, everyone needs to 
attend the planning meeting tomorrow at three. 

16.1 
SUZIE: This meeting shouldn't last long. It's a short agenda. 

Ah, here we are, room 48. That's funny. The door's locked. It 
should be open. Robert must have the key. He was using the 
room yesterday afternoon. 

ALEX: Sarah might have it. I thought I saw her with it earlier. 
SUZIE: I know she used the room first thing this morning, but 

she said she'd leave it open. It could be in my office. 
ALEX: She may still have it. Why don't you call her? 
SUZIE: ... She says it should be in her desk drawer. I'll go and 

look. It shouldn't take long ... Found it! Now, shall we make 
a start? 

554.1 
GRAHAM: Lost something, Tanya? 
TANYA: Can't find my agenda. Must be on my desk. 
GRAHAM: Terry made some extra copies. Want one? 
TANYA: Oh, yes. Thanks. 
GRAHAM: Right. Who'll start off? Archie? Got any technical 

problems to talk about? What about the databases and the 
emailing problem? 

ARCHIE: Yes, OK, might as well just mention that. Something to 
do with the Filewiz programme. Trouble is, um, don't know 
what exactly. 

GRAHAM: Mm. Maybe it's something to ask Gale in IT to come 
and look at? 

ARCHIE: Could be, yeah. Depends whether it's a software 
problem or a server issue. Gale just dea ls with software, 
really. 

TANYA: Michaela deals with server problems these days, 
doesn't she? 
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ARCHIE: Yeah. Think so. Not sure, actually. They're always 
changing people around in IT. 

GRAHAM: Yeah. Must be really confusing for you when you 
don't know who does what! 

ARCHIE: Yeah. 

17.1 
MARGARET: This is the procedure. If two calls come in at the 

same time, pick up the internal call first and put the other 
call on hold. If there is a call waiting, the light flashes. 

SAM: What do I do if there is an external cal l for someone in 
the office? 

MARGARET: If you get an external call for Joe Johnson, for 
example, you have to call Joe's extension number. When Joe 
answers, you usually say who's calling, but if there are other 
phone calls waiting, don't waste time telling him. Just put 
the call through. 

18.1 
CRISTINA: why do you think the project was so unsuccessful? 
JEFF: Looking back, there were so many mistakes. If we:d 

started the project in January instead of May, we would have 
been able to launch at the right time for the buying season. 

CRISTINA: OK, but I heard that there were delays in sending out 
stock even once the project was established. 

JEFF: Well, yes, we had lots of problems organising the packing 
line. 

CRISTINA: I see. Would you have got more stock out into the 
market on time if you'd organised the packing line better? 

JEFF: Maybe. I think that's something that we should look at in 
future projects. 

CR ISTINA: What about the communication problems? Would 
it have helped if more people had taken Spanish classes 
before moving to the Guatemala office? 

JEFF: Well, as you know, I studied Spanish for several months 
before moving. I certainly think it would've been difficult to 
communicate with my clients if I hadn't known any Spanish. 

CRISTINA: It's really important to learn from our mistakes this 
time. If we'd learnt the lessons from our previous ventures 
in Latin America, we wouldn't have had so many problems 
establishing the business in Guatemala. 

JEFF: Yes, if we'd had more support from our other offices, the 
project probably would've succeeded. 

19.1 
OFFICE SERVICE MANAGER: We take the safety of our staff 

very seriously here at the bank and the security of all our 
operations is very important to us. 

NEW EMPLOYEE: Uh huh. I see there are a lot of cameras around. 
OSM: Yes, the building is monitored by CCTV. The lifts are 

monitored by cameras, too. 
NE: Well, that's worth knowing - I mean it's good to know 

you're always being watched. Um ... And the security staff at 
the door are fairly strict, I've noticed. 

OSM: That's right. All employees, um, every employee is 
searched by security staff both when they enter and when 
they leave the building. 



NE: Yeah, I've been searched every time I've been here, so I 
suppose you're pretty strict on who comes in. 

OSM: Right. We have to be very, um, careful about visitors. 
Their identities are always checked by the receptionists. 
Visitors aren't allowed into the building without a member 
of staff. 

NE: That makes sense. 
OSM: One of our more controversial safety measures is drugs 

testing. 
NE: Yes, I heard about that. Is everyone tested? 
OSM: Well, they could be, it depends. Members of staff are 

tested randomly for drugs by an outside agency. 
NE: Right ... 
OSM: And our drivers are tested for drugs and alcohol weekly -

they have to be safe, obviously. 
NE: Of course. And what about data security? 
OSM: Well, that's not my field - the IT group deals with that. 

I'm told that it's a secure system. I mean, for example, all the 
computer files are scanned by antivirus software every hour. 

NE: Every hour? 
OSM: Yes, and the data on the servers is backed up daily. 
NE: I see. 
OSM: So, what else can I tell you? Um, oh, fire alarms. The 

fire alarm is tested by someone in my department - Office 
Services - every Friday. 

NE: Every Friday? 
OSM: Yes, at 11 o'clock in the morning. 
NE: I see, so let's hope there's never a fire on a Friday morning 

at 11. 

OSM: And as a manager you need to know that you have to 
train your team in fire safety procedures. 

NE: I have to? 
OSM: Yes, that's your responsibility. And staff are tested on the 

procedures regularly. 
NE: Hmm. 

20.1 
JOURNALIST: What are the main issues you deal with in the 

training you do? 
JAKOB: Well, project management is very complex. It's mostly 

about asking the right questions. Before a project, you have 
to ask whether it can be done. Is it likely that everything will 
be completed within the timescale? What resources will be 
needed? And so on. 

JOURNALIST: Yes, and even if people prepare before a project, 
the follow-up may not be done. 

JAKOB: Yes, the follow-up mustn't be forgotten. We train 
people to ask the questions: How could things be improved 
next time? What ought to be changed in the future? Could 
the next project be completed more quickly? Which people 
should be informed of the results? So, you can see, there are 
a lot of complex issues. 

SS 5.1 
CUSTOMER: Could you explain the different car insurance 

policies you offer? 
CLERK: Well, there are three basic types. OK? First, there's third­

party insurance. 

CUSTOMER: What does that mean, exactly? 
CLERK: Basically, it means you're insured for damage to other 

people's cars. Then the second type is third-party, fire and 
theft. 

CUSTOMER: Could you explain that a bit more for me? 
CLERK: It's the same as the first type, but you're also insured if 

your car is stolen or if it's damaged in a fire. 
CUSTOMER: Perhaps I've misunderstood you? So with the 

second type my car is insured against some things? 
CLERK: That's right. And finally, there's fully comprehensive 

insurance. 
CUSTOMER: I'm not sure I know what you mean. Could you 

explain that? 
CLERK: It means you're insured against damage to your own 

and other people's cars. It basically covers everything. Why 
don't you give me your name and phone number and I can 
arrange for an agent to call you with more details? 

CUSTOMER: I'm afraid there's been a slight misunderstanding. 
I'm not ready to buy a policy. I was just interested in the 
types there are. 

21.1 
Who are you working for at the moment? 

2 What projects are you involved in? 
3 How many jobs have you applied for in the last ten years? 
4 Which colleagues do you have lunch with? 
5 Have you ever complained about a colleague? 
6 Who d id you complain to? 
7 Does your salary depend on your performance? 

22.1 
NARRATOR: Sure. 
SPEAKER: We met in Paris, didn't we? 

NARRATOR: Unsure. 
SPEAKER: We met in Paris, didn't we? 

NARRATOR: Sure. 
SPEAKER: She's not in our group, is she? 

NARRATOR: Unsure. 
SPEAKER: She's not in our group, is she? 

22.2 
You're working on the Westin project, aren't you? 

2 We're not using this version of the spreadsheet any more, 
are we? 

3 Lai la's got a new job, hasn't she? 
4 We could send them our latest report, couldn't we? 
5 They said they would finish by 4:30, didn't they? 

22.3 
A: She's the Human Resources Manager, is she? 
B: No, she's the Financial Controller. 

A: Paul Summers owns the company, does he? 
B: Yes, he actually started it in 1997. 

-



22.4 
1 You work with Charles, do you? 
2 This is your copy of the business plan, is it? 
3 They sold their shares in Zetac, did they? 
4 This voice recorder has a USB connection, does it? 
5 The design team have sent us a drawing, have they? 
6 We can get a price quote, can we? 

23.1 

1 

A: I was just down in HR and Pam was telling me about the 
new training programme. She was saying that all members 
of staff are now entitled to five days' training a year. 

B: Oh, it's funny you should mention that, because someone in 
Production was. asking me about that the other day. I didn't 
know whi]t to tell them as it was the first I'd heard about it. 

A: Yeah, well as I was telling Pam - it's long overdue. 

2 

A: My bank manager was saying that the branch is very 
involved with the local community. She was saying it's so 
important these days. 

B: Well, you remember I was telling you about that event I 
went to on social responsibility? All the speakers were saying 
it's high on the agenda in all the big companies these days. 

3 

A: How much are we paying for buildings insurance? 
B: A Jot! We're thinking about changing our insurer next year. 

Leslie was saying it's a good idea to shop around and get 
several quotes. He was saying we could probably get it much 
cheaper than we're paying now. 

A: That's exactly what I was telling him last week but he 
wouldn't listen to me then! 

4 

A: John was asking me about the GHI exhibition. He wanted 
to know if we were going this year. 

B: I don't know. Someone was telling me how expensive it 
was to exhibit there last year with the number of people 
attending. 

24.1 
1 How many hours a day do you work? 
2 Who are your biggest clients? 
3 Who set up the company? 
4 Why did you join the company? 
5 What do you like most about your work? 
6 Do you live near your work? 
7 Did you go to university or college? 
8 How long have you worked for the company? 

556.1 
A: Let's meet at ten o'clock. 
B: Ten o'clock?Ten o'clock, did you say? 

A: Let's meet at ten o'clock. 

B: OK. Ten o'clock, then. 
- Recording script 

556.2 

1 

ALISON: Did you send an agenda? 
GREG: Sorry? Did I send an agenda? Yeah. I emailed it last 

night. Didn't you get it? 
ALISON: Oh, I haven't checked my email this morning y_et. 

2 

ALISON: You know, I don't think I've got all the papers here. I 
might want to print a few documents. Do you mind? 

GREG: Sorry? The line just went a bit funny. Can you say that 
again? 

ALISON: Do you mind if I print a few documents? 
GREG: No, no, no. Go ahead. We'll have a chat while you're 

doing that. 

3 

JENNY: Did you hear about T&G Electronics? I heard that 
they're going bust. 

GREG: What did you say? 
JENNY: T&G. They're going out of business. They're getting rid 

of people and closing the head office, and I heard that their 
partners in Ireland are in the same position. 

GREG: Pardon? 
JENNY: Their Irish partners - they're closing down, too. 
GREG: Is that the company that Michael Kelly went to work for? 
JENNY: Yeah. That's right. . 

4 

GREG: OK, Jet's start. Jenny, are you going to make an 
announcement about the new performance review 
procedures? 

JENNY: Am I going to make an announcement, did you say? 
GREG: Yes. 
JENNY: Well, I hadn't thought of doing so today. I'd prefer to 

wait until we have the new forms printed up next month. 
GREG: OK, well, let's leave that till next time, then. 
JENNY: Sorry? 
GREG: We can come back to it next time. 
JENNY: OK, thanks. 

5 

LEO: The next thing is pretty serious - it's about IT security. 
Um, it sounds, from what our IT people are saying, that we've 
had a suspected attack by a hacker. 

GREG: A hacker? Wow. That's pretty serious. 
LEO: What they think happened is that someone got through to 

a secure database via the website, so the website and all our 
databases are now closed and out of use. 

GREG: Sorry, I missed that. Does that mean that we can't use 
the system? 

LEO: Not for the next two days. 

6 

ALISON: OK, I'm going to look at the spreadsheet on my laptop, 
which is plugged in over here. If I speak like this, can you all 

hear? 
GREG: Yes. 
LEO: Yes. 



ALISON: Jenny, can you hear me too? 
JENNY: What? 
ALISON: Can you hear me? 
JENNY: Not very well. Do I need to turn up the volume? 
ALISON: Can you say that again? 
GREG: Is it my volume that needs to go up? 
ALISON: Probably. 

556.3 
I just wondered if you sent an agenda. 
YOU: 

Did you send an agenda? 
2 I might want to print a few documents. Do you mind? 

YOU: 

Can I print some documents? 
3 Did you hear about the closure? 

YOU: 

Did you hear that they're closing the head offices? 
4 Are you going to talk about performance reviews at the 

next meeting? 
YOU: 

Are you going to talk about performance reviews at the 
next meeting? 

5 The intranet is shut down. 
YOU: 

We can't use the intranet. It's not working. 
6 Can you hear me at the back of the room? 

YOU: 

I said, 'Can you hear me?' 

556.4 
1 Now first of all I'd like to talk about the auditor's visit. 

YOU: 

2 They'll need six days to do a complete audit. 
YOU: 

3 We hope they'll be able to start on 22 March. 
YOU: 

4 I'm going to let them work in the first floor conference room. 
YOU: 

5 They're going to check all staff expenses again. 
YOU: 

6 Last year they found £800 of fraudulent claims. 
YOU: 

25.1 
BOB: I wanted to make the point that we shouldn't launch in 

April - there are too many other things happening. I think 
we should delay until May. We can produce the brochure in 
January, samples in February or March, then be ready to ship 
in May. That gives us plenty of time. If we haven't prepared the 
launch properly and have to cancel, that would be far worse. 

ANDREW: OK, thanks, Bob. That sounds sensible. All agreed? 
Right. Vanessa, anything you want to report on the financial 
side? 

VANESSA: I wanted to talk about our investments in Zamrac. If 
we sell now, we may be at a disadvantage. I think we should 
continue to buy over the next few months and then sell in 

the autumn when we have a clearer picture. If we all agree, I 
can confirm with the brokers. 

ANDREW: Right. Well, any comments? 

26.1 
1 My job involves writing software and training programmers. 

How about you? What does your job involve? 
2 No one ever taught me to type properly. When did you 

learn to type? 
3 My boss often wants me to buy presents for her family. 

What do you think about that? Is it OK for her to ask? 
4 My boss is great. I can't imagine working for anyone else. 

Is there something you can't imagine doing at work? 
5 On bad days I can't help thinking I'm in the wrong job. 

Do you ever get days like that? What job would you prefer 
to do? 

6 You should keep quiet, even if you feel like complaining 
about your job to your boss. Do you ever feel like 
complaining about your job? 

7 I never seem to get round to throwing out old papers and 
files. Do you have jobs like that, little things that you never 
seem to do? What do you avoid doing? 

8 I often help my colleagues sort out their personal 
problems. What kinds of things do you help your 
colleagues do? Have you ever had to help a colleague in 
that way? 

27.1 
1 What's the biggest contract your company has taken on 

recently? 
2 What kinds of things do you put off doing at work? 
3 Has your company ever taken over another company? 
4 Is your company going to set up a branch in another 

country? 
5 Is it a good idea for businesses to cut back their training 

during a recession? 
6 What do you think people should watch out for when 

buying an insurance policy? 
7 Do you know anyone who has ever been laid off? Why and 

when did this happen? 
8 Has demand for your products ever dropped off? If so, why? 
9 Have you ever turned down the offer of a job? Why? 

10 What kinds of things would put you off applying for a 
particular job? 

28.1 
With most of the companies I work for, I'll ask someone to 
think about this question: if you could put one message 
directly into the mind of a prospective customer, what would 
it be? After thinking for a moment, they'll mention something. 
Then I'll talk to a different person and I'll get a different 
answer. In fact, I get as many different answers as there are 
people working for the company! That's bad. 

In general, the only messages that customers are interested in 
are short, powerful and repeated. So every single employee has 
to focus on what the company's message is, and then they have 
to take responsibility for sharing it - in conversation, on the 
company website, in writing and on the phone. Consistently. -



This is called positioning. It means thinking about your 
customers, your competitors, and your goods or services 
while you look for the most powerful words to describe your 
business. It's worth it: good positioning may improve your 
marketing for years! 

SS 7.1 
Let's have a look at the objectives of an effective PR 
strategy. Firstly, PR adds to the good image and reputation 
of the organisation - organisations can use PR to send out 
positive messages about their activities and performance. 
Secondly, with good PR you attract and keep not only 
good customers, but also other parties such as employees, 
shareholders, etc. These other parties are the people that 
the organisation interacts with - I'll come back to that with 
an example in a minute. Thirdly, PR also deals with negative 
publicity, especially when something goes wrong, and can 
help overcome false ideas people might have about the 
organisation. Finally, you can also create good relations with 
the wider community. 

SS7.2 
LUCY: Right. Let's start. First of all let's welcome Bryan Murphy 

from Dublin to our meeting. Now, there are several things 
we need to do. First and foremost, we must find out what 
Irish customers really want. That's the most important thing 
of all. As you know, there are two reasons for opening up in 
Ireland: A, it's got a good economy, and B, Dublin is a great 
city to work in. 

JAMES: Before we go on, I just want to raise the concerns 
over the Ireland plan that we discussed at the last meeting. 
So, first there was the issue of health insurance, secondly 
public holidays in Ireland, thirdly Irish tax laws and lastly the 
exchange rate. We've looked at all four and now at last I think 
we've solved all the problems we raised in that meeting. 

LUCY: That's good to hear. Now Bryan, at first we found it 
difficult to make contacts in the west of Ireland, but we've 
made lots of progress since you joined the team. Thank you 
for all your help. And I'd also like to thank Benny and Hilda 
for getting the Irish website ready so quickly, and last but 
not least, thanks to Joseph for doing the photographs. Thank 
you, everybody. Dublin, here we come! 

29.1 

1 

CUSTOMER: What's on the menu today? 
WAITER: Well sir, we have some lovely fresh Scottish salmon. I 

can also recommend the spicy tomato soup. 
CUSTOMER: They sound good. I'll have the soup to start and 

then the salmon. 

2 

RECEPTIONIST: Good morning, how can I help you? 
PAULA: Hello, it 's Paula from Seymour Ltd. Can I just double­

check our order, please? 
RECEPTIONIST: Of course. You wanted fifty, black, personalised 

pens, didn't you? 
- Recording script 

3 

SALES REP: Where's your office? 
NEW CLIENT: It's on Lausanne Road, in that old, stone building -

number 62. 
SALES REP: Oh yes, I know it, next to the luxury sports car dealer. 

4 

PROPERTY DEVELOPER: So, if you look at this part of the diagram, 
you can see we've got a thousand square metres of storage 
space in the basement. Above that there's a huge shopping 
area and behind the shop we have the underground 
customer car park. 

COLLEAGUE: Sounds good, doesn'.t it? 
PD: Yeah, and don't forget the busy pedestrian area out front. 

Thousands of potential customers per hour! 

30.1 
DAVID: Lena, tell me a little bit about recent projects you've 

been working on. 
LENA: Well, basically, we've created a system for monitoring 

attitudes, preferences and needs across Europe, which 
manufacturers of fast-moving consumer goods, such as 
cosmetics or paper products, can use. Hopefully, this will 
give them reliable information to support their products. 

DAVID: But customer attitudes towards fast-moving consumer 
goods have probably been tested on a country-by-country 
basis in Europe many times before now, haven't they? 

LENA: Yes, they have. But in the early days market researchers 
tried to identify the differences between one country and 
another. Nowadays, the fast moving-consumer goods sector 
is actually looking at the similarities with our friends across 
the rest of Europe. That's why, for example, we've seen pan­
European and global marketing and advertising campaigns 
from the leading brands. 

DAVID: Yes, there have certainly been changes in advertising 
policy. But is there an advantage in targeting a marketing 
campaign at just one country, perhaps? 

LENA: Yes, maybe. But I think that what our research really shows 
is that we have to think very carefully. Obviously, we are now 
one trading community in Europe, but there are definitely still 
some important differences between the countries. 

31.1 
PERSONNEL MANAGER: So what do you think? I mean, they're 

both good but I think Gisela is the better candidate. Paola 
was not as impressive as Gisela. 

SALES DIRECTOR: Um, I think they're about equal. For me, Paola 
was just as strong as Gisela. 

PM: But Paola's not as old as Gisela and she's less experienced. 
SD: True, but on the other hand Gisela's qualifications aren't as 

good as Paola's. Paola hasn't worked for as long as Gisela, but 
Gisela is less well-qualified than Paola. 

PM: How about personality? I mean Gisela wasn't as shy and 
quiet as Paola. 

SD: Well, Paola wasn't as talkative as Gisela, but I actually think 
Gisela was less confident. And Paola's test results were also 
as high as Gisela's. I'd like to offer her the position. 



31.2 
PM: So what do you think? I mean, they're both good but 

I think Gisela is the better candidate. Paola was not as 
impressive as Gisela. 

YOU: 

PM: But Paola's not as old as Gisela and she's less experienced. 
YOU: 

PM: How about personality? I mean Gisela wasn't as shy and as 
quiet Paola. 

YOU: 

31.3 
YOU: 

SD: Um, I think they're about equal. For me, Paola was just as 
strong as Gisela. 

YOU: 

SD: True, but on the other hand Gisela's qualifications aren't as 
good as Paola's. Paola hasn't worked for as long as Gisela, but 
Gisela is less well-qualified than Paola. 

YOU: 

SD: Well, Paola wasn't as talkative as Gisela, but I actually think 
Gisela was less confident. And Paola's test results were also 
as high as Gisela's. I'd like to offer her the position. 

32.1 
Welcome to European Business Today. Europe is one of the 
world's most attractive markets and many businesses from 
outside the EU have branches or manufacturing bases here. 
But where should a new business locate itself? Where are the 
best places to live? Let 's consider the options. 

Well, if you're looking for a country which will give you a big 
domestic market, then you're probably looking at Germany. 
Germany has the largest population in the EU, so lots of 
customers close to home. However, the downside is that 
labour costs are pretty high there, along with France and 
Austria. German, Austrian and French workforces are the most 
expensive in the EU25. 

If your company makes products aimed at an older market, 
however, you might well think of setting up in Italy, because 
Italy has the oldest population in Europe and the second­
oldest population in the world after Japan. 

If you want a long life (and we all do!), then you should 
consider moving to France, because the French live the longest 
in the EU. French men live an average of 75.5 years and women 
83, putting them well ahead of other European countries. 

France and Italy are good places to go if you're wanting an 
early retirement as they have the lowest retirement ages in 
the EU. 

In terms of lifestyle there are other factors to consider, such as 
the standard of living. In terms of per capita GDP. Luxembourg 
is the wealthiest country in the EU, so that is one option. 

The happiest cities in the European Union are Copenhagen, 
Luxembourg and Tallinn, whereas the least satisfied citizens 
are to be found in Athens, Bucharest and London. 

In terms of getting around the city, the public transportation 
systems run most efficiently in Munich, Helsinki, Hamburg 
and Vienna. 

People in Denmark, Sweden and Finland said they felt most 
secure. So Scandinavia is a good place to live as these are 
some of the least corrupt countries in the world. 

558.1 
1 I've failed one of my accountancy exams. 
2 Three new electronics factories have opened just in that 

one small town this year! 
3 Right. I'm setting off for Madrid now. 
4 We're going to have to close some branches - we're losing 

money. 
5 We've just heard we've won a design gold medal! 
6 We won't be able to exhibit at Expoenergy this year. The 

dates don't fit. 

558.2 
1 A: So, shall we say 4 pm on Wednesday 26th for our next 

conference call? 
B: That's great. 

2 A: So I can contact you on 745 538, and that's a direct 
line? 

B: That's right. 
3 A: Sales are up for the third quarter running. 

B: That's good news. 
4 A: I'm afraid delivery is going to be delayed by a day. 

B: That's OK. It's not a problem. 
5 A: Customer support is just as important as selling. 

B: That's true. 
6 A: They're giving me a lovely big new office all to myself! 

B: That's great! 
7 A: OK, so we'll have two more meetings before the launch 

date. 
B: That's fine. 

8 A: So the current rate is $1.45 to the pound, yeah? 
B: That's correct. 

33.1 
ARIANNA: Would you like to share a bottle of mineral water? 
BRONA: Yes, OK. Can I get a glass of orange juice, too? 
ARIANNA: Sure. Now, I'd like to ask you for a piece of advice, 

actually. I've had a bit of luck on the stock market and I've 
made a bit of cash, and I want to start my own company. 

BRONA: And you need a bit of help from me? 
ARIANNA: Yeah. I've developed a piece of software that searches 

the web. I'd like you to help me do a bit of advertising. We 
could both make a bit of money on it and have a bit of fun, too. 

34.1 
1 A: It took ages to get the photocopier repaired. 

B: I know. We're trying to cut maintenance costs and that 
means delays. 

-



2 A: Sorry I'm fate. I had to finish the marketing report you 
asked for. 

B: That's OK. I had loads of emails to deal with. 
3 A: What's the best time to discuss your plans for 

tomorrow's presentation? 
B: How about Tuesday at 3 o'clock? 

4 A: I've just spoken to Parkers and $60 is the lowest price 
they'll give us. 

B: Well, prices are going up everywhere. I can't say I'm 
surprised. 

5 A: I need help with finding our delivery schedule. Where 
can I find it on the system? 

B: Didn't you receive the information I emailed you 
yesterday? 

35.1 
SAM: OK, well, I see that we've got some time left, so do we 

have any other business? Or would you like to go and get 
some lunch? 

CAROL: I have an item. David, can we have some feedback on 
the new catalogue? 

DAVID: It's a bit early to say just yet. I haven't heard any negative 
comments at least. But, um, actually I've got some bad news. 
It looks as if one of our biggest customers, DDE, is going out 
of business. They're not paying any suppliers by the looks of 
things. They're generating profit but they've got no cash. 

SAM: Do they owe us any money? 
DAVID: Ten thousand. And, you know, there was no warning 

either. I mean we haven't had any problems with them in the 
past. But we're going to have to make some big changes to 
the budget forecast. 

35.2 
1 Do you have much foreign currency in your wallet? 
2 Do you do much travelling in your job? 
3 Have you had any training this year? 
4 Do you usually have enough time to have lunch? 

36.1 
FA: Many investors prefer to make their own investment 

decisions, but if you would like some help with yours, then 
we can certainly provide that. 

CLIENT: That's great. 
FA: I can assure you that my company's financial advisors 

are among the best in the UK. We also work well as a 
team, always keeping each other informed of any financial 
opportunities that we find. 

CLIENT: That's good. Well, I have made these decisions myself 
in the past, but with last week's news about the problems in 
the stock market, I've lost confidence. 

FA: Yes, many people have had the same reaction, but I'm sure 
we can help. First, we need to look at your attitude to risk. 
Do you like to take risks, or do you prefer to be safe with 
your money? All investors should ask themselves, 'Do my 
investments reflect my feelings about risk?' We all want to 
maximise our income from investments, but we also want to 
feel comfortable with how much risk we're taking, don't we? 

- Recording script 

559.1 

1 

CHRIS: So the summary plan, the one with the objectives and 
so on, is almost done? 

LINDSAY: Yes. I just want to add a bit more on market 
positioning and so forth. Then I'll email it to everyone with 
all the forecast documents and what have you. 

CHRIS: Good. So now we can concentrate on other issues like 
recruiting new staff and so on. 

2 

JO: Hi there. So, can we have a chat about next year's 
conferences and things? 

SAM: Yeah. I've just got all the dates and costs and stuff. 
JO: Then there's the budget for the website and things like 

that to look at. 
SAM: Yeah. We need somebody to keep it up-to-date, change 

the photographs and that kind of thing. 

37.1 
INTERVIEWER: Welcome to the topic of today's discussion, which 

is 'Women in the workplace'. First, I would like to ask the panel 
what they believe are the significant issues at this time. 

CHIE: I think that in many companies male and female 
employees can work without discrimination. However, 
sometimes both male and female employees resent family­
friendly policies, such as maternity leave. They feel that they 
are unfair to people who don't have families. I remember 
one manager who said that women shouldn't have a job and 
a family. 

LISA: For me, the biggest problem at the moment is that there 
are still many talented women who are not being paid as 
much as their male colleagues. Also, women often miss 
out on promotion. The fact that there are very few women 
at senior management level makes me believe there are 
still too many male managers whose attitudes have not 
changed. I feel that it is a great waste not to make full use of 
the strengths of female employees. 

ALINE: The first thing that needs to be done is to publicise the 
issue. Then we need to start working on solutions. These 
solutions should not be vague ideas or initiatives. Instead, it 
is important to set specific targets which all employers can 
try to meet. Then you can create a system of rewards which 
are given to the best employers. We should congratulate 
employers whose record of employing women is good. 

INTERVIEWER: Well, that's a very interesting start to the 
discussion. Perhaps we could pick up on your point about ... 

38.1 
RICK: I used to be a successful high flyer, but the company for 

whom I was working went out of business and I was made 
redundant. Being unemployed for a long t ime really destroys 
your confidence and I was getting to the point where I 
thought that I'd never get another job. Eventually, a suitable 
job came up near to the place I was living at the time. I went 
to meet the technical manager, who I got on very well with, 
and she offered me the job immediately. 



GRAHAM: When I first started, I loved my job on the factory 
floor and I became very good and fast at it. Unfortunately, 
this meant that I was disliked by the people I worked with 
because they weren't as efficient as me. But on a more 
positive note, I was promoted several times, until there came 
a time when I became a full-time manager of a small section 
of the factory. The funny thing is that when this happens 
you get to a point when you don't do any technical work any 
more and I found myself in a situation where I didn't really 
have enough to do! 

39.1 
Improving productivity is a constant battle in business. 
Working longer hours is a depressing option, though many of 
us choose it. How can we get the same results quicker: how 
can we work smarter? 
My advice may not be very original, but it could be useful for 
business people who have no time to think about their lives 
and working styles. First, multi-tasking. Although many people 
say they are good at multi-tasking, trying to do lots of things at 
once is distracting. Try closing your office door, diverting calls 
to voice mail and doing some real work. Despite making you 
feel busy, multi-tasking often means switching from task to task 
rather than making real progress. 
Email is a great invention. However, it is also a great 
distraction. Even though it may only take up an hour or two 
a day, it's a significant proportion of your working time. If 
you double the time you spend on activities which produce 
real results and stop doing the others, you will double your 
output, despite only working for the same length of time. 
Concentrate your time on the customers who really matter. 
You might think you are treating some of your customers 
badly, but don't forget that 80% of your profits come from 
20% of your customers. 
Delegation also improves results. When delegating a task, 
however, it doesn't mean you can sit back and relax; get on 
with another task. 
Working faster, identifying 80/20 tasks and delegating will 
all improve your efficiency. They all benefit from careful 
planning, though. That's my final t ip. 

40.1 
JOHN: Focus groups are not just groups of people who answer 

prepared questions, then? 
CLARE: No. Seeing as you want the group just to talk freely 

about how they use a product, it's a good idea to ask 
them simple, general questions first and just let them 
talk, otherwise you run the risk of focusing too much on 
your own ideas. But in the second stage it's important 
to test out your own ideas. In that case, you'll probably 
use a questionnaire. Now, seeing that a lot of people find 
questionnaires difficult, and given that you want to get the 
best out of people, it's important to allow them plenty of 
time to fill them in properly. 

JOHN: In which case, we always have to have two main goals in 
planning a focus group, is that what you're saying? 

CLARE: Yes. You want to collect both spontaneous comments 
and answers to the questions that you've prepared in 
advance, or else you're only doing half the job you set out to 
do. That's very important. 

SS 10.1 
1 INTERVIEWER: How long does it take you to get to work in 

the morning? 
MANAGER: It takes ages. Well, just over an hour. 

2 INTERVIEWER: How far is it? 
MANAGER: 60 or so kilometres. Yeah, 60 or thereabouts. 

3 INTERVIEWER: What time do you start work? 
MANAGER: It depends, usually about 8:30 or just before. 

4 INTERVIEWER: And when do you leave usually? 
MANAGER: I usually finish at about six. 

S INTERVIEWER: How much do you think you spend a month 
on commuting? 

MANAGER: Somewhere in the region of €200. 
6 INTERVIEWER: How many hours a week do you work, roughly? 

MANAGER: Around about 45. 
7 INTERVIEWER: How many people work in your company? 

MANAGER: Roughly 560. 
8 INTERVIEWER: How often do you meet with your boss? 

MANAGER: A couple of times a day, but only for a few 
minutes. 

9 INTERVIEWER: How many emails do you get a day, would you 
say? 

MANAGER: Approximately 30. 
10 INTERVIEWER: How much time do you spend answering 

them? 
MANAGER: Loads! About an hour or so every day. 

5510.2 
How long does it take you to get to work in the morning? 
How far is it? 
What time do you start work? 
And when do you leave usually? 
How much do you think you spend a month on commuting? 
How many hours a week do you work, roughly? 
How many people work in your company? 
How often do you meet with your boss? 
How many emails do you get a day, would you say? 
How much time do you spend answering them? 

-



-

Appendix 1 Spelling 

riJ Verbs 

A 1 Present simple verbs he/she/it 

..... See Units 1 and 3. 

most verbs +-s 

verb ends -s, -ss, -sh, -ch, -x,-z + -es [adds a syllable] 

verb ends -o + -es 

verb ends consonant+ y y---) i + -es 

verb ends vowel + y + -s 

A Have and be are irregular. 

• I/you/we/they have he/she/it has 
• I am you/we/they are he/she/it is 

A2 -ingform 

..... See Units 2, S, 9, 11 and 26. 

most verbs + -ing 

verb ends -e remove e + -ing 

verb ends -ee +-ing 

verb ends vowel + b, g, m, n, p, t double consonant+ -ing 
A except if final syllable is not stressed 

verb ends -I double I+ -ing 
A North American English has one I 

verb ends in -ie ie ---) y + -ing 

A3 Past simple 

..... See Units 5 and 6. 

most verbs +-ed 

verb ends -e +-d 

verb ends consonant+ y y---) i + -ed 

verb ends in vowel + y +-ed 
A except pay, lay, say y---) i + -d 

verb ends vowel + consonant double consonant+ -ed 
A except if final syllable is not stressed 

verb ends -I double I+ -ed 
A North American English has one I 

work - works; come - comes 

watch - watches; fix - fixes 

go-goes 

study- studies 

employ - employs 

work - working 

come - coming (but be - being) 

see-seeing 

get - getting 
~sit - visiting 

travel - travelling 
traveling 

lie-lying 

work - worked 

like-liked 

try- tried 

employ - employed 
paid, laid, said 

chat- chatted 
visit - visited -

travel - travelled 
traveled 



11) Adjectives and adverbs 

Bl Adverbs ending in -/y 

~ See Unit 30. 

most adjectives 

adjective ends -I 

adjective ends -e 

adjective ends -le 

adjective ends consonant + y 

adjective ends -ic 

+ -ly 

+ -ly 

+ -ly 

e-,y 

y-,i+-ly 

+-ally 

82 Comparative and superlative adjectives and adverbs 

~ See Units 31 and 32. 

most words + -er/ -est 

word ends -e + -r/ -st 

word ends consonant+ y y-, i + -er/ -est 

word ends vowel+ consonant double consonant+ -er/-est 

B Nouns 

C1 Regular noun plurals (countable nouns only) 

~ See Unit 33. 

most nouns + -s 

noun ends -s, -ss, -sh, -ch, -x, -z + -es [adds a syllable] 

noun ends vowel + -o + -s 

noun ends consonant+ o + -es 

noun ends consonant+ y y -, i + -es 

noun ends vowel+ y + -s 

C2 Irregular noun plurals 

man men 

woman women 

child children 

person people 

tooth teeth 

foot feet 

life lives 
/ 

knife knives 

direct- directly 

careful - carefully 

polite - politely 

simple - simply 

busy - busily 

economic - economically 

cheap cheaper cheapest 
fast faster fastest 

nice nicer nicest 

early earlier earliest 

big bigger biggest 

car - cars; phone - phones 

watch - watches; tax - taxes 

radio - radios 

tomato - tomatoes 

diary- diaries 

day-days 



- Appendices 

Appendix 2 Common prefixes and suffixes 
What are prefixes and suffixes? 

Prefixes come at the beginning of a word, for example dis- in disagree. Sometimes prefixes change the meaning of 
a word. For example, disagree is the opposite of agree. 

Sometimes words with a prefix do not have an equivalent without the prefix, for example collaborate (there is no 
word laborate). But knowing the prefix can help you with the meaning of the word. 

Suffixes come at the end of a word, for example, -ship in partnership. 

Suffixes tell you what type of word it is, for example a noun, a verb, an adjective or an adverb. Words ending in 
-ment, for example, are nouns: government, agreement. 

Most prefixes and suffixes are part of the word. Some are joined to the word with a hyphen, for example 
anti- in anti-virus. 

Here are some examples of the most frequent prefixes and suffixes in spoken business English. 

m Prefixes 

Prefix Meaning Examples 

anti- against anti-virus (software) 

co- with cooperate, co-worker (N Am Eng) 
(col-, com-, con-) collaborate, combine, connect 

dis- opposite disadvantage, disagree, disappear 

ex- previously ex-student 

ii-, im-, in-, ir- not illegal, impossible, indirect, irrelevant 

in- inside, in involve, income, including, input 

mis- wrongly misunderstand 

re- again restart (a computer), resell 

super- bigger supermarket, supervisor 

un- not unfortunate, unlikely, unnecessary 

There are also a number of particles that work like prefixes. 

down make less downsize, downgrade, downtime 

out outside output, outline, outcome, outlet, outsource 

over across overnight, overview, overseas, overhead, 
more than overdue, overtime, overload, 

up make better update, upgrade 



ID Suffixes 

Suffix Type of word Examples 

-able adjective available, profitable, unbelievable, comfortable 

-ant noun accountant, tenant, assistant 
adjective important, brilliant, relevant, significant 

-cy noun policy, contingency, consistency, agency 

-ee noun (person) employee, interviewee, trainee 

-ful adjective useful, awful, successful, careful, helpful, wonderful, powerful 

-hood noun likelihood 

-ic adjective specific, basic, fantastic, realistic 

-(ic)al adjective technical, critical, electrical, physical, medical 

-ify verb identify, justify, modify, clarify 

-ism noun criticism, tourism, mechanism 

-ist noun (person) specialist, chemist 
verb assist, insist 

-ise verb advertise, exercise, realise", revise, advise, organise", apologise" 
noun exercise, enterprise 

-ive adjective expensive, effective, massive, active 

-Jess adjective stainless, wireless, pointless, useless 

-ment noun management, environment, development, equipment, department 

-ness noun business, fairness, illness, awareness 

-ous adjective various, previous, obvious, ridiculous, serious, conscious, miscellaneous, 
dangerous 

-ship noun relationship; membership, ownership, partnership, dealership, leadership 

*These verbs are spelt -ize in North American English . 

...... See Appendix 3 (North American English). 

~ See Unit 29 (Adjectives). 

I 
I 

I 
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Appendix 3 North American English 
The English grammar used in North America is basically the same as British English grammar, but there are some 
small differences, mostly in how often some structures are used and differences in spelling. The main ones are 
listed below. 

m Verbs ...... See Units 1-12. 

British English 
I 
; North American English .. 

People use both negative forms of: People mostly use the 'snot I 're not negative forms 
he/she/it's not I you/ we/they're not and he/ she/isn't I of be. 
you/we/they aren't. Isn't and aren't are not as common, especially after 
The 's not!'re not forms are more common. pronouns. 

People use the present perfect, especially for recent People use the past simple even for recent events, 
events, with yet, already and in questions with ever. and it can be used with yet, already and in questions 
Kellie has already left. with ever. 
Have you finished your report yet? Kellie left already. 
Have you ever seen the sales training video? Did you finish your report yet? 

Did you ever see the sales training video? 

Have got is more common than have. Have is more common than have got. 

I've got a meeting with Rosie next Tuesday. I have a degree in information management. 

The past participle of get is got. The past participle of get is gotten. 
White-collar crime has got a lot worse. White-collar crime has gotten a lot worse. 

People use going to to talk about the future and their People also use going to to give directions. 
plans. You're going to make a right on Broadway. 

We're going to grow our online sales. 

CJ Modal verbs and expressions ...... see units 9, 13-16. 

British English North American English 

People say I have to and I've got to. I have to is more common that have got to. 
I've got to I have to tell you something. I have to work at six tonight. 

Shall is more common. Shall is less common 
People use shall in suggestions People use shall mostly in questions like these: 
Shall we start, then? My boss is a little - how shall I say it I how shall we say 

or to talk about the future. - unpredictable? 

I shall need to know your decision soon. Shall I just wait for you to call me? 
-

Must is more common. Must is less common 
People use must mostly for speculation but also for People use must mostly for speculation and very 
necessity. rarely for necessity. 
We must never do this again. It must be difficult to keep costs down. 

People say don't need to or needn't. People say don't need to not needn't. 

You don't need to I needn't come early tomorrow. You don't need to come early tomorrow. 

May.I ... ? is less common. May I ... ? is more common. 
People say Can I ... ? more. May I help you? 

Can I help you? 
·-----·--·---···-·----------



II Tags ..... See Unit 22. 

British English North American English 

Question tags are more common, especially tags to The tag right? and the very informal tag huh? are 
confirm information. more common than in Europe. 
You're a designer, aren't you 7 You worked in sales, right? 

He's a great guy to work with, huh 7 

m Nouns ..... See Unit 33. 

British English North American English 

Accommodation is uncountable. Accommodation is countable. 
Accommodation has to be booked by May. We get two nights' hotel accommodations. 

People use a singular or plural verb after some nouns People mostly use a singular verb after these nouns. 
such as board, company, government, team. A plura l verb is not used in writing. 
The board is/are meeting now . ..... See Unit 33. The company is relocating. (not ere reteEe#R~) 

II Prepositions ..... See Unit 28. 

British English North American English 

People say for after the present perfect to talk about People also say in after the present perfect negative 
duration. to talk about duration. 
/haven't been to Paris for a Jong time. I haven't been to Paris in a long time. 

People say: People say: 
The office is open Monday to Friday. The office is open Monday through Friday. 
It's (a) quarter past five. It's (a) quarter after five. 

The office is in Argyle Street. The office is on West 20th Street. 

People say: People say: 
at the weekend I weekends on the weekend I weekends 
different from I to different from I than 

[I Adjectives and adverbs ..... See Units 29, 30. 

British English North American English 

People say: People also say: 
It was really good/nice etc. It was real good/nice etc. 

Likely is an adjective. Likely is also an adverb .. 
Inflation is likely to rise next year. Inflation will likely rise next year. 



m Speaking strategies ~ See Speaking strategies 3 (Emphasising and softening). 

British English North American English 

Sort ofis more common than kind of as a softener. Kind of is more common than sort of as a softener. 
Jeremy is sort of the decision maker there. I kind of agree with that. 

I think and I suppose are more common than I guess. I guess is more common than I think and I suppose. 
I suppose if you've got a ten-year contract, you're OK. I guess it's taken a long time to get this design right. 

People often show interest or that they are listening People also say You do? You did? etc., especially in 
by saying Do you? Did you? etc. informal conversations. 
A: I work in media relations. A: I worked all weekend. 
B: Do you? That's interesting. B: Youdid? 

Cl Spelling 

British English North American English 

-ise is more common with verbs like advertise, Many verbs end in -ize (e.g. organize, realize, 
organise, specialise. specialize) but advertise, advise, promise, surprise. 
-yse is used for some verbs, e.g. analyse. -yze is used for some verbs, e.g. analyze. 

The spelling of these nouns and verbs is different: The spelling of these nouns and verbs is the same: 
noun: practice, licence noun and verb: practice, license 
verb: practise, license I don't have my driver's license. 
Delaying payments is common practice. I'm licensed to practice law in Texas. 
I need to practise my English more often. 

Participles of verbs ending in -/have-JI: Most verbs have only one -I: 
cancel - cancelled, cancelling canceled, canceling 
travel - travelled, travelling traveled, traveling 

Verbs stressed on the final syllable have -/I: 
control - controlled, controlling 
instal - installed, installing 

The past tense and past participles of some verbs The past participles of these verbs have only one 
have two spellings. spelling (-ed). 
dream - dreamed or dreamt dreamed 
learn - learnt or learned learned 

These words end in -our : These words end in -or : 
colour, humour, neighbour color, humor, neighbor 

These words end in -ague: These words end in -og: 
analogue, catalogue, dialogue analog, catalog, dialog 

These words end in -re: These words end in -er : 
centre, kilometre, theatre center, kilometer, theater 

D Dates 

British English North American English 

Dates are written as day/month/year. Dates are written as month/day/year. 
11/04/2010 = 11th of April 11/04/2010 = November 4th 

lllllfm Appendices 



Appendix 4 Formal and informal English 

m What do formal and informal English mean 1 

People change the way they speak or write depending on the situation they are in and the person they are 
communicating with . 
Their English will be more formal or more informal. 

A There are not two different types of English called 'formal' and 'informal' but there are different levels 
or degrees of formality. 

Written and spoken English can both be either formal or informal. Here are examples of very formal and very 
informal contexts of written and spoken English: 

formal informal 

spoken Speech Lunchtime conversation with colleague 
Presentation at a conference Quick chat at the coffee machine 
Board meeting 

written Contract letter Email to a colleague to arrange lunch 
Minutes of a meeting Note to a colleague with a phone message .. 
Annual report 

A Most of the grammar in this book is 'neutral'. You can use it in almost all situations. There are notes to 
tell you if something is very informal or very formal. 

There are no strict rules about when to use more formal or more informal English, but here are some general 
guidelines. 

• Your English should be more formal when you are talking or writing to someone you do not know and in 
many work situations. 

• In some organisations, you may need to communicate more formally with senior colleagues but you can be 
more informal with people at your level. 

• Your English can be more informal when you are talking or writing to someone you know well and in social 
situations. 

• You can communicate with the same person in both informal and more formal English depending on 
the situation. For example, you may speak to your boss formally in meetings at work but more informally 
at lunch. You might write a formal letter to a customer or supplier with a contract, but also write a more 
informal email to arrange to meet for dinner. 

A Informal English is not bad English. It can be just as polite as more formal English. Using it in the right 
situations can make you sound more friendly, fluent and natural. 

CJ What types of grammar and vocabulary do people use in formal and 
informal situations? 

81 Contractions and full forms of verbs ( ..... see Units 1-20) (I'm I I am; don't I do not; haven't I have not, etc.) 

• You can use contractions in all speaking situations and in many types of writing (e.g. emails). 
• People use full forms mostly in very formal letters, reports, contracts and some formal speaking situations 

such as speeches and presentations. But it is difficult to speak using only full forms and you could sound 
slightly strange. 

more formal more informal 

Contractions Fine to use I'm, don't, hasn't, etc. in Fine to use I'm, don't, hasn't, etc. in 
I'm, don't, hasn't, etc. speaking. speaking. 

Full forms Use mainly in writing, (e.g. letters, Do not use full forms too much in 
I am, do not, has not, etc. contracts, reports). either speaking or writing. 



lll2J Appendices 

82 Verbs and tenses 

• In formal written letters the simple forms of verbs often sound more formal than continuous forms. 
• The passive is more common in formal written English than in spoken or informal English . ...... See Unit 19 

(The passive 1) and Unit 20 (The passive 2). 
• Some modal verbs sound more formal , for example, in suggestions, requests and instructions . 

...... See Unit 14 (Modals 2) and Unit 15 (Modals 3). 
• People often use the past tense in polite requests and questions . ...... See Unit 5 (Past simple and 

continuous). 

more formal more informal 
----------- -· 
simple or continuous I look forward to meeting you. I'm looking forward to meeting you. 

·-

We hope to complete the project by May. We are hoping to complete the project by 
May. 

·---··-· 
passive The contract was signed. They signed the contract. 

modal verbs Shall we meet at 7 O? How about meeting at 7 O? 
Would/Could you look at the figures? Will/Can you look at the figures? 
May I come in? Can I come in? 

past tense Did you want to talk to me now? Do you want to talk to me now? 

83 Reported speech 

• Like is very informal when it is used for reporting speech. 
• The past continuous is not used in formal writing to report speech . ...... See Unit 23 (Reported speech 1 ). 

I __ more formal more informal 

like He said, 'That's impossible!' He's like, 'That's impossible!' 

past continuous The CFO explained the new tax rules. The CFO was telling us about the new tax 

rules. 

84 'Simple grammar' 

• People often use shorter, simpler grammar in informal communication . ...... See Speaking strategies 4 
(Simple spoken grammar). 

• There are a number of very common structures in spoken English that some people think are incorrect or 
mistakes. They should not be used in writing. For example, there is/was+ a plural noun, less+ plural noun, 
who instead of whom ...... See Unit 38 (Relative clauses 2). 

----· 
more formal more informal 

Simple Are you leaving now? You leaving now? 

grammar Do you want a coffee? Want a coffee? 

Grammar We had fewer requests for samples this month. We had less requests for samples this month. 

'mistakes' There were a lot of people at the shareholders' There was a lot of people at the shareholders' 

meeting. meeting. 



Other 

• Some phrasal verbs can be more informal, for example, give up (stop), get out of (avoid) . 
• People think of some uses of get as informal. Have is more formal than have got. 
• Stuff is a very informal word; things sounds better in formal situations. ~ See Speaking strategies 9 (Vague 

language 1 ). 
• Some determiners and expressions such as loads (of) and a bit (of) are informal. ~ See Speaking strategies 

1 O (Vague language 2) and Unit 31 (Comparisons 1) and Unit 35 (Quantifiers). 
• People use most+ adjective instead of very or really in formal situations. 
• People use more nouns in very formal and especially written English, where they would use verbs in more 

informal and spoken English. 
• Conjunctions such as therefore, as a result, and consequently and in order to are more common in formal 

business language, especially writing. ~ See Unit 40 (Conjunctions and linking words 2). 

more formal 

,_P_h_r_a_sa_l_v __ e_rb_s __ ._They won't tolerate another delay. ·-·-----·----------------_,_,, 

get 1, received your letter today. I got your letter today. 
We purchased/bought our cars in Belgium: We got our cars in Belgium. 
We have several problems. We've got several problems. 

thing/stuff Are these your things here? Is this your stuff here? 
!----------+-·---·--------------+-----------------! 
quantifiers There are a number of MBAs on our staff. There are loads of MBAs on our staff. 
·----··---·+----·-----------------·--·-·-------------------< 
most I would be most grateful for your advice, 

!--·-··-----·-·-+·-·-···---·---- ·-----------
nouns and verbs What are your recommendations? 

Completion of the building work will be on 
time. 

conjunctions Jen's performance has been excellent. 
, Therefore I As a result I Consequently we 
I recommend her promotion to senior analyst. 

I'd be very/really grateful for your advice. 

What do you recommend? 
We'll finish the building work on time. 

Jen's done a great job this year so I think we 
should promote her to senior analyst. 

1----·-·- ·----------+- ,,--------·--------·-·-·---·-----·---+----,,---,.- · 
in order to I to. . . Staff were laid off in order to make savings. Staff were laid off to save money. 
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Appendix 5 Irregular verbs 
These are the most frequent verbs with irregular forms which appear in the top 3,000 words in spoken business 
English. 

Infinitive Past simple Past participle 

be was/were been 

beat beat beaten 

become became become 

begin began begun 

blow blew blown 

break broke broken 

bring brought brought 

broadcast broadcast broadcast 

build built built 

buy bought bought 

catch caught caught 

choose chose chosen 

come came come 

cost cost cost 

cut cut cut 

deal dealt dealt 

do did done 

draw drew drawn 

drive drove driven 

eat ate eaten 

fall fell fallen 

feed fed fed 

feel felt felt 

fly flew flown 

find found found 

forget forgot forgotten 

get got got 

give gave given 

go went gone 

grow grew grown 

have had had 

hear heard heard 

hit hit hit 

hold held held 

keep kept kept 

know knew known 

lead led led 

leave left left 

lend lent lent 

I 



Infinitive Past simple Past participle 

let let let 

lose lost lost I 

make made made 

mean meant meant 

meet met met 
. . 

pay paid paid 

put put put 

read read read 

ring rang rung 

rise rose risen 

run ran run 

say said said 

see saw seen 

sell sold sold 

send sent sent 

set set set 

shake shook shaken I 

showed shown/showed 
I 

show I 

shut shut shut 

sit sat sat 

speak spoke spoken 

spend spent spent 

split split split 

stand stood stood 

stick stuck stuck 

take took taken 

tell told told 

think thought thought 

throw threw thrown 

understand understood understood 

wear wore worn 

win won won 

write wrote written i 

-
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Appendix 6 Verb patterns 

m Verbs followed by -ing 

A 1 Thes~ verbs are followed by -ing. 

admit 
avoid 
can't help 
consider 
delay 
deny 
detest 
dislike 

dread 
enjoy 
fancy 
feel like 
finish 
hate 
imagine 
involve 

I avoid I enjoy I can't help I don't mind working late. 

A2 Verbs with prepositions and most phrasal verbs are followed by -ing. 

justify 
love 
like (enjoy) 
mention 
mind 
miss , 
postpone 
risk · 

base on get around to look into 
carry on get into put off 
come up with get on with put up with 
decide on go on (continue) rely on 
depend on give up talk about 
do away with keep on think about 
end up insist on work on 
forget about look forward to worry about 

If we carry on I get around to I get on with I insist on updating the database, the information flow will be much better. 

l!J Verbs followed by to-infinitive 

These verbs are followed by to-infinitive. 

afford deserve plan 
agree expect prepare 
appear fail pretend 
aim guarantee promise 
arrange help (also with infinitive without to) propose 
ask hesitate refuse 
attempt hope seem 
choose intend tend 
claim learn threaten 
dare (affirmative only) long train 
decide manage want 
decline neglect wish 
demand offer would like/ love/ hate/prefer 

Can we afford I pronii~e I threaten to take legal action? 

[I Verbs followed by -ing or to-infinitive 

Cl These verbs can be followed by -ing or the to-infinitive with no change in meaning. 

begin hate 
bother intend 
can't bear like 
can't stand 
continue 

Don't bother to write I writing. Just call me. 

love 
prefer 



C2 These verbs can be followed by -ing or the to-infinitive with a change in meaning. 

forget remember 
~00 ~p 
m~ ~ 

need want 
regret 

I remember meeting you last year. Remember to calf me when you arrive. 

[!] Verb + infinitive without to 
These verbs are followed by the infinitive without to. 
modal verbs (can, could, may, might, must, ought to, should) 
help (also with to-infinitive) 
had better 

. would rather 

Can you help sort out this problem? We'd better look at it together. 

I) Verb + object + to-infinitive 

These verbs are followed by an object and the to-infinitive. 
advise forbid 
allow force 
ask get (persuade) 
challenge help 
command instruct 
direct invite 
enable mean (intend) 
encourage order 
expect persuade 

recommend 
remind 
request 
teach 
tell 
urge 

· want 
warn 
would like! love/prefer! hate 

My boss encouraged/forced/invited/ wanted me to go to the conference. 

[i Verb + object + infinitive without to 
'-' 

These verbs are followed by an object and the infinitive without to. 
help 
let 
make(= to tell or to force; use in active not passive form) 
sense verbs (feel, hear, notice, see, watch) 

We help/make/ let our staff find their own solutions to problems. 

Ea Difficult verbs: suggest, recommend 

G1 suggest 

I suggest(ed) taking the M6 motorway. 
I sugges~at) you take the M6 motorway. 

The most common way of using suggest in speaking is what I (would) suggest is that . . . 
What/ (would) suggest is that we go to an advertising agency. 

G2 recommend 

I don't recommend you do that. 
We were recommended to accept the most expensive proposal. 

The most common way of using recommend in speaking is recommend+ noun/pronoun. 
I don't recommend that. I this system. I those computers. 



- Appendices 

Appendix 7 Prepositions 

EJ Prepositions of place or movement 

Prepositions of place 

above (in a higher position than something or someone else) 

Jessica works in the office above the accounts department. I 
There are two people above me in my department- my manager and her boss. 

at (an exact location or particular place) 

I'm going to be at home I at a conference tomorrow. 

behind (at the back of) 

Paul's standing behind that tall man. 

below (in a lower position) 

tt below 

HR are on the floor below the finance team. I The two staff below me deal directly with our corporate clients. 

between (in the space that separates two people, places or objects) 

Our city branch is between the supermarket and the post office. 

by (near, at the side of) 

I sit by the window. 

from (the place where something starts) 

You can drive from the airport to the city centre in 20 minutes. 

in (inside a container, place or area) 

Oh no! I left my wallet in New York I in the office I in the drawer. 

in front of (close to the front part of something) 

There's a visitor's car park in front of the factory. 

opposite (in a position on the other side; facing) 

Her office is opposite ours, on the other side of the road. 

near (not far away) 

Their HQ is near London - only 20km away. 

next to (two things that are close, with nothing between them) 

You left your glasses next to the book you were reading. 

on (in a position above something else, touching it) 

Can you hear me? I'm on the train. I The meeting room is near reception, on the right. 

over (above or higher than something else) 

The light over my desk isn't working. 

under (in a position lower or below something else) 

I keep a spare pair of shoes under my desk. I The restaurant is under new management. 

Prepositions of movement 

across (from one side to the other, with clear limits, such as a road) 

The cycle courier can get across the city more quickly than a car. 

along (from one part to another) 

Walk along Station Road for about five minutes. We're on the left, by the gym. 

in front of 

opposite 

.... 
ii 

over 

across 

around/round (in a direction going along the edge of or from one part to another) 

We drove around the town for ages, but we still couldn't find your office. 



down (to a lower position from a higher one) 

If there's a fire, walk down the stairs to your nearest exit. 

into (towards an enclosed space, and about to be enclosed by it) 

I walked into the meeting room where everyone was waiting for me. 

out of (no longer in a certain position) 

Could you pass me the red folder?/ need to take some documents out of it. 

over (like across - from one side to another) 

At rush hour the smog spreads over the city. 

past (to a position that is further than a particular point) 

Go pas.t the industrial estate and turn left. 

through (from one end or side of something, to the other) 

The new tram goes through the city centre. 

to (in the direction of) 

I usually walk to work. I The FTSE fell to its lowest point for three months on Tuesday. 

towards (in the direction of someone or something; moving closer) 

The board is working towards an agreement with the unions. 

up (to a higher position) 

You have to drive up a steep hill to get there. 

m Prepositions of time 

after (something else has happened) 

Hans arrived 10 minutes after lunch. 

at (use with clock times or particular time) 

We can meet at 10:00 or at lunchtime. 

before (at or during a time earlier) 

Don't phone before 11 :00. I won't be at my desk. 

between (in the period oftime that separates two different times or events) 

Next week, /'II only be in the office between Monday and Wednesday. 

by (not later than) 

Please complete the report by Friday. 

during (from the beginning to the end of a particular period) 

I'm sorry, I couldn't take your call during the meeting. 

for (an amount of time) 

I've worked here for 12 years. 

in (during part or all of a period of time) 

/'II see you in the morning I in May I in ten days. 

on (use with days of the week or dates) 

Will you be at the meeting on Monday I on 4rh June7 

over (while doing something) 

The conference will take place over two days. 

since (from a particular time in the past until a later time, or until now) 

The company has been in business since 1935. 

until/till (up to the time that) 

We'll continue the research until/ ti/I next year. 

at 



II Verbs and prepositions 

Cl These are some of the most common verb and preposition combinations in business English. 

afford to depend on refer to 
apply for focus on result from/in 
agree with*!to**/on** forget about speak to 
ask about hear about**!from* specialise in 
belong to invest in talk about*/to** 
compare with know about think about 
compete with/against lead to wait for 
complain about**/to* learn about worry about 
comply with listen to work as 
consist of look for work with*!for* 
cooperate with 
decide on 
*=someone **=something 

We can't afford to buy this machine. 

pay for 
qualify for 

This report consists of 50 pages and an appendix. 

C2 By is most commonly used in passive structures. 

US stocks are setting record highs, boosted by very low interest rates. 
The supermarket chain is owned by Tengelmann Group of Germany. 

work on** 
write to*!about** 

C3 Common business-related verbs that don't take a preposition include lack, (tele)phone, meet, discuss, 
emphasise and stress. 

I think the first candidate lacks any ambition (not~ 
Lets discuss .this at our next meeting (not discuss about) 

Iii Adjectives and prepositions 

These are some of the most common adjective and preposition combinations in business English. Common 
negative prefixes are included in brackets. 

careful about/with 
(un)c/ear about 
concerned about 
excited about 
(un)happy about 
optimistic about 
pessimistic about 
serious about 
worried about 
good at 

bad at 
good for 
bad for 
different from/to 
(too) late for 
famous for 
(un)suitable for 
interested in 
involved in 
rich in 

Honda is famous for its engine technology. 
I'm answerable to my line manager, the marketing director. 

dependent on 
responsible for 
responsible to 
answerable to 
similar to 
used to 
concerned with 
(in)compatible with 
(in)consistent with 
(un)popular with 



[I Nouns and prepositions 

These ~re some of the most common noun and preposition combinations in business English. 

ability in experience in**/of** 
adviceqn help from*/with** 
agreement with*!on** interest in 
alternative to involvement in 
answer to knowledge about 
application for lack of 
benefit from** !of** means of 
complaint about method of 
concern about optimism about 
competition with payment for 
cooperation with pessimism about 
cost of popularity with*!of** 
dependence on price of 
excitement about qualification for 
*=someone **=something 

We have received a complaint about our service. 
Have you got much experience in marketing? 

Ii Prepositional phrases 

reason for 
reference to 
reply to 
responsibility for 
result of 
similarity to 
solution to 
success at 
suitability for 
tax on 
trouble with 
worry about 

These are some of the most common prepositional expressions used in business English. 

at a good/low/high price 
at costprice 
at a profit/loss 
at short notice 
at risk 
at this stage/point 
at your convenience 
by mail/post/phone 
by car/train/truck 
bylaw 
by mistake 
for breakfast/lunch etc. 
for awhile 
for/on sale 

Can you pay in cash? 

for years/ages 
in advance 
in cash 
in charge (of) 
in conversation 
in credit/debt 
in favour (of) 

in general/particular 
in a hurry 
in person 
in stock 
in terms of 
in touch with 
in writing 

I'm afraid the coffee machine is out of order. 

on business 
on the Internet (website) 
on the market 
on loan 
on order 
on the phone 
out of order 
out of stock 
out of date 
out of business 
under discussion 
up:to date 
with reference (to) 



- Appendices 

Appendix 8 Saying numbers, weights and measures 

m Saying numbers 

A 1 Large numbers 

Written* 

1,000,000,000 
1,000,000 
100,000 
10,000 
1,000 
100 

Spoken 

a billion 
a million 
a hundred thousand 

ten thousand 
a thousand 
a hundred (one hundred sounds more formal than a hundred) 

* Write numbers of 1,000 + with a comma (,) in front of every thousand. 

When you say large numbers follow this pattern: 
2,348,678, 987 = two billion, three hundred and forty-eight million, six hundred and seventy-eight thousand, 
nine hundred and eighty-seven. 
In American English, and is not used after the hundred (987 = nine hundred eighty seven). 

A Do not make exact numbers plural: ten million dollars (not ten millions dollars). You can use plurals 
when you are talking in a general way: Millions of people bought this product. 

A2 The number O 

You can say O in three ways: zero, oh or nought. 
In British English, people use oh in telephone numbers, reference or account numbers, and hotel room 
numbers. 
My phone number? It's oh two oh seven six one oh eight five. (0207 61085) 
I'm in room nine oh three. (903) 

In British English, people use nought if it is the only number before a decimal (and oh after the point). 
Nought point oh four (0.04) 

You can say zero in any situation. 
Call me on zero three zero one two eight zero one four. (0301 28014) 
Room two zero one, please. (201) 
Zero point zero two (0.02) 

A3 Decimal numbers and money 

In British English, people say each individual number after a decimal point. In American English, people use 
whole numbers. 
2.754 = two point seven five four (UK); two point seven hundred fifty four (US) 

You can say whole numbers after the point in British English when you are talking about money. 
£6.45 = six pounds forty five or six pounds forty five pence (not six 19ounds four five) 

A4 Telephone numbers 

People often say telephone numbers individually with a pause after two or three numbers to make it easier for 
people to understand. 
703 2178 = seven oh three, two one, seven eight 
(not se·;en flune,"Cd end three, t'.•,•enty one, sc·,•enty ci9ht) 
When two numbers are the same you can use double; when three numbers are the same you can use triple or 
treble. 
566 21555 = five double six, two one, treble/ triple five 



AS Dates 

Written* Spoken 

1st May I May 1st I 1 May I May 1 the first of May I May the first (but May first in the US) 
2nd I 3rd I 4th May the second/third/fourth of May I May the second/ third/fourth 

1998 nineteen ninety eight 

2010 two thousand and ten I twenty ten 

In British English people usually write day/month/year. Americans usually write the month first. 

5/12/63 
5/12/63 

A6 Other numbers 

Written* 

25% 
% 
1% 
Vi 
% 
2% 
25° 

A6 Pronunciation: thirty or thirteen? 

the fifth of December nineteen sixty three (UK) 
May twelfth nineteen sixty three (US) 

Spoken 

twenty five per cent 
a quarter 
one and a quarter 
a half 
three-quarters 
two and three-quarters 
twenty-five degrees 

When a number ends in -ty, you can stress the first part of the number to make it clearer to a listener. 
When it ends in -teen, you can stress the end of the word to make it clearer. 

thirty thirteen forty fourteen fifty fifteen 

[El Saying weights and volumes 

·--

In the UK, people usually use the metric system for weights and measures in business, but many people still 
use imperial measurements in speaking. These are some commonly used expressions. 

UK Imperial I US weights 

1 oz I one ounce 
1 lb I one pound (16oz) 
1 ton (UK) 
1 ton (US) 

This laptop weighs three pounds six ounces. 
A Boeing 747 can lift about a hundred tons. 

UK Imperial I US volume 

1 pint (US) 
1 pint (UK) 
1 gallon I 8 pints (US) 
1 gallon I 8 pints (UK) 

Can I have a pint of milk? 
I'd like ten gallons of petrol (UK) I gas (US). 

Metric 

28 grammes 
0.45 kg/kilogrammes 
1016kg 
907kg 

Metric 

0.47 litres 
0.57 litres 
3.79 litres 
4.55 litres 
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(i Saying distances and areas 
All road distances iri the UK and the US are in miles. 

UK/US 

1 inch 
12 inches= 1 foot 
3 feet= 1 yard 
1,760 yards= 1 mile 

He's six feet two (inches) tall. 
It's eight yards Jong. 
It's a nundred miles to London. 

1 sq (square) foot 
9 sq feet = 1 sq yard 
4840 sq yards= 1 acre 
640 acres= 1 sq mile 

This office is about forty square yards in size. 
I have eight hundred acres of farmland. 
The factory site covers two square miles. 

Metric 

25.4mm (millimetres) 
30.48 cm (centimetres) 
0.914m (metres) 
1.6 km (kilometres) 

929 cm2 (square centimetres) 
0.84m2 

0.4 hectare 
259 hectares 
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