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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 practicein
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 ang
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 commen
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?

s 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 exampie.

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

e 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

* 2 presentation page to give you the important
information about the grammar of the unit.

s 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; these
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:

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

= atest so that you can review what you learntin the
previous four units.

At the back of the beok, you will find:

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

» the recording script, so you can read the conversations
and presentations on the CD.

¢ the appendices, with useful information on spelling,
irregular verbs, North American English, etc.

How do | 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 | 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

Michaet McCarthy
Jeanne McCarten
David Clark
Rachel Clark




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?

IY Forming imperatives

A1 When the subject is you, use (don't +) infinitive without fo.

iﬂﬁmtlve wlthout to
Caﬂ_{pg tomorrow for a char

. don't/do not + infinitive wlthout to

| _ Don'tbe late for the meeting.

i Donotforget to ask participants for feedback.
i{Do not is generally used in writing}

A2 When the subject is we, use Jet’s (nor}.

let’s + mﬁmtwe mthout to
+
. _Let's talk about their proposal now.
- “fet’s not + infinitive without to
Let s not do lt s0 so0n.

[} Using imperatives

B1 You usually use the imperative to tell people to do
something.
Don’t wait for customers to contact you. Phone them.

B2 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.

£ Don'tuse imperatives to waiters, receptionists, shop
assistants, etc. if you want to sound polite.

Could we see the menu, please? (not Givewsthomens)
b= See Unit 15 (Modals 3).

B3 You can also use imperatives 1o make offers or invitations.

Coame and see the new office when you're in towr.

§ Forming the present simple

| rouwerhey | workthere
t !_jf_g_/S_he/Jr _ - works there _
Iu ” I/Y;_:q(We/T hey _ don’ twork there _ :
= He/She/rt “doesn’t / does not work
there..

- Where do I/you/we/they  work?
‘Does he/she/it ‘work there?

GETE)

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

€2 The verb beis irregular.

0 . “m/am fate
4+ HeSheft  ‘sislate
- YouWe/They re/are late.
’I - mnot/am nor Iate
He/Shg,{!t_ ) snot/isn't/isnotlate.
______f__You/We/T hey ] ‘re not/ aren’t/ are not !ate .
Am R

. fate?
: Why is “he/she/it

el

Wh ereare  you/we/they?

=~ See Appendix 1 (Spelling).

[ Using the present simple

D1 You use the present simple for things that are generally
true and permanent situations.

She comes from Stuttgart. (mot Sheis-comirg-Hrom-Stuttgart)

i dor't live far from the office

D2 You use the present simple for actions that happen
regufarly (e.g. habits and routines). You can use time
adverbs (e.q. afways, usually, reqularly, often, sometimes,
never, every day, twice a week) with the present simple.

He always takes the underground to work. (not Hetakas
aivais)

How often do you check the accounts?
# See Unit 30 (Adverbs).

D3 You often use the present simple with state verbs (e.g. feel,
hear, like, see, think, understand).

Lhear you're opening a new office in Madrid
What do you think? Is it a good idea to invest in a new Jogo?

= See Unit 3 (Present simple and continuous).



Practice

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

1 Don't miss some wonderful presents for yourself and those you love.

2 Come lots of games and fun activities.

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

4 Learn a real difference to many of the world’s poorest people.

5 Take part in how you can improve the lives of fatmers in developing countries.

6 Win to our guest speakers talking about Fairtrade and developrent issues.
7 Buy to our first Fairtrade market on 186 July at Cutty Sark Gardens.

8 Make your chance to support Fairtrade.

-4A, B Pl Complete these sentences using an imperative form of the verbs in the box.

notcall check notforget get have leave think try walk notworry

1 .. leave  the figures on my desk and I'll put them into the spreadsheet for you.
2 v . @ look on the computer. His email address should still be on there scmewhere.
3 . ......there’s a health and safety training session tomorrow.
4 We need to contact Owain urgently. ... . calling his mobile.
5 oo me between two and five this afternoon. I'll be in a meeting.
6 | need some fresh air after being at the conference aliday. ............. . back 10 the hotel.
7 . ... with Jenny to make sure the invoices are ready.
8 .- we've got lots of time. The meeting doesn't start until 10.30.
9 We need something towake usup!........... . acoffee.
10 We'realltired. ... ... aboutitovernight and make the decision tomorrow. :

«4C | Complete these FAQs (Frequently Asked Questions) using the verbs in brackets in the present simple.
aco

L@ G EE D I

What 1 .15 (be) Skype?

Skype 2 .. ... ....(be}asoftware programmethat3 .. .. ... . f{alfow)users
to make telephone calls over the internet.

4. i .. ... (Skype / have) any advantages over the usual telephone
providers?
Yes. Calls to other users of the service 5.................. [not cost) anything. It also
6 ... . linclude) other features that normal telephone connections
T (not have).
®°  What otherfeatures 8 ... ... . ... (Skype/have)?
Instant messaging, where one person 9 ... . ... {write) texts to communicate
with other pecple. And video conferencing, where people 10 ... (talk) to

each other on a headset with a video link-up.




-, D a Colin is answering questions about his job. Write the questions.

1 What/you/do?. ... .

I'm a graphic designer. | help customers with corparate branding.
2 Who/you/workfor? ... ... o "o R

Greentrees Graphics Ltd.

3 Youroffice/be/nearyourhome? ... ... ...

L LWhat dosyon idod SRR

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

4 How many offices / your company / have? ..o L e - e e N

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

5 Where / you / Work? .. . me N

| usually work in Bristol but go ta the London office once or twice a month.

6 You/like/yourjob? ... .. e e — e =

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

7 Howoften/you/travel? ... R

=

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

8 How many days’ ROlitay / YOU / GETY ...

Eighteen, excluding bank holidays.

1.1 Listen and check your answers.

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

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

I—be- notforget help notlike make need start suggést. nottell think ty warrup

Before your presentation, 1 ...

warm up_ your brain. Our brain, like our muscles, 2. ... warming up
ta help it work. Before presentations, Joften3 ... — of numbers between one and ten and then
Ao, to remember a professional athlete who wore each number.
A good beginning 5. relax the audience, s06 ... ... by thanking your audience for
coming. Then7 ............... a nice comment about the town or area,but8 ... careful: audiences
9. listening to this for too long.
Many people 10 ... you start with a joke, but 11 ... that humour can be difficult.
1/ 7R, any jokes that could offend people.

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




Whenever you write in English, it is important to check your writing carefully. This is a useful skill for any piece

o]

f writing that you do in English e.g. letters, emails, reports, advertisements and CVs.

Here is a checklist of some common mistakes with the present simple which you should always check for.

Use -s with he/she/it.

The Economist sells aver a million copies a week. (not sei)

Use has with he/she/it. :

She has ten years experierice in this job. (not gve)

Don't use statement word order in questions; use do/does (except with be).

What do the end-of-year results mean for investors? (not Yhetrmean-theend-ofyearrestits?)
Is the new scheme successful? (not Fherew-schemeaissuecassfol?)

Use doesn't with he/she/it.

He doesn’t know how to Jog onto the intranet. (not dest)

Use doesn't/don’t when forming the negative.

Qur clients don’t use our website very often. (not re-u5e)

Don't use the present continuous with state verbs.

The company has branches in at least 10 different countries. (not is-hawing)

Check the word order when you use adverbs.
We always manufacture excellent-quality items. (not maatfactsrealnays)

» See Unit 30 (Adverbs).

B Read this information about Nike and Adidas.

If the verbs in italics are correct, tick (v') them.
If they are wrong, correct them.

—_——

Nike, Inc 1 have its headquarters irt the United States near Beaverton, 1 ....b%s
Oregon. It 2 is the world’s leading supptlier of athletic shoes and P nrorerat VIR
sports equipment. The name Nike 3 come from Nike, the Greek F
goddess of victory. Nike 4 does not market its products only under 4o
its own brand. It also 5 sometines uses names such as Air Jordan and 5 ————
Team Starter. Because Nike 6 creates goods for a wide range of GRS —
sports, 7 always it has competition from every sports and sports T e
fashicn brand. 8

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 /s 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.

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 whao is also learning English, write a paragraph each and check each other’s work.




Present continuous

Read this job advertisement.

a Which verb describes a temporary activity?

b Which verb describes a changing situation?

I} Forming the present continuous

¥ _ m/am
+ He/lShe/it  's/is
You/We/They ‘re/are

i N 'mnot/am not working today. :
_He/Sheftt ‘snot/isn't/isnot |
.\-’.éu/ We/Ti hey re not./ &rén’r/ .
e - .are nor .......
-Am R
7 Wher.é.:'.s : he/she/;t working today?
Why &re f }b;;’we/!hey "

™ In spoken English 5 not / 're not + -ing are more

frequent than isn't / aren't + -ing. People say aren't
and isn't if it is difficult to pronounce e and s after
the word before,

rices aren’t going up this year, {not Zeeess }
This isi't sefling well. (not Frispet)

Using the present continuous

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

We're going for iunch now  dao you want (o come Gr are you
still working?

P having trouble with my phone. | ook - the battery’s not
charging.

B2

83

B4

At Star Analvtics 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 pant of a dynamic team.

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

[comwersation at lunch
A What are you working on?
o Vm redesigning the website

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

The company’s not having o very good time at the moment.
Sales aren’t going well

We are giving away free samples every day until the end of the
Mo,

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

Peaple aren’t buying CDs these days - they‘re downloading
music aff the internet.

Other uses

1

€2

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

fusually close my Internet browser when 'm working.

Yau can use the present continuous of be to describe
temporary behaviour,

Anyane could walk in here and steal the database - oram f
being silfy?

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



A, E complete these conversations using the verbs in the box in the present continuous form.
B1-3 o
rexpect get notgo have leak [' F — . [I
‘notpay repair sit wait notwork | | -
1 a: |s Mr Bohr here yet? : |
B: Yes.He . $ WAing  for us in reception.
2 A What's wrong with the phone?
B: ldon'tknow. bt ... ..
3 {an someone turn the air conditioning off?
| cold in here.
4 Can you answer my phone if it rings while I'm away
frommydesk? ... a call from my solicitor.
5 A How are things?
B: Notgood.Sales.............. well and customers ... usontime.We ... a really
hard year.
6 A: Thisisn't your desk, is it?
B: No, L here today because they ... the ceiling above mydesk. It ...
-a A, E a Write questions using the verbs in the present continuous, Then write answers that are true for you.
RIS 1 (you/enjoy) ... Are 40U enjouind  your job atthe moment? (it /go}.. . ... .wel?
2 (Whatprojects /you/work) ... ... on at the moment?
3 (vou/hope). ... to get promoted soon?
4 (yourcolleagues/learm) ... _........................ Englishtoo?
5 (anyoneinyourdepartment /100K) ... for a new job?
6 (How/yourcompany/do}............................_.thisyear?
T Gr/achieve) o its goals?
8 (What/yourcompany/invest) . ..................._.........in?
9 (yourboss/make)...............................a&ny ;major changes this year?
10 (heorshe/ Tun) e your department well?
) 2.1 Listen and reply with your prepared answers. _
<484 [} Read this article about farming. Change the verbs in italics to the present continuous to emphasise that

the article is describing a current trend.

Many farmers 1 give up farming be-
cause they 2 find it dificult to make
a living. Every week at least seven
dairy farmers 3 go out of business
because they 4 have fo sell milk
below the cost of production. ‘It
5 costs us 24 pence a litre to pro-
duce, but the supermarkets 6 pay us
20, said a dairy farmer who 7 plans

to leave farming. ‘It 8 gets more seri-
ous every week and the government
9 doesnt do anything to help us,’
he added. These days many farmers
10 concentrate on finding other
sources of income. Some 11 run
guest houses and others 12 open
their farms to visitors.

e AR
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fxd

- ﬂ a Write sentences using one verb in the present continuous and one verb in the present simple.

1 1/ never/ listen to / music / when / 1/ work,
| nexer listen to music when I'm working.
2 When /1 / have /lunch with a friend, /1 / not talk / about work.
3 1/ always / switch off / my mobile phone / when /1 / tatk / to a client.
4 When /1 / negotiate a deal, / 1 / never / make / my best offer r'ight at the beginning.

5 |/ notchat/to my colleagues / when /t / write / a report or something like that.

®- . ,6 When/myteam /work / on an important project, / we / often / come / into the office at the weekend.

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

«4A-C B Readthese extracts from an article about corporate environmental responsibility. Complete the extracts
using the verbs in the boxes in the present continuous.

a be notdo nothelp invest _resist |

UK businesses_1 ..ore resisting  investing in green initiatives, according to a recent survey. A fifth

of businesses in London 2......... .. .....enough to protect the environment, it says. Only one-third
of companies 3 ....................in environmental initiatives, such as buying energy-saving office
equipment. Supermarkets especially 4 ... ... customers make green choices. 'They
LRt st a bit slow to offer green alternatives to plastic bags, said an envsrcnmental watchdog.

g, s - e . e oami p— At e PN e -
T T e et i e e AT M R b (i T Rt ahe i L i T PR :

b 'do notgo Iook make put worku

‘We decided in 1992 to make the orgamsatmn greener and 1 W o e l:snh') on it because itis a
continuous process, butwefeelwe 2 .. .. . ... good progress Wed o S S -a huge amount of
money into research and the vast ma;onty ofitd ... T ey into conventlonal offlce technologies, but
into new systems.We 5 ..atthe idea of the paperless offlce and we 6 il (glso)a
Iot of research mto new systems giey : : ok ! ' i
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'Hote_ts s s range of green programmes partly becausa their busmess guests

i e |t and al';n because hotels 2 . ..that going green saves money. 'The -
industry' 4. ...environmental issues very senously, said a spokesman for the Business
Travel Assor;natton
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ke 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 dif‘ﬁcult_ at the moment?
Do you know why? :

Present confinuous



You generally ‘use the present simple to talk abnut habits. However you can also use the present continuous with
always to emphaStse that a habit is 5|gn|ﬁcant or unusual Farexampte it may be an annoying or a nice habit.

Clients are always askmg us for mvesrmenr advice, (@ sngmﬁcant hablt)

He’s always falling asleepin meefmgs, (an annoying, unusual or funr__]y habit)

1 make the coffee. You're always making it. (a nice habit)

B - Complete the answers to these questions using always and the verbs in brackets in the present
continuous,

1

10

A

B:

m

=

Which part of your job do you leave till the last minute?
My expenses. I always forgetting  (forget) to do them.

. Do you take on temporary staff in the summer?

YOS, We ... e (fOOK for) people in August.

: Do you think your colleagues enjoy their jobs?

bdont think 6. They ..o {complain) about the boss.

“A: Are you interested in doing an MBA?

B: Very. | ... (read) articies about leadership and people management

and stuff,

. Is yaur company concerned about green issues?

Yo they e iR e {send) round emails about recycling and things.

: What are the biggest challenges for human resources managers?

Well, employment laws ... (change}, so that’s one thing.

. Do you need any new equipment in your office?

Yes, some new photocopiers. The ones we Nave ... (break down).

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

B ldontknow. | ... (think about) my next career move,

: Is your boss very supportive?

e e R ) (say) things like 'Well done!’ or ‘That's good!

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

Most of them. The woman next to me, though, ..o {borrow) my
stuff, which reaily 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,

Complete these sentences about your own workplace.

1 Peopleatwork are always ..o s :

2 Ourclients arealways ... #o LAl R e e K IR ;

3 My worst habitisthat¥malways ...
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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 itis growing t ’
i rapidly. ts name is TerraCycle.

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

LA Choosmg between the present slmple and the present continuous

You can use the present snmple

A1 to talk about regular actions, routmes and hablts

past present future

He usually drives to work - he doesn’t often take the feain.

Do you meet with her regulorly?

A2 " to give general or generally true |nf0rmat|0n
- How many people does your company employ?
BGcause of costs, we don‘t manufacl‘ure in rhe’ UK

5 A3  to talk about permanent situations.

- past present future

; Starbucks run their operations from their Seartle HQ
The Iaw gives a empfoyees maternity rrghrs

_ | speaking or around now.

You can use the present contlnucus

to talk about actions in progress at the moment of

R

past presant future

|| can't do that maiting - the photacopier isn't working.
A'mowriting my report ilemait it to you soon,

to talk about trends and changes.
- The demand for organic produce is growing.

Are more pe’opff’ working from home?

to talk about temporary situations.

past present future

. Are you doing Pete’s job while he's on holiday?
- Pmusing Cathy’s office while they're redecorating mine.

© In spoken English the present simpie is used much more often than the present continuous,

I} What are state verbs?

State verbs are mostly used in simple, not continuous,
forms.

! have two mobile phones. (not Fer-baviag)

! agree. (not ferr-agree)

State verbs describe:

e passession (befong, have (possess), own, possess).

o thoughts {believe, forget, guess, know, mean, realise,
reckon, rernember, see (understand), suppose,
think {believe), understand).

s likes, wants and needs {dislike, hate, like, love, need,
prefer, want, wish).

» existence and appearance (gppear, be, seem).
s relationships {contain, depend, include, involve).
= senses {feel, hear, fook, see, smell, sound, taste).
» functions {admit, agree, apologise, promise, tefi).
In spoken business English, see {understand) and

~* think are both much more common in the present
simple than in the present continuous,

P See Business talk for more information about state verhs.



- A Underline the most suitable form of the verbs.

1 The caretaker’s opening / opens the office at 6:30 every morning.

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

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

Our MD5 talking / talks to our New York office at least twice a week.

Qur manager is't making / doesn’t make decisions very quickly.

He's very stressed, so he’s trying / tries to get a part-time contract at the moment.
What's Mark doing / does Mark do this morning? | need him to help me with something.

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

L'- 2R - LT I R R

Qur company’s changing / changes its logo for the first time in 20 years.

-
o

Is he always coming / Does he always come to work by car?

-%A Complete this ‘About Us’ page from a clothing company’s website using the verbs in brackets in the
present simple or continuous.

\ B & |
ey wmmw»gwnmm .
2 = et g HEEE

At McConnels we 1....5¢ld__(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 s {expand) steadily. Our customers 3. (refy) on us for
quality fashions at low prices and our Exchange and Refund Policy 4 .................. ]
(fet) them shop with confidence. ’ |

Sales through McConnelsdirectcom 5. {grow) rapidly, at an average of '
20% per year.This6............ prt (make) us one of the UK's most successful online I
clothing businesses.WealsoT...................... {produce) a monthly online magazine
for teenagers with articles on tashion, gossip, competitions, and much more!

CIrT e

-4AB 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....42 yov 4o, (you/do)?
AMELIA: 12 (manage) product presentation across Selfridges stores.

INTERVIEWER: What3 ... (that/mean}, exactly?

AMELA: 1. (try) to present products in new 'ways that will attract customers’ attention.
INTERVIEWER: S0, can you give an example of how you do that?

AMELIA: Well, we have to be creative. For instance, right nowwe 5. . {hold) a Chinese promaotion,
SOWEB ..o (display) a model of Beijing made out of biscuits - just for one month.

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

AMELIA: Well, today 18:...... .. ... {need) to work out how many pairs of folded jeans 9 . ... (fit)
along a 25-metre walll

INTERVIEWER: That sounds like a challenge!l ingeneral, 10 {you/enjoy) your job?

AMELIA: Yes. Imean 111, {not/like) paperwork , but | can honestly say that 112 ... ...
{fook forward to) going to work every day.




-4A, B ﬂ Two people are talking informally at a conference reception. if the verbs in italics are correct, tick ()
them. If they are wrong, correct them,

ALAN: Hi. Alan Hancock, GEM Systems. Do you mind if 1 Fajeining you?
SUE: Not at all. I'm Sue Holmes. 2 1 work for Falconi.

Lobdew

1
2
ALAN: 3 Do you enjoy the conference, then? 3
SUE: It's interesting, | suppoéei 4 {'m going to a lot of conferences, though. &
5 They alf seem the same after a while. 5
ALAN: 6 fagree! It's OK if your botel is nice, | 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.
ALAN: Yes, lucky you. 9 I'm staying at the Hilton, about twenty minutes away.
sue: Look, 10 the waiter comes over now. Can § get you anything to drink?

7

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

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

ibe benefit expect fall fall give have _nerease lose sell
Market share of one of the world’s top mobile phone makers, FinTel, 1 5 increasing  faster than ever
before. Meanwhile, its rival, WestCom, 2......................a second-quarter loss due to pooar sales.

US-based WestCom 3 . . market share in several regions, including Europe and Asia. FinTel, which
4 ............morethanonein three of 2ll mabile phones sold globally, has taken over much of this market.

FinTel 5 ... a very strong product mix, and nowthere & ... ... 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 7........................ investors a real headache. 'WestCom's market
share8.................rapidly and it could continue. Asit9................ . FinTel 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



Wil 1] -
Y G

¢!

4

= Business ta

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, mean, reckon, say, see, seem, suppose, think,
understand. You can use these verbs when 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 opinion)
We're thinking of/about closing our Lima office. (intending, planning, considering)
| 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)

E Write sentences using the verbs in the present simple or continuous.
1 |/ understand / your company / recruit / staff. / you / expand / the business?

the business?

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.

tome complain guess kmow lose need reckon say seem notsell think visit

MAX; HiBeth.1..P0 you know  (you) what the meeting this afternoon is about?
BETH: Maybe it's the poorsalesresults. 1t2 ... that the new scanner 3......................well,

max: Well, one of my colleagues 4. thatwe5 ... sales to the competition because
our prices are too high,sowe 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
B, that a man from head office in Hong Kong 9....................... us for a few days.

BETH: Yes, that's MrLui.He 10 . .. ... here whenever there’s troubte. Maybe management
11 P of making some of us redundant. '

mMax: ChnotWell 112 ... we'll find out at the meeting. See you there, Beth. Bye!

ke it personal

Write about your company’s latest news or any rumours you know about.
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”~ Present perfect simple and continuous

Read this extract from a business newspaper
article.

a Do the verbs initalics describe the past

ar the present? there

b How do you form them? ==

X Forming the present perfect simple

P i/Yau/We/'f :;ze.y’ : ’ve/havé

R e T

. He/She/lt s/has :
H/You/We/They | haven't/'ve not/ have not

He/She/1t hasn't/ ‘s not/ has not _ll )
, Have r’/you/we/rheyiworked hard?
| Wherehas [he/she/it worked?

[1] Using the present perfect simple

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

B1 You can use the present perfect to talk about something
that happened in a time periad that is still continuing
{e.g. s 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 Jamuary / for a month.
Have you seen Helena ot work today? (it is still today)

B2 You can use the present perfect to talk about something
that happened in the past, but you do not know or say
exactly when.

've been here before (not Freboor-hereyesterday)

= 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 ot a conference? (ever = at some time)
Mo, I've never done thot.

B3 You can use the present perfect with already in positive
statements and guestions to talk about something that
happened sconer than expected.

Paul’s already contacted ir Wong abour the meeting. /
Paul’s comtacted Mr Wong about the meeting already.

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

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

Starling’s been negotiating for months to sell' the bus
which the Johnsen family have run for generations. Although
s been some interest in the Edinburgh site, potential

buyers have

iness, |

B e

n't put in any offers for the Glasgow branch.

B4 You can use the present perfect to talk about something
that happened in the pastbut 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)

B5 You can use the present perfect to talk about a recent
past action. You can use just.

He’s just left me o message. He’s on his way in now.

B& You can use the present perfect with this is(nt) the first,
etc, time.

This is the third time I've left M. | eBlanc a message.

(not Hegvetar-eaving)

This isn't the first time you've missed a deadline.

Forming the present perfect
continuous

[ i/You/We/They ' ve/have _
' He/She/it sthas  been

.. : R .. L. N | work!ng
/You/We/They haven't/'venot/havenot ', 4

- '_He/She/Ir _hasa't/’snot/hasnot :

B 1

3 gHoyv!ong have !/you/wg{tf_?gyébg_en workr’ng?_

) | Has - he/she/it been working hard?

[ 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 producr has been selling well in Germany. {the activity ~
seliing — is important here)

We've sold aver 100,000 items so far this vear. (the result -
the number of items sold - is important)

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

I've known hirn for three years. (not Frebeenkroring)
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-4B1,C

Compiete this extract from an interview using the verbs in brackets in the present perfect simple,

INTERVIEWER: 1 .. Have you ever held {you /ever / hold) a position of responsibility?

JEaN: Well, 12 ... (never /manage) a large team of people, but 13 L {run)
two small projects in the local area,

INTERVIEWER: OK,and4 . .._..._....._......lyourcompany/ever/send) you abroad?

JEAN: Yes. 15 .....{ga) to France and Spain several times on business. Also, my
manager6................................. (@sk) me to give a client presentation in Bologna in October.
17 e (SAYY YES, BUC L8 .. {not plan) my talk yet.

INTERVIEWER: 9 ... {you / ever / do) any training before?

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

Complete this conversation using the words in the box.

l_ﬁrst for just just since still et vyet

SHAUN: Have you read the article about house prices 1._yet. . ?
BEN: Yes, I've 2 ... read it. Pretty interesting, isn't it?
SHAUN: Yes, especiallyasl've3...............put my house

on the market. It's been on the market4............. two
weeks and | haven’t had any interest 5. ... .

BEN: Well, thisisntthe 6 ... time the papers have
promised us that house prices are going to keep going up.

SHAUN: You're right, but 1think they've risen by 10%
7 e January, Although actually 18 ... haven't
decided where | want to move to, s0 maybe | should take the
house off the market and see if prices go up even more.

BEN: Go_od idea!

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 ilive in Quebec. | moved there two years ago.
've been living  in Quebec...for. . for two years.
2 Stone’s don't charge for consultations now. They stopped last summer.
TREY .oocvove et fOF CONSUIERTIONS - laSE SUMIMES,
3 Our CEQis visiting our overseas offices. He started two weeks ago.
He .. OUE OVETSe@s Offices the last two weeks.
4 Cathy works in the accounts department. You want to know how long. Ask her.
_______________________________________________ ceveein the accounts department ... alongtime?
5 Sandy is giving a presentation. He started 45 minutes ago.
He o a presentation ... 45 minutes.
6 lan is staying at a noisy hotel, so he isn't sleepirig well. He arrived there several days ago.
He . .. owell several days.
7 Johnis contacting lots of new dients. He met them at the conference.
John. ... dots of new clients . the conference.
8 I'mdiscussing our profit forecast with the board. We started discussions at nine o'ciock.

WE e, OUE PrOfit forecast L. nine O'clock.
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Financial and business n

stbr-i.eszoﬂe"étaffw Stock market crashes Price of gold hits

. : : The FTSE 100 has suffered huge losses record high
perfect to mtroduce the key in a disastrous day for investors. The price of gold has reached a
news in the 5t°W record price of £600 an ounce.

Sometimes headlines'éﬁduf i

in the news

company performance just use Retail profits up ~ New mortgages down
thewordsupordowntosay ~ There has been arise in The demand for new home loans
has fallen by more than 30%.

what has ha;zrpened : - profitsin the retail sector.

Make it p¢

Complete the opening lines from these newspaper stories using the verbs in brackets in the present perfect.
1 Small businesses get tax hetp
The Minister of Finance ... &s_gwen  small businesses a new tax break. (give)
2 Government announces interest rate cut
The government ... a 0.5% reduction in interest rates. (announce)
3 Travellet buys Eagle for £100m
Traveldet ..., Eagle airlines for £100m. (buy)
4 High street shops suffer 10% sales fall
Sales at high street Shops ..., by 10%. (falf)
5 Micro Tech launch slimmest laptop
MicroTech ..o, the world's slimmest laptop computer. (launch)
6 Northern Motors axe 2,000 jobs
Northern Motors ... 2,000 jobs at their Oxford factory. (cut)

Write a suitable first line for these news stories.

1 Central Bank holds interest rates at 5%

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. Were your ideas similar?




] iscussing

Discussing

Absolutelyt

Read this conversation. We could centralise

training.

Which words show who agrees
or disagrees? ot
Meg
We did that before, though,
and actually it was difficult.

(A Giving opinions
A1 You can use these expressions to give your opinion:

~ Ithink (that), I'd/would say (that), I feel (that), in my opinion, as far as I'm concerned.
- Expressions with would sound less ‘direct’

oy mfdsaythat the designer has done a great job. As far és I'm concerned, the brochures are excelfent.

‘A2 You can use these expressions to give an opinion about hypothetical situations:
I would have thought, | would think,  would imagine.

Investing in gold should be safe, | would have thought.

A3 You can use these expressions to show younr attitude to things you say.

When you think ... you can say ...
something's obvious obviously / of course / clearly
something’s a fact in fact / as a matter of fact
something’s bad/good unfortunately/fortunately
this is the main point basically/really

yeure giving an honest view to be honest

you'e giving a personal view personally

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

" Ana

Tlna

NP0t mattacetiiiineya 2a/epimion of 8 Tact that 15 dirrereni Trom wriat diner people expect.

It not against flexitime. As a matter of fact, | think it's a good idea.

18 Agreeing
B1 You can use these expressions to agree with someone:
(That's) right, (That’) true, Absolutely, Definitely, Exactly, | agree (with you/that).
& Customers want 24-hour IT support. & Absolutely.

B2 You can use these expressions if you want someone to agree with you or see your point of view:
(do) you know/see what | mean? if yous know/see what | mean.

We should be fooking for partners outside Furope - you know what | mean?

Disagreeing

€1 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 1 don't agree (with you) or I disagree (with you) are very strong in English and not very common.
People sometimes say | don't agree with that to make the disagreement less personal.

€2 You can use actually to correct or contradict what someone says or thinks.
& This report doesn't include last month’s spending. g Um, it does, actually. On page 11.

€3 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 service plan is good. B: That’s a good point, but we can't ignore cost.



Practice

-4A-C [H a Amanageris talking about annual performance reviews. Change the words in italics to an expression
from A3. Sometimes more than one answer is possible.

1 Mymainpeiatis we should change our annual performance reviews. Basically
You see, my personaf view is I'd say that they're not really effective.
My honest view is the fqrmal interview is a very artificial situation.
The main point is twelve months is a long time between reviews.

It’s a fact as managers, we should always be looking at staff performance,

2

3

4

5

6 We should review performance manthly, 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 honest view is the annual review is embarrassing for staff and managers who have a more informal
refationship the rest of the year.

10 And it’s clear that some people exaggerate their achievemenis 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 @ 55 1.1 Listen and write any other expressions she uses to give her opinions.

17 think S0 AIRIE & Toew T Re UL e 5 i GE o m L RS R f e T
2 L R e e e I Tt ARSRCR S ST e
3y b e EERobl T Tl o RS, Sl 8 Sl S e s R S e
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¢ Decide whether or not to agree with the manager’s comments and write a suitable response.

1 Absolutely. / It might be difficutt, though. 6 Tap kol ekl S e B S
Rl Nl S S e S T e DAL e G it et T R e O SRR B
Fy S e e L RN EC A [t A0 W (RN o O CIRTETEY o
POl Ul Ty T e S S, Qe P T AW L SR
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d ° 55 1.1 Listen again and respond with your own prepared comments.

-4B, C a Stefan wants to reduce the amount of travelling that staff do. Edyta doesn’t fully agree.
Write her responses using words and expressions from B and C.

Stefan says | Edyta thinks

T We need to cut down on travel costs. - Travel is expensive, It's also useful.

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

3 Wedon't need to go to the branches to talk. It makes communication easier.
4 Travelis bad for the environment. That’s true.
5 Youwaste so much time tré\ielling. That's partly true, You can work on planes.

] No they don't! It's hard work.




Test 1: Units 1-4

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

It1.. feels. (feefy good to be safe. So, at ING Direct, we 2

.......................... {look after) your money very

carefully. However, there3... ... {be) a few security measures that you should use to protect your
money. Hered ... {be) some top tips to protect your account.
o] LW S {keep) your PIN number safe. 6 ....... Tt {not write} it on your ING Direct card and
7 S {not tefl) anyone what it is. _ '
&7 B SEET e .....(make) sure your memorable date 9. .. (be) easy to remember, but not toc
obvious. For example, the system 10 ... {not aifow) you to use your own birthday.
o Wenever 11 ......................... fcontact) you by phone or email to ask for your persona:lvsecurity information.

If this happens, 12 ... Sty {caily us on 0B45 603 888E.

Underline the correct verb form in each sentence.
Do youdo /ﬂrgl:?_____udofng this test in your office?
Does your manager watch / Is your manager watching you do this test?
Do you always work / Are you always working at the same desk?
Do you study / Are you studying English for an exam?

Do you understand / Are you understanding financial staterments?

1
2

3

4

5

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

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

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

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

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

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

Two friends are talking about their working conditions. Complete this conversation using the verbsin
brackets in the present simple or the present continuous,

GEMMA: T_.Po yow share . (you share) an office?

RASHID: Well, lusually2 . . . {Rrave) my own office, but at the moment 13 ... ... {share) an
office with two colleagues because they 4 ... ... {redecorate) mine.

GEMMA: 5. {you like} sharing? _

RASHIO: No, actually I6... ... (hate) it. it's impossible to concentrate because my colleagues
P rere (atways/talk) about their social lives, And the office8..... . ... .. {(smell) terrible because
onecfthem9. ... ... . {glways/eat) at his desk.

GEMMA: What 10 (he/eat)? '

RASHID: Dh, everything! And the other colleague, who 11 ... ... {cycle) to work every day,

P Mreemormaorriomt (not have) a showerwhenhe 13 ... (get)here 414, ... .. (not want)

to stay in this office any more!



4 Ifthe sentence is correct, tick (/) it. If it is wrong, correct it.
1 hamthinking my company is a good place to work, e think

| remember my firstday atwork. , A
My manager is liking to be at work early, before the rashhouwr.
My line manager has problems with some of the new staff at the moment.

Our products do not contain any chemicals.

My partner is seeing some customers at the moment. Canlhelp?

2
3
4
5
6 I'm agree with you. TR
7
8 We think of opening a new office in Rome.

9

The new rule about overtime isn't seeming fairtome. L

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

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.

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

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) 10 any of her sessions?




Past simple and continuous

Read this text about the Enron Corporation.

a What do you know about the Enron Corporation?

In mid July 2001, the Enron Corporation reported
What happened to this company?

carnings of $50.1 billion, However, concerns about
financial irregularitics were grawz’ng.

. s
b Lookat the verbs in italics. Did the concerns about-~"
Enron begin before they reported their earriings in July?

I Forming the past simple

+ | ;worked-thé;e:
-— i/You/He/She/it/We/They (o s

I aart/ddrotno
., | Wheredid ' j1y0u/ne/sherit/ work? K
) | 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.

P See Appendix 5 (Irregular verbs).

[ Using the past simple

B1 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

1975

Y

Past Now

Bilf Gates founded Microsoft in 1975,
! didn’t need the report for the Board meeting.

B2 You use the past simple 1o talk about repeated or habitual
actions in the past. This has a similar meaning to used to.

stayed at Hilton stayed at Hilton stayed at Hilton
b2 B =

-
-

Now

Past
Whenever  went to London on business, | stayed at the Hilton,

B3 You use two or more past simple verbs in the same
sentence to talk about past events that follow one after
another,

1stoodup 2grabbedhisbag 3 left the meeting
EBEE

—

Now

Past

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

Forming the past continuous

‘was

I were N working

; | wasn't/ was not : yesterday.

: You/We/They | weren't/were not |

| ; s ierern b ! ___________________________________ .

? “U-V—here were ' you/we./r-!;l;j;/mi working yesterday?
Were iyou/we/rhey {

| Were

A Do not use state verbs in the continuous form,

) Using the past continuous

D1 You use the past continuous to talk about a longer action
in progress at a specific time in the past.

waiting for bus

Past 8am Now

At 8 otlock this morning, | was waiting for the bus ro work,

D2 You use the past continuous to talk about a temporary
action or situation in progress in the past.

1 was working overtime o lot before the end-of-year audit.
D3 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,
whife or as.

not sitting at her desk

phone rang

.
.

Now

Past

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

While the speaker was presenting his report, | noticed severaf
mistakes o his slides.



-dA, B

-, D

-4 A-D

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.

‘be begin buy can notfind grow haveto introduce operr plan reply stay notwant

1 We _opened _ the first branch of our business in 1999.
2 We..............toexpand too quicklyand we .................... at that branch for two years.
3 We . _......toremainsmall and exclusive, butwhenwe......... ... anewlineinleather
accessories, sales ... very rapidly.
4 So,what ... wedoTWe ... open another factory.
"8 | a good factory foreman for months,
6 ThenNickClee ... ... to our advertisementand he.................... perfect for the job.
7 . viivrerern. (yold) one of our briefcases whenyoufirst.................. working?

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

MARTIN: Rebecca, | 1. was_trying  (try} 1o call you for ages this morning. Why 2 ... {yot / not
answer) your phone?

REBECCA: 'm sorry, Martin, but 13 ... (have} a breakfast meeting with some clients and didn’t want
to interrupt them, .

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

REBECCA: Again, 'm sorry, butasl4 {drive) from the breakfast meeting to the office, | got stuck in
trafhc. | did try to call in several times but the office number was always engaged and nobody
IO {answer) at reception,

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

REBECCA: Lauraand 17 . ... . . _{prepare) our presentation for this evening. People 8. ... (use)
alt the meeting rooms in the office, so we decided to go to the venue and work there. We
O s (practise) for ages. | meant to call you, but 1 10................... (not feel) very well by
the end and | completely forgot.

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

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

office.




'~
_}

«AA-D I Neil Baker won a television contest to work for the successful British entrepreneur,
Peter Salt. Complete this intarview with Neil using the verbs in brackets in the correct form,

INTERVIEWER: S0, Neil, when you 1. were_studiing (study)

at university, 2 ... (youlever/think) you
would work for the famous Peter Salt?

NeiL Te behonest, 13 ... leRfoy) My time as
a student too much to think about my future! _

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

CNEI:Formy firstjob 6. ... {work) as an

investment banker, but 1 7. {want) more
variety in my work, 50 18 ... {leave) a year

or sa before the programme to set up my own business
providing IT support to small businesses. Unfortunately it
G (RO BE) veTY SUCCESSTULL

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

NEeiL: | work in the property section of his business and it's
very interasting and challenging. In my first year,
110 (faEN) @ ot from watching Peter
atwork. When Peterand 111 ... {work)
tagether on our latest project, a plan to build a health spa
inthe USA, we 12 ... [REGOLIGEe) 3 really
good price for a great site,

-4A-D [ Complete these sentences so that they are true for you.

T Last year, my company ... W&E __{be} ... {more/less) profitable than the year before.

2 Whenlwasachild, | ..............c.co.coovveei e {wantitobe. ... .

I T —" {start) my firstjobin lyearl. Ireally ...
{fike/hate/enjoy) it.

4 Afterschool, V... (VYD e

5 Whitel ... (study) S R —— :

6 Yesterday, | {writey [number] emails before lunch.

7 Whenl............ccoo {bry) to decide where to work, my friends . {helpmealot/
not hefp me muchy).

8 Whenlwasateenagerl.........cccvvren o (decide tosthat) .

Make it persona

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?

S Past simple and continuous



You can use the past simple or continuous with a present meaning when you
want to be less direct or more polite. This is common in shops and restaurants.

Did you have a loyalty card? (Do you have ...7)
What was the name, please? (What is your name?)

It is useful when you want to make requests or ask favours,

I wanted to ask your advice about investments.
I'was thinking, maybe we could discuss the offer further.

Verbs that are often used in this way include hope, think and wonder (if).
They are often followed by modal verbs would, could and might.

We thought you might like to visit the new plant this afternoon. (Would you like ...7)
| was wondering if | could talk to you about the minutes of the next meeting. (Can | talk ...7)

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

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

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

pa: | 1 want... wanted  to book a return flight from London to Paris for two people.
AGENT: When would you like to travel?

Pa: We 2Zarehoping ..., to go on Tuesday 21st, but we
3 are wondering ... ifWe&Can ...........ccocreecnnnenn.... bOOK different days coming back -
the 23rd for one and the 28th for the other.

AGENT: No problem. What time 5 do you 7T S L) travel?

pa: We need to be there for a ten o'clock meeting on Tuesday and we 6 arethinking ......................c......We
TMAY . leave the returns open. Is that possible?

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

Pa: WeBwant ... to go business class. How much would that be?

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

~ pa; By credit card. Also, | 10 wonder ... ifiyouttlican. =T e e add these air

rites onto my frequent flyer card?

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

@ 5.1 Listen and check your answers.

ke it

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.




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? g

€ Which verb refers to a past action with a present result?

Present perfect and the past

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 iots 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 simpte and continuous),

E Choosing between the present perfect and the past

You can use the present perfect:

You can use the past:

A1l

to talk about a single or repeated action

in an unfinished time period (which is still continuing).
Has Mr Sanchez called this morning? (it is still morning)
Id like to continue the discussions we've been having this
week. {the week has not finished)

to talk about a single or repeated action in a finished
{past) time period. Often the time is specified or known.
twent to Spain on business last week.

During the 19905 the company was trying to enter the US
market,

A2

to talk about a past action or situation that has an effect in
the present. _

The printer has broken down. (it isn't working now)

John’s reached an agreement with Harpers. (they're ready

to sign the contract now)

to talk about a past action or situation that does not tel)
us anything about now. The time is usually stated or is
ohvious from the context.

The printer broke down last week. {but it's working now)
We were travelling around Asia in March.

A3

with these time expressions to show unfinished time:
since Monday/2006/ the merger, for ten years/ages, ever,
never, so far, the first/second time, before, up tifl now,
recently, yet.

He's been avoiding me since our last meeting.

Have you ever dealt with-Ramcorps?

with these time expressions to show finished time:
vesterday, ago, in 2007/ January/the summer, at two oclock,
earfier this week, last week/month/year.

The project started six years ago.

i wasn't working here fast year.

A4

to ask a general guestion about past experiences.
Have you ever been to our Paris offices?

to give or ask for more details.
& Oh reafly? When did you go there?
B {went there last autumn.,

[ 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.
in fanuary, constimers weren't spending much.
Consumer confidence has been falling since March.

1o talk about completed actions or permanent situations.
He worked in ltaly his whole h'fe_’. {he's dead now)
He's worked in ftaly alf his life. {he still works there)

B2

when you are more interested in the action or process
than the resuit.

They were arquing about the price. (we don't know if they
reached an agreement)

UK banks have been having an exceptional year.

when you are more interested in the result than the
process.

furnover rose by 8.5%.

Our company has made £6m profit this year,

B3

when you want to emphasise how long.
[ was waiting for over arr hour,
They've been trading since 1937

when you say how many or how many times,

We took on 17 new clients fast month:

've called himn five times this morning. {not Fre-been-cating
A ey _




<A

<A

<A3

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

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

JEAN-MARC: No, | 2 haven't heard/ didn’t hear anything for ages. All | know is that the market 3 exploded / has
exploded last year and since then we 4 negotiated / ‘ve been negotiating to set up a call centre business there.

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

JEAN-MARC: Really? So, how 6 did it go/ s it been going?

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

JEAN-MARC: That's great news. | know how hard it can be setting these deals up.
DUNCAN: That'’s right. 10 Didn’t you go / Haven't you gone there earlier this year for some IT project?

JEAN-MARC: Yes, we 11 opened / ‘ve opened a small IT outsourcing operation in January. It 12 was /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.

Match each pair of sentences with the suitable responses.

1 Youlook absolutelyexhausted.>< a | hadtowork late and | 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 Itried to find you at the conference party. a Sorry, I've been stuck in traffic for the last hour.
6 There you are! I'm so glad to find you at last. b Sorry, | was stuck in traffic, so | missed it.
7 Why are the prices up in the canteen? a We haven't been charging enough to cover our costs.
8 Why did we lose money on the deliveries? b We didn't charge enough for them.
9 Where was Sue during the IT training course? a What? Hasn't she been attending the sessions?
10 Where’s Sue? | never see her in class. b Why? Didn't she attend any of the sessions?

Complete these sentences using the words in the box.

‘ago at earlier ever for in last never sipce since

1 Production costs have risen dramatically......... since 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 calledyou.......................... today - something about VAT returns.

5 Twoweeks.............ccooco...... 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 extraaweek......................... that big order came in.

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

8 |reed your advice. I'm going to Berlin soon. Haveyou ......................... done any business in Germany?




e

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

1 How many companies / you / work for?

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

3 How many / jobs /you f apply for / when you left university or college?
4 When /you/ start / working for this company?

5 your company / expand / since you joined them?

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

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

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

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

10 s this the first time / you / study / another language?

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

A, B B Complete this press release using the correct form of the verbs in the box.

|acqwre book ﬂy mtroduce own reach 5|gn start use_

S i W

In October, JetWays and Pan European 1 ..shorted. negotiations over the sale of Globetours Alrways.
Pan Eurgpean @ ... the franchise airline for 12 years.

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

The takeover will not affect customers who 6 ... ... to travel before 1st April next year.
Anyane 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 untit 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-haui 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.

e it persona

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.  spent ry holidays working for the first one when
! was studying at university. I've been thinking about that job a lot recently.

Present perfect and the past




background information

Peopie often use the contm lous form to mtroduce the toplc of cor ersation by gwtng the !lStener some
background mformatlen_ y then use the simple form to make their r mam pomt : -

fwas thmkmg abour'myestm in equitfe bundedded property is safer e =
We were Iookmg for h‘re rate andwefound someone offe ng 5. 696 over ren years

We' vedosed the p!ant down because .-rhasn’t been makmg enough mone}a

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

1 1...found out  (find out) about the restructuring plans while | . W&s_talking _(talk) to the Operations

Manager. i
2 We. . (consider) the Canadian market. In the end, though, we ......................... {think) the US
might be betteraswe............o..co... (not/believe) Canada would be a big enough market.
3 (vou/decide) to relocate the office?
.......................... (spend) too much on the rent.
4 AYOU. oo, (work) late this week, Denise.
B Yes, | (not/get) home until ten o'clock last night.
Bl {have) lunch with someone from SatCom yesterday Hlels e s {telf} me all about
their fatest teleconferencing system.
6 AWhat. ... (she/complain) to you about?

8. Oh, she’s unhappy becauseshe ... (not/get) an end-of-year bonus.

Change one of the verbs in each telephone message into an appropriate continuous form to give the
listener background information.
haven't been waiting
1 Hi Steve? It's Jeremy here. | hope you havertwaited very long for me. '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. | had some problems with my email system recently,
so you probably haven't received my order. Anyway, bereiit is ...

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

5 It's Nicky speaking. |'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 Payne here, | 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.

Which sentence makes it clear that Zetac accepted an offer from Kronos before E-Linx made their offer?

At the time that E-Linx made a highet bid for the company, Zetac accep ed  n offer from Kronos.

e s e

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

A P e 2w,

[} Forming the past perfect simple

Dy
; : IfYou/He/She/it/We/They

|, | Why had| iyourhe/sherit/

- ‘d/had feft the office.

left the office?

| Had { we/they

h__a_rdn’t / had not feft the ofﬁce__’.

) n informal spoken business English, you can
shorten had 1o d, and had not to hadmn't, In formal
writing, use the full forms.

lrang them abaut the training session but they'd forgotten to
arrange it. (spoken)

By 1991, turnover had increased to $950,000 ond they made a
profit of 5170000, (written)

] Forming the past perfect

continuous

r
|
i
8

?

 long. o
How long | igi
had | Wyoure/she/ | been waiting?
Had we/they | been waiting long?

Using the past perfect

€1 You can use the past perfect to describe an event that

happened before another past event.

1 James left the office 2 | arrived

- ' ‘d/had been waiting for ages.
i/You/He/She/lt/We/They . hadn't / had not been waiting

¥

Past

When i arrived, Jarnes had left the office.

Now

2

3

ca

2 T - i e e T A T R P e P T e T =

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.

t'd been fealing unwell

| left early
28

Past Now
'd been feefing unwell that day, so ! left the office early.

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 1999, the company had firmly established itseif in the USA,
Canada ond Mexico.

People often use the past perfect with already.

When we arrived, the meeting had already started. (not the
REEtRG-aHready Started)

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

t worked with Tina on the Slovakia praject in 2004. It was the
first time we'd worked together.

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

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

| had met (or et} Dustin Parker before at a sales conference,
sal recognised Rirn immediarely.

- Sce Unit 23 (Reported speech 1) and Unit 24 (Reported
speech 2).




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

Iﬁk decide examine expect fall predict notreceive notsell speak sufferji

w b W N =

1

O VW B W &

The Board ... had_examined.  three offers for the company but decided that Mantech's offer was the best.
We ... ........goodnewsfrom ou.r Berlin branch as regards sales, but the numbers were disappointing.
It seemed their office ... ..........our fax, so they didn't respond to us,

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

Vi {aiready) to our (T manager about the problem with the new server when Peter
mentioned it to me.

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

v fyous) this downward trend or was it completely unexpected?

The figures showed that we ._................. any units at all in May, so we were very disappointed.
Lo {Ondy) For a 5% pay rise, so | was very happy when they gave me 10%!
Prices.........ccoeo . sharply, but then in 2004 they started rising again.

- A-C E Complete these sentences using one of the verbs in brackets in the past perfect and one in the past simple.

1 1. hadnt heard  (not/hear) about the meeting, so | . aMe __(come) completely unprepared.
2 Ursula..............[already/make) a copy of the bill, but thenVimala............ {make) another onel
3 We . ........lcdose}the office aswe . ......._{hear) there was going to be a transport strike.
4 Aswe ... [(¢lready/discuss) theissue once,we ... ... {not/want) to discuss it 3 second time.
5 Natasha... ... {onfy/start) at the company a month before | ... (arrive).
6 | {be} surprised to see the visitors at 9:30 asthey ... ... {phone) previously to say
they would arrive at 10:00.
7 How ... (you/know) about the changes in the schedule? ... (you/speak) 1o her
about it before? '
8 Transportation costs.....................(rise) steeply, and therefore we ... ... [have to} put up our prices.
9 Krista.............(not/ledve) the office yet so | ... (be}able to talk to her about the problem.
10 Hilda.................. {say) it was the first timeshe............. {ever/give) a speech, so she was nervous,
-4A-C [ Complete this article. Explain the reason for each event using the past perfect simple or continuous.
Shares rise after merger A il : Reasons
1 Share prices rose on Thursday after the news that I two major banks announced a merger
two_major banks had, announced. a merger.
2 The deal had a dramatic effect as L | the banks'shares were falling before the announcement
3 It took a few months to fina lise the deal as i the directors were negotiating the terms of the agreement
4 There was some contrbver-sy Over'.'t_ﬁéin'iéf'gér’becaﬁs.é. some people said that it would create one of the biggest

financial groups in Europe

5 But the markets responded well tothe newsas | the financial sector was unstable in recent weeks

T e R

6 The merger came as no surprise to many as i it was predicted in a popular hnancial blog




Think back to your last job interview. Write a short |

Where had you been working/studying before? Had y
new colleagues before? Had you been doing similar v
and were they true?

ipe

Swedish



If you regret or feel dissatisfied about something in the past, you can use wish or ifonly + 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. | 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)
Wete really struggling at the moment. If only the government hadn’t increased corporation tax. (the government
increased corporation tax)

You can use verbs such as hope, intend, want, pfan in the past perfect (simple and contmuous) 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 the servers last week. (we didn't solve the problem)
1 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.

I3 Rewrite these sentences using the correct form of the words in brackets. Make any other necessary changes.

1 | shouldn't have shouted at Tom. (wish)

W Hiwy Mossage. B 3 (&) _‘
Correct six mistakes in these two emails. T B S bt ot ek e W T
|
1 2 Dear Ruben,
@06 S i -4 Do you remember that awful presentation | gave in
Hi Cecilia, Genoa when everything went wrang? Well, last Monday
I'd known | did a big presentation for the board and it went really

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 well. | expected that it would be a disaster, but actually
was my day off. I planned to have a really relaxing day but | it was a huge success. I wish you were there 1o see me.
my washing machine broke down and flooded the kitchen. Olivia

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

B3

Viake it personai

Think of something you had hoped orintended to doin your work last year but were unable to do for some
reason, Write sentences about it usmg 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 past business activities.

a Which one describes a state?

| b Which ones describe habits?

] Forming the past with used to

A1 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/lt/We/They | didn't / did not use to work
: there.

, [ Whydid | yyoushesshes

Did it’we/they

use to work there?

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 spoken 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.
& Do you work nights? B lused to,

Qur staff don’t work as many hours as they used to,

[E] Using used to
B1 You can use used to instead of the past simple to describe

a past habit or regular activity.

When fwas a postman, | used to get up / 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 / had a factory in Franice, but we
closed it in 2004.

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

This company made a profit fast year. {not usedte-make}

B2

LA Before | became a restaurateur,
f | was in the music business. | used to go to
America regularly and would always come
back with lots of ideas: something for a
menu, something promational.

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

Stefan visited London twice on business. (not wsedo-wisit)
He ran the compony for 20 years. (not wsedte-rur)

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

fused to spend a lot of time travelling for work, but now fm
completely office-based. '

Would

1

c2

You can use would{n’t) like used to to refer to past habits
or activities if the time or context is clear.

When ! worked at Stanard's I'd always be the first inte the office.
{context = When | worked at Stanard’s)

In fhose days she'd often take on too much work and she
wouldn’t defegate 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 weuid-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 / Did you work for Appe?
{(not Wouldyeu-work)

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

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

A Remember that would has many other uses.

P See Unit 13 (Modals 1) and Unit 18 (Conditionals 2) for
other uses of would.
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Write questions with used to. Then write answers to the questions that are true for you.

1 you/enjoy/school? ... . Did you use to enjoy school et

o Yes, Lowas really happy Bhere. e
2 whatthings/you/do/inyourfirstjob? ... O
3 you!have!aweekendjobwhenyouwereyounger?....._....._.._.__.._.._.._.._.._.._..._..___.,_........_.._......_......_....._.._.._..__._..?
4 which companies /you /want / to work FOr? . ... .. e T
5 how /you / keep /in touch before you had a mobile phone? ...l ]
6 you /WOork /INLONAONT e

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

1 When ljoined this compant;slmoiﬁthe marketing department.

2 With the old computer system we needed several days to collect information from all our subsidiaries,
2 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 with a charity as a teacher.
5

a: She's a very good presenter, isn't she?
B Yes, she was an actor, '

6 A7 How did you keep in touch with your clients before email?
&: Well, | made a lot more phone calls. '

7 ldon't write as many letters as | did.

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

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, | have worked for Blackheath Engineering for over 15 years, 50 yes, a lot has changed since I've
been here. We 1., 4sed 0 be  (be) a much smaller company. Now we employ over 360 people. There's a
great atmosphere here now. My staff are all really fiexible and motivated and very hardworking.

COLLEAGUE: 2 ..o, {they / not work) hard?

MANAGER: No. When 1 first joined the company, people3 ... {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 | 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, sowe 8..................... (have to} go out for lunch, which took up a lot of time.

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

MANAGER: One area where we've seen huge changes is in our customer hase. 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 CEQ changed last year. So far he seems to be getting on OK, although it's still early days. | 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 pramoted and got really busy, she 12
(always/make) time to stop and talk.
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Used to and would

Bl a Lookat 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 Now

In London i, é& é% 20km outside London ”ﬁ
Average salary £14,000 oo Average salary £45,000

Male/female ratio 9:1 ﬁﬁﬁiaﬁﬁ l Maleffemale ratic 7:1 ﬁﬁﬁﬁﬁﬁ '
Average time with company: 12 years Average time with company: 10 years

% of staff with university degree: 38% % of staff with university degree: 62%

- 5 Py e TS, s
B e B = gapl e -

Fifieen years ago ...

1 ... we. . used to be  (be)in/ outside London.

2 ... atypical employee . ... ... {earn)about £14,000/ £45,000.

3 ...there............(be)fewer/ more women working here,

£ N 7 7= 1o e {stay) with the company less time / longer.

5 ... theminority / majority of ourstaff ... .. ..(not have) a degree.

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

T IUSEU L0 i DUT T AON'E aNY MOTE.
2 The company used tO ... Jbutitstoppedin ...
3 WedidnTUSE O e DUT NOW we doO.
4 Myline manager would always ... s whlch was helpful,
5 Someofmycolleaguesusedto.. ... Jbecause ..

B 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. had /[ used to have . (have) some sort of tape drive in their

home computerand2 ... {(back up) their hard drives, Other computer users

3. inotbackup) asthey 4. inot know) howto. Andit5 ... ... (not be)
relevant for people using computers at werk, as theirimportantdata6.................. {be} on an office server.
Atmost, people7 ... {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. lwork) 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

R — (be), and contain far too much data to store on CDs or DVDs, For example, we

10...... ... {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 dramaticaily in the past 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 | want to 1alk to you about continucus back-up protection systems ...

° 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 peaple do previcusly that they don't do now?



You can use be used to + noun or the -ing form of the verb to say that somethmg is familiar to you or that you
don't think it is surprising or unusual.

We're used to 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 form of the verb to describe how something becomes familiar.
It took me weeks to get used to wearing a uniform to work

Be/get used to can describe the past, present and future.

She was usé_dto commuting for over two hours a day.
Are consumers getting used to online shopping? (Is it becoming normal for people to shop online?)
Hot-desking might seem strange at first, but youll soon get used to it. (hot-desking = sitting at a different desk each day)

I3 UuUnderline the correct words in italics.
1 My clients are used to / get used to dealing with me. They trust me.
2 After 80 years, the modern consumer is used to/ gets used to the convenience of supermarket shopping.

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

4 Atfirst | wasn't used to / didn't get used to their way of working, but now | am happy to be here.
5 Before the credit crunch, people weren't used to / weren't getting used to falling property prices.

6 We were never used to/ never got used to her management style — she was toc different from our old boss.

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.

1 How has your market changed

over the past few years?

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

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

Were you a good employee
in your first job?

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

Yas, it was hard at first, but now | ... ... (lwrite}
all my emails in English - | do it every day, and
gradually ... {(speak) English on the phone,

| get more and more calls from the US every month.

Well, recently we ..., high oif prices, but in
the future | think we (see) higher prices
for everything.

We ... were used. to seeing.  (see) sales increase
by 20% or more each year. That's certainly changed
recently. Now we . re_getting used, to  2-39% rises,

Ittook meagesto...........cococor bl
the internal phone system._loften.......................... (put)
callers through to the wrong person.

o | I {not getup} early so |
.......................... (get} to work late.

b Write answers to the questions that are true for you.

fake 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.




Managing conversations

Welcome, everyone. | hope
you're all well and keeping busy.
OK. Right. S0, We've got reports
from Derek and Gabriela.

Read this extract from a meeting.

Which words show that the speaker wants to start the main part of the meeting?

I} starting conversations and meetings

A1 You can start a business conversation with these expressions.

introducing the topic I was wondering, do we need a new test schedule?
Oh, can | ask you something? s the [T seminar cpen to everyone?

disturbing a busy person Could { talk to you for a minute?
Have you got / Do you have a minute / a moment / a few minutes?

starting a conversation when the Could f have a word (about health and safety)?
| topic is serious I need to talk to you about / | wanted to have a word with you about expenses.

A2 You can start an informal, social conversation with these expressions.

general guestions ab_out people How are things? / How's it going? / How are you?

comments about the weather Nice/Lovely/Awful/Horrible weather {isn't it)!

questions about people’s activities | Busy day? / Are you busy at the moment?
i What are you doing / 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. ftemone ...

[E] Managing and ending conversations

You can manage and end conversations with these expressions.

changing the topic OK, so i1 tafk 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/ What do you think, Paula? Should we eal in the hotel? :
{ conversation Does anyone else want to comment / say anything? (in formal meetings)
interrupting the conversation Sorry, can ! just say something / make a comment / ask a question?

Can 1 {just) stop/interrupt you (for a moment)?

going back to an earlier topic Anyway, as ['you say/ as { was saying / as we/you were saying, this is a key project.
Getﬂng back to market research what about japan?

endlng the conversatlon ] nghr/So/WeH/Anyway, good to tafk to you. /1 call you tomonow. Bye ;

Handling conference calls

You can manage conference calls with these expressions.

managing the line 5 So, is everyone here? Can you all / everyone hear me? Are you there, Roberta?
Could you speak up a little, Marilyn? The line isn't very good.

: _ Just stay on/ hold the line while | try to get Alonso in Valencia.
; managing speakers {want to bring Josefin at this point.

1 Does anyone else want to come in and comment on this?

i ending the call ' So, maybe we can have another call next week?
f : Well thank you for your time, everyone. /Good to talk to you. Bye.

m Managing conversations




Practice

<A [ Complete these conversations using the expressions in section A. Sometimes more than one answer is possible,

1 A .1 need to have a word with you  about a serious problem that has come up in Quality Control,
8: Oh dear! What is |t? Come in. Close the door. ;

2 a: Sorry, Lionel. . ...Who should | talk to about room bookings?
B: It's Garry Waiker, on, Iet S see . hes on extens:on 2653.

3 A Hi, Louise. S e e R G
g: Oh, you know, when am | not busy?

4.5 2 Hello. Berek: ¥ "R alaFiie—y s o L. Se il mow =0 05
B: Yes, of course, Come in. Nothing too serious, | hope?

v
po

S BillAeRr T el Gt . . what happened to those photos you took at the Helsinki Expo?
B: Oh, they're still on my computer somewhere, I'll find them and send them to you.

6 A: Hello, Kyoko. ... Y B
B: Fine, thanks. And you?

7 A Hello, Eric, | know you ‘re.vety byt LR Niimmeri o e 2 L
B: Well, if it's quu:k lhavetogotoa meetmg in ﬁve minutes,

-4A3,B,C Complete this extract from a conference call using suitable expressions from the presentation and the
instructions in brackets. : :

PIETRO: S0, 1 ..,.t.':a,.@!&rgqnq.,h.&rﬂ ..... (n"éanage the line)? fﬂow are you alt? Gl S (manage the line)?
ALL: Yes. e L e e : :
PIETRO: Good. Just3 .. ... (manage the fine), everyone. I'm going to try to get Felix. 4...................

{manage the line), Felix?
FELIX: Hi everyone.

PIETRO: Felix, we're all here and ready to start. =R N T {start main business) Penny, you're going to tell
us about your visit to Ecuador

PENNY: Yes, It was very good. | had ggod.discussions with the distributor,

PIETRO:SGEN SRS S {manage the line), Penny? It's not a very good line.
PEMNY: Sorry Pl sit closer AR S IR {go back to an earller topic), | met our distributor and we talked
about opemng up in Guayaqml : :
NORBERT: 8 .............. =il {rnterrupt}ask a question? Can I ask which city that is? | don't know Ecuador.
PENNY: Guayaquil. It's actUaIIy the Iargest city and the mam port. _ '
PIETRO: OK, Penny We y _ok forward to hearlng all about that RV e 0 [change topic), 10 sapma

(manage. speakers] Jasmine at thrs pomt because sh eéds to talk to.us ﬁrst about schedules.
JASMINE: Thanks. Well | hope you all got my emalf?

ALL Yes.

4 A-C a o 552, 1 Llsten to the speakers and answer these questlons.

1 Who is-going bac‘k to an earher toplc? = » 4 Whois endmgaconversatlon?
SAbPEdCEr S 13 ey Rl e
2 Whois §tor;.t_in&_j.a“5§oéiai oonvéri.f;a_tiOn?- .5 Whois bringing someone else into the .
e i e e Ty R S £t CONVETSAtION? .ocooooorvcerviecnne

3 Who is starting the main part of a.discussion?’ ' 6 Who is ending a conference call?




m Test 2: Units 5-8

1

Underline the correct form of the verbs.

1 Whenever | was /was being in Paris | always stayed / was staying at the Hotet Normandie.

The construction work has started / started six months ago.

t did / 've been doing a lot of work with cur Korean partners since May.

Sorry | missed / was missing your call. | didn’t work / wasn't working at my desk when you rang/were ringing.
Have you finished / Were you finishing with that room yet? You were /‘ve been in it all morning.

Where were you going / have you gone this morning? You seemed / have seemed in such a hurry.

-~ th W\ A& W N

We were planning / have planned to upgrade the IT system this year, but we decided / were decid."ng it was
100 expensive,

8 The board yesterday' appointed / were appointing Simon Witliams to the post of Centre Director.

9 | wanted / 've wanted to speak to you about my presentation at next week’s conference. | was wondering /
‘ve wondered.if you had any suggestions for a case study | could talk about,

10 | was leaving / left the office when the MD cafled / was calling me into her office for a chat.
11 This morning | was sitting / ‘'ve been sitting on a train in London; now I'm here in Rome. Great!

12 Did you have / Were you having a successful meeting with the buyers? Have they signed / Have they been
signing the contract?

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,

Ihope 1 1...ve.made . (make) a lot of good decisions in my career, but 1think 2. {make) my
best decision about seven or eight years ago.

We3 {have) problems recruiting new branch managers. We &................_ ... tlook for)

peopte with both sales and managerial experiencebutwe 5. inot have) much success, 5o

16 i (decide} to introduce my training management programme. We 7 ... ... o (interview)
our best salespeopleand 8. (promote} the candidates with the qualities we = '

O S————— {fook for). The programme 10 .......... (teach) the candidates the key management
skillsthey 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.

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, worked.  (work) for a large international hotels group before 12 ... {go) into HR consulting.
My responsibilities3 ... gl 8 {include) organising company cars for regional training managers.
- The training department 4 {need) to cut costs because we 5. loverspend) our
budget for several years. Qur training managersé ... {not use) their cars very frequently, so |
7 {decide) to start providing them with cheaper second-hand cars, even though we
T {offer) them new cars previously. ' ' .
However, Isoon9................... {realise} that [ 10 _...................(make) a terrible mistake, We
{11 R — (receive) a lot of complaints from training managersand it 12.................. (not help) our
imagé when our regional managers 13 ... {arrive) at five star hotels in old cars.
What14 ... {i/fearn) from this? Well, within a few weeks 115 ... ... (see) that we
16 ..o (o5} 50 much in terms of trust and respect that it 17 ... (not be) worth the
moneywe 18................. {save).



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. & used 0 shopping  (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:

e Storingimportantdata 2. ... (need) whoie rooms of paper files. Computers have made
information easily accessibie.
e It3 {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,
Emnail allows businesses to communicate instantty around the world.
-® Businesspeople5....................(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 oiiiiieno . (be) constantly available — even at home or an the beach.
* Computers have also changed. In the early days of computers, only experts 8..................(know} how to
use themn. Now everyone 9. .. {work] with user-friendly software. In fact, employers these days
assume that office workers 10....................... (use} a wide range of programmes.

Complete this article about newspaper publishing using the time expressions in the box.

i[agcn already before earlier for In last never since When !

Bad news for newspapers

‘Regional news publishing is a very difficult business at the moment. I've 1.._never, . 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 ..., agreed, ‘It's hard to be positive
right now.

4 we bought the business, we knew that we wouid 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 Scuthern Herald 5 ... just
six months, B

Although all three are successful and experienced businesspeople, they have all had to make savings in their
publishing businesses.

L 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
numbershave9............. been cut significantly 10 . 2005, this time the future does not look very
bright at all.




=
The future 1 (be going to, present continuous)

Read this extract from a conversation.

Underline the verbs that refer ta the future.

I} Using be going to
A1 You can use be going to ta talk about people’s plans,

intentions and decisions about the future.

'm going to retrain as a web designer, but 'm not going to
telf my Goss yet.

Where are you going to advertise the vacancy! Are you
going to put an ad in the paper?

(») People use be going to more in speaking than in
writing.

A Going tois 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 resulfts are good — we're going ta make budge!.
1t’s going to be a good year.

Chients are not going to come to us if our fees are too high.
& Don't use modal verbs after be going to.

Are they going to be able to rajse the capital they need? or

Can they raise ... (ot Avathey-goingto-conmise)

We're going to have to spend more money on advertising, or

We must spend . .. {not Wearegometaraustspend)

[} 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 tornorrow? Are you meeting Nigel?

Next Tuesday moming 'm giving a presentation in the
conference raorm at ten otiock.

The board meeting's in the
diary for next Tuesday, | think.
Are you going to be there or not? |

Erm yeah, because I'm
not leaving for Nerway until
Wednesday.

Choosing between be going to and
the present continuous

€1 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:

s predictions about the future hased on evidence.

We've got the plans for the new office. it’s going to ook grear

when it's Anished (not iHoeking)
» future intentions,

a: Helen's got a problem with her PA,
B Again? What's she going to do about it?

s future states and situations with state verbs.
it's going ta be a tough year. (not i5-beirg)
- See Unit 3 {Present simple and continuous).

€3 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 ai the airport.




- A

- A

- B

El write the questions in this article about writing a business plan using be going to.

Writing a business plan

Writing a husiness plan is the first step in setting up your own business. It is important to get it
right to attract investors. Male sure your husiness glan answers these basic guestions:

1 What/you/ do/ in your business .. WHat are you qoing to do in your business ?
2 you Jneed [ RO DOMFOW IMOMEY . e e e e ?
3 HOW MUCH MONEY { YOU J NBBO 1. e ettt e ?
4 Who [ buy { your product or service ... .
| B HOW WL 1L SO oo
B WWhere | you f el it e e ?
7 How much { you { charge { for it .. ?
8 Why { customers { buy { your product and not a compehtor SR B — ?
9 How { your competitors [ react ...
10 they { be able to { copy your product easnly

El Complete this conversation using the correct form of be going to and a verb from the box.

[bé notbe notbeableto explaln haveto notlie notlike say‘ |

ANIsH: Bad news! The designer's got flu. She

15 gomg to be  off work for a week.
saRA: Oh na. That means that the launch of the new
website 2 ... 0N schedule,
ANISH: Yeah,we 3 ... .. ....... meetthe deadline
saRA: No,sowed ... tell Peter.
HeS .. it!
ANISH: | know. Karenand t 6. the problem o

....about it.!

. to him tomorrow. | 7
B that |tsdelayed

El Complete this conversation using the verbs
in brackets in the present continuous.

MONDAY 25 AFRIL

WASEEM: Hi Simon. What 1 ... are you doing 8.00
(you/do} today? Are you free? —
SIMON: Sorry, 12 P -lgo)toa '
meeting in five mmutes Then stralght after 10.00 :
that!3 ... (give) a talk to Department meefing
h i 5
LRSS AR Talk 1 new frainees - Room A
waseem: Where & ... (youw/do)
thag? _ 1200 1230 Joan fher office) — see new designe
SIMON: Room A5 (YOudcome)? 100 —r ;
waseem: Sorry, | can't. Um, what 115 Lunch with clignts from Palgo
..................... ? 2.00
G Yetidelbdierelitnehy 230 custormer vigits with new rep,
SIMON: Joan 7 ... {ShOow) me e
the new designs, Then the people from Palgo o8 \
B . {come) for lunch, And 3
.00
thenthenewsaies rep9 e (TOKE) g

me on some visits,

5.00 g/

6.00

waseem: Oh well, I'll catch you tomorrow morning,
then. Whattime 10 (you/start)
tomorrow?
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workshops 1

People often use be going to in presentations, workshops and training sessions ta organise what they say and to
manage the activities. You can use be going to to:

e say what the talk or workshop is about.

Today I'm going to talk about three issues facing the insurance industry.
 say what you intend to do (or not do).

In this second part of the session we're going to look at some case studies.

This slide shows some definitions of marketing; I'm not going to read them all out.
e explain an activity that the participants are going to do.

Now 'm going to ask you to get into groups of four / pairs. :
You're going to see rhreep.-ctures Later you're going to tell me the one you remember best.

e end the session. . _ ; :
Now I'm going to stop there. Does anyone have any questions or comments?
You can use a what-clause with be gomg to to introduce topics or set up activities.

What we're going to look at today is two aspects of advertising.
What I'm going to do now is give you all a handout with questions on it.

B See Speaking strategies 7 -

A be going to is one way of managing talks and presentations. You can also use other expressions.
I'd like to discuss these slides. Let’s have a look at the main issues.

Iwantyou to getinto groups. ~ Canyou all ind a partner for the next activity?

B> See Unit 10 Business talk (Organislngbresehtations and workshops 2).

B Look at these slides and notes from an HR manager’s presentation. Complete his spoken presentation
below using phrases with be going to.

| Three types of
questions

o open-ended
& self-evaluation
= preference

Effective
interviewing

Questio'ning

i Practice activity 1
technigues

- fve handolt,

Say what Dant 1o talk Say what | want fo look at / S eRTEAEN A
b i Say what | want fo focus on taik. about pairs g

- gtk for volunteere

Good morning. Thank you for being on time. OK, so let’s get started. 1. What 'm going to talk about
today is effective interviewing and interview techniques. In particular2 .......................... different questioning
techniques, or in other words, different types of questions that you can ask the candidate. 3 ... =

three types of questions. First, open-ended questions — these are questions that begin ‘How ..." ’Why oty or‘Can

you teli me about ..’ Second, 4........................ self-evaluation questions, which ask the candidate to evaluate
him- or herself. Then 5 ... preference questions such as ‘What do you like or dislike about your
current job?
OK, 50 nOwW B ..o is give you all a handout, andinamoment 7 .............c.c......... 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 persona

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, shall, the present tense)

Read this press release.

Which verb forms are used to talk about the future?

The Minister for Enterprise tomorrow /aunches 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 wilf talk about his recent £4.2m
acquisition of VX Communications.

-l See Unit 1 (Present Simple), Unit 2 {(Present continuous) and Unit 9 (The future 1},

] Forming the future with will

+ | Yous/He/She/tt/We/They l/will be OK.

- | YYou/He/She/it/We/They will not / won't be OK.

Will i/vou/she/she/it/we/they be OK?

When will l/vou/he/she/it/we/they be there?

2] Using will to talk about the future

B1

B2

B3

B4

You can use will when you decide to do something as
you're speaking.

[Telephone rings] 't answer it ... Sorry. She's a bit busy. She'll
call you back fater,

You can use wifl 1o talk about future facts or events you
think of as facts.

This company will be 100 years ofd in September.

You can use will to make predictions based on personal
opinion.

We probably won't get next vear’s budget ready on time.

People often use think and expect + will in statements and
think + will in questions,

& Do you think we'll reach our targets?
B: Yes, { expect we will

In negative statements, people use not think/expect + wilf
rather than think/expect + won't.

{ don’t think he'll arrive before :30. (not Hhinkbawent
GFEHE)

Using shall as an alternative to will

€1

c2

You can use {/We shall/shan’t as alternatives to /e
will/won't, but they are much less common.

{shafl be lote to the meeting, fm afraid. (| will be late)

You can use shail in questions with I/we to make
suggestions or discuss possible plans.

Shall { look at your report aftes funch?
- See Unit 14 (Modals 2) for other uses of shall,

[*] Using the present simple to talk

D1

D2

about the future

You can use the present simple to talk about schedules
and timetables.
The meeting starts ot 9:30. When does your flight land?

You can use the present simple (not wiff) to talk about
future time after when, until, before, after, as soon as and
once.

fif let you know as soon as he arrives. (not wher-hettarie)

When you leave this evening, please turn the lights off,

{not WhervewwilHoave)

" @ Choosing which future form to use

E2

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.

& Look at the time. He's going to be late.
& Don't worry! He'll be here. (this is my opinion)

Do not use will to talk about existing plans for the future.

Use be going to or the present continuous.

E3

I'm going to do /'m doing a presentation in Vancouver next
week. (not Hwiltdo)

You can use will and be going to (not the present
continuous) with state verbs, '

Hopetully ous customers will like / are going to like our new

CaMpaigr. (NOt oUFEUStERRer-areing)

P 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).



Practice

«4A-C [l Three managers are meeting to decide how to celebrate their company’s centenary.
Complete their conversation using I, wont't or shafl.

RICHARD: OK, so the company 1 Ik be 100 years old in March and we need to find a way to celebrate it.

MICHELLE: 2o we have some sart of party for alt the staff?

THORKILD: I'm not sure. Do you thinkwe 3 ... .......... have the budget for that kind of thing?

RICHARD: Well, wed ... . get a finalised budget before next month, but | don't think it
B e be a problem.

THORKILD: Right. We 6 ... have a party, then. Apart from staff, who 7 ... ... weinvite? .-
It would be good to get some VIPs or a guest speaker.

MICHELLE: Nice idea, although lhope we 8 ... ... find it difficult to get someone interesting.

THORKILD: Yeah, good speakers can be hard to find. And what about lunch? 9. weusethe
visitor’s dining room?

RICHARD: OK, but 10 ..._................we hire some caterers to do a special meal? Now, can we leave the rest of
the details to you, Thorkitd?

THORKILD: Sure. 111 ... prepareadraftplanandwe 12 . ... . meet again next week to
finalise the plans, OK?

-4 A B2D B} 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..Will be  (be) responsible for looking after one of aur VIP guests during the day {see attachment for details).

Outline of the day's events:

Gabriela Wulff, the guest speaker, 2................ . {arrive) at 11:00. John 3. ... {rmeet) her in the foyer
and take her to the conference rcom to prepare for her spesch, which 4 ... .. {begin} at 12:00 and

L S {end) at 12:30. Beforeshe 6 ... {arrivel, please take your VIP to the main meeting
room

After Ms Wulff's speech, you 7 ... ... {take) your VIP 1o the visitors’ dining room for lunch, but you
B {rot eat) with them because of the limited space on the VIP table. Staff9...................... (eaf)
together in the canteen.

Lunchi1® ... {fast) from 13:00 until 14;30,

In the afternoen from 15:00 to 16:00 there 12 ... (b€} a tour of the company.

Ms Wulff's train 13 .. ................. {depart) at 17:00.

-4A,B2-4,E || 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.

_ __@ 2 Q- Google ) II
How bad 1.5 it going to get  (it/get)? |
All the evidence suggests an economic siowdown. Interest, inflation and energy costs 2 ... (rise} in the rext few months if
current trends continue. Its obvious we 3. ................ {find) things tougher. .
Sohowd ... (smalt businesses / 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 have? i you're self-
employed like me, then { don't think it 5................. (be) worth paying for unemployment insurance. You're the boss: you
6 e, e {probably [ not make) yourself redundant! 17 ..o {see) a financial advisor next week to see if she has any
other money-saving ideas and | recommend you do the same, 18 ... (et} 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 / put up) interest rates at
the end of the month and | 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 1. {grow) by 0.5% over the s

T

next six months. There is no reason o pamic. 12, {you / survive)? There's no reason why not ~ it's in your hands.
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pec sle.  lon't think your office is bi er

_What. time. does. your. office. open.
_komorrow . moming? .

Make it personal

Make three positive and three negative prediction



rgan
workshops

-4 See Unit 9 for using be going to in presentations.
People often use will to organise what they say in presentations, workshops and training sessions. You can use will to:
e give information about the content.

My talk/presentation/session will focus en our company’s advertising. It will cover four main areas.

e give information about timing.
My talk/presentation/session will take about half an hour. | won't take up too much of your time,

e structure the session.
In the first part, we'll look at our latest advertising campaign. Then, I'll show you / outline the results. Finally, I'll sum up
before making some recommendations for future advertising strategy.
e deal with interruptions.
I'licome (on) to that (point) later / in the next section.
I'll go/come back to that (point) in a second. Is that OK/ all right?
e invite questions.
'l be happy/pleased to answer / I'll answer any questions at the end of my presentation / now.

E3 Read the speaker’s notes for a presentation
about her company’s online sales strategy.
Complete her presentation using will and
a verb from the box. Sometimes more than
one answer is possible.

Online sales strategy (45 ming)

| why we needed a new website

2 who designed the website

3 technical problems we had

4 online saleg so far

5 recommendations for future development of the siie

answer cover dealwith foeuson
look at outline show sumup

make take £ questions
My presentation 1...will_focus on  our online sales strategyand 2 .................... five main areas.
€3 ! about 45 minutes. In the first partwe 4 ... whywe needed a website. Secondly,
(5. = S you who designed the website. Then, 16 .......................... some of the technical problems
we had. Afterthatwe 7 ... the online sales so far. Finally, 18 ...............and 19 ...
some recommendations for the future development of the site. [ 10....... .................any questions at the end of

my presentation,

10.1 Listen and check your answers.

During her presentation the speaker was interrupted several times. Write answers to the questions using
an expression with will.

1 DELEGATE: (during section 1) Sorry to interrupt, but did you have any technical problems with the website?

4 DELEGATE: (at the end of the presentation) Can | ask a question now?
SPEAKER: ............or.cosiobusessssssbinh Ao e e e o S e

2 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.

ARE YOU A BUSINESS GRADUATE?

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'll have found a new job by the end of the fair!

a Which actions are in progress during the fair?

b Which action will finish before the"éh‘d of the fair?

Il Forming the future continuous

+ lwill be staying there next week. 1
— iYou/He/She/It/We/They ; |
- won't/ will not be staying there next week. |

|

When will be staying next week? :

? - Iyoushe/she/it/we/they 7

| will be staying there next week? |

) we shall/shan't are also possible but much less common than wilf.

- See Unit 10 {The future 2).

[E] Using the future continuous

B1 You use the future continuous to talk about an action in progress at a specific time in the future.

1'if be going through the Ainancial reports this afternocon. going through reports

Now '- This afternoon Future

B2 You can use the future continuous to talk about events that are planned or decided. The meaning is similar to be going to.
'l be meeting the new team later this month. {I'm going to meet)

B3 You can use these time expressions with the future continuous: afl night/week, at 6 pm, for the whole month/year, this time
next week, during/in the next month, this week, tororrow, soon.

tlt be leaving at 4 pm today.  We'll be closing for the whole month for refurbishments.

Forming the future perfect

+ 1V l/will have finished by 6 pm. :
— {/You/He/She/it/We/They ; - i
- | won't/ will not have finished by 6 pm., .
s 1
When will i have finished?
— 1 I/youshe/she/it/we/they | 3 “
witf i have finished by 6 pm?

[ Using the future perfect

D1 You use the future perfect to talk about an action that you think or predict will happen before a specific point in the future.

¢}t have written the report by 2 pm. finish writing the report

Now 2pm Future

Py

D2 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 profis will have risen from £20m to an estimated £50m.



; Practice

<A,B E 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, | was just daydreaming about my
holiday next week. | can’t wait. This time
next week | 1.l be fiyng  (fly) to Mexico
with my wife.

SIMONE: Wow, that sounds great! Where
2 . you/stay)?

KARL: We3 .. .. .. ... (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)alotofsightseeing. Ourfriends5. ... (take) us to see the
Mayan pyramids - Palenque, Chichén Itza 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, 18 ... .. ... (think) about you while I'm stuck here working. I'm so jealous!

11.1 Listen and check your answers.

<«C,D B Complete this conversation using the verbs in the box in the future perfect.
achieve announce appoimt choose have join not make start

SARA: 1. WUL you have appointed.  (you) the new manager by the end of the week?

GERARD: Well, the final interviews are this afternoon,sowe 2 ... a decision by the end of the day,
butI'msurewe3 ... someone by tomorrow lunchtime. Then if we offer them the post tomorrow
afternoon, | expectwe 4 ... ... ... areply fromthem by Wednesday or Thursday. So if they accept
quickly, then I hope we 5 . e the appointment by the end of the week.

SARA:l 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?

<4B,D [E 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 '/l be making several key changes over the T i,
coming year. The good news is that we 2 'l have opened three new branches 2 U be opening
this month. We 3 ’Il also have transferred our head office into new premises by K O

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 P —
will improve efficiency. We 5 'll also have taken on between 50 and 100 new staff 5

during the next four months to help cope with the extra work.

We 6 'll have published more up-to-date guidelines on working practice in the 6
next few weeks and | 7 'll be checking personally that these are clearer and 7 [

easier to understand than the old version. Despite the extra costs some of these
changes will incur, | confidently predict that by the final quarter, the company
8 will have exceeded budget for this year. Thank you for all your hard work. 8
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Business talk:

‘Using the future continuous to
be polite

You can use the future continuous when you want to soften questions about the future and make them mare polite.

Direct question

When will you come back?

Do you want me to pay now?
How are you going to the airport?
What are you going to do here?

More polite question

When will you be coming back?

Will you be wanting immediate payment?
How will you be going to the airport?

What will you be doing during your time here?

0 Will you be wanting/needing ...? are quite common, especially in the travel or hospitality industries.

Will you be wanting someone to collect you from the station? (person expecting a visitor)
Will you be needing any further information about our product? (sales person to client)

@ write polite questions using the future continuous. Then match the direct questions {1-10) with the polite
questions (a—j).

1 5hall | give you the money today or tomorrow?

Do you want to pay cash or by credit card?
Will you be here for one night or two?

Do you need any equipment, tea and coffee,

- more chairs, etc. for the talk?

10

Do you want us 1o telephone you at seven?

Do you want to visit the gym?

What time will you get here?

Do you want us to bring any meals up to you?

Are you coming by car or train?

What do you expect to do while you are in

London?

Make it personal

a you /want /to use the sporis facilities?

How / you/ pay?

you / need / anything for your presentation?
you / want / room ser.vice?

When / you /arrive?

H ow / you/trave p .....................................

you / need / a wake-up call?

What / do / while you are in London?

How long /-you / stay?

it needf peserenarl

. When will you be needing payment?.

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? ¥




0

Read this business forecast.

Which expressions refer to the future?

~ " Other ways of talking about the future

666 P — ————— b 2 et ©
b il AL P EP———C\ )
Manufacturing employment is expected to decline, and the car industry is set to see the biggest decrease. m

Inflation is likely to rise because of increases in the world oil price. 4

Al

A2

A3

Likely and unlikely

You can use be/sseem + likely/unlikely + to-infinitive to say
something will probably happen or not hapgen in the
future,

Econamic recovery is likely to happen siowly.
Is Anna likely to visit us during the coming weeks?
interest sotes seem unlikely to rise over the coming year.

© Instead of unlikely, you can say not fikely, but this is
less common.

The Extraordinary General Meeting is not fikely to take place
before December,

You can also say it is/seems likely/unlikely that ... + wilf,

it's likely that Carlos will fose his job at the end of the year.
{Carlos is likely to lose his job)

1 seems unlikely that our interne! saies will increase rapidiy.

) [tis/seems fikely/uniikely that ... is less common than

be fikely/uniikely to.
You can use adverbs before likely/unlikely to make their
meaning stronger or weaker,
weaker R —- S(FONJer
quite fikely very likely most fikely
rather unlikety very unlikefy highly/extremely
unlikely

The ecanomy is very likely (o slow down in the second half of
the year.

1think its highly unlikely that we'll take on any new projects
this vear.

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 shappers more fikely to buy clothes antine in the future?
The north-east region is the feast likely to grow economically
compared with other regions.

» See Unit 37 {Comparisons 1) and Unit 32
{Comparisons 2).

[ 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.

» beto = 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.

e be about to = something will happen very soon. It is
not normally used with a time expression (e.g. a date
or time}

The company is about to launch a new range of sports
clothing. {not sebsuttoaunchrextweck)

¢ be due to = something is going to happen at a
particular time or date

Several major companies are due to announce half-year
diviclends next week,

e besupposed 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?

¢ beexpected to = people believe something wili happen
Transport costs are expected to rise nexr year

s besetto = the conditions at present mean that
something will probably happen

Dubai Airport is set to become the world’s largest airport.

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 / was supposed to / was due to give a
presentation last week but ke was off work with a cold.
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February wilf probably be a good month for us. .48 lkely to be

El Rewrite the words in italics using (not) likely / uniikely to. Which sentences are true for you or in your opinion?

Qur company will, we expect, begin developing a new website before the endof theyear.................

Wil next week be a busyone? ...

| probably won't be promoted this year, ...

We'll probably make more conference calls later this month. ...

Will anyone need the projector during the next few days? ...

| probably won't finish everything | have to do by Friday. ...

More countries wilf probably enter the EU over the next tenyears. ...

Customer needs are probably not going to change much over the coming years, ...

Electric cars will probably become the most popular way to travel in the nextten years.................

Digital camera sales worldwide

116
714
112+
1104
108
106 4 ! . PN .
1044 R S R .
102

Units in millions

2009 2011 2013 2015 2020
year

digital camera sales / continue / grow

L tefseems lkely that digital camera
. sales will continue to grow.

digital camera sales / decline / before 2020

EU population trends
475

465
460
455 4+
445 1

millions

2004 2015 2025 2050
year

the population of the EU / rise / to 470 m by 2025

the population of the EU / continue / to rise after

2025

Bl Write predictions based on the information in these diagrams and the words in italics using fikely/unfikely
that. Then write one more prediction for each diagram.

World’s biggest Internet users (in millions)

year

2010

2015
2020 #

2025 B

2030 ——-

year

| 2000 2007 2015

(predicted)
. 212 398
- 162 “4_50
88 98

3 China/be/the world’s biggest Internet userin 2015

4 USA/be/the world's biggest Internet user in 2015

% of UK households with 2 cars

more than 25% of households / own / two cars in

2020

car ownership / decline sharply / over the next 20

years




*_1 A3 [E write sentences using the correct form of the verbs. Add an adverb {quite, rather, very, highly, extremely,
more, feast) in the gap before likely or unfikely to show your opinion about the probability.

1 It/be/ unlikely / that / humans / travel / beyond the solar system in the next ten years,

<48 [ underline the most suitable words in italics in these economic predictions.

Ro-Steel is set to/is due to become the world's largest producer of steel by 2020.

Eco-tourism is supposed 1o/ is expected to continue to grow over the coming decade,

NX Radio is about to /is expected to launch a sport-only TV channel, It will start broadcasting this Friday.
The government js to/ is due to raise the tax on diesel fuel from midnight, it was announced today.

Patora City is set to /is supposed to have the world’s biggest golf course. It will open two years from now.

;N B W N -

The fashion industry is expected to /is to grow by 20-25% over the next year, analysts predicted today.

-«p-¢ B Find and correct three mistakes in each of these emails.

1 8080 e : e 2 s 8 .

. Fle DR Vew Jamt rome Iwk Mt b &

|

Dear Jerome, |. ]
| Hi Julia, 1
I

As you know, Hugo is due arriving from Atlanta tater

to
| know you're not likely yeu read this email before

tomorrow since you're traveliing today, but as we're about

sending the brochure to the printer's, | wonder if you could | today and we were supposing to meet him tomorrow

just take a quick look at it to see if it's OK. 1 going to ask 5 at 10.30. However, I'm double-booked for the
you before you left but | forgot - sorry. (] attach the PDF ' morning so could you look after him till lunchtime?
vérsion of the brochure.) The meeting I have to go to is expect to finish
Have a good trip around 12.30, so I could be with you at about 12.45.
Akiko Thanks,

U Gregorio

Malke it personal

Write a sentence about each of these.
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

¢ something that is set to change at your workplace

L Pl Other ways of talking about the future



Business talk: Future time expressions

Here are some time expressions for talking about the future that are often used in business.
e going forward and looking ahead
The company sees excellent opportunities in e-commerce going forward. (starting now and continuing into the future)
Looking ahead, the hotel’s advance bookings for the summer are very good. (looking into the future)
(=) Going forward is especially common in business situations but not in everyday,
non-business conversations.
e [n the near/immediate/foreseeable future

Intense competition will continue in the electronics market in the foreseeable future. (as far into the future
as you can imagine or plan for)

There is no sign of economic recovery in the near/immediate future. (soon - immediate future usually
means sooner than near future)

[0, In the near future is much more common in business contexts than in the immediate future.

e [n the short/medium/long/longer term
I don't think there'll be any improvement in business in the short term. (for a short period of time in the future)

Autodal International plans to double its production of cars in the medium term. (for a medium period
of time in the future)

Space tourism is expected to grow in the long/longer term. (over a long penod of time)
(*) Inthelong term is more common than in the longer term.

B 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
of this year, so we're pretty optimistic 1. in _the medium term  (over @ medium period). But

2 (for a short period of time} | think we'll continue to see a slight drop in the
market, and 3. (in the period of time nearest to now) | think we need to continue
to be very careful to minimise risk for investors.

LYDlA: And what about the general financial picture d.................................{as far into the future as
you can see)? What's your view?

ANDREAS: Well, after a difficult start to the year, | think that things are likely to improve

(starting now and continuing into the future). And actually,

(looking into the future}, there is every reason to be optimistic about the
general global situation. 7 ... Yo {over a Ionger period of time} it’s harder to predict,
but Fm hopeful that the situation will continue to improve.

LyDia: Well, it's good to hear that you're generally optimistic.
ANDREAS: Yes, lam.

@ 12.1 Listen and check your answers.

ke it personal

You can search online 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.




Read this conversation between two colleagues,

[ know. | really do
think this is the tidiest
", Ve seen your desk.

It sort of feels a bit strange
to have a tidy office.

Which waords do the speakers use to:
a emphasise a point?
b soften what they say?

[} Emphasising
People often emphasise what they say to show others how strongly they feel abaut something.

A1 You can use these words to add emphasis,

extremeg‘y)very/real_’fy/so + ad}ective/ad\_te.r.g : _O_u_r boss is s0 dfsorg_rq@fs;d. He's very often late.
' really + verb { really hope we'll do well this year.

verb +“very much /o lot ] . il f'm enjoying my ne.w}oﬁ;eq much/a Jot. :
Jjust {stressed} + adjective/adverb/verb/noun | My new office is just amazing. | just love it,
such {a/an} + (adjective) + noun My affice js s:_;_ch_a (terrible; mesg__

A2 You can use absolutely/completely totally, especially with adjectives and verbs, Absolutely is often used before no and nothing.

Sorry, | completely forgor.  I've absolutely na idea what'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 aff.
& Do you mind if { take tomorrow off? 8 No, net at all. That's ne problem at alt.
A4 You can say / do + verb, especially think, know, flike or feel.

! do think we should send out price fists with the new brochures,

[(] Softening

People aiso often soften what they say to sound less direct, less critical or more polite.

B1 You can use these expressions to soften what you say.

I think I think we need to look at our reporting lines.

maybe / perhaps / probably Perhaps we should cut back on our spending. We probably should
?ort of / kind of + verb/adjective/adverb I sort of want to leave the arrangerments kind of fexible for now:

a (little} bit / a little / slightly + adjective/adverb tatways feel a little bit / slightly uncomfortable when { meet the CEQ.
just [not stressed] + noun/verh/adjective/adverb twas just calling to say hello, Just a second I

B2 Yot: can also use not very or not really. Not realfy can be a polite way to say'no’

This program is not very / not reafly easy to use.
& Areyou enjoying your new job? & Not really.

A\ But really not emphasises the idea. Compare:

i don't really like our new Account Manager. {softer than ! don't fike)
{ really don't like our new Account Manager. (stronger than | don't fike)

| Emphasising and softening



Practice

- A ﬂ Look at these comments from staff when they were shown rournd their new modern offices
for the first time. Emphasise their comments using the words in brackets.

very 50

1 I'm fimpressed - it's £ stylish. (very/so)
2 It's different from what | expected, (completely)
3 llikeit. (do/a fot)
4 Itli make a difference, going into work.  (such)
5 It's wonderful. It's fabulous. (abso!&tefyﬁusr)
& [won't miss the old offices. {atall
7 The furniture looks expensive, " (extremely)
8 I'm looking forward to working here. (really)
9 They've planned the space well. : (reaﬁy)

10 | must say thank you ta the design team, {very rﬁuch}

<B E Two partners are discussing a new advertising leaflet for their business.
Soften their criticisms by underlining the most suitable words in italir.s j
MIGUEL: It's 1 5o/ g bit disappointing. | 2 dor treally/ reaf."y don't Ilke it. Do you? =
ELEnA: No. 3 Not at all, / Not really. - .

MIGUEL: |4 just/really feel that as publicity it's 5 not reafly / really
not projecting the image we want.

ELENA: | know. 6 { think /1 really think it \ooks 7 a bit/ so old-fashioned

MIGUEL: It's 8 reafly / sort of weird - it 9 kind of / reafly looks like it's
from the 1980s. =

ELENA: 10 Perhaps that's / That’s totally deliberate. It's called retro? -
MIGUEL: You're 11 probably / absolutely right.

ELENA: The marketing message isn't 12 very dlear / clear at all.
MIGUEL: Yeah. Are the photos 13 slightly / very much out of focus?
ELENA: Yes, they are — 14 g fittle bit / a lot.

MIGUEL: We 15 absolfutely / maybe need to get some alternative \
designs.

0 $53.1 Listen and check your answers.

-l A E] Add expressions to emnphasise {T} or soften () what this office manager says about
one of his admiinistrative assistarlts
Have you got a minute? | 1 _just J, wanted to talk 10 you about Hannah. 2 ...... 1
this is nothing 1o worry about, but | meanshe usedtobe3 ... ... . T efficient. And
lately she's —well,if 'm& ... .. ... ... T honest, she's become5.,..“.,,..___;___,.........._- ............... &
absent-minded. SheS G ... ii easn_y dl_stracted you know. Her mind is not on the
oD 750, e b nde | L T.Butshe's8_ .. .. bt o M T a sensitive person - she
O O TP = T gets upset if aniyone criticises her. 110........... e s e T don't want

to take dnsc:pllnary action, but | don’t know what to do.

@ ss3.2 Listenand compareyouranswers.




m Test 3: Units 9-12

Complete this advertisement for a new supermarket using will or won't.

Our new store 1. Will._ offer gur customers more products than before. Of caurse, you 2................... still
be able to buy all your favourite items, And you 3 ... need to worry about higher prices as we
A continue te offer excellent bargains to all our customers.

Please complete our online survey about your shopplng habits. This5 ... 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.

3

1 We expand / re going to expand our product range to meet the growing market,
2 Ol stocks are running out, so obviously the price of petrol is going to rise / rises steeply.

3 A My computer’s crashed.
B: Don't worry. I'm going to help / Il help you.

I'm meeting /'l meet the accountant this afternoon. Do you have anything for him?
As soon as Ms Karsova will arrive / arrives, please send her |n

I think the meeting won't finish /1 don't think the meeting will finish befor\e 6 pm.

{ expect the CEO won't freeze /| don't expect the CEQ will freeze salaries this year.

Will we start / Shall we start? | think everyone's here now, -

Is the company going to make / Does the company make a profit by the end of this year?

[T T- T - B Y Y - TN . I

How many people will be / are at the presentation tomorrow evening?

Complete these sentences using the verbs in brackets in the future continucus or future perfect.
1 Itis 10 am now. I'm giving a presentation tomorrow between 9 and 12.
This time tomorrow, 'L be gixing __(give) a presentation.,
2 Itis 12:30 now. I'm giving a presentation tomorrow between 9 and 12.
By this time tomormow, | ... {gr‘ve] my presentation.
3 My company has moved to a new building. ! now work in a new office.

................................................................ {(not work) in my old office from now on.

‘4 We need more staff, We've put an advertisement in The Economist from tomorrow.

W e {advertise) for new staff from tomorrow.
5 Youtook an exam last month. You expect the results next week.
The examboard....... ... ...{not send) the results yet
6 | need the report by the end of today Iwant to know if it will be ready intime,
e, e e e (you finish) it by tonight?
7 Your clients usually stay at the Hilton. You want to k'nov'\;r if they will stay at the Hilton again next week.
.................................................. e s e e e (YOU SEAY) @ the Hilton again?
8 You are getting a new company car. They promised to deliver it this afternoon.

Thope they .., {deﬁver}_'it by"5:30‘ I need it this evening.



4 Complete this extract from an airline company’s website using the words in the box.

laredueto areexpectedto in the foreseeable future  is extremely unlikely that |

(islikely that issettoc Looking ahead -seemshighlylietyto were supposed to |

Blujet Airways has already won a nurnber of Best Airline awards and it 1 _seems highly lkely  to win many
more in the near future, Profits have grown every yearand they 2 ... ... continue to increase.

Qurcompany 3.................... be among the first to run routes using the new 555-seater Airbus super
jumbos, The first jumbos 4 ... ................be ready earlier this year, but they took longer than expected.
The good news is that they are now readyand 5. .. ................ 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. Asaresult,it7 ... withthese bigger planes we will be able to introduce lower fares.
Competitive pricing is critical to the success of this venture, soit8............... . we will increase the fares

5 A CEQis 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 / will buiid a new conference centre in King Street. The
construction 2 was supposed to start / is due to start two months ago, but sadly the planning permission
was delayed. So | am pleased to announce that we now have the permission and construction 3 starts / isn't
expected to start next week. We 4 are marking / are likely to mark the occasion with a cererony on the site.
Of course you are all invited.

5 Looking ahead, / 1t seems likely, the first phase 6 doesi't finish / is not due to finish until early in the new year.
Once this 7 happens / will happen, we 8 are expected to organise / will be organising visits to the site for small
groups from each department.

It 9 was supposed to / seems likely that the final phase 10 worr't be / isn't being complete by the end of the
summer, although we don't expect that it 11 won't be / will be delayed beyond autumn at the latest. By then,

we hope that we 12 are expected to recruit and train / will have recruited and troined a farge number of new staff
to work in the centre. '

As soon as the conference centre 13 is / is going to be ready, we 14 are about to invite / are going to invite all the
local businesses to an opening party. The new conference centre 15 is due to host / is expected to host up o 30
conferences a year and | am confident that the venue 16 will be / 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.

DAVID: Yes, lam. 2. .. . . ... {Howmanypeople/you/think/attend)?
NATALIE: Oh, at feast 350, | expect.
DAVID: Wow, that's great. By the way, 3..................... (what time / the conference / start)?

NATALIE: At nine, but we'll be there earlier to set up.
DAVID: 4...........(I/comealong)then to help you?
NATALIE: That would be great, thanks.

DAVID: No problem. | can help at the end as well,if youwant. 5. {Whattime/we/supposed/
leave} the building? :

NATALIE: Around seven, | think.
DAVID: 6. (the presentions/finish} by then? There are alot of speakers,
NATALIE: | guess so, but it’s a tight schedule.

DAVID: Yes, and | want to have time to meet some of the speakers during the day. 7 ...................... {they / sign)
. their books during the breaks?

NATALIE: | expect so. It's a good way for them to meet the audience,

DaviD: Great. One last question, 8.................... (you/likely / need) any help getting things ready this
afternoon?

NATALIE; Thanks, but | think everything’s under control.




asking, offering and giving permission)

Read this sentence about starting a new business.

What do-you think can means here?

a something is possitle but it is not probable

b something is possible and it does actually happen

Al

A2

A3

Talking about possibility and
ability: can and could

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 alt night if we've got a tight deadfine,

You use can/can't to talk about people's abilities in the
prasent.

Can you speak Spanish?
misorry, we can't offer free delivery outside the £

(+) Cannotis possible instead of can’t but is very formal
and emphatic.

You use could to talk about things that were sometimes
true or people’s general abilities in the past,

Iy ex-bass was g brilfiant salesman; he could sell anything!
Ten years aga 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 | managed to / was able to calm her
down. (not Fewld-catm)

[ Talking about possibility and

B1

B2

ability: be able to

You use (not) be able to / be unable to with other tenses,
not can(t).

In five years” time we'll be able to have high-definition video
conferences. (not wewilfean)

Would you be able ta get fiere by 9am?

I've been unable to /| haven't been able to reach him ail
morning. He must be in g meeting.

'O 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 / are unable to give you a guaraniced
price at this peint in time.

When you start a small business, finding
answers to the most important questions
con mean the difference between
success and failure,

1

€2

Asking for something

You use can/could/may I to ask sormeone for something.

a Can/coufd/may | have a non-smoking room, please?
& Yes, of course (you can/may). (not efcourseyes-coutd)

A\ Don't use cauld in short answers if someone asks for
somathing or asks for permission.

(*) May and could are more format than can.

You use can/could/would you or would/do you mind + ing
to ask someone to do something.

& Can/Could/Would you send me a copy of your presentation
notes, plegse?
B Yes, of course { can/could/would),

¢+) Couldis more formal than can.

#. Would/Do you mind giving me o fift home?
B No, notat all / Sure /No problem.,

(+) Would you mind + -ing is more common than do you
mind + -ing.

P See Unit 15 (Modals 3).

2} Asking for and giving permission,

D1

D2

offering

You use can/could/may 1/ do you mind if + present simple
/ would you mind if + past simple to ask for permission.
The positive answer to do/would you mind if is no, not yes.

- Can/could/may I use your office while you're away?

© Yes, you can/may. (not Yes-yon-couid )

- Do you mind if | come to your meeting?
8: No, of course not.

)

ol

I

=

. Would you mind if { left early today?
. No, not at all

[u sl

) Would yeu mind if + past tense is less common than
do you mind if + present tense.

You use will/can to offer to do something.

That's a heavy suitcase. I'lzcan carry it for you. (not feareit)



- A1l E} Complete these extracts from a training seminar using the verb in brackets in the present tense or with
can, Sometimes both are possible.

Good branding of a product 1.. .15 (be) important because

2. e (create) brand loyaity, If the customer's

experience 3 ... ........[be) positive, theyll buy more. And
customersd ... _{be)very loyal to products which they

S {fike). If they like a product, this6 ... {fead)

them to buy other products with the
same brand name.

Your behaviour towards your employees 7 ... ... (have)

a huge impact an the success of your company. If you
8..............(have} poor management skills, you are likely

to iose good staff. What's more, bad management

9 ... . (result)inlow morale, which 10, ........ ... {be)

always disastrous for any business, large or small.

-4 A1-3 ﬂ Rewrite these sentences using can(’t), could{nt) or be able/unable. Use the full forms cannot and coulid not
where the situation seems more formal.

1 It's possible to get a direct train from where | live to the station near my office. _
L 1/You can get o direct brain from where | live to the stabion vear wmy office.
2 Do you know how to add dates 1o a spreadsheet? Because | certainly don't know how to do it!
3 Iris managed to persuade Philip to speak at the sales conference.
4 | didn't manage to get hold of Flavic yesterday because it was a public holiday in Brazil.
5 Did they hear what we were saying? It was a terrible line!
6 Small, focal stores found it impossibie to compete with the new superstare 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 | had at Mantech knew how to speak four languages.

-4B-D [H Choose the correct ending for each question.

1 Do youmindif observe yous team at work? She's just started today.

2 Are the directors able to b get hold of Gina Suarez yet? | really need to talk to her urgently.

3 Why were they unable to ¢ take alook at this later? I'd appreciate your opinion.

4 Would you mind d | used your phone? Mine’s not working.

5 Would you mind if e join us for lunch? We would be delighted to have the pleasure of their
company.

6 Mayl f lleave early today? It's my son's birthday.

7 Couldyou g deliver on time? What was the problem?

8 Have you been able to h locking after this projector while I'm away?

9 Can Maria i sitnexttoyou?




aA-D [ 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.

2 Ask one of your team if it will be possible for them to speak at the sales

conference,

3 You want 10 book a business-class flight to Bangkaok. Get a price from an

airline agent.

5 Reply giving permission to someone who asks, ‘Could | use this desk for an hour ar so?

6 Ask a senior manager if it is possible for them to attend your group meeting today.

o 13.1 Listen and compare your answers with what the speakers actually say.

«A-D B Read this email from a university professor to her MBA students. Rewrite the sentences {1-6) using the

words in hrackets.

g [MBA Students

sugec: | Guest seminar

Dear MBA students,

t {can) 1 want to ask you ail to make sure you are free

for a special guest serninar with the President of Quantra
International, Mr Jan Rundaf, on 27 Octaber. 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. 5 (could) We hope

ta start at 7:30, so please ail 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 Can | ask you all to / Can yow all make sure you are .

free for a. special guest seminar with the President of
Quantra. International, Mr Jan Rundaf, on 27 October?

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 ...7 that you could use with that -

person in an English-speaking context.

Modals 1 {talking about possibility and ability, asking, offering and giving permission}



There are other verbs and expressuons that can express ssmilar meanings to can, and whlch are often used in
formal business wnting : -

enab!e/aﬂow/bermir someone to do somethmg

You can organise all your contact .-nformarron with this software
- This software enables/nﬂows/permrts you to orgam:e all your contact .'nformatron

let. someone do somethmg

A companycan monitor every p,hone caﬂ' w;rh rhfs rechno.'ogy
-3 Th.'s technology lets a company.monltor every phone call. (not

make it possfbfe (r"or someone} to do somethmg

You can upload !arge files qu:ck!y w.-th broadband

— Broadband makes it pomble {foryou to upload large files qu:ck.’y (not Breeébend-mekes-pembleteﬁﬁh&d}
be known to do somerhmg '

Plastic handles can break very eas.-fy, s0we use h:gh quahry metal ones instead.
— Plastic handles are known to break very easily, so we use high-quality metqf ones instead.

A 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.

haghest standards. We offer brochure and pubhmty ieaﬂet temp[ates whach 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 online 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.

1 ...enables you to design  (enable) 4 {fet}
2 R (allow) e S S (permlt]
B o (know) 6 I S = (make)

Correct the mistakes in these sentences.

1 The webcam on our PC at home lets me e see my children when I'm travelling.
This database enables us access all our customers’ contact details immediately.

This type of conveyor belt knows to develop faults after a year or 50 of operation.

2
3
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

¢ an aspect of technology that allows you to do your job more efficiently




‘ Modals 2 (making suggestions and

giving advice)

_Read this advertisement.
a How many suggestions or pieces of advice can you see?

b What structures are used to give advice and suggestions?

Y Making suggestions, giving and
asking for advice: should, ought to
and could

B1

You can use should (n't) or ought (not) to to make a strong
suggestion.

Al

You should / ought to phone and telf him you'll be fate. {this is
the best thing to do)

We shouldn’t / ought not to have that training session
tomorrow. Mobody can come.

B2

A2 You can also use you should {n1) to make informal
suggestions or recommendations.

You should see the Great Wall if you're going to Befjing; 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 1o suggest

ane possible action out of several,

(= |

& Canihelp you?
& You could do the photocopying. (or you could make some
tea)

C2

A Where's Henry?
& Could you phone him and find out?

'O Should and could are more common for making
suggestions than ought to in a business context.

A4 You can also use should [ in questions to ask for advice,
Should | have the meeting before lunch?
A Don't generally repeat the second verb in a reply.

& Should { call our new supplier to find out what’s wrong?

8 Yes, ([ think) you should. {not ¥esreusheuldcall)

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.

£} Making suggestions: might

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 tomormow.
We might be better off discussing this in tomorrow’s meeting.

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 meeting’s been cancelled so t may as well finish that report
fnstead.

A Thisis spoken language and wouid not be.
appropriate in formal written reports.

Making suggestions and asking for

advice: shall

You can use shalf we to make suggestions about what you
and other people could do.

S0, shall we move an to the next item on the agenda?
You can also use shall f to ask for advice,

Whot shalf | soy to our Brazitian agent? (asking advice)
A Don't use shatl in a reply.

& What shalt | do with the feedback surveys?
e You could/should presemt the data at our next team

meeting. (not Yeushaitpreseat)
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-4 A, B1,C

E 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.

L You should [ oought to arrive on Bme. e

Write questions using the words in brackets in the correct order, Then complete the answers using might,
should (n't) or could. ' -

1 & If 'm feeling nervous in the interview, .. shall | chew gum to relax 2 (chew/gum/{/shail / to relax)
B You . shouldnt  do that. It'simpolite.

2 A I'mgoing to be lateto the intarview. ... 7{/them/phone/shall)
8 You. .. ... ... ........callifpossibie so people don't have to wait for you,

3 A ldor'treally want thisjob. ... ?{should/I/what/do)
B: YOU oo as well do the interview for practice.

4 A ... Mwear /1 / a suit and te / should}
B: |t doesn't matter for this job. You ... ... WEeAr asuit Or you ...

dress more informally.

5 A lwantto be ready fortheinterview....... ... ... ? {practise / questions / answering / should /1)

g: Of course many peopledo, butyou ... ..............lookover-prepared. .
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suggestions

People often say How/What about + -ing/noun and Why don't you/we + infinitive without to to make suggestions
in informal contexts. :
A::. _Wher? shall wehave this presentation?
8 What about having it in the boardroom?
- G How about a meetingroom?
D: Well, why don't we book d room in a hotel?
You can also say Do you want + to-infinitive.
Do ydu want to take a bit of time to think it over? (I think you should do this)
You can also use if lwere j’r‘ou, Id (d = would) and let’s to make suggestions.

If I were you, I'd go for that p_rémorr'bn. (you should go for that promotion)
Let's stop for a coffee. (shall we stop?)

6] Complete these suggestions with suitable ideas. Sometimes maore than one answer is possible,

1 a: Everyone looks exhausted.
B: Let’s. take a fue minube break . . e
2 A What's the best way to keep key staff, apart from higher salaries?
B: Why don'tyou ... B e e ?

3 a Fmhaving problems with my PC - | keep getting efror messages.

m

sl were you, i i L, i e s S ;
4 A TV and radio advertising are too expensive for our budget,
B: How about. . el S nil B S e 7

5 4 | can't make Monday's meeting. Any suggestions for a new date?
B DO YOU WANL..........o e b Sy S et e L T e e ?
6 A: Where should we go for the staff party?

B HOW DO oo e e S A ey e ?

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 staff more money without increasing their salaries. Have you got any ideas?
COLLEAGUE: 1. Why ot introduce.  (introduce) a bonus scheme?
MANAGER: It take too long. | mean, the results aren’t out until the new year.
COLLEAGUE: 2 ..o s i i S (start) it in January?
MANAGER: Well, maybe. Anyway, how do you think it should werk?

COLLEAGUE: 3 oo il i S (link) it to staff performance?
MANAGER: Mmm, | suppose that's the best option. How do you think we should begin?
. COLLEAGUE: & ..........iosivisivs it vy Bse it (talk) to the staff representatives as soon as possible?
MANAGER: What do you mean by as soon as possible?
COLLEAGUE: 5. ..o il o i) (arrange) a meeting for next week, say Tuesday.
MANAGER: OK, if you think that’s manageable. One more thing. Do you think we should annaunce this yet?
COLLEAGUE: B e (wait) until after the first meeting.

MANAGER: | agree. OK, we'll talk about this again tomorrow morning, shatl we?

@ 14.1 Listen and compare your answers. Then take the role of the colleague and answer the questions.,

Make it pe

What advice would you give to a manager who wanted to motivate staff in your company?




Read this text about how to give a good
business presentation.

You must make your points clearly and simply; you need to say

Underline the different ways the writer tells the
reader what to do.

your audicnce too much informarion, or they may forget it. You don't
need to tell them everything. Remember, evervone in vour audience is

a busy person, so you have to give them what they feel is relevant.

I} Telling people to do things: must,
have {(got) to and need to

A1 You can use must to tell people to do things,
You must call the New York office right 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.

'O} In a business context, you need to and you've (got) to
are ten times more frequent than you must,

You've got to / have to/ need to think about your target market.

A3 You can use have (got) to and must to give orders and
instructions,

We must / have (got) to develop new marketing toofs,

Use have (got) to (but not must) to express an obligation
or necessity that is a result of an external situation.

When all the meeting ronms are busy, they have to hold their
weekly tearm meeting in a cafe. (not theymustheld)

Use must to express an obligation or necessity that the
speaker thinks is important.

fmust remember fo cancel my appointment. (not Hagvete-
rarAorbar)

Being polite

B1 In business, people often use we instead of you when
telling someone else 10 do something. It sounds more
friendly and less direct.

We need to erail this 1o Erik in Stockholr right away.
We have to get it to him by 5 pm,

B2 You can use can/ might want to / 'd better (the short form
of had better) to tell people to do things less directly.

You can take those spreadsheets away now,
You'd better / might want to check the exchange rate first.

-4 See Unit 74 (Modals 2).

¢nough to give all the most important information, but dan’t give

83

B4

= Modals 3 (saying what people have to do)

You can use question forms can/coutd/will/would your .. .2
or do youwant to ...7 to tell pecple to do things. Could and
would are less direct and more polite than can and will,

Can/could/williwould you fer me know when Mr fhompson
arrives?
Mark, do you want to show us vour repart?

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 joby interviews] Arrive on tirme, dress smartly,

ask questions,

(Notice] When vou hear the fire alarrm, leave the building by
the nearest fire exit.

direct rme—— indirect
. . P N - [ . S "
must have (got) to con
imperatives need to might want to
d better '

guestion forms

Using negative forms

1

2

c3

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\ Dot use to after needn't.

vou don't need to / don’t have to / haver't got to / needn't
do thar now, tomorrow will be akay. (not Yew-Aesdnttodo)

You can use must not ta tell someone that something is
forbidden, urgent or important.

You must not make personal calls during work time,
15 1:45 You mustn't be fate for vour two adlock appointment!

You can use the negative form of other expressions from
section B to tell people not to do things.

You can’t / might not want to Jeave those papers out on
your desk.

You'd better not leave the price list where everyane can see il.
Don't arrive before nine atlock.
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-4 A3

B 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.

1 Tell a colleague to read Gloria's report first before meeting with her.
. Youw've got to read [ veed. to read Gloria’s veport before meeting wibh Mer.
2 Tell a new customer to fax you their order as soon as possible.
3 Teli a junior colleague that it is important to pay attention to the feedback after her presentation.
4 Teli 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 CEC.

6 Tell 2 group of colleagues how important it is to check the exchange rate each day.

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!. . héxe o checkinatsix.l. .. ... remember tobook a taxi for five oclock.

2 -She has a child at nursery school, so sheusually ... 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 afternconas ..., renew my entry visa.
B: Right.You....................remember 1o 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 officein York. You ... come and see it!

6 Well | ... stop now, as | want 1o make sure that there’s plenty of time far questions after the
talk.

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 ol 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, piease, Chris. Then finally,
don't forget, 8 everyone must attend the planning meeting -
tomorrow at three.

1 YouMenaeAtOﬁndout . S e

2 B e
3 7

4 . S

15.% Listen and compare your answers.




-AA B E Rewrite these sentences using the words in brackets.

1 Pass me the report, please, Terry. {can}
LoCan gou pass me the report, Terru? e

2 Make sure you have the correct email addresses in the database. (need)

3 Follow up every méeting with a courtesy phone call. Is 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)

¢ [H Complete these sentences using mustn’t or don’t have to. Say whether the action is not necessary,
forbidden or very important. :

1 You...mistnt leave your paésport behind when you go to the airport. They won't let you check in
if you don't have it. very important

2 YOU .o read all those memos from Head Office, dnly the ones marked ‘urgent.
3 You. ... leave the building through any door except the main entrance.
4 You. ., ... go ta lunch before the official lunch break. That's a company rule.
85 You..en tell me about every phone call we get.  only need to hear about the 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. O

Modals 3 {saying what people have to do)



g

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,) | 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.

Ifyou'd / 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)

A 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 pelite. Sometimes more than one answer is possible.

1 Postpone the trip till next month. (really)

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.

" 3 Just close the doar, please, Robert. Thanks. OK, let’s begin the meeting.

............................ evpr et ok s e T T R SR SO R R

4 Get James Ha_rt'ley'_'cil_‘\ the phone for me, please. 'll return his 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?




\

) w Modals 4 (speculating and saying how

certain you are)

Read this extract from a business news

060 S)
website. G- @R v Qs
Which of these statements does the writer M
think s definitaly true? _:-' | |
a The company want a new CEO, Sp'eculatlon ts growmg that the company f

might be fooking for a new CEQ. The board b
b Jim Brown will be the new CEO. could eventually promote Chief Operating H
¢ The current CEO's job is safe. Officer lim Brown. The CEQ’s job may be secure |
for the moment, but pressure must be growing
- P . . ‘
d The CEQ is under more and more pressure. on him after poor financial results. 3

[} Saying how certain you are: must,
have (got) to, can’t
A1 You can use must or have (gof) 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 dowrn - the current level of growth
is unsustainable. (| 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%7 That can't be right, it was onfy 3%, {I'm sure it
is a mistake)

A Don't use mustn’t.

550 per piece? That can't be right. [t was only 520 a week ago.

{not Fhatrustrtberight)

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.

[} Talking about expectations:
should(n’t), ought {not) to

B1 You can use should(n't) or ought (not) to to say that you
expect something is true or will hapgen in the future.

Thetr plane landed at two otlock, so they should get here soon.
Paul shotldn't be long - he's just gone to get a sandwich.

The new port ought to be here by Friday. (| think it is
probable, but I'm not certain)

=) Should and ought to have very similar meanings to
each other, but should is much mare common.

B2 You can use should{nt) or ought (not} to to say that
something is not as you expected.

Johri should be at this meeting. twonder why he's not here.
{l was expecting him)

The guods ought not fo be in the warehouse, still
Cur custorner was expecting a delivery this morning.

[4 Speculating: may, might, could

€1 You can use may/might (not) or could to say something is
possibly true or will possibly happen in the future.

& Wheres John? 8. He may/might/could be at lunch.

A\ Don't use can ta say something may possibly
happen.

There might be a budget meeting next week. (not Therecapbe)

€2 You can use may/might (not) or could to say that you think
something will passibly happen in the future.

Our turnover may/might/could reach 5100m next year.

The markets may be happy to see the doflar go down. (1 am
not certain about this)

The Fed might/may not raise interest rates again if we're lucky.
{not Fhetedcoridrotraise)

€3 You can use well to emphasise that you think something
is quite likely.

This new contract may/could/might well mean that we need
ro recruit new staff. { think this is quite probable)

(+) Mayis more formal than might and could. May is
more commen in business writing than in speaking.
Might is more common in business speaking than in
writing.
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n Match the two halves of these sentences and underline the correct words in italics.

1 There seem to be a lat of invoices to deal with. We

2 After all ourinvestment we have an excellent
website but it

3 They just called me from the taxi, so they
4 1just saw him getting into the lift, so he

5 According to my research, the new laptops

a should/must be more profitable than itis.

mustn't/ought to cost a maximurm of €500
each.

must/can’t have over 100 stili unpaid.
can/should arrive at any moment.

ought to/must be at the sales meeting but

he's off sick.

6 Can you cover for Tony? He _ f must/shouldnt easily be able to afford a
bigger budget?

7 We have a good relationship with the bank, so it g shouldn’t/car't be in Stuttgart.

8 Why do we only spend $200,00C on training when we h shouldn’t/mustn’t be difficult to arrange a

business loan.

Two colleagues are discussing job candidates. Complete their conversation using suitable modal verbs.
Sometimes more than one answer is possible. :

Claudia Johannes Tonuj Mitchel)
Age 24 Age 30
Work 2 years Work 10 years
experience  (advertising experience (6 with us)

agency) Management 7 uears (Team .

Management  None experience Leader + & months
experience Assistant Sales Manager)
Qualifications  Business studies degree Qualifications  Diploma in Marketing
Other Captain of local athletics team Other Speaks French e Germn

ANDY: S0, Phil, why do you think Tony Mitchell is the best candidate for the role?

PHIL: Wel, look at his background. He has a lot of experience, so he 1..must /s got to / should / ought to
know the job better than Claudia.

ANDY. Well, yes,he 2 _...............know the job, but Claudia3 ... .. .. . know the creative stuff - she's
worked in advertising for two years.

PHIL: OK, but don't you thinkit4 be risky to choose somecne so young? She’s only 24, so she
5. .l have enough experience yet.She 6 not be able to manage an older team,

ANDY: Sure,that7................... be a factor, but we have to think long term and Claudia8 .. ... be
a better long-term prospect. Alsoshe 9..................... be able to lead people - she’s captain of the athletics
tearn.

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. | think he 12 ... ... be at that sales conference in
Manchester at the moment.
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Make it personal

Think about the products or services your company offers. Which will t




" = 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. 8. 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. 8. That must be frustrating.

A: | have to make cold calls to clients but f've never had any sales training. 8 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. 8. 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.

6] Complete these conversations using must be and a word from the box.

furious joking -nervous pleased relieved surprised:

1 A: | have to make a presentation to 1,000 people today.

2 A: I'm afraid Mr Singh's going to be late. His car's broken down.
8. Oh no! He only bought the cara monthago.He................ccccoiiens
A: Yes, he sounded pretty angry on the phone.
3 A We dosed our first Hong Kong deal last week, It took months of'riegotiations.
B: Fantastich Yot L sl i ins= S .
A: We are - and exhausted too!
4 A: We've been offered a pay rise of 0.5%.
B YOU ..oy W 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 ...ooooooov el = . You weren't expecting that, were you?

Write suitable answers using That must be.

1 & Itravel alotin my job.

Make it

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 g Ly,
Going to the party tonight? 3

Why do the words in italics make this conversation sound informal .

and friendly?

Yeah. You going? 3

Might do. Depends what
time ! leave work,

I} Asking questions without are you

A1 People often ask short, present 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 yous or are when be is the main verb, especially before an adjective.

Simple form Full form
Tired? Do you want to go back to the hotel? Are you tired? Do you want to go back to the hotel?
You a friend of Carla’s? Are you a friend of Carlas?

1 Asking questions without do you or have you

People often ask present simple questions withaut do you and present perfect and have got questions without have you,

Simple form Full form

Want some coffee? Do you want some coffee?
Finished your report yet? ' Have you finished your report yer?
Got apen’ * Have you got a pen?

C | Using modal verbs without the subjects Jand It

C1 People often say must, can’t and may/might as weli without /.

Simple form Full form
Sorry, must rusit! My taxi’s here. Sorry, § must rush! My taxi's here.
fr's six oclock — may/might as welf go home now. 1t's six atlock — | may/might as well go home now.

€2 People also use modal verbs without it, especially in short answers.

Simple form & Full form
& {5 this the right room? - [sthis the right room?
R Must be. Theres only onet B It mustbe Theres only one!

[2] Simple forms of common expressions

" Pecple often use simple or shorter forms of some common fixed expressions,

Simple form Full form :

Ineed to call josh. Trouble/Problem is, { can't find { need to call Josh. The trouble/ The problem is, | can't find
his riumber. his number.

A Howlong will it take to get there? A How fong will it take to get there?

& Depends on the iraffic. & ftdepends on the traffic.

& s Kristiant coming today? A 15 Kristian coming today? i

& Don'tknow. / Think so. /Not sure. B {don't know. /{ think so./V'm not sure.

(») People only use the simple grammar in this unit in informal conversations and emails, and not in formal contexts.

Simple spoken grammar



Practice

-4A,B [ Make these questions more informal by crossing out the words that you can leave out.
1 Areyou travelling anywhere exciting this year, Jo?

2 Areyou in Hannah's team? | 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 Merocco!!

5 HiNancy! Are you busy these days? Have you
been anywhere interesting?

Do you like my new travel bag? Ryan bought it for me.

Are you the Iucky person who gets all those trips to California?

Have you heard the news? Kevin's moving to the North Africa ofﬁce

v N>

Are you ready for lunch? lam!

10 HiShirley! Are you hungsy? Let's go and get semething to eat and dream of exotic trips abroad!

-4B,C,D E Make these emails more formal by adding words which have been left out and using the full grammatical form.

1 2
006 ST S <7 8% Ko fessas
S Ee n_l v pemt frod Dwt tmer : *
Dear Joanna, . : Dear Keith,

Have you

A Got anything you want people to lock
at before tomorrow’s meeting? Must tell
you in case you don't know: Richard

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
Wilson’s going to be there. Can't be with the file location. If you like, I'll come and have a look at it

you myself, though. Really should be, 1 for you. Won't be free till 3. That OK?
know — problem is, I'll be in Milan. All the best, Rodney

Best wishes, Nikoleta

-4B,C,D 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: 1 Haveyotrlost something, Tanya?
TANYA: 2 fcan ‘t find my agenda. 3 /t must be on my desk.
GRAHAM: Terry made some extra copies. 4 Doyou want one?
Tanya: Oh, yes. Thanks.

GRAHAM: Right, Who' It start off? Archie? 5 Have you got any technlcal problems to talk about?
' What about the databases and the emailing problem?

ARCHIE: Yes, OK, 61 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 ook at?

ARCHIE: 10 it could be, yeah. 11 Itdepends whether it's a software problem or a server issue.
Gale just deals with software, really. -

“TANYA: Michaela deals with server problems these days, doesn 1 she?

" ARCHIE: Yeah. 12/ think so. 13 £m not sure, actually. They're always changing people around in IT.
GRAHAM: Yeah. 14 Irmusrbe realiy cenfusmg for you-when you don't know who does what!
ARCHIE: Yeah., . '

o $54.1 Listen and check your answers.
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1

) Test 4: Units 13-16

Complete these sentences using each expression in brackets once.

1 Before Eurostar trains started, you ...couldnt  get to Paris in under three hours. Now you
do it in around two. (can / couldn’t)

20, easily work 60 hours a week at the moment, but | dont think VIl ... for ever,
(can / be able to)

3 Inafewyears'timeyou'l ... pay by cheque anywhere, although you ...................... still use
them in some countries at the moment, {can / be unable to)

& come to my office as soon as possible? And ... bringing those figures with you?
{twould you mind / could you)

5 A I tatk to you for a minute?
B OK, butl. .. only give you a minute. (may / can}

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. (alfow)

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 lean. {fet)
Our new flexibleloan ... 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)

Asbestosinthe office ... extremely dangerous and should be removed by experts.

Underline the correct words in italics.

ZAC: You 1 should/shall come to the staff party next month.

ALl That sounds great! 2 Should/Shouldn’t | bring a guest, or not?

ZAC: No, you 3 should/shouldn't. It's just for employees. Would you be able to heip me organise it?

aLl: Of course. What can | do to help?

zas: Well, you 4 could/should send out the invitations, or help plan the entertainment,

ALl: | 8 might/should as well do the invitations. 6 Qught/Shall | email them out to the whaole company?
ZAC: Yes, and you 7 coufd/might want to put a poster up on the notice board.

Underline the most suitable verlqs in italics for the contexts.

1 You'd better / must tidy your desk. We're expecting visitors. [colleague to colleague]

2 All visitors cart /must report to reception upon arrival. [on a notice board]

3 You can/have to give me at least four weeks notice of your holiday dates. [manager to member of staff]
4 You d better not / don't need to pay the invoice for 60 days. [salesperson to client]

5 | must/ might want to remember to call lan about that trip to Russia. [someone thinking]

6 We need to/ must arrange that conference call with the Rome office, {member of staff to manager)




5 Complete the second sentence so that it means the same as the first sentence. Use the modal verbsin
the box.

could haveto mustnot need _n.edn"n

1 It's not necessary to wear a suit and tie if you worsk in the [T department.
“You...needn’t . wear a suit and tie i you work in the IT department.
2 Company rules say that staff should claim all expenses within one month.
Staff ..o claim all expenses within one month. -
3 Are you abie to look after the French delegation on Friday evening?
.. you look after the French delegaticn on Friday evening?
4 It'simportant to tell your colleagues if you will be out of the office.
YO o to tell your colleagues if you will be out of the office.
5 Itis forbidden to use the Internet for personal reasons except during unchtime.

Employees..................... use the Internet for personal reasons except during unchtime,

6 Underline the correct modal verb in italics in each sentence. Sometimes both are possible.

1 & 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: 1'd better check the rest of the report. There might/can be other mistakes.
B: Welk, it shouldnt/couldn’t take long — there are only six pages.

2 a: I'm afraid transport costs have risen égain. We may/could well have to look for a new courier.

It might not / can't be necessary to do that if we can renegotiate our contract with our current provider.
They should/might want to talk, After all, we're an important customer for them.
Yes, | think we ought te/ can be able to get ancther 10% cost reduction.

o . ]

7 Complete this article about energy saving using the words in the box. You can use some more than once.

ableto can Change could couldn't Don't enables haveto
How about let's mighiwant must need needn't should shouldnt

Seven steps to saving energy in business

Slowing down climate change? That 1. must__ take a lot of money and effort, you probably think, Well, na.

Some of the simplest thingsyou 2......................do are in fact the easiest and cheapest.

» Energy-saving lightbulbs3 ... emit 70% less CO; than normal ones. & ... yours
today!

® 5 leave electrical appliances turned on all night -you 6. save 20% of the
running costs.

o YouZ ... get all your electricity from unrenewable sources any more. Some energy suppliers

are8 ... provide you with 100% renewable electricity.

s Goodinsulation® ... keep in 30% of the heat which escapes through the walls.

e Youll. ... 1o try turning down your heating by just 1°C. This 17 ... cut your CQ4
emissions by over 5%. Doyou 12 S have your officethathot? 13 ... wearing
warmer clothes? ’

s Always ask yourself —doyoureally 14 .. ... toflyTYoulS .. ... go by plane if there is an
alternative. Not sofong agoyou 16 ... rely on trains, but these days, Europe’s high-speed rail
network 17 ......................... you to travel quickly and efficiently.

s Andfinally, 18 ... ... you live without that new phone or that new laptop? Every time you buy a

productyou19.................. take responsibility for the emissions due to its manufacture, packagmg and
transport. So, fromnowor, 20 ... only buy stuff we really need. :




‘Read these two extracts from a phone advert.

a Which sentence is offering something?

b Which sentence is giving advice / making a
suggestion?

If you don't use your
phone much, Pay-As-
You-Go is for you.

Conditionals 1 (talking about the present and
future)

We'll give you your first
month’s calls free if you
sign up for our package
today.

K] Forming present conditionals

A1 Conditional sentences usually have two parts: the
condition (if...) and the result. The result happens (or
does not happen) depending on the condition.

A2 Tiey present tense, present tense
if you're planning to retraining is a good idea.
become self-employed,

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 first,

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 | do if my computer crashes?

] 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, vou have to pass some very
difficudt exarns,
It's important to take requiar breaks if you work at a computer,

Forming future conditionals

s present tense, will
if they demand a fower price,  how low will we go?
will ' if + present tense
We won't accept a pay deal ifit’s less than 5%.

€2 You can also use modai verbs (can, could, may, might,
should) with future meaning for the result.

We might have to meet tomorrow instead, if | don't have time
later today. _
If you order it now, we could get it to you by tomorrow.

A\ Don'tuse will in the if-clause.

if you look on their website, you'll find their address. {(no

thyorwriHogk) o
€3 You can also use an imperative for the result.

If they arrive early, take them to the canteen:

[] Using future conditionals

You use these conditionals to talk about actions that
will or are likely to happen in the future, depending on
anogther action happening.

We'lf be able to afford a new car if 1 get promoted. {buying a
new car in the future depends on getting promoted)

[A Using alternatives to if

You can use these alternatives (o if with conditionals to
talk about real present and future.

o aslong as / providing (that) { provided that = only if
A sports centre is ¢ low financial risk as long as / providing
(that)/ provided that you sell memberships,

(=) Provided that is more frequent than providing (that).

& unless = except if
People wortt fiff in marketing questionnaires unless you
offer them a prize,

» incase = to avoid a possible problem later
1l keep my mobile with me in case you need to contact me.
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n A manager is training a new phone operator. Complete their conversation using the most suitable present
tense or imperative of the verbs in brackets,

MARGARET: This is the procedure. If two calls 1__come in . (comein)
atthe sametime, 2. {pick up}the internal call first and put
the other call on hold. Ifthere 3. ... {be) a call waiting, the
light4... . . .. (f¢sh.

sam: Whats ... . (doVifthere6 .. . .. ... . . {be)anexternal
call for someone in the office?

MARGARET: IfyouZ ... ...... (get) an external call for Joe Johnson,
forexample, you 8. ... .. . {baveto}call Joes extension number,
When Joe answers, you usually say who's calling, but if there
(not waste) time telling him. Just put the call through.

... .....(beY other phone calls waiting, 10 ...

17.1 Listen and check your answers.

Complete these future conditional sentences using the correct form of the verbs in brackets.

1

2w 0 N B W

—t

if you .bwy.  five chairs, we. . ‘U give  you the sixth one free, (buy, give)

Ifyou ... ......thepurchase agreement now, you . ............a5%discount on your next
purchase. (sign, get)

We ... .. .makesome workersredundantifwe ... more orders soon. (have to, not get)
They ... .youfordeliveryifyou . ... ... . morethanahundred.{notcharge, order)

You .. ... .betterifyou. ... . regularbreaksfrom your computer. (feel take)

if1. ... mytargetforthis quarter, | . ... ... a&large bonus. (meet, get)

Ifyou .. ................yourstaff a pay rise this year, they ... happy. (notgive not be}
What.........ifthey. . ... ... . youthejob?{you/do, offer)

If the meeting ................early. |.. ...........shopping.{(finish, go)

You.. ... .......queueforagesifyou. ... ... ... attheairportearly tomorrow, (have to, not arrive

Read this online tax information for UK businesses. Write sentences using one verb in the present simple and
the other with the modal verb in brackets,

1

* VAT = value added tax

If you / not know / how tax will affect your business / you / find out / now. (shouid)

3 you_don’t know how tax wil affect your business, youw should fund owb mow.
If you / be / self-employed / you / have to / hire an accountant. {(might)

You / print / this page out to read later / if you / not want / to read ali the information online. (could)

You / have to / pay taxes on goods / if you / import / them from outside the European Union. (may}

If your turnover / reach / a certain level / register / for VAT*. {imperative)

We / need to / see your VAT records / if there / be / any questions about your tax. [may)

If you / not have / storage space in your offices for your VAT records / you / arrange / alternative secure
storage, (should) '




8 The police / arrest / you / if you / not keep / any records, as this is a legal requirement. (could}

-4E [} Read this advice on backing up computer files, Undefline the corract words in italics.
1 You may lose important documents as fong as / if your hard drive crashes.
You should back up your hard drive regularly in case / unfess your computer crashes.
It's worth running a virus scan on your files in cose / provided that some are corrupt.
if / Unless you want to back up important work, save it on an external hard drive.
Provided that / Unless you do a lot of work with video or music files, 80GB should be enough storage space.
if / As fong as you don't want to buy an externat hard drive, you can rent storage space on the Internet.
As fong as / In case you're not backing up very large data files, online storage can be reasonably priced.

Backing up is a waste of time i case / unfess you can retrieve your backed-up files easily.

- - - I - L I R R

With online storage you can retrieve your data or files from any computer provided that / unfess it has an
Internet connection,

10 [f/ Provided that you have any problems, call us on 0870 432 8765.

«4A-E | Finish these sentences so that they are true for your company.

1 Ifwe get a complaint about our service, .. e, fespond. to the customer, a5 soon as possible.

Whenever the price of oil goes up,

Providing the economy remains strong,

We won't change our corporate branding unless ... P S e
As long as customers give us positive feedback, ...
We may employ more staffif ... S s
If a rival company opens in our city,

If our company makes a large profit this Yearn ... e

LT- I - TR - N I

We offer special incentives 1o staff providing ... R

-
=

Our company will do well this yeaf e e et et L et

ke it personal

Finish these sentences so that they are true for you,
Iflgetabonusthisyear, | ...

If my company moves to a different city, L.................o......
If | meet my targets for this quarter, ...

If someone asks me to speak at a conference, | ...

| Conditionals 1 {talking about the present and future]




‘Business talk: Negotiating

You can use conditional forms with if, as Jong as, on condition that, provided/providing (that) and unless in
negotiations. You can use them in reply to offers or suggestions from the other side to make a counter offer
of your own. Remember that the verb inthese clauses is in the present simple.

* Can you defiver to all 50 of our shops?
Well, we could if you accept our fonger delivery times.

. Are you witling to pay in 60 days? ;

Yes, of course, as long as: you mcrease the discount ro 7%..

Weld like you to start prodiuction nextweek.

We can pobably do that .en condition that you pay 10% up front

S0, you're going to drrange transport, right?
“Wed be happy to, provided that / providing you cover the insurance.
. Weld expect all payments in euros,
That’s fine by me, unless the exchange rate changes by more than 5%.

=

e e o

B Complete this conversati
initalics. _
se8: So we'd like you Od
AYEESHA: That shoul

you accept deliver
seg: Sorry. That's -oJ
as a compromise?

AYEESHA: | supposewe
receive all orders by:

seg: That's fine by mi
AYEESHA: Yes, we'd be
SEB: Well, we mig.H
AYEESHA: How aboiu
sEB: We could only'mah'
AYEESHA: All right, we ag’
seB: Agreed.
AYEESHA: Great. Letssha ;

ou deliver at weekends?
fo'that, 3 if / unless you're willing to pay extra.
) & provided / unless it's too expensive for us. How much do you have in mind?

raid. If you can accept that, we've got a deal.
as/unless you sign a two-year contract,

i Complete these ex ract otiations using your own ideas.

3 A Would you let me
B: | suppose that wo

g: | might mana'ge-_
5 a Wed like you 10 €0
8: No problem; oiv
6 A Will you _givé'i;:s-;
g: I'm afraid no‘t,-uh__!ie’

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.
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Conditionals 2 (talkin
present and past)

Read these comments made by two different managers.
a Which manager is talking about a problem in the past?
b Whichis tatking about a problem now?

¢ How do you know?

Omar

I} Forming conditionals about the

hypothetical present
:f + past tenéé, would -l-"i.n;nmﬁnitive
_ifwe had g good database,  we wouldn’t waste so
much time.
" {fwe 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 if + past tense

if we employed more

' tt would help our exports
' people in the markets,

- Would you get there quicker  if you went by rrain? ?

A\ Don't use would in the if-clause.

If everybady knew what was happening, there wouldn't be 50
manty misunderstandings. (mot swewdHiew)

[} 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 1 didn't work such long hours, | wouldn’t be so tired all the
time. {but | do work long hours so | am tired all the time}

If he spent more time preparing, his presentotions would be
better.

g about the hypothetical

If there was just one point
of contact, customers would
know who to talk to.

If we'd given the new assistant _
better training, she'd probably have J
stayed longer.

Yasmina

Forming conditionals about the
hypothetical past

L if + past tense, would + infinitive

" If Kevin had asked me, i would’'ve met him at the
airport.

Ifwe hadn’t checked our we'd have run out of our .
stocklevels, bestsefling range. :

You can put either the resutt or the condition first.

o g | Fpapertiy |

| participle .
i ft wouldn't have takenso  if they'd known who to '
" much time contact. '
: Wouid we have gota ifwe'd placed a bigger

: special deal order? |
PO 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 doirg,

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)

] Using conditionals to refer to the
hypothetical past

You can use past hypothetical conditionals when you are
thinking about a past situaticn and imagining a different
result or outcome. :

twould've got a bonus if I'd hit my performance targets for the
year. {l didn't hit my targets, so | didn't get a bonus)
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n Read these comments from employees who are imagining running their own business, Underline the
correct words in italics.

— o
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C
1

1 If I had my own business, I'lf take / d take longer holidays.

If | would work / worked for myself, I'd be in charge of my own life.

What do | do / would I do if | was the bass? I'd pay my employees good salaries.

if | was in charge of my own business, | invested / d invest in a good website and good advertising.
I'd hire the best and brightest people if t own / owned my own business,

I'lf treat / d treat my customers well if | ran my own company.

If | was / would be the boss of my own company, I'd introduce an incentive scheme for 3l staff.
Everyone had to / would have to wear smart suits if | was in charge of my own business.

I'd earn more rmoney if | didn’t work / wouldn't work for someone else.

I'd have a flexible schedule if I'm / was self-employed.

omplete the second sentence so that it means the same as the first sentence(s).
My colleague travels 5o much. He misses a lot of important meetings.
If my colleague . didn’t travel so mich, he wouldn't miss o many important meetings.
| take taxis al! the time. | don't have a company car.
o e TaXIS 210 The time.
You don’t spend time building client relationships, so you have poor sales results.
Fyou .. . e e bETtET SAJES TESUIES,
I haven't done a presentations course. | don't speak at many conferences.
1o AL MoOTE cONferences,
We don't fly business class. It costs so mugch.
We e samuch,
I work in an open-plan office. People interrupt me frequently,
Wl e 50 O tEN,
My boss doesn't have a PA. She's not very efficient.
Fmyboss ... .. mOre efficient,
They haven't sent us the final order. We aren't able to close their account.

Ifthey. . ... their account.

Find and correct five mistakes in these sentences. Tick {v") the sentences that are correct.

-t
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wanted,
If you weid-want to expand into Europe, would you base yourself in Brussels or somewhere else?

The job wouldn't have been sg bad if there hadn't been so much travelling. v

If we'd won the Innovation Award, it gave us a lot of free publicity, but unfortunately we didn't win.
Qur profits for this quarter would be significantly bigger if fuel costs weren’t so high.

If interest rates would go up, many people would be unable to pay their mortgages.

if | moved ta Stockholm, | have to sell my house, so I'm going to turn down the Swedish job offer.

If investors had more confidence in the CEO, would they be less critical of the company’s recent econemic
results?

If they wouldn't have spent so much on the new offices, they wouldn’t have had such cashflow problems.
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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: Loaking back, there were so many mistakes. If we
1.4 started  (start) the praoject in fanuary instead of May,
we 2 .......................... {be able to) launch at the right time for the
buying season.

CRISTINA: OK, but | 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: Isee.3 ... ... {you/get) more stock out into the
marketontimeifyoud ... . {organise) the packing
line better?

JEFF: Maybe. | think that's something that we should fook at in future projects.

CRISTINA: What about the communication problems? 5........................ (it/help} if more people
6 i {take) Spanish classes before moving to the Guatemala office?

JEFF: Well, as you know, | studied Spanish for several months before moving. | certainly think it
7o Abe) difficult to communicate with my clientsif 18 ... {not/know) any Spanish.

CRISTINA: 11's really impaortant to learn from our mistakes this time. Ifwe 9. ... (tearn) the lessons
from our previous ventures in Latin America, we 10 .. ... {not/have) so many problems establishing
the business in Guatemala,

JEFF: Yes, ifwe 01 .. ... {have) more support from our other offices, the project prabably
T2, {succeed)

iy
(&) 18.1 Listen and check your answers.

Read this extract from a meeting in a pharmaceutical company. Underline the most suitable verb in italics.

tmax: The problem is that the schedules for manufacturing and delivery are not clear. For instance, if everyone
1 had stuck / has stuck to the schedules for the Czech order last year, we 2 wouldn't have had / wouldn't have
so many delays. If we 3 'd have established / 'd established clear schedules right from the start of that order, we
4 didn't experience / 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 / 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 / had to be 25 May. So, if 25 May 7 would be / was the shipping deadling, then the deadline
for quality control 8 would be / had been 23 May, and the deadline for the manufacturing process 9@ was /
would be 20 May.

max: OK, Good.

ke it pe

Complete these sentences to make them true for you.

1

If | owned my own business, ..

2 Ifl decided 1o learn a new skill, ...

3 ifichanged myjob, ....

4 IflI'd chosen a different career, ..,

5 If I hadn’t met (name a persony, ...

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)



You can use ifit wasn't/weren't for ... to talk about things that make it possible or impossible for something to
happen. If it weren't for is slightly more formal.

If it wasn't/weren’t for video-conferencing, our business travel costs would be much higher.
If it wasn't/weren’t for the high running costs, we'd offer more people company cars. (running costs are high, so we do
not offer more people company cars)

+) In formal situations, and especially in writing, you can use if + were to to talk about events that are possible,
but not very likely to happen. The form were to is used for all persons.
If the government were to introduce restrictions, we would have to reconsider our present situation.
You can use ifit hadn’t been for ... to talk about things that made it possible or impossible for something to happen.

Ifit hadn't been for the many years of losses, the government wouldn't have privatised the industry. (there were many
years of losses, so the government privatised the industry)

I3 Complete these conversations using if it wasn't / weren't / hadn’t been for and the verbs in the correct tense.

1 A Without George we wouldn't be able to finish the report today.
B: Yes, . if it wasnt for George,we'd have to (have to) / carry on tomorrow.

2 & Luckily, Joanna was there and she persuaded the customer to come back the next day.
B: YOS5, oo oo Joanna, the customer ..o (not come back) at all.

3 & It's a shame that the rain prevented us from showing the prospective buyer all the different outdoor
facilities the leisure centre can offer.
B: Hmim, yes. ..o b stk therain,we. ... (show) the client everything.

4 a: The insurance premiums are too high to hold an open day for the public.
B: Yes, .. 0l T - the high insurance premiums, We ... (be able to) invite the
public to come and see what we do.

5 A Without the backup server we would have lost all the files for the Dubai project.
By YeS............. e S the backup, We ... (have to) start all over again.

6 A Do you agree that we would be more profitable if we didn’t have such high costs?
8: Yes,undoubtedly. . ... the high costs, we ..o, (make) a lot more money.

James Elroy specialises in financial analysis for the airline industry. Read his notes for a client report.
Wiite sentences for the actual report using if ... were to.

Possible future scenarios for the airline industry
1 the UK econemy might slow down — spending on travel fall

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

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 .....
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The passive 1 (forming and using the passive)

Read this extract from a news article.

a Which of these questions carn't you answer?
1 What's the news about the factory?
2 Who told the workers the news?
3 Who owed the company millicns?

b Why didn't the writer include this information?

After months of speculation, workers
were finally told at a meeting on
Friday that the factory will close. Staff
said the company was owed millions
for Lompieted work.

Arrae.

I Forming the passive (be + past participle)

Present simple Our products are not sold in there. Where are they sold?
Present continuous | The company’s/fs'being.so!d. When's/is it being sofd?
wPast simple The products were sold at a loss. Why were they sold at a loss?
Past coantinuous They weren't being sold for a profit. Were they being sold too cheapfy?
T;ésent perfect The cc;mpany’s/has breen sold. Has the company been sold? g
Past péffect | We knew the company had been sold. | Why had it been sold?

0} Pecple 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.

E] Using active and passive verbs

B1 You can often use an active or a passive verb to describe the same thing, but the focus is different.

Active The CEQ bought the company in 2006, (the focus is the CEO)

Passive The company was bought by the CEQ 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.

B2 You can use the passive when:

s 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 calfed Healthter,

¢ you don't know the agent or the agent is not |mportant You can use the passive to describe processes or procedures :
All our furniture is designed and manufactured in Eurape. (the workers’ names are not |mportant}

. 'the agent is obvious or understood.
Kitchen staff are net affowed to wear jewelfery. (obviously by their employer or the Iaw}

. you don't want to say who or what the agent is. _ :
twas told the wrang time for the meeting. (| don't want to say WhO told me)

B3 You can use by to add the agent in a passive sentence,

Google was started by two Stanford groduate students,

Verbs with only passive forms

Some verbs only have passive forms {e.q. to be born) Other verbs are usually passive (e.g. to be based (somewhere), to be

involved).

-

m fwas born in Hamburg, but 'm now based in Frankfurt, My comparny is invelved in several European projects,
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n 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? pp Production

Receive > Log it an system ’ . Complaints > Delvery? P Customer

complaint Acknowledge department service
Invoice? P Sales

As soon as a complaint 1 . bs received  freceive), it2 ... {fog) on the system and an
acknowledgement3 . ... {rnail) out to the customer. Complaints4 ... {send) to the
Complaints department. Here they 5 ... . (read) by a supervisorandthey 6. .. {categorise).
Complaints 7 ... (pass on) to the relevant department. For example, if the complaint is about a
technical fault,it8 ... . {forward ) to the Production departrment. If it concerns a delivery, it
G (answer) by the Customer Service team. Invoicing problems 10 (sort out) by
Sales. Qur 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 : ' Assistant

1 ..Has i been logged (it flog) on the system? Yes, it has.

2 When. ... ... lithreceive)? We gotiton 12 May.

3 HOW oo, {it/send}? It was faxed.

& (an acknowledgement / mail out) yet? No, it hasn't.

5 Where.. ... Lit/Send) first? It was sent to Complaints,
6 Whichdepartment .. ... (it / forward to} after that? We dont know — it's lost,
T W w (the customers / contact) at all? Yas, they have.

B e {they/ask) to send a copy? I think they were.

Complete these sentences using the verbs in the box in the prasent continuous or past continuous passive.

lask audit bully citicise pay _promete notreplace sack upgrade

1 I'm  beng promoted  next year— I'm going to be a director at last.

2 Acolleague of mine..................... for selling confidential data. She leaves on Friday.

3 Qurcamputers ... after all', but the software.........................to the latest version.

4 Some manual workers ... weekly until ast year. Now they get a monthly pay cheque.

5 |left my last job because | - My boss used to shout at me.

6 Theaccounts.... ... 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 majorbank.....................in the press at the moment for receiving large banuses.
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the passive form of the same tense,

Product recalls for faulty toys

More than 20 million toys 1 Aave
recaffed this year because toxic lead
2 found in their paint. If lead 3 swallows
by children, it can cause serious health
problems. Toy makers 4 have cancelled
orders for other toys because (hey

3 contained small magnets that chiidren
counld choke on.

The chief executive of one leading toy
brand said, ‘We realised our standards
6 had ignored and our safety procedures
T had nat fallowed, so we took action.”

ﬂ Read this article about problems with manufactured toys. Where necessary, change the active verbs into

Contracts with many toy suppliers
8 Aave suspended. Toy manufacturers
say that new inspection procedures
9 are purting in place. ‘We will now be
routinely testing all toys before, during and
after painting, and toys with magnets 18 are
currently redesigning,” said a spokesperson
for the tndustry.

B | Ty e — o

e T T N T R T T e A A T e e

1 have been recalled 4 7

3 s B 9

<A, B1-2 B Underline the correct form of the verbs in italics in this letter to a business advice website.

Last month | ¥ was sacked / have sacked from my job as an accountant. | 2 had been working / had been worked
for the company for a year, and 3 was deing / was done well. Company policy 4 states /is stated that we have
to use our own email accounts for private communication, so | 5 applied / was applied online for another job
using a webmail account. | 6 have invited / was invited for an interview and so | 7 asked / was asked for some
time off. Naturally | had to lie about why, The day before the interview, | 8 tofd / was told to go to the MD's
office. He 9 was shown / showed me copies of the emails | had sent on my webmail account, and

he 10 was sacked / sacked me there and then for gross misconduct. As | 11 was escorted / escorted out of the
building by another manager, | 12 was informed / informed that spyware 13 had installed / had been instalied
on all computers to monitor activity. We 14 had not been told / had not told about this and | feel that this is an
invasion of privacy.

-4B3 | a Look at these security measures taken by an investmant bank. Complete the sentences using the

passive and by so that they mean the same.

* CCTVY monitors the entrances to the building. ® Antivirus software scans all computer files.

+ Security staff search every employee. « The IT group backs up the data on each server.
# Receptionists check visitors’ identities. = Fire safety officers test the fire alarm on Fridays.

¢ An outside agency tests members of staff + Managers train their team members in fire safety

randomly for drugs. _ procedures,

1 The entrances to the building ... are monitored. by CCTY
Every BMPIOYER
VISTEOTS THEMEITIES . e o0 et e 4 e

2
3
A rAemBersTOlSTatiil . . a1 e P 1212 ek
5 Al COMPUEET TS e e e
6 Thedata Om each SEIVEN e
T TRE IR AIATMY oo

B TRamm T I S

0) 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.

v o prred

Write a short paragraph about a set of procedures in your organisation (e.g. complaints, health and safety,
employing new staff).

2, The passive 1 (forming and using the passive)



business correspondence

Susannah Blnks — = . £ .. ; — ._ o o - ot ..
Your complalnt :

Dear Ms Binks,

1 Our Order Department has forwarded your email of 2 April to me. 1 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. [ 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.

1 hope you will accept my apology for the way 6 our Order Departrnent treated you. 1 do accept that
7 Ms Smith did not handle the matter properly. As a gesture of goodwill 8 T am crediting the sum of
$300 to your account. 1 apologise for any inconvenience 9 this company has caused you.

Yours sincerely,
Ivan Hough
Customer Relations Manager

LT -]

b Which two sentences.m want 1o leave in the active form and why?
; ‘5 "‘-;

. : B

: Make these extracts from: ation letter more formal. Rewrite the verbs in ftalics using a passive

form of the verbs in brack

~which f saw in the Times on 15 March. (advertise)
gydwor, which was adyertised in the Times on 15 March.

1 | wish to apply for the p___
_1.wish to apply for.

2 Asyou will see fro‘m-th
where | got a first class
{educate, award, elect}’

sed CV 1 studied at Bristol Grammar School and the Unwerslty of Manchester,
deg ree While at Manchester | got to be Pre5|dent of the Debating Society.

3 Since 2005 | have work
Auditor. (employ by, ap



~ The passive 2 (modal verbs, two-object verbs,

have and get)

A manager is talking about a problem.
Who do you think is responsible for the brobleﬁ?
a tl;e manager

b Angela

¢ someone else

I The passive with modal verbs and
used to
A1 You form the passive with modal verbs {can, couid, may,

might, must, ought to, shall, should, will, would) with the
infinitive be + past participle,

'O Negative statements and guestions with cught to
are not very commaon,

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 tomorow.

A2 You form the passive with used to with the infinitive be +
past participle.

A\ Used to always refers to past situations,

-l See also Unit 8 {Used to and would).

Active Passive
" We used to sell this This product used to be
product. sold.
- | Wedidn'tusetosellit. |Itdidn't useto be sold.
Did we yse to self it? Did it use to be sold?
? | Where did they use to Where did it use to be sold?
iselfit?

Active Passive
We can sell this product. | This product can be sold.
i + | We ought to sell this This product ought to be
: product. sold. ;
- | We mightn't/not sellit. | it mightn't/not besold. |
, | Shoutd we sell it? Should it be sofd?
" | How can we seff it? How can it be sold? J

The report won't be finished
by Friday. [t can't be done. Do you
h, think Angela should be told?

[E] The passive with verbs with two
objects
Some verbs take two objects (e.q. give, fend, offer, promise,

sefl, send). Either one of the two objects can be the
subject of the passive verh,

Active Passive

They give each visitor | Each visitor is given a gift.

a gift. A gift is given to each visitor.

The firm sold defective | 120 customers were sold ;

parts to 120 customers. |defective parts. |
| Defective parts were sold to 120
' customers. |

(=) The first passive sentence in each pair above, where
the persan is the subject, is more informal than the
second one.

Have something done

When you ask or pay a professional to do semething for
you, you can use have + ohject + 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.

P) 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 €100 for parking on a corner. (imore formal =
He was fined)

{ got a suit made in Bangkok for 3400 {mare formal =

| had a suit made}

A\ The get-passive is quite informal. Don't use it in
formal situations.

(+) The get-passiveis much more common in spoken
language than in writing.
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Rewrite these sentences using the passive. Use a phrase with by for the agent where necessary.

1 You can reach Gina Patef on 02288 33754, or at gpatel@wiscx.com.

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?

Jaxos: Well, project management is very complex. It's mostly about asking the right questions. Before
a project, you have to ask whether it 1...can be done  (can/do) . Is it likely that everything
2 ... (will/ complete) within the timescale? What resources 3 ....................... (wifl / need)? And so on.

JOURNALIST: Yes, and even if people prepare before a project, the follow-upd....................... (may not / do).
JAKOB: Yes, the follow-up5...........c..c........ (must not / forget). We train people to ask the questions: How
6..............{could/things/improve) nexttime?What7 ...................... (ought / change) in the future?

{could / the next project / complete) more quickly? Which people9..................... (should /
inform) of the results? So, you can see, there are a lot of complex issues, '

20.1 Listen and check your answers,

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, s0 how's the research into the Vietnamese market going?
REX: Well, 1 someone lent Hilda ... Hilda. was lent  a helpful book about doing business in South East Asia.

Also, 2 someonegave her..........c.cocoeoviienns some useful information by a research agency.

KIERA; OK, then make sure 3 they give that information ..............c.cocecoeo oo to everyone involved in this
project.

REX: In fact, Hilda said that 4 people havesenther .. .. alotof literature about business
opportunities in Vietnam. And 5 they've offeredher . ... ... ... 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 1,000 units
...................................... to Japanese customers as a result.

ANNA: Yes, 7 they promisedme _.........cccocooovveivivennn, a promotion after that campaign, but 'm still waiting ...!

KIERA: Thank you, Anna. Let’s try and keep to the agenda. So were 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 roke in the project ...



-4C,D Read these comments by different speakers and answer the questions,

uLLA: 1had my website designed by a local firm.

KIRSTEN: 1 got contracted to design a website for a new online ticket agency.
GIACOMO: | got my speech written for me by a professional speech-writer.
Joae: | had written a speech for our sales conference last year.

Yunis: | had paid twice without realising it.

ELENA: | got paid extra for running the firm's stand at the exhibition.

answer
Who wrote a speech? .08

Who received money from somebody?

Who asked somebody else to design their website?

Who paid semeone to write a speech for them?

1
2
3
4 Who gave somebody money?
5
6

Who designed a website?

-«€A-D | Complete this text using the words in brackets in a passive form from this unit.
Using the collective brain

How can one scientist 1. haxe millions of
..searches done _ (have / do / millions

of searches) on milfions of computers
without doing anything himself? The SETI
{Search for Extra-Terrestrial Inteiligence)
institute has found the answer. They have
produced software that is downloaded

1o millions of computers and then scans
the universe in the hope that radio signals
2o Awill £ pick up)
from intelligent beings on other planets.
The theory is that extra-terrestrial life

3. .. (should / detect)
more easily this way instead of
B {get/do/

the same searches) by one or two large
computers in an observatory.

Well, a similar principle 5 ... {could / apply) more and more in big businesses. The idea is this:
large corporations 6., {have / make { predictions) about the markets by their employees, -
This 7 . {can / 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 sellin Europebut 8., {could / market) successfully in Asia, this might be more
reliable than if the company 9 ... {have / make / the same prediction) by a team of experts.
Employees who predict the right answer 10 ... (get / 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?

e 02 The passive 2 (modal verbs, two-ohject verbs, have and get)
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Write for business: Using expressions with
modal passives in reports

SR

(») Here are some expressions based on modal passives that are very common in written business reports.
They are less common in informal speaking.

As might be expected, there is intense competition between manufacturers.
It should be noted that these rules apply only in EU countries.

Exchange rate variations should be taken into account / considered / included.
The cost of transporting the goods should not be forgotten.
This can/could/should be seen/regarded as a major business opportunity.

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.

As can be seen from Table 4 of this report, sales of soft drinks have increased sharply. (refers to places in a text)
We are making good progress in some new markets, as will be seen on page 28,

A\ Don't add the subject it to as can/will be seen (not asitean-beseen | or asitwill-be seen).

A 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-50s.

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.

7 You could say that this is the wrong time to launch a new facial cosmetic range, but our market research
suggests the epposite.

ke it persona
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;

¢ 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

Y

Read this comment from a manager te his team member, Lucy.

Lucy, Fm sorry. | think there may be _
a slight misunderstanding. Were not g

What words does he use so that he doesn’t offend Lucy? y, advertising the new position yet.

I} Rewording what 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 | mean is, what I'm saying is, what I'm trying to say is.

(=) |mean and in other words are the most frequent.

TV advertising is just u paid form of non-personal communication. In other words you'e 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.

B Correcting yourself and other people

B1 You can use these expressions if you need to correct yourself:
{ don't think that’s right, | mean/meant, | should have said, | think F've got that wrong, my mistake,
{Oh) sorry, what I reafly/actually meant was.

() People often use them together. Sarry and ! mean are the most common.

1ts room 463. Sorry, ! mean 436.
Sg, it's modef B66Q. Oh, sorry, | think F've got that wrong. / My mistake. 1 should have said 8660
1 said we deliver in 24 hours. | meant / What I actually meant was we process the order in 24 hours.

B2 It can sound rude if you correct someone else, so people often use indirect expressions such as / think / Are you sure? and
verbs such as may and might to soften what they say. '

You wanted to speck to Henri Velbon? Ab, | 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 smalf irms,
B: Really? / Are you sure? /1 think you/she may have got that wrong. / Fim not sure that's right.

Misunderstanding and getting things clearer

€1 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}? 'm not sure | 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 | know what you mean.
A\ say explain something to/for someone, Don't say explain-someonesomething.

Could you explain the process to/for me please? {not Coulelyou-explamraetheprocessslease?)

€2 People are often polite and indirect about misunderstandings in order to maintain a good relationship. They use ‘seftening’
words such as maybe, perhaps and slight.

Perhaps I've misunderstood (you)? / Maybe I've got it wrong? Did you say we have to pay the insurance on the goods?
(F'm afraid) there’s been a slight misunderstanding. / | think we may have misunderstood one another. We thought you were
going ta send your legal representative to us today.

A Don't say { think) you're wrong as you might offend someone.

~ Y Making your meaning clear and avoiding misunderstandings



Practice

- A Compiete 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.
1Let.. me put it another way | the management do all these audits but they don't look at the whole picture.

RESEARCHER: Can you say more aboutthis? 21..................... . €an you give an example?

NURSE: Well, | wasn't happy about the last audit they did here. 3What ..........................there were problems with
the last audit process. The nurses weren't prepared forit-41................. . they didn’t know it was going
to happen, so they couldn’t do their jobs properly. 5o 5in..................... we need to know before the audit
people comein.

RESEARCHER: Do senior management realise that? 6 l .......................... . have they said, ‘'OK. We'li tell you about it
next time?

NURSE: Not really. And thy  her thing is the staff can’t change some of the things either. So '
7let.. 3 . the audits make recommendations but we don t have the authority to make the
necessary changes, and that’s the trouble,

4B ] Complete this conversation using the information in brackets and expressions from B. Sometimes more
than one answer is possible.

DIRK: S0, were suggesting a 15% discount to customers who fly with partner airlines.
1..0h, somy, | mean 10%. (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 ooks like online bookings wentup
AHMED: & ..o {corrects Jenna - they went down 0.2%)

JENNA: ON, 5 ... (corrects herself) I'm reading the wrong column here. Yes, online sales were

- actually down.
DIRK: But { don't think we should rush into an exclusive deal with Flannair.
AHMED: Well, no. That's never been our intention. We know that would be crazy.

DIRK: Yes, sorry, ldidntmeanthat. 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

o

Complete this customer’s phone conversation with an insurance clerk using the information in brackets
and expressions from C.

{ask for an explanation of the different car insurance policies they offer)

CLERK: Well, there are three hasic types. OK? First, there's third-party insurance.
CUSTOMER: 2. n o e it L (ask the clerk to explain what it means)

CLERK: Basically, it means you're msured for damage to other people’s cars. Then the second type is
third-party, fire and theft.

GUSTOMER: 13 b e S i = {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 stolen or if it's damaged in a fire.
CUSTOMER: B e bt i i (check if you misunderstood) So, with the secand type my car is

insured against some things?
CLERK: That's right. And finally, there’s fully comprehensive insurance,
CUSTOMER: 5,0 b bl o e s s s {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 | can arrange for an agent to call you
with more details?

CUSTOMER: 6 ... s ik .. (say there's been a mlsunderstandmg) I'm not ready to buy a
policy. | was just interested in the types there are.

° 55§ 5.1 Listen and compare your answers.




Test5: Units 17-20

1 Complete this article using the verbs in brackets with wiflfmay/can or in the present simple, or an
imperative form,

What not to do before you start your own business
Mast advice tells you what you should do before you start a business. Here are nine things you shoufdn't do.

» Don't get a business bank account. Your personal bank account 1. il woek . (work) perfectly well

if someone2. ... {want) to write you a cheque, orifyou3 ... {need) 1o pay for
something.

¢ Don'tgetaloan.Ifyoud ... ... {get) a loan from anyone, you 5 ... {have to} pay back
much more than you b~ ow.

» Don‘twaste money on. _ 2nsive advertising for your business. fyou 6 ... {spend} all of your
savings on publicity, you 7 ... {not have) any maney left to pay yourself,

e Donthirealawyer.You8 ... ... ... (not need) alawyer unlessyou 9 ... fbreak) the law, or
someone else's lawyer 10 ... ... (contact} you.

* Don'thireanyone. (fyou 11 ... (do) the work yourself, 12 ... {not waste) money on
paying someone else’s salary.

o Don't buy expensive office supplies. Ifyou 13 ... (need) a pencil, you 14........ ... (find)
one somewhere in your house!

s Don't buy any equipment - rent itt it 15..... ... {not be) something you can rent by the day, there
16 . i, {be)} another local business you can rent it from.

» Don'ttry to find a partner. What do you need a partner for? If you, the inventor of your product or service,
17....... R {notseffiit,tnoone 18 ... . ... {be able to).

* Don't get a business phane number ff someane 19 ... fwartitocallyow, 20 ... {ask)

them to call your mobile or your home number.

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.

1 If ¥ehad enough money, I'd apen a small hotel .. | had.
2 If { had the choice, | would want to run any business - too much hard world ...
3 Ifthad a business, it must be a bus company. Everyone usesthe busl ...

4 Ifl would choose any business, I'd love to breed dogs or any other sort of animal. People make me crazy!

5 Ivolunteered to help anyonein any way thatlcould. ... ..

b Five retired employees answered the question, ‘If you had run your own business, what would it have
been? Correct one mistake in each answaer,

1 If I'd had rich friends, | would sold art because my passion was art...................

2 fiwoauld be richer when | was younger, | wouldn't have worked at all. [ hate working! ...

3 If I'd graduated, | started an international university for students from all over the world. ...
4 ¥ I'd been able to raise the money, 'd had started an air taxi service for executives. ...

5 ldon't know, but if | would have started my own company, my staff wouldn’t have had to wear suits and
OS5, e

BT Tests:units 17-20
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Questions

A manager who works for an {nternet service provider is talking

about customer sales.

a Which question can you answer with 'yes or’'no’?

I} Forming questions

A1 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 CEOwas sacked | Why was the CEO sacked?
3 7
NHexdivmediilaten Can we meet later? i
; When can we meet?

A2 Present simple questions often need do or does,
Past simple questions often need did.

, Staferﬁents Quesflons ;

: You need g new What do you need? !

laptop. Do you need a new laptop? ;

H 7 t

 Heitravels el . How often does he trave! _
g ‘ Does he travel a fot?

| They bought the When did they buy the company? |

: company. | Did they buy it recently? b

[ Question words as subject and
object
A qguestion word can be the subject or ohjectin a

guestion. When the guestion word is the subject, you do
not need do/does (present simple) or did (past simple).

| Question word = subject Queétion word = object
! | (The subject is underlined)

Who likes the boss?

Who does the boss fike?
| Who invited him? Wheo did he invite? ,
" Who resigned? Who have they sacked? :
| What's going to happen? | What are we going to do?

When | meet a new customer
| often say, ‘Can | ask you a question?
If you had na internet access for a day, how
much would it cost your business?

What would the effects be?’

Compare:
& Who took Jan to the airport?
B: The taxi driver (took Jan 1o the girport).

a: Who did Jan take to the airport?
B: (Jan took) Ursula (to the airport).

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 CFO prefer — the Hyatt or the Sheraton?
Whose responsibility is it 10 do a risk assessment?

& Use which not what in questions like these: Which
oneis}...? Which person ...?
Which one was it? {not hat-ere)
Which engineer did you see? {not Wheteagineer)
€2 Youcan 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 hese?

[2]1 Questions with prepositions

Prepositions usually come at the end of guestions but
before time and place expressions,

Which company does she work for?
Who do you report to at the morment?

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 [l 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 your Buildihg and ask yourself these questions:

Doors

V. A2 the dooss locked of night? 2 the doors close properly® 3 L. fire exits kept clear?
furnishings

4 every employee have enough light® B the carpet need replacing?

Fire . _

G the fire alarm work® 7 it tested requlorly® 8 L employees know the fire diill?

General hazards
L L there any loose wires on the floor? 10

....................... there a firstaid kit available to all skalfe

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:

1 How ... did. .. the accident happen? 6 When o you told aboul it?

2 What o the employee doing at the fime? 7 S this ever happened before?
Bl he or she know the safety procedures? B i, you aware of he hazard?

A the employee badly hurt? G What you done to reduce the 1isk?

5 When the accidert reported? 10 you reviewed any salety procedures?

-4 A Read Jane’s notes for an interview for an account manager in a construction firm.
Write the questions she asks the candidate.




<t [E writetw s fo

£ ULITY / TEPUITL LU

Who does Cathy report to

e m————

Who reports to Cathy

Hi. luan

What mistake is there?

- [ 5]

21.1 Listen to the questions in Exercise 5 and give .
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Business talk: Persuading and giving opinions
with negative questions

Negatwe queszions have a negative verb. Use them when you want the answer to be’ yes'
Isn't it anice day? (th&speaker thinks it is a nice day}

Don't you like the new offce?
- Can'twe finish ear!y? '

You can use negatWEquestionsto persuade someone todoor thmk something when:
o you suggest anidea and want other: peop1e ta say ‘ves’ toit.
%ydon’t we/Can't we invite sorne cusromers to our conference? (Let's)
o you glve your opinion and you want other people to agree withi you.
‘st ita bit expensive for a basic camera? Don t you| rhmk it’s expensive?
) ':Notlce the meaning of yes and nne when you reply toa negative quest:on
e Don’t yvou fike the new office? - - :
B Yes (1 like it): )’ No.t don't fike lt} : :
.'A N gative. questiiuns albout pnople’s actitms cam have two meamngs Be careful because they can sound
~rudao _;iti'ﬂ'l’." . ¥

eman' alf the reg;anai oﬁices? E‘l I’m sure you sald you did - 1‘rn just checking, 21 thmk you didn’t and
. shau[& havedone: thts)

B 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

11 hope everyone thinks it's successful,

2 It's very memorable. ... o il TR S
3 Let’s use it for the New CAMPAIGN. ......o.ooooii e e
Carole: Marketing

4 Thecoloursare abitbright. ... ...
$ I[think the teddy bear looks a bit silly. ...,
6 Let'sdosome market research on it ... oo
Martin: Sales

7 Theteddy bearis childish. ...
8 Maybe youcan makeitabitless Bright.. ..o,

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? 3 Aren't you going to change it?

2 Didn't we ask for a different colour? 4 Don't the design people do research?

ke it persona

Laok 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.
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- Question tags

Read these two conversations.

Which one sounds more natural and friendly? Why?

The new receptionist is nice, )
Yes. She's not very old.

No. About 22, | think.

I} Forming question tags
A1 Aquestion tag is a short verb and a pronoun, added
at the end of the statement. A question tag changes a

statemnent into a question.

A2 A4

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 very nice, isn’t she? '
| She's not very old. She's not very old, is she?

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.
- Subject  Mainverb -Tag
oy | Wasi't too late, _ - was it?
| We i buy parts from them, | don’t we?
| Philip | bought a new laptop, ‘didn'the? |
" You | aren’t leaving, are you? i-
' They * were working today, _weren't they? .
. The invoice - hasn't arrived yet, “has it? '
 They .L had missed deadiines before, | hadn't they?

Sentences with modal verbs use the same modal verh in
the tag. Sentences with Let’s use shall in the tag.

Business Class would be much more expernisive, wouldn’t it?
We ean’t compete with large manufacturers, can we?
Let's stop now, shalf we?

A Sentences with used to have did/didn’t in the tag.

You used to work at Zetac, didn’t you?

The new receptionist is nice, isn't she? &

Yes. She's not very old, is she?

No. About 22, | think.

A The question tag for 'm or present continuous is
aren'ti?

fmiate aren’ti?
Fm taking you to the airport, aren’t 1?

Natice 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 dertyou?)

'O With the verb have, the tag with do is much more
frequent than the tag with have.

[21 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 ‘ves!

& You know Donald, don’t you? {| think you know him, |
expect you to say 'yes’)
B Yes, f've known hirn for years.
s Type 2: negative verb + positive tag
You can use Type 2 when you think the other person
will agree by saying 'no’

&: Text messages don’t cost much, do they? (1 think they
don't cost much. | expect you to say ‘no’)
8 No, they're very cheap.

Intonation

You can use falling intonation ™a with tags if you are
fairly sure of the answer, and rising intonation ¥ if you
are not so sure.

@ 22.1 Listen and notice the difference.

SlLre Unsure

— I
We met in Poris, didn’t we? We met in Paris, didn’t we?

, . T“"-A’ e ) :'/h,
She’s not in our group. is she?  She's notin our group, is she?



-4 A

n Complete these sentences using the correct form of do.

1

2
3
3
5
6
7
8
9

-
o

B Ad

You work with Jenny Sharpe, . don't  you?

We never reach our sales targets, ... ... we?

The warehouse didn't open yesterday, ... it?

She's not here yet. She always arrives late, ... she?

We got some interesting news today, ... we?

Nick doesn't work in the S3o Paolo office any more, ... he?
These prices needtogo up, ... ... they?

Melanie travelled a lot last year, ................... she?

This phone doesn't have an external line, ................. . t?

We don't use this old contact list any more, ... ... we?

d question tags where possible to these canversations to make them sound more natural and friendly.

Make changes to the punctuation as necessary.

1

LIsA: No. I'm Lisa. Howdoyoudo? ...

kim: They delivered the orderontime. ... ...
LUCA: Yes, but they didn't deliver itforfree. ... ..
KiM: No, thatstrue. .. ...

ALAN: The meeting lasted along time. ...

PILAR: Yes, marketing meetings always last forhours, ...
ALAN: Yes, and they're soboring. ...

PILAR: | need a coffeel Let's go to the cafeteria. ... .

Rallv: We domr't have a distributorin Moldova. ...
NUALA: No, but we've got some contacts there, ... ...
rRaJlv: Oh yes, Vimala was there last year. 'd forgotten. ... ..

ANGIE: The delivery hasn'tarrived yet. ...
BILL: No, [t never arrives ontime. ...
ANGIE: No, never. ... ..

BLAKE: Michelle isn't working at the Paris office any more, ...

KiaRA: No. She works with Gosia in Warsaw now. ...
BLAKE: Yes, ithinkyou'reright. ... ...

NORA: You've got the agenda for the meeting. ...

ELSA: Yes, and you have the presentation on yourlaptop. ... ...

NORA: Yes. S0 everything's ready. See you later. ...,

JaN: We weren't advertising much in the ltalian press. ... ...
Zok: No, but we had web pages in ltakian. ...
1aN: Yes, | guess the website wasenough. ...




-4} npl isio) using juestion tags.

Yes ure

<

You're_the new |T manager, aren’t you? .

<« B @

ble




1 You work with Charles, ..do you 7

2 This is your copy of the business plan, ... ?
3 They sold their sharesin Zetac, ... ?
4 This voice recorder has a USB connection, .............cc.c...ceoe. 7
5 The design team have sentusadrawing, ... ?
6 Wecangetapricequote, ... ?

o 22,4 listen and check your answers.

b o 22.4 Listen again and repeat each sentence to practise the intonation.

Read this conversation about plans for a trade show. Add checking question tags where possible and
make changes to the punctuation as necessary.

RITA: Yes, some A4-size photographs.

pPaUL: She's going to use them at the Commercial Vehicle Show.
RiTa: Yeah, we'll have to get them printed by the end of the month.
paUL: And we ordered some stickers for the show.

RITA: Yeah.

PauL: It would be nice if we could put a sticker on every invoice we send out before the show to get people
interested in visiting our stand.

RITA: Yeah, | agree.

PAUL: We can get some more made in time,
RITA: Yes, they normally do them in 24 hours.
PaUL: OK, You'il see to that.
RITA: Yes, I'll do it right away.

Makeitp

Think of four things you are not sure about or really do not know, connected with your workplace or your
work situation. It could be where you can find or do something, or how you do something, or who somebody
is or what their job is. Write four questions with question tags of different types that you could use to check
the information.




Reported speech 1 (statements and instructions)

Read this extract from a report from a British Printing
Industries Federation Survey. 10.9% of employers said temporary workers were not
required to speak and understand English, even for

What do you think these employers actually said to the Reall arid saiety: prrposes.

researcher?

B T P A R

EX Reporting things people say
A1 When you talk about or repert what someone said, you can use the same words as the onglnal speaker,

it’s not my fault’ — She said, Tt'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 fauft.
T'm feaving tomorrow. — She said (that) she’s feaving tomorrow! (or she was feaving)

h3_ You have to add a person after told, but not after said or explained.

He told his boss / me / a colleague (that) he was feaving.

He said / explained {that) he was feaving, (not He-saidrre-hewesieaving )

5} Changing the verb form

B1 The verb in the reported statement often goes back’ a tense, but you do not need te change past simple to past perfect.
Would, should, could, might and used to do not change.

‘tm not working on friday’ — He said {that) he wasn’t working on Friday.

tdon't like conferences! - She explained (that) she didn't like conferences.

t Rlew first class to Rio. - She said (that) she flew first class to Rio. (or had flown)
twasn't feeling well’ - He said {that) he wasn't feeling well. {or hadn't been feeling)
thaven't seen Colin’ - She told me (that) she hadn't seen Colin.

thave been working afl day’ - He explained {that) he had been working aff day.

i help you with the report! — She said (that) she would help me with the report

fcan't understand it - He tofd e {that) he couldn’t understand it.

1may 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)

‘Twould / should / could / might / used to cycle to work! — He said (that) he would / should / could / might / used to cycle to work.
B2 Use the same tense changes with know, think, realise, befieve.

Hit { didn’t know/think/realise you worked here.

Changing time expressions

You often need to change time expressions in repdrted statements and instructions.

yesterday — the day before / the previous day . today — that day
last week - the week before /the previous week this morning — that morning
tomorrow — the next day / the following day 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.

[}] 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

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 with the results of outsomc'ing their contracts.
..66% said that they were disappointed with the results of outsourcing their contracts.

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.

1 .. 71.2% of emplogers and 37.6% of employees agreed thai employees were vegularly briefed on the

.compaxy’s performance. .. lagreed)
2 _ oo (thought)
B e (DR
4 e Asaid)
B e (stated)

P You can read the original survey reports on page 222.

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 | 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. [ might do some research on that.

YUuR:: We should give something fun, tike 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.

Tim said that choosing the right gift

_was diffiult, He said thab he ..




-4B,D You showed some potential clients around your office yesterday.
Read what some people said during their visit,

Don't worry about it.

Can you pick us up 'l erder some coffee.

We didn't sieep well.
at our hotel?

Please don't smoke. We've met before.

Will you show
our visitors round the
building?

Don't leave your
valuables in the meeting

room. Can you speak a

little slower? We're definitely going

to place an order.
10

There are some noisy building works in the hotel and they ... .
None of them had had breakfast, 50 ). e 3
One guy spilled coffee over my suit. He was embarrassed but | ... ... .
They all wanted 1o see the offices, SO MY bOSS e .
We're always worried about SECUKity, SO e ;
One woman got out a packet of cigarettes, so | ... TP 3

| was speaking a bit too fast and one of the quys ... B .

LT - I N - T L

{recognised oneofthegroupand | ... i e .

-
o

They were impressed with aurservice and they ... .

4B B} Complete these conversation extracts using the correct form of the verbs in italics.

1 A My wife works in Accounts.  8: | didn't realise you .. W¢'%.... (be} married.

2 A |love all the travel i do in my job. B Oh, | though_f YOU e, {not enjoy) it
3 a My jobisnt going verywell. 8 Hm.| knew something............. {be) wrong.

4 »: Youcan faxthe order. B: |thoughtyou ... ... ... (notuse)faxes any more.

5 a: Canyou come to the meeting? & didn'tknowthere ... (be) a meeting,
6 A: Jonhasn't qualified yet. B Butlthoughthe ... . {do}all his exams,

-4 A-D 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 dome a
‘4

T T o e R Rn, | lefth:'lir assistant, Ray, a voice mail on 9 May. I told him .that Seatons
this morning. Can you check that we have stock 1. had, rung - withanorder 2 ... and I asked him
available to send them this afternoon? There was 3 o that we b stock to send chem 5.
enough stock in the warehouse yesterday, but 1 didnt know the stock levels. 1 knew that there 6 ... enough
| don't know what we have in stock today - my stock in the warehouse 7 ... » but I didn’t know whac we
computer wasn't working before lunch. The order . 8. .in stock 9 .. bccause my computer 10 ...
has to be with therm by tomorrow ar they'll cancel. earlier. I exp[amcd that thc order ll .................... to be with Seatons by
I'm away the rest of the week, butFll try g2 12 . Uertheyl30 . i lsadl e 0 away the
and caf you this evening. Thanks./ rest of the week butthat 115 ... ... and call him 16 ...
e / Unfortunately I didn't have time to call him and check.

Make it personal

Find a survey from your own industry or company and write a short report in English. Or report five things
people said at work last week. Use five different reporting verbs.

Reported speech 1 (statements and instructions)



7~ Business talk: Talking about news

In informal conversations and emails, you can use reporting verbs like ask, say and tell in the past continuous to
report things you have heard. You can use the past continuous to:

o talk about news or something you have only recently heard about.

Lee was telling me about his new boss last night. -
Someorne was telling me that you can't bring children into the office now.

e focus on the topic of conversation instead of the words the original speaker used.
Sara was saying that the food in the canteen has been a lot better lately.
Peter was asking me about the new rep. How's he getting on?

A Don't use the past continuous in this way in formal writing.

BB complete these conversations using the past continuous of ask, say or tell.

1 A lwas just down in HR and Pam _.W&s telling  me about the new training programme. She
... 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 .. e, ME ADOUL

that the other day. | didn't know what to tell them as it was the first I'd heard about #l’
& Yeah,wellast ... ... Pam-it'slongoverdue.
2 A My bank manager .. ..that the branch is very involved with the local community.
She ... ... .it's 50 |mportant these days.
& Well, youremember!. ... ... .. you about that event | went to on social responsibility?
All the speakers ... ltS h|gh on the agenda in ali the big companies these days.
3 A How much are we paying for buildings insurance?
B: A lot! We're thinking about changing our insurer next year. Leslie .. ..it's a good idea to
shop around and get several quotes.He............... - We could probably get rt much cheaper than
we'te paying now. :
A That's exactlywhat |........_..........him last week but he wouldn't listen to me then!
4 a John. ... - me about the GHI exhibition. He wanted to know if we were going this year.
g ldonm't know. Someone ... = _.me how expensive it was to exhibit there last year

with the number of peopie attendmg

@ 23.1 Listen and check your answers.

ke it persona

Write an informal email to a close colfeague about four pieces of news that you have heard at work recently
using past continuous reporting verbs.

119




Reported speech 2 (questions)

Read this sentence, which reports two questions.

What were the original questions? We asked Mr Walsh if he would

Al

A3

A4

become a board member and
what his schedule was for the
coming year.

paay
T— o -

Reporting questions

The word order in a reported question is the same as a statement: 1 subject 2 verb.

1 2
[ L=l
'How much is the car? — He asked how much the car was. (not how-auchwasthe-car)
A Dont use do/did in reported questions.
She asked what he wanted. (not wheidid-herart)

A\ Don't put a question mark at the end of reported questions.
(mat Heasedmewher-basa )

-4 See Unit 23 {Reported speech 1) for rules on tense changes in reported speech.
When you report wh- guestions, you can use ask (sorneone) / want to know + question word (e.g. who, what, how much).

‘Where is the meeting? — He asked where the meeting was. {not wherewas-the-meeting)
"When can | start? — He wanted to know when he could start.

When you talk about or report yes/no questions, you can use ask (someone) / want to know + if/whether.

‘Is the shop apen yet?” — She wanted to know if the shop was open yet.
‘Da you speak any other languages?” — He asked whether she spoke any other languages.

With ask you can put the person asked after the verb.
He asked me who my boss was. (not Hegskedte-re)

& Don't put the person after want to know.
(not Hewantedtro-krow-rmewho-my-bosswas)

E] Asking polite questions

You can use the reported question structure when you want ta ask or request something politely. We often use Do you know

--.2Can/Could you telt me ... 7 Could I just ask you ... 2 wonder ... in polite questions.

Direct question More polite question

What time is it? Do you know what time it is?

How much is it? Can/could you telf me how rmuch it is?

s there a restaurant near here? Could | just ask you if there’s a restaurant near here?

&\ Don't use a question mark after | wonder if + reported question structure.

twonder if you could open the window. (not Fwenderifyeu-cottdeperthewindow?)

Saying that you are sure/unsure about something

You can use the reported question stiucture with be (not} certain, be (not)sure, have no/an idea, {not) know and wonder.

We're not sure what we should do.
{ have an idea why they didn't buy our products.
{ was wondering who the new manager was.
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Practice

Bl some HR staff are telling each other about inappropriate questions that job candidates have asked them

in interviews. Complete the reported gquestions.
1 'How many personal phone calls can | make a day?

One candidate asked me ... how many personal phone calls he could make a day. ...
2 ‘How many days a year can | take off sick?’ '

Someoneasked Me ... .
3 ‘When will | get a pay rise?’

One candidate wanted toknow .. ...
4 'How much do you earn?

One candidate asked me ...
5 ‘Why did you keep me waiting before the interview?’

Someoneasked me ...
6 'Who is the worst candidate you've interviewed today?’

One interviewee wanted to Know ... ...

7 "Which five-star hotels will | stay in when | travel on business?’

Someane asked Me . ...
8 ‘Where can | get the best lunches near to the office?’

Someone asked ME .

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 2 3
Are you geing to ?
source your food products

locally?

Are all your products
organic?

3

Do you offer free
reusable bags instead of
plastic bags?

Caniorder my
shopping online?

10
Do you sell your

cwn branded
products?

Are you goihg to ask
for our comments again
in a few months?

Will someone help
with packing?

Is there disabled
access?

Customers asked . if/whether we are/were going to source our food products locably. . . ...
They WaNTE 1O KNOW ... e ettt et
TREY @SKEO oo
Theyasked ...

They wanted tO KNOW ... e e
They wanted O KIOW . e
THEY ASKEO .o e e e
TREY BSKO ... e et e e e

WO s o b W N =

They Wanted 10 KN OW e

TREY ASKOU . e

-
o




N
B

<A3-4 [ a 24.1 Listen to the questions and report what they ask.
1 .. He asked (me) / wanted to know how many hours a day | work(ed). .. ... . ..

b 24,1 Listen again and answer the questions so that they are true for you.

<aB,C [§ 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.

1 !

Rl can you tell me "ve noidea \ B how many  howlong  how much
Do you know I'm not sure #H when whether
Couldijust askyou [wonder ‘ which who

4

1 ...Po you know if  we geta certificate at the end of the course?

2 e department will do the training first?

B e, will be running the sessions?

A s we have to take a final exam or not,

B e e each training session will last?

B e et the course starts and finishes,

T previous knowledge we need to have?

8 ... ST YU PPON sessions we have to attend.

| A-C B Find and correct seven mistakes with the questions in this article about the dangers of internet shopping.

| o them °

Think of an interview or some market research you were involved in and report some of the questions.

4 Reported speech 2 {questions)



busmess Ietters

: When you make wrltten requests in Enghsh you need to use appropriately formal and pohte language.
% Here are some useful expressmns for rnak:ng polite requests in business letters.

I/We wuuld be gratefuf forany. information you could send us concetning this matter.
1/We would be gratefu! if. you could send us details of schedules.

I/We would upprecmte itifyou could send us further details.

/We: mu!d welcome any adwce on Ioca! markers

Wauld you mns:dersendlng us some free samp!es a
g _Woufd you be wrmng ro offer usa drscounr? (would you be happyfprepared to offer us a discount)

Please let us/me know when we can expect de!;ve.'y ofourla test order,
--'Ptease let us/me know if you require any further information.
Please inform us/me oﬂ’about any. possible delays.

'P!ease inform us/me ifyou are approached by any other interested compames

B3 Rewrite these written requests in a more formal style using the words in brackets.

1 Please confirm receipt of our order. (grateful if)

10 Can | have the opportunity to meet your personnel manager? (grateful for)

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.




we could order them. They'd | \
be about two, three weeks. &

Read this conversation between
a shop assistant and a customer.

" Two or three weeks? |
Mm. So you don’t know any

s
How does the customer check other hookshaps?

what the shop assistant says?

Shop

assistant @ You could try Blackstone’s;

I} Checking information

You can use these expressions to ask scmeone to repeat what they said:
What? Sorry? 'm sorry? Pardon? What did you say? Sorry, | missed that. Can you say that again?

A: | need the sales pack by next Tuesday.
B: Sorry, | 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.

] Repeating words and phrases

B1 You can repeat the important words you hear with rising intonation te check something. You can also add did you say?
A Let’s meet at ten aclock.
____,_,—*' : . 4
&: Ten o'clock? Ten o'clock, did you say?
B2 You can repeat words with falling intonation to confirm or agree something.
& Lets meet gt ten atlock.
A
E: OK. Ten o'clock, (then).

55 6.1 Listen and notice the difference.

Using statements as questions

€1 You can repeat a whaole statement as a question to check what you heard.

A Hes seffing his shares.
B: He’s selling his shares?

€2 You can also use statement questions to check your understanding of a situation.

& They said they coutd do it.
& So, they're confident about finishing by May? The compiete 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.

[}] Using echo questions

You can use ‘echo questions’ to check one key piece of information. These are words or whole sentences with a question

ward at the end.

A Tim went to Oslo last week. B He went where?

& Were holding a conference in May. B You're holding it when?
A He's giving a presentation. B: Hes doing what?

A They're about €300. B Theyre how much’?

A Don't use why in echo guestions.

A Hewent to Paris B Why did he go? (not Hewertwhy?)
-4 See afso Unit 21 {Business talk) and Unit 22 (Question tags) for questions 1o check information.

=PI Checking information
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Practice

a @ 556.2 Listen to six extracts from a conference call.

For each one tick the checking exprassions you hear.

12345"6

What? |
Pardon? i
Sorry? 'msorry? - v
(What) did you say?

Can you say that again?
Sorry, { missed that.

Repeated words Y

b o $56.3 Listen and use the expressions in Exercise 1a to check what you heard.

B3 Complete these conversations using the correct form of the words in brackets. Where appropriate, write
statement questions. Otherwme write questions with normal question word order.
1 HAZEL: | started my new job Iast- month, So far 50 good! :
ODILE: {you/enjoy/it) So, ... you're. enjoying it 7
HAZEL: Yes, a lot and the boss, he's really nice.
ODILE: (YOUMK/BIM ..o oo s i then? .
HAzEL: Yeah, a Jot. He's very organised. Sohow are things with you? (you /sell / your house / yet)

ODILE: No, we Faven't. Our'buyer changed his mind and pulled out.
2 PEGGY: Hi.You're back! (you/enjoy /the course) . ...
RosS: Yeah, | learned a lot. Fm nowan expert in managing change!
BEGGY IL{UserUN: SO, ) ) St St SIS S ?
ROSS: Yes, very useful. And the people were a laugh too,
PEGGY:(you/ have/d good fimel L e md it e L S , then?
Ross: Certainly did. (everything/OK/Mere) ... ..o Ly i
PEGGY: Yeah, fine, Not much has hépp_ened.
ROSS: (:L/be/qurerf") SO A S e G e e ?
PEGGY: Yes, it's been extremely quw_t But now that you're hack, | suppose it’s all going to change, isn't it?

E - Complete these echo questions usmg the words in the box to check the informationin italics.

Ihow!ong howmuch mhar what when whereJ i

1 MANAGER Now ﬁrst of ai_l_l’d Ilke to talk about the aud:tors visit.
COLLEAGUE I'Tn sorry - you'd: llke to tafk about what 7

2 MANAGER; They'll need six days to do a complete audit.
. COLLEAGUE:- They [oneed 478 N4 S MNE bihcrd Sttt s T ?

3  MANAGER: We hope they ['be able to start on 22 March,
~ COLLEAGUE:. So, they’ll be coming........o..... SIS TR Iy 0 S dtp S0 ?

4 MANAGER: I‘m ‘going to let them work in the ﬁrsr floor conference room .
COLLEAGUE They re gotng 10 work b Vo i e B R e 2

5 MANAGER They rel golng 1o check alf sraff expenses again,
COLLE&GUE They ‘re going tordo sl 2 g el ST S B again?

6 MANAGER: Last year they fo nd £80€l of fraudulent clalms
COLLEAGUE: They found:.. ;

b ° SS 6.4 Practfse the conversations Wlth the recordmg Take the roie of the colleague.




Test 6: Units 21-24

1

Make questions by putting the words in the correct order.

1 for/do/who/work/you/?. Whe do yow work for?

Y R

9 your/happy /you/are FiNFJOB /7 e e
10 at/which / with/do/ perscn / you / most / time / spend / Work / 7 ...
11 starting /how /was /your/ much /salary /7 ... . e,

12 good/schoolfstudent/werefyou;-’a/at/? .............................................. e s

Complete this conversation between two colleagues using suitable question tags.

ANNE: Carlos is retiring soon, 1...lent he?
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

MELANIE: He had a lot of original ideas back then, 4

ANNE: Yes, 50 he was promoted very quickly, 5.
MELANIE: | bet he won't miss us all when he leaves, 6.
ANNE: Maybe not, but we'll miss him, 7.......... I

MELANIE: He's planining to do a lot of travelling, 8

ANNE: He hasn't visited many countries before, 9

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

Correct the mistakes in these sentences. One sentence is correct.

1 He told me be-earefud, . to be careful -

2 She askedmecanyouhelpme. ...

3 ldidnirealiseitis soexpensive. ...

4 She said | will be here tomarrow. {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 Did n‘.t you know the meeting starts ten minutesago?....................

worked / another / you / for / have / COmMPany / @Ver / 7.
your !ydu /to/near /live / work/ 07 2 e s
partner/does/what/do/your/? e, e
you /week / did / manager / see /1ast / YOUr/ T e
is / job /what/your/title /... e e
company / how /is/your /obd /7 e et
many / does / employ / how / péople I e SR



had. done was fantastic.

De :=ar 1ec

1tern

me
[ Aw

1MW, would, apreciate ik if yow. could.
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" Verbs and objects

Read these comments by people who are talking about what motivates them at work. -

Al

A2

A3

A4

B1

| have job security.

a Which of the verbs invitalics have objects? What are the objects?

b Which verbs do not have objects?

Conflicts and disputes
with management
M, S 1dOM AappED

Verbs with or without an object

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

{ phoned him yesterday morning. ;

We use adifferent system overseas.

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, fike, make,
need, produce, raise, sell, spend use, take, want.

We should contact the manufacrurer as soon as possible.
At present | thirk we self about two hundred units per month,

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?
Car you fet me know when the new Sales Director arrives?

Some verbs can be used with or without an object. These
verbs include:

begin, decrease, Ainish, grow, increase, meet, return, start,
stop.

The meeting began at 2 pr.

We began our discussion yesterday,

Employee numbers have increased/decreased
We need to increase/decrease expendilure.

Verbs with two objects

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.

They encourage us

We have to work hard
but we get lots of breaks. /'

B2

B3

The company offers
fantastic opportunities
for promotion

My boss really appreciates
me and praises me when
| do good work.

verb indirect object direct object

- They don't give their workers enough time off.
- Conyou send me - theflight details?

-3 Here are some commaon verbs that take two abjects:
ask, bring, buy, find, give, hand, make, sefl, send,
show, tell,

Can you send the delegates that fist of names? And make me

acopy, 1oa,
We showed the visitors the new machines.

You can alsc use a preposition + noun structure for
the indirect object. The direct object comes before the
indirect object in this case,

Can yau send the list of names ta the defegates? And make
a copy for me, too.,
e showed the new machines to the visitors.

You must use a preposition when the direct objectis an
unstressed pronoun (e.g. it, them) and the indirect object
is a noun,

A What did you do with the ogenda?

B/ sent it to Francesca. {not Fsent-Frandesta+t)

! took some photos and showed them to our client,
(not showed-surchenttherm)

If both objects are pronouns, you can use the indirect +
direct object structure.

& Did you send Harry the insurance document?
B Yes, [ sent him it vesterday. (or { sent it to him yesterday.)

With most verbs use the preposition to. Some verbs use
for (e.g. book, buy, design, find, make, reserve).

a; Pve reserved you d room at the Plazatel
B. Can you find me a new marker pen, please, Tetry?

a: Pve reserved a room for you at the Plazatel.
e Can you find a new mdrker pen for me, please, Terry?




-4A2-3 [l Complete these sentences by adding a suitable object where necessary. If the verb doesn’t need an object,
leave the sentence as it is. :

L-T R - BT R

-
o

My laptop is being repaired. Can ) use ... your_ laptop?

We need to look at the sales figures. Canwe fixa timetotalk..................oooe ol ?

We must try to have short meetings. Nobody likes ... .

I'm going to make coffee. Doyouwant..........cc.cocoveereneineee ? .

I think generally motivation among the staff has fallen ...

I've lost that list of names for the staff dinner. lhope lcanfind ... .

In the last year our costs have risen ..., .

Mr Pavlevski's coming today. Do you know what time he's amiving . . ... c...occinnns ?
Do you have Maria Senara'’s email address? Ineedto contact............................

Some people are going for a meal after work. Do you wantto come...........ccoocovencniennns ?

-4A [ putthe objectsin brackets into these sentences in the correct order and position.

1

10

Can | keep for a few days? I'Hl return after my presentation. (it, the projector)
..Can | keep the projector for o few days? VU retumn it after my presentation. .

When they increased last year | bought the following month. (a new car, my salary}

We spent and improved for the staff, and noticed that motivation increased very rapidly.
{a lot of money, the facilities) ' '

Handmade Cars Ltd sold in 2005 and made, which was good news. {1,000 vehicles, a huge profit)

They have promised to produce for us so that we can check before we make. (a decision, the details,
some drawings)




-4 B1 E} Complete these sentences using the objects in brackets in the correct order.

1 Lisabought. Hemnah a scarf tocelebrate her promotion. {(a scarf Hannah)

2 Melissashowed ... {hernew PA, the meeting room)

3 Royhanded...............ocieieei v 50 that she could see what we had to discuss. {Laura,
the agenda)

4 Karenasked . .. .. . . (the time, Urstia)

5 Hilarygave .. ..o v 80 they could finish the task. {some brochures, the visitors)

6 David 5ent . ... . (owers, Pamela)

«B2-3 [ 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)

ohe gave Hhem 0 her aesusbant, e

Henrik sent Zepak the consignment last week. (to)

They bought Charlie the golf clubs when he retired. (for)

b Rewrite sentences 4 and 5 with two pronouns instead of a pronoun and a noun.
B o e L e

-4A,B B 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 A to small
businesses merey, so governments all over the world gave public funds the banks to enable them to continue
to offer loans in small businesses and private individuais. 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.

ke it persona

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.

| Verbs and objects



ypical busi
and objects

Some verbs that normally have an object in everyday language are often used without an object in business
language, especially in spoken business contexts. This is because the object is usually clear from the context.
These verbs include: buy, cancel, confirm, delay, deliver, dispatch, launch, order, produce, sell, ship.

Everyday use Business use

They couldn't deliver the goods on time, so we had to They couldn'tdeliver on time, so we had to cancel.
cancel the order.

The 25th is too soon, so we'll have to delay the contract. The 25th is too soon, so we'll have to delay.

You should never launch a new product in the winter. You should never launch in the winter.

They produce lines for some of the big supermarkets. They produce for some of the big supermarkets.

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 use it.

BOB: | wanted to make the point that we shouldn't launch the-rewTiTodel in April — there are too many other
things happening. | think we should delay the aunch until May, We can produce the brochure in January,
samples in February or March, then be ready te ship the goads in May. That gives us plenty of time. If we
haven't prepared the launch properly and have to cancef 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: | wanted to talk about our investments in Zamrac. If we self our shares now, we may be at-a
disadvantage. | think we should continue to buy more shares over the next few months and then self them in
the autumn when we have a clearer picture. if we all agree, | can confirm our decision with the brokers.

ANDREW. Right. Well, any comments?

@ 25.1 Listen and compare your answers.

Write sentences for these situations using the verbs in italics without an object.

1 Tell a colleague that you think the date for the sales conference is too soon and that it should be fater. {delay)
-4 think the date for the sales conference is too soon. | think we should delag.

2 Tell a friend that your company makes items mostly for the international market. {produce)

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)

ke 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
managerial style,

a Find an exampte of a verb + a verb.

b Find an example of a verb + an object + a verb.

X Using -ing

A1 You can use -ing after these verbs:
can't help, consider, enjoy, feel like, finish, involve, imogine,
keep, mind, spend (time).

1 enjoy working here, but | can’t help wondering if | made the
right career choice.
Would you mind opening the window? {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?

[} Using fo-infinitive

You can use to-infinitive after:
can afford, agree, arrange, decide, expect, hope, manage,
offer, tend, want, would fike/love.

We decided to attend the conference but we couldn't afford
to book a stand.

People tend to be mufti-skilled these days - they expect to
change jobs more often.

-ing or to-infinitive?

€1 You can use -ing or to-infinitive after these verbs:
begin, bother, can’t bear, continue, hate, intend, fike, love,
prefer, start.

Don't bother waiting / 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.

€2 |If the first verb is an -ing form, to-infinitive is more
common for the second verh.

We're starting to work as a team. (rather than We're starting
working)

€3 You use like, love, hate, prefer + -ing to talk about level
of enjoyment. Use to-infinitive o talk about a habit or
preference.

| hate doing my expenses, but | like to get them in on time.
(I make sure | get them in on time)

[ want my staff to know it is okay to fail [...]
I try to help people succeed because if they
are successful, then Fam successful.

€4 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,

tforgot to call the accountant. (| forgot and didn't do this)
i never forget watking into the office party. (a memory now
about the past)

{ remember taking a price fist.

{1 1took a price list 2 | remember that now)

{ remembered fo take a price fist.

{11 remembered 2 then | took the price list)

i stopped working there last year. (i no longer work there)
Sorry I'm fate. T had to stop fo get petrol {in order 10)

tet’s try to boast sales this yéar. fattempt to}
A My emaifs not working,
B Try restarting the computer. (experiment)

~) People often say try and do something.

[) Verb + object + verb

D1 You can use an object + to-infinitive after these verbs:
aflow, ask, encourage, help, get, need, remind, want, would
like, tell, teach,

How can tencourage my staff to make their own decisions?
My boss wanted me to take the visitors to dinner,

{not AMy-bosswanted-that-Hake)

D2 After fet and make you can use an object + infinitive
without to. When make is passive, use the to-infinitive.

Just fet me know if you need help.
What made you say that?
What efforts have been made to find new clients?

D3 After help + object the infinitive without to is more
comman than to-infinitive,

fcan help you (to} install the software,

3 Sense verbs

You can use object + -ing or infinitive without to after feel,
hear, natice, 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 lost vear, (suggests a repeated,
incomplete or ongaing action)

- See Appendix 6 (Verb patterns).
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1 | Complete 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. t0 take. . (take) much business from us?

Tim: I'd say that around here we're still doing OK. Customerstend 2. .. {come) 1o us first. But we've
endedup3.. ... (lose} customers in Scotland because that's always been their area.

ALAN: 50, should we spend alotoftime 4 ... {try) to win back that business?

TIM: I'd say not, no. We decided 5..................c.o.. {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: |'guess Mounts have considered 8.................... {move) into our area here, though. Are they still relying
ONS (be) the cheapest?

TiM: Yeah. If they do target this area, | expect 10................ .. {get) a lot of calls from customers about prices.
It'saworry - ldontmind 1. {tefl) you.

aLan: Well, we'll just have tokeep 12 ... (offer) a better service.

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.

1 focused about my career, but I'm so busy. Like on an average day, | never have time to

,‘What am | learning? Where am | going?’

2 The best career advice | ever read was to stop........... be ajob seeker and start......think____ of
yourself as an investment. | did and it's beginning ......... work .

3 lremember ... meet. .. my boss for the first time. | said, ‘How can | get your job? But | respect her and
llike ... think  that she respects me, too.

4 |really don't bother........] Iy ... to impress my assistant any more. | tried .._.... buy... him lunch and
stuff when | got here, but I think he’s jealous of me.

5 |like myjoband llike.......... ao. . into work every day. I'm probably a bit of a workaholic. Sometimes |
forget......... have . lunch. ! have to rermember ....... make time for myself.

6 lintend... change . jobs every two or three years tiil | have lots of contacts. My aim is to start
.......... ... my own business. | can't stand ... Work . for a boss.

El a2 Complete these questions using the correct form of the verbs in the box.

feel giveup have leave makeup offer take tell use work

1 Should employers encourage staff £ haxe a healthy lifestyle?
2 Cananemployer makeyou ... smoking?
3 Does your boss let you and your colleagues ..............c.......... work early if you need 10?
4 Does your employer allow staff .............. .. from home?
5 What would you like your employer ..................... you: more time off or a higher salary?
6 Daoesyourboss everremindyou ... time off work?
7 Haveyoueverbeenmade.. . ... guilty for taking a holiday?
8 Does your boss ever want you...........c...co.e..e. excuses for him or her?
9 Would you ever get a colleague ... [ a white lie for you?
10 Do you everhave to helpyourboss.............. his or her computer?

b Write answers that are true for you to five questions. Give examples from your own experience.




-4A-D [ a Match the beginnings {1-8) with the endings (a-h) ofthesesenténces.

1 My job involves thinking I'm in the wrong job.

a
b sort out their personal problems.

2 No one ever taught me
3 My boss often wants me ¢ throwing out old papers and files.
-4 My boss is great. | can’t imagine d totype properly.
5 On bad days | can't help ' e to buy presents for her family,
6 You should keep guiet, even if you feel like f working for anyone else.
7 Inever seem to get round to \ g writing software and training programmers.
8 |often help my colleagues h complaining about your job to your boss.
b @ 26.1 Listen and answer the questions your hear.
-4A-E B Find and correct 12 mistakes in these emails.
1
From: kdelang@comsystems.co.uk
Subject:
Dale:

To: j.willams@marketconsult.com

Dear Mr Williams,
I heard you fo speak 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. 1 had to catch a plane.’

I would like to invite you to speak at our company conference next meonth {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

T Seanun || sewenma s |4

2  geomn = ™ jwillams@marketconsult com
BTty =il w  kdelang@comsystems.co.uk
SRR SIOCEL ..__

e

o —— Déar Kate

Good to hear from you. Of course | remember — in fact | keep meaning to get in touch. And |
didn’t mind you leaving early — | saw you to look at your watch al! the time in the last 15 minutes!

[
Thanks for invite me to speak at your conference. | would love coming — any day is fine. | can !
easily spend a day or two to look around the city. | feel like taking a few days’ off actually, as I've U
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.

-ing and infinitives after verbs



You can use to-infinitive:
e to give a reason for doing something.
The Service Department should email the customer to say which engineer is coming.
Sofia is going to Switzerland on Friday to interview for a new rep in Zurich.
e after an adjective to say how you or other people feel about doing something.
We are pleased to announce the appointment of a new regional Sales Manager. (formal)
The directors were unwilling to invest more in the product.
e after it + be + adjective to make a general statement, or to give a general view.
It is difficult to predict the success of any new product.
It has been useful for us to meet our key customers on a regular basis.

[ a Complete this letter to an employee about their performance using the correct form of the words in the box.

agree  arrange conﬁrrn dlscuss happyfanswer |mportant.fkeep pleasedfinfornr prepare |

Dear Kim

Iam1.. pleased to inform . you that you have successfully completed your probationary period with the
company. The next step is that we will shortly hold a Job Appraisal meeting with you and your line manager

| 2. ...your performance and 3 .. ... your objectives for the next year.

4 for the meeting, please f1]l out the encloaed form and return it to me.
Itis5.. ............acopy for yourself for the appraisal meeting. After the meeting your manager will write
up a summary. The purpose of the summary is 6 ...............cc.... the main points we discussed for the meeting.
I will be contacting you soon 7...............cccoc... a time. In the meantime, Iwouldbe8......................any
questions you may have.
Yours sincerely
Joanna Lee
HM Manager

SRR TR : . ; - e

b Complete Klm s appralsal fon‘n using the correct form of the words in the box.

|
help improve -inerease |nterestmgfsee happy/use ready/takeon update willing/contribute |

Job Appraisal Meeting Form
Name .. Kim Ahn Manager .. Martin Cheng

What has been your main achievement in the last year?

| designed a new worifiow system 1 . 10 ncrease  the efficiency of the department The implementation went well and staff were

2 AT the new software. ttwas 3 ... their reactiohs.

What doyou think youcando ... your performance?
ffeel [ need some more fraining 5 ... my technical skills. | would also like fo go on a spoken Mandarin course
6. e COMMunicate with local staff in Befing. ( wouldbe 7 ... 1o the cost of this)

What objectives do you want to set for the next 12 months?

[row feel 8 ........ocoovorererer.. more management respongibility. | alco want o Sef up & mentoring scheme.

oy

T B

Write a: self-assessment for yourself ora descnptlon of what you said last time you a had a performance
review, using five verbs from the unit.




Phrasal verbs

fead this phone conversation.

a How many words does each verb in italics consist of?

b Which verbs in italics have an object?’

¢ Where does the abject go in relation to the verb?

I} What are phrasal verbs?

Al

A2

A3

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)
ir’s not easy to come up with criginal ideas. {create / think of )

+) The mast common verbs used in phrasal verbs
include: come, get, give, go, look, make, put, set, take,
turn, work.

= See Business talk for examples using get.

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.

tdecided to turn down the job. {refuse}
Could you put me up when I'm in town? (Could { stay at your
house?) -

Phrasal verbs can have more than one meaning.

I think we'll have to put the meeting off untif next week.

(postpone)
The annudat fee of £60 put me off, {discourage)

[2] Using phrasal verbs with objects

Bl

B2

B3

Some phrasal verbs do not need an object.

Do you know how long this meeting wilf go on for? (last)
Safes have dropped off dramatically since fast year. (reduced)

Common examples: break down, carry on, drop off,
get back, get thraugh, go on, hang on, hang up, set off

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.

With separable phrasal verbs, you can put a noun object
before or after the particle.

You can't just make up a price. / You can’ just make a price
up. (invent)

BS

Hi Leo. I'm sorry but my car’s broken down so
1'm going to be late for the meeting. Can we
put it off until this afterncon?

No, sorry, Josh, but I'lf make detailed
notes so you can catch ug on the main
points we discuss.

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 it off during this
presentation. (not turr-eft)

Longer objects and verb + -ing go after the particle.

Make sure you back up whatever you do on your computer.
(make a copy of)
Afe you going to carry on working much longer? it's very late,

{not earry-werkirg-an)

® Common examples of separable verbs: back up, call
up, carry on, find out, finish off, give up, fook 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
dowrt

Although find out can be separable, it is much more
commonly used with the object after the particle;
give up is usually only separated by pronouns.

With inseparable phrasal verbs, the object always goes
after the particle.

ffyou come across my pen, please tell me. / If you come
across it, fet 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

With verbs with two particles, the object usually comes
after the second particle.

Theyre going to come up against fierce competition in
Fastern Furope. {meet a problem)

BG says it will make up for the shortfall in sales by increasing
prices. (compensate for)

-y Common examples: carry on with, catch up on, come
up against, come up with, do away with, look forward
to, fook out for, make up for, put up with, watch out for

A Use -ing (not the infinitive without to) after verbs
with two particles.

{ fook forward to meeting you. (not Hookforward-te-raeet)
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-4B1-2 [ 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.

G-I . -] e

Q% 23-] | | B - 6 - & - Elewe - Grook - "
)
COMMENTS e
A couple of months ago | rang 1 .._.#p... my bank to tell them where to send my new debit card. | got 2 . - F
to an operator. She was very friendly but | hadtohang 3 ... .. for 15 minutes while she trled U] contact my
bank in Birmingham. In the end, I gave 4 ..., .. and sentan emanl! {'m not at all surprised that the number of
companies using call centres has dropped 5 ... ... dramatically in recent years!
Sidonie. Birmingham
" Whatputsme 6 ... using call centres is when the staff appear not to have the information | need. It makes
me want to hang 7 immediately when they put me on hold and make me listen to that awful music. Why
don't they just write my number 8 ... andeallme @ ... when they have the information | want?
Haven't companies worked 10 .......................yet that customer satisfaction increases profits?
Bruce, London
- £|

4B2-4 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.

tn the selling situation, salespeople often think they should fill any silence with the sound of their own voices.
However, | recently 1. cme across a very effectire use of silence . (came across / a very effective use of
sifence}. It happened during a sales presentation that | attended last year in Vienna.

The dlient worked in the family fashion business and had a problem with stock control. Near the end of the

session, the satesperson asked her, Whenyou 2 ..., {sortout / 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 te 3 ... {go

through / her own detailed solutions).

When it came to question time, Iwanted to 4 ... ... (find out / something).
I asked what the cfient had been doing during the silent pause, She said that she had

= ST P YRR PRPO (carried on / thinking} while lots of ideas were moving about in her
head and then she had suddeniy been able to see a solution.

You see, when we intercupt the thinking of othersto 6. ... . {put forward /
our sefutions), we StOP them 7 ... e (commg up w.'rh / rherrown ideas).

If you stay silent, you don't have to sell your products or ideas to your clients — you just
8. (back up  ther) in their own decision 10 buy!

-4B5 E Complete these employees’ comments about a new manager using the correct form of the verbs in the box.

lcatch corre come  do look Iook make put

t hope the new manager will ... PM&__ up with a business plan that'll work.

'mo forward to hearing about any changes she’s going to make.

lexpectshe'll ... up against resistance from some of the employees.

She seems to think the solutionisnotto................ away with the old systems but to improve them,
twonderifshe'llbe... .. out for new opportunities for us to expand.

| hope she doesn'thaveto. ... up with too much opposition from other managers.

Ny R W N -

Profits were down this quarter, but I'm confident that with her new strategies, we'll have .. ...........up
with last year by December,

8 She has promisedto.. ... up for any losses incurred during the restructuring.




<€A, B [ a Underline the correct phrasal verbs in these conversations.
CAMILLE: OK, we're going. Are you ready?

aiacomo: No, I'm trying o 1 get through to / hang up a client before | {eave but their line is always busy.
CAMILLE: You work too hardt Can't you 2 carry that on / put that off until tomorrow?
GIACOMO: No, I've got to 3 make up / set up a meeting with them for tomorrow.

CAMILLE: That’s a pity. Well, don't forget to 4 shut down / finish offyour computer and 5 break down /turn offthe
lights when you teave.

DENIE: Hurty up. We need to 6 set off /go on in the next few minutes.

NIGEL: 7 Give up!/ Hang on! I'll be ready in a couple of minutes,

DENISE; OK, I'll just 8 back up / fook up the address again so that we don't get lost.

NIGEL: Right, I'm ready. I'm really 9 looking forward to / 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 /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.

<“AB H a Write answers to these questions that are true for you, using the phrasal verbs in italics.
1 What's the biggest contract your company has taken on recently?
. We: took on a. contrack with Nucorps last month, so we are all working very hard vow. . ...

2 What kinds of things do you put off doing at work?

10 What kinds of things would put you off applying for a particularjob?

b @ 27.1 Listen to the questions and say your answers.

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.

Phrgsal verbs



Phrasal verbs are very common in spoken business English. Some verbs are used in many different phrasal verbs
Here are some common examples with get.

When you're working hard, try to get away, even if it’s only for a few days. (take a break/hollday)

Household goods is one area where reran’ers can get away with raising prices. (do something without any
bad result / penalty) -

With some funds you can get back less than you originaﬂy invest. (receive something you had before)

Wed like to get into the Asian market. (start working in or with)

‘What do you think is the best w&y togetonin business? (be successful)

People work better as a team if they get on with each other. (have a good relationship with)

I wish I could get over my fear of flying. (overcome illnesses/problems/worries/fears)

I wonder if {1l ever get round to learning Chinese. (do something that you have intended to do for a long time)
Small businesses often find it hard to get through a recession. (survive)

It is the advertiser’s job to get through to target audiences. (communicate with)

Phrasal verbs often have a synonym (another word that means the same), so if you do not understand

a phrasal verb, ask for an explanation.

-« See Speaking sti‘ategies 6 (Checking information) for ways of doing this.

B Look at this advice about setting up a new business. Complete the sentences using phrasal verbs with get.

Google

Starting out in business

Whatever kind of business youd like to 1....48% 0. there are a number of things you need to think about
first. Here is some advice to help you to 2 any worres you may have about setting up a new
husiness,

Choose a business area where you know you can 3 more money than you put into it

Don't wait too long to 4 learning any new skills — it'll be too late once you've started the
business.

Be aware that the first stage is the hardest, Once you § that, it usually gets easier.

Banks sometimes try to 6 charging you tog much for loans, so invest as much of your awn
money as you can initially.

Be aware that you'll be working very long hours and it's unlikely that you'll be able to 7

more than a day or two in your first year,

If youwant to 8 the local markets, choose your advertising well and learn what people in
your araa really want,

Recruit sensibly. Choose people who will ... you, each other and your coustomers,

Finally, if you want your business to 10 know your market, the competition and your procuct.

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 |s there a business area you'd like to get into?

5 Who do you get on best with at work?
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Prépositions

Read this extract from a university’s website and underline the prepositions.

a Which two prepositions describe time?

b Which preposition describes location? il

conmtact us &l

»

Ll research courses

< _\-i{hic-h preposition follows a verb?

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.

] Using prepositions

A1 Prepasitions are usuzlty followed by nouns or noun
phrases. If a preposition is failowed by a verb, you must
use the -ing form,

Our offices are in the east end of London.

Are you thinking about investing? (not thinkmgobowi-avest)
P See Appendix 7 (Prepositions).

[F] Prepositions of place and movement

B1 Most prepositions of place and movement are one word
{e.g. about, among, around, at, before, between, by, from, in,
into, off, on, aver, through, under, up, within). Some are two
or three words (e.g. ahead of away from, clase to, next to,
out of, on top of ).

B2 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.

B3 Prepositions of movermnent tell you where people or
things are going (direction).

We're currently flying over Moscow.

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.

Peopie work from 7 am to 7 pn in the week and between
Sam 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 ea-rexTuesday)

[} 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, tatk to, work for). Sometimes you can put an object

between the verb and preposition (e.qg. divide something
into, invest money in).

Why did you apply for this job?

D2 Some verbs can be followed by different prepositions {e.g.
agree with sormeone 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 discoss-about-thetro)
-4 See Unit 25 (Verbs and objects).

3 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)

I3 Nouns and prepositions

F1 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 s the reason for the price cuts,
There’s no interest in this idea. {people aren'tinterested in)

F2 Some nouns can be folfowed by different prepositions.
The £ reached an agreement with China on trade tasiffs.

F3 The preposition betweert is often used ta link two {or
more} nouns with and.

The afliance between Serfin, Habitat and Citibank is the Jatest
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).

Payrment in advance is preferred. This property is for sale.



‘a

-4A-C [ Underline the correct preposition.

1 Sorry ) didn't call sooner, 've beenin/ona présentation alI_‘afternoon.
2 There’s a meeting in/at 3 pm ~ that's in /at two hours’ time;

3 Perhaps you went to / gt the wrong place - we're in/on the second floor.

4 | think we met in / at this conference last year, didn't we?

5 To find us, go north aver/ up Oak Hill Road, turn teft and walk to/ by the end of the road. You'll see us in/on
the right. If you walk under / before a bridge, you've gone too far,

6 | noticed it was broken when | took it out of / inte the box.

7 Our new, flat structure means nobody has more than three managers over/ on them.

8 Our advisors are available between / from 10:00 and 16:00 every day. You can alsa call the helpline number
{08452452423) from / since 16:00 to / by 22:00.

9 After/From | left university, | worked for / by six months in / at Paris.
10 The stores are in/among the production area, next to / ahead of the machine shop.

11 A Can you get the package over/on to us by / en 12:007
B: Yes, but I'll have to send it by /on courier.

12 Andre’s worked here for/since 1980.1 think he's going to retire soon.

4D B] Complete this article using the prepositions in the box where necessary, or put a dash (-) if no preposition is

needed. '

[about for for in into of on on to wit?l
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Research shows that, in business, most senior positions are still held by men. Also, few women work 'F_
1 ..for... engineering or science-based employers or even apply 2. ............... jobs in these areas.
What exactly hasled 3 ... this situation?

Explanations for these differences between men and women have often focused 4. ... ... .
discrimination against wornen, 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 B0 managers and divided them 5 .......................... teams of men and women.
The experiment consisted 6 ... a variety of business tasks and the tearns 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.

ST T
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This may make women iess successful when they are competing 8 ... ... men for promotiens and
jobs. In one experiment where teams had to invest9 ................... high or low risk shares, men showed
they were mare likely to take higher risks. The study also found that men were less likely to lack

O A R confidence than women. However, before anyone writes to complain 11 ...
this study, it is worth remembering that other studies have shown12 ... . .. how effective women
managers are. Wamen-managed companies in the UK are up to 14% more profitable than those with
men-only management. i

Y Ly A T el e e




-AE Compiete 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
involvec_i!n responsible for  similarto _wosred-abdtl

1 35% of executives are.. Worried. about 5 recession in the next year, (frightened there will be)

2 Portugal’s business cultureis ... Spain's, {quite like)

3 Myreportis...........ococeonn . the future strategic development of this organisation. (discusses)
4 Japanese taste in mobile-phone designis ................. .. ... European taste. (hot the same as}

§ Many European companies are already ... jointventuresin China. (operating)

6 Salesgrowth lastyearwas.. ... .. our predictions. {the same as}

7 Shareholdersare ... paying tax on any investment profits they make. (should)

8 Customerswhoare ... learning more about our products should call us

on 0845 124 354. (wanting to)

-4 F n Complete these messages on a company noticeboard using suitable prepositions.

oy 5 o

B 52 .
: 1l‘rn pleased to announce that we have signed an agreen'.\ent - .
__with__ Provost et Fils to use their distribution networkin L. A : e

.The altemative ... this.agreement was : i i . il
:l O::;eur; EL?Tv?n sy:tem With the Price ... fuelsohigh  SONY [aptop $300 skills training Thursday
o :

i @ 17.00 due to a lack
at present, this agreement seefms 1o be a solution ..............oee. : e T g
problems. This agreement was the result ..o two months :
of hard work, so thanks to all those involved.

The inter-office football
EOUPNAMENTT s us
and the Queen's Road and
Livermore Street branches
will be on Saturday 171 June.

4

g Withreference ... recent requests for longer opening hours
for the canteen, | am hagpy to announce that it will now close at 18.00

These longer opening times will continue s long as there is interest

...................... using the facilities.

-d A-F Complete this presentation on positioning your brand using suitable prepositions, Sometimes more than
one answer is possible.

1. With/For  most of the campanies lwork 2 ... Il ask someonetothink3 ... this
question: if you ¢could put one message directly 4 ... the mind of a prospective customer, what
woulditbe? S ... thinking for a moment, they’ll mention something. Then Ilitalk 6 ... ...
a different person and I'lf get a different answer, In fact, | get as many different answers as there are people
working 7. the company! That's bad,

B general, the only messages that customers are interested 9 ..................are short,
powerful and repeated. S0 every single employee has tofocus 10 ... what the company’s
message is, and then they have to take responsibility 1. . e, sharingit-12. ...
conversation, 13 .................... the company website, 14 ... ..., writingand 15 . ... ... the
phane. Consistently.

This is called positioning. It means thinking 16 ... your custammers, your competitors, and your
goods or services while youlook 17 ... the most powerful words to describe your business. s
worth it: good positioning may improve your marketing 18 ... years!

@ 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



You can use pfepds’itio’ns to deéc'rrbe change in terms ‘of numbers. For example, ybu €an use prepositions with
words like rise, fall, increase, decrease to say if numbers (e. g. sales, profits) went up or down.

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 by-5%)

Marks and Spencer ahﬁouncedpre.-tax profits of £35 million.

In verb phrases, use by fo-say how much Somefhing has changed.

Last night on Wall Street the Dow Jones fell by 48 points.

You can use from and to to give the startmg and final numbers in a series or period.

Pre-tax profits climbed from £8.6m to £20.2m in the year to 1 April.

I Complete these sentences using in, of, by, from and to.

1 Revenues climbed....from_$175 million ...t0..... $273 million in the final quarter of the year.

2 The company said its poor results reflected a sharp rise....................... natural gas and oll prices,

3 Lastyear GDP grew....................... about 7%, which is not high by China’s standards.

4 The USA trade deficit with Japanfell ... 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. ' '

Complete the descriptions of these two graphs with suitable prepositions.

1,000s of units There was a steady rise 1.0 productivity, 2 ...
50 20,000 units3_........ the first quarter 4 ... [
40+ TR apeaks... A ,.400006 the thlrd quarter
30 ./\I Productmty then fell 7N ... 10,000 units
204 gl ithe fourth quarter.
104 '
0

15t Qtr "2nd C.)trI 3rd Qtr " 4th Qtr

$m  Exportsales (Q1) Export sales rose 9. -$15m In February, 10 .. .. $60m
100+ 11.. the start of the year. This was due to a favourable exchange
80 rate. In March we benefited from further decreases 12... ..the
60 exchange rate, which resulted ina further rise 13 .................... sales :
40 TAT B B S $IOm._Sincethe_be'_ginniﬁg:ofthe-yeaai Sa{es_have risen
20 5. e $25m, @ year-on-year increase 16 .. ... 10%.

Jan Feb = Mar

Make

Prepare a presentation slide showmg some of your company 5 results.
Write a short descrlptlon of it uslng language from this pag& i




Organising what you say and
highlighting information

Read this comment by & ménager.

We don't have much time. We
have to be aggressive. What we need
\, 5@ new campaign slogan.

Which point is she trying to emphasise or highlight?

I Organising what you say
A1 You can use first(ly), first of alf, second(ly), third(ly) 1o organise the points you make, ot ta go through a list of items. The forms
with -y 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 fook at design samples.
There are three reasons for delaying the launch: Airstly, Febiuary is not a good month to faunch; secondly, we really do need more time
torun tests; and thirdly, the safes force need more training.

A2 You can also use numbers (one, two, three) or the letters of the alphabet (4, 8, C) to organise what you say. People normally
don’t go further than three or Cin informat situations.

l'ean think of twe reasons not to buy shares now: one / A, the US market is unstable; and two / B; nobody realfy knows what’s going to
happen in Asig,

A3 When you make your last point or come to the last item in a list, you can say fastly/finally.
And Iasﬂ‘y/ﬁhaﬂy, fwant to remind you of the date of our next meeting,

A\ Don't confuse first{ly} with at first (which means in the beginning / initially}, or lastly with at last {which means
eventually / in the end).

At first (not firsthyd [ didn't reafly like my new boss, but now 1 like her a fot. (the situation has changed)
! fooked everywhere for my keys and at last (not#astly)  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, | want to thanik Graharn for coming alf the way from Warsaw today.

2] Highlighting what you say
B1 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 Whetwerneed areproredesks)

* To highlight the action;
We contacted Westons right away. — What we did was contact Westons right away. (not Whet-wedidwas-contactod)

¢ To highlight what someone says or thinks:
Ttold them / said / thought / meant that the date had been changed — What I told them [ said / thought / meant was (that)
the date had been changed.

B2 You can also use This js what and Here’s what to highlight a whote sentence,

We'll set up group @ mailing fist. = This is/ Here's what we'll do: we'll set up a group maifing list.
They hired a team of consufiants. — This is what / 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

-4A B Addthe words firstly, secondly, thirdly and finaily to this
presentation at a training seminar so that the organisation
is clear to the participants.

Frstiy,
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 ¢an 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 ~
FIf come back to that with an example in a minttte. PRalso
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.

o $S 7.1. Listen and check your answers.

-«4A [ Anadvertising agency is expanding into lreland Complete thus extract from a meeting at the company
using the words in the box.

{A atlast atfirst B first First'arld_foremost Firstof 3l fast but not least lastly secondly thirdly

Lucy: Right. Let’s start. 1. First of all  Jet’s welcome Bryan Murphy from Dublin to our meeting. Now, there
are several things weneed 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 freland:
e .it's got a good economy, and4.._...................., Dublin isa great city to work in,

JAMES: Before we go on, | just want to raise the concerns over the Ireland plan that we discussed at the last
meeting. 50,5 ..........ccc.......... there was the issue of heaith insurance, 6 ... .................. public holidays in
freland, 7 ......................... Irish tax laws and 8 ....___............. the exchange rate. We've looked at all four and
now9..............Ithink we've solved all the problems we raised in that meeting.

Lucy: That's good to hear. Now Bryan, 10.................._...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 alt your help. And I'd also
like to thank Benny and Hilda for getting the Irish website ready se quickly, and 11 ... , thanks to
Joseph for doing the photographs. Thank you, everybody. Dublin, here we come!

o §57.2 Listen and check your answers,

-4 B1, B2 Rewrite these sentences using the words-in brackefs so that you -highlight the words in bold.
1 They need a new CEO. (What/need). W"'ﬂb H"%“w’« is 4 new CEO.
They manufacture lifting equ_ipment. (What_/manufacrure)

We should send a que’stio‘nnaire'to some of our biggest customers. (What/do) ............ccovvvricociinrcniiis

bW N

We had a problem with our packing line, Sowe completely redesigned the entry and exit points.
(Ehisisivhc ) e S SR et

| told everyone that we couldn'’t afford any rﬁore delays. (What / £01d) e s e

I'll call a meetirlg of everyone conterrned with the Krypak project. (Here'swhat) ...........ccoooroveeroooniei
They closed every branch except the one in the éapital city.'(Wharhappenéd WS Bt ss i s e ekt
 said that I'd be ready to tréﬁel at short nbtice .{'thr/safd) ........ T e

L - - B - S

We should check all the ﬁgures agam (Thas is. whar)
10 They hope to expand into Latin America. (What./ hope to do) .......................................
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~ Adjectives

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 youthfui consumers reatly cares about.

I} What are adjectives?

Adjectives give more information about nouns oy
pronouns. They can describe a person or thing, or they can
tell you about the class or group something belongs to,

The new CEQ is effective, flexible and helpful. {this tells us
about the CEO's qualities)

He's o civil engineer by profession. {this tells us what kind of
engineer he is)

[} Forming adjectives

B1 You can often form adjectives by adding suffixes to other
words (e.q, -able, -ed, -fu, -ic, -less).

amarketable product  a successful firm  a qualifed doctor

B2 You can often make opposite forms by adding prefixes to

the adjective (e.g. dis-, im-, in-, ir-, un-).

adishonest trader  an ineffective feader
an uncomfortable office

A Don't confuse pairs of adjectives like interested/
interesting.

B3

We built an exciting product. (describes the product)
I excited, said Torn. (describes how Tom feels)

Using adjectives
€1 Most adjectives go before the noun they are describing.

China is an important market for cur company. (not arakat
Rpertant]

Some adjectives can also go after a noun {e.g. affected,
available, required, suggested).

c2

Products affected by the new tax include electronics. (not

Affected products By the-Remw—tax)

You can use cancerned, present and responsible before and
after the noun, but the meaning changes.

There wete four managers present ot the meeting, {four
managers went to the meeting)

The present managers are being replaced. (the managers of
the company at the present time)

c3

ca

You can use the adjectives high, long, old, tail, wide, etc.
after a measurement noun {e.g. metres, years).

The building is 30 storeys high.
He's 20 years old.

You can use adjectives after indefinite pronouns
(e.q. anybody, no one, something, everybody).

The X451 is something new in mobile cornmunication,

You can use an adjective after the verbs be, becorne, feel,
get, look, seem, remain and sound.

The new office furniture looks goad

[}] 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, purpase)

3@ Making adjectives stronger or

E1

E2

weaker

Yau can make adjectives that describe qualities stronger
or weaker using adverbs like g little, quite, rather, really,
very and extremely.

The training costs this year are very high.

You can make adjectives with a very strong meaning {e.g.
essential, impossible) stronger using absofutely and totally.

it's absolutely essential to maintain that core market. (not
WOFCISERHEH,)

= See also Units 30 {Adverbs) and Unit 37
{Comparisons 1}.



-4Bt,3

B2

n Complete this text using adjectives based on the words in brackets.

e

So, you want to be a Venture Capitalist?

In a highly 1 .. competitive  (compete) industry like thisone, 2 ... ... (succeed) candidates for
employment must have excellent 3. ... .. lecademy) records. This means

7 S e = (qualify) chartered accountants, or graduates who've had 5. (response) positions

in industry and done an MBA. : '
It requires 6 ......................... (consider) staminaand a 7 ... (flex) mind, as 8 ... (finance) I
transactions are often completed in the middle of the night. i
We're looking for peaple that seeitasa 9. (challenge) career. We like people who are !
JOEEE W (ambition)and 11 ... [determine). {
Venture capitalismcanbea 12 ... (reward) and 13 ... ... (profif) career. If you are

14 i linterest), get in touch. :

Make the adjectives negative using the prefixes from the box.

Ld‘rs- il- im e in- - mis- un—]

The London Stock Exchange fined Curden Securities £1m for filing .. #1 accurate accounts.
In the US, it is nearly . . possible to eatin restaurants, hire cars, or stay in a hotel without a credit card.
New technology has been developed to prevent ... legal copying of software.

1

2

3

4 '(n a.....managed business, it is not just staff who suffer; customers suffer, too.

5 Inmy job, | can’t afford to be ... decisive. | have to react instantly to the markets,
6

The supermarket’s strategy of opening superstores and closing ... econemic branches has paid off in
record profis.

7 InSat TV 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 fikely to have health problems than those in 9 to 5
jobs.

2 The share price of restaurant chain Michels & Butler climbed nearly 19.5¢ to §5.44. after rumours

3 UCS analysts are said to be satisfying/satisfied with recent sales figures from Holt Telecom. *There are

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 1o announce new
discoveries of il in the North Sea, perhaps as much as 100 million barrels. which would see their share
price climbing rapidly.

1 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.

spread of a takeover by rival Enterprise Catering, Repoﬁs have suggested that Enterprise is /nterested/
interesting in M&B after it failed to buy Star Restaurants last year.

still risks,” they said. *but these resuits are pleasing/pleased for us as we know Holt have spent a lot on
quality improvements.’




-4C, D0, [ Complete this article about customer care. Put the adjectives in brackets in the correct position.

T

4D [ Complete these conversations by putting the adjectives in brackets in the correct order.

Customer serviceis ... absolutely ... Yital. .. (vital) for small businesses. Why? Well, anyone
who2. ............i8..........(keen)tocompetewith3 . .. ... ... companies ....................
(other) needs customers who want to come back again and again.

So, how can businesses improve their service? The answer4 ... 15 e S (simple):
make surethe5................people ... (responsible) for customer service 6 ...
feplsc e = = (valued), because they are your 7 customer Service .........................

(main) asset. How does this help? Obviously, when staff 8 ... Arel (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 theydo 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 fordoinga 12..................job ...
(good) can mean the difference between 13................. employees ...................... (motivated) and

14............employees.............. (demotivated). Which do you want serving your customers?

p— R T ey e pra— - P S e e ol B e b

1 customer: What's on the menu today?

WAITER: Well sir, we have some ... \ovely fresh Scottish
(fresh/lovely/Scottish) salmon. | can also recommend the
e e .- (SRHCY/tOMAL0) SOUP.

customeR: They sound good. 'l have the soup to start and
then the salmon.

2 RECEPTIONIST: Good morning, how can | help you?
PaULA: Hello, it's Paula from Seymour Ltd. Can | just
double-check our order, please?
RECEPTIONIST: Of course. You wanted ...................... (black/fifty/
personalised) pens, didn't you?

3 SALESREP: Where's your office?
NEW CLIENT: It's on Lausanne Road, inthat......................
{old/stone) building - number 62,
SALESREP: Oh yes, | know it, next to the
iluxury/sports) car dealer.

4 PROPERTY DEVELOPER: 50, 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 forgetthe ... {busy/pedestrian} area out front. Thousands of

potential customers per hour!

@ 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.



escribing your products
. and services

Compound adjectives are often used to describe companies, their products and services, and their performance.
They are formed by linking two words. Here are some common types of compound adjectives.

well + past participle e high/low + noun

Coke is the most well-known brand in the world. This laptop displays high-quality images.

We are a well-established firm, founded in 1912, As a high-tech company, R&D is vital to us.
AmTel is well-run by its excellent management. This is a high-yield investment returning 8% pa.
Our website is well-designed and easy to navigate. Our high-profile clients include oil companies.
fast +-ing Low-cost airlines made travel cheaper.

Primark is a fast-growing retail business. Bonds are low-risk compared to shares.

Good research is vital in a fast-moving market.

Fd Complete these extracts from business reports using the words in the box.

cost designed established known moving profile quatity tech

1 Today’s telecoms companies face increasing demand for high-..quality _internet services. -

2 Feedback from customers indicates that they think our productsare well-..................... .

3 Samsungis a world leaderin the fast-..... ................area of high-........................ products such as memory
chips and mobile phones.

4 Manywell-.........o........ Jhigh-...................... business leaders, including the Microsoft board, attended
the conference.

5 Onlineretailisnowawell-................... way of shopping and most problems were solved years ago.

6 Ournew, low-............ce.. solar powered laptop computer is selling well in Africa.

Read this email from a financial advisory service to its clients. Rewrite the words in italics using a suitable

@00 - o

compound adjective.

Dear Investor,

This month we are recommending Nevills, 1 an olg 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 goad apportunity to buy into this 5 famous company. For those
who prefer 6 S;\vfe investments, consider buying government securities as a safe, secure home for your
money. 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 ret:ur'ning 4% — not exactly a way to get rich quickty.

Thank you for your support and we look forward to helping you again soon.

1 .0 well-established, British estate agents e e NS S

2 i S e
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Think about your company and its products and services. How would you describe them in English? -
Use some of the adjectives from this unit.




A 1 __ & _

Greenerway Organic foods Yy
e/
All our food is produced locally and grown organically. ¢

Orders are dispatched immediately, fresh to your home.

to customers?

[} What are adverbs?

[} Forming adverbs

P See Appendix 1 (Spelling).

A Don't confuse adjectives and adverbs.

A\ Don't use always at the beginning of a statement or
question,

[#]1 Adverbs + adjectives/adverbs

Position of adverbs




cti

- A, B n Complete these sentences using adverbs formed from the adjectives in the box.

Eannual complete economic efficient global lucky internal primary reeert sudden

We've had two progress meetings... feCenRy , one last week and one the week before,
Worsman's Bank had a crisis and had to close within 24 hours. It all happened very ... .
This document should only be circulated........................ - it's not for outsiders to read.

We have to stop thinking just about Europe and start thinking ......................... .

I needed to speak to Pietro in private. ............c....... . he was alene in his office.

We wasfe $0 much time, We must learn to do things more ... )

This filing system doesn't work at all. | think we should changeit ... .

The building is inspected........................... by the health and safety people.

We. .o offer consultancy about web development, but we can also offer general IT services.

O ¥ W WD R W N =

—h

We are dependent on Europe politicallyaswellas ... .

<48 [ Complete these 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.

::rbad early economical fast .geod” hard
jfate long normai total

1 .a Wehad avery. 9904, year last year.
Congratulations, everyone!

b The company performed ... well | last year.
Congratulations, everyone!

2 a Todayisjusta.............. day — meetings,
writing reports, all the usual things.

b We . ... .. . spend our day having meetings,
writing reports, all the usual things.

We apologise forthe ..., delivery of your order.

a
b We apologise for the fact that your order was delivered......................... .

The Zarisonisavery.............. car - it uses very little fuel.

T

The Zarison performs very ... e - it uses very little fuel,

Wetookthe ... train to Brussels and were there in an hour.

o W

The train we took to Brussels travelled very........................ and we were there in an hour.

lhave avery................... flight tomorrow. I've ordered a taxi for 5 am!

o m

My flight leaves very ... tomorrow. I've ordered a taxi for 5 am!

Their marketing strategy wasa....................... failure,

T o

Their marketing strategy failed ....................... .

Shedidalotof ... work designing the website. We must thank her officially.

o W

She worked so ... designing the website. We must thank her officially.

The softwarehasa ... .. record of crashing during periods of high demand.

o W

The software is known to perform ... , and it often crashes during periods of high demand.

10 a ltwasnta. ... journey; we were only on the plane for 45 minutes.

o

The journey didn't last very ... ; we were only on the plane for 45 minutes.




- CT ' [E] Compiete 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... The system takes incoming calls auntomabically (gutomaticatly / takes / the system
/incoming calls) and checks the caller’s details, using information from its database. This means that, for

example2 . (the customer service department / instantly / the customer information
/ can / view) when they take a call. The customer is greeted by someonewho 3 ...
(them / correctly / can / address). This person speaks tothemas if 4 ... (they / the
caller / personatly / remember} and any previous calls they made. Inthisway 5 ...
{the computerised receptionist / helps / the customer /directiy)and 6 ... (immediately /
them /connectsito the person who 7 ..., {them / best / can / assist).

-4C2-3 F¥ Complete these sentences by putting the adverbs in brackets in the correct position.

1 Shehas.. often . _done......... training sessions for new staff. (often)
2 C—— needtosearch... ... the old customer database. (probably)
3 [OOSR M here to answer any questions you may have. {always)
4 It's been. ... a good year for us. Let's hope we can repeat it next year. {certainly)
5 The company's.............. done....com well in the last three years. {actually)
6 Does....ooocee, YOUF COMPANY ..o employ ... temporary staff? (sometimes)
7 o | bring ... back useful information from my trips abroad.
{always)

B o Ididntget. ... the contract. (unfortunately)
9 b, have three days’ holiday left this year. {onfy)

0 11 | M. attend meetings ... e thesedays. .............Im

.......................... too busy. (seldom, usually)

-4D B 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.

é_e_r;iirely heavily highly probably quickly rapidly reahy remarkably |

ROGER: Twainhillisa 1., really interesting ... town. And it’s
big. Ninety thousand people!

CHARLES: Ninety thousand, wow! Now, Brigmouth also looks

interesting. In fact Twainhill and Brigmouth are 2 ... ... similar
.................. .The population of both townshas 3 ................grown
__________________ in the last five years, sowe should 4 ..............give
reviiieeno. them setious consideration. They could be 5.
profitable ... . .

ROGER: I'm surprised they're so similar. | thought they'dbe6...............
different ... .Well, if we couldopen 7............. outlets

.................. , we could really get an advantage over the competition.

NORA: They're not retirement towns, are they? Because we're
SO dependent..................on young professionals, out at
work all day.

ROGER: No, | think there's a good population mix there.

ftake 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.




30 Bu'§|ness talk:-lemg your'personal perspectlve

NO: The ten most commm adverbs usedin spoken business Englrsh faH into twogroups. They show the
speaker's attitude or- viewpomt, or how certain the speaker is: Peopie eften use them to soften what they
say, orto make itless direct

e These aﬂverbs shew the speaker s attitude- or way of Iookmg atthlngs
2 acruaa‘& basica.fiy, hopeﬁ:ﬂy. obvfously, really. -
_-_Nete that acruaﬂy means in facrf in :ea!rry i3 does not mean at present/ now.
of Actuuﬂy, Poi'and is.a new veriture. forus. (in fact Fin réality) ; _
i Hopefufly Fekx will be able to visit some newequrpmenr stores. (th;s is what Ifwe hope}
i :Basfcaﬂy we rieed to re-think our strategy. (this is the most 1rnportant thmg)
‘o These adverls show. how certair the speaker is about thlngs
¥ oeﬂam#y, deﬁmtebr, maybe perhaps, probably.
. {Perhaps yaoud Jike to see our cata)ogue?(softer/ less dlrect / more pol;te)
' __'..‘ (1 pmbab}y goto Warsaw next month, (Fm not 100% certaln)
Areyou deﬁnfteiy considering resigning? {how certain are. you?)

invinformal spoken Iamguage people use these adverbs much more ﬂexlbly, often at the begmnmg or at the end
- of the sentence. (as well as between the. subject and verb}

-CSee sectrons C2 and G305

h"er, Lena, is talking to a sales and marketing manager, David, about European consumer
ine the most suitable adverbs in italics.
alittle bit about recent projects you've been working on.

ps/basically, we've created a system for monitoring attitudes, preferences and needs across
;anufacturers of fast-moving consumer goods, such as cosmetics or paper products, can use.

E@y basis in Europe many times before now, haven't they?

ve. But in the early days market researchers tried to identify the differences between one

b our fnends across the rest of Europe That's why, for example, we've seen pan-European and
ing g and advertlsmg campalgns from the Ieadmg brands.

_ma ketmg campaign at just one country, 6 obv.ﬂrcat.rsny/pe:nhcms7

gb*e/reaf!y But | think that what our research 8 really/probably shows is that we have to think
: Qeﬁmtely/Obwous!y we are now one trading community in Europe, but there are 10
still some important differences between the countries,

i check your answers.

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 awebsite. o0 0

a Which words show the difference

My company merged with a larger ond more dynamic one some monihs o

between the old and the new company? ago. Iis cullure is quite different to aurs, which was prefty conventional. | find ]

b Bhich words show the difféfence this attractive but my colleagues are more resistarnt to change than | am. I'm £
e — <
between the writer and his calleagues? Sgiicoicay - A —. =
e — — T 4

[} Forming comparative adjectives and adverbs

Al onesyllableadjectivesandadverbs ~ add-er  cheap—c fast

_cheap — cheaper fast — faster

- adjectives and adverbs of two or more syllables more. .. expensive — more expensive often — more offenJ

two-syllable adjectives ending in -y ] drop j_/and add rer - happy — happier

| adverbs endingin-ly N |more ...

“easily — more easily

P See Appendix 1 (Spelling).

Some adjectives and adverbs have irregular comparative fo

good/well — better badrbadly — worse  far/far — further ) fartheris possible but less frequent
A2 Some two-syllable adjectives have two comparative forms (e.q. friendlier / more friendiy). One form is usually more frequent.

(=) The more frequent forms are: cleverer, easier, quieter, simpler; more likely, more costly, more friendly.

[ Using comparative adjectives and adverbs

B1 Comparative adjectives and adverbs compare two people or things. Use than before the second one if you mention it,

Smaller comparies can oftent change more quickly (than large corporations). (not mereguickly thatarge-corporations)

B2 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 mare guickly than us? / than we do?
(+) With possessives, a pronoun is normally used, not a verb phrase,

Last year their prices were higher than ours. (thar ours were is possible but rare)

as...as

€1 You canuse as ... as with an adjective or adverb to say things are equal.

We try to keep our fees as low as our competitors. inot eseweras)

€2 Notas ... (as) and less ... (than) are the opposite of more ... than. (&) Not as... as is much more frequent than fess in spoken
English. Less is not common before -fy adverbs or one-syllable adjectives.

This year’s sales aren’t as good as last year's. Clients are ordering less often.

P Comparing measures

D1 You can compare measures with twice / three times as ... as, and three/four times more/-er (ot b ceRorel-oF).
My new laptop was twice as expensive as my old one, but it's four times faster. (or four times as fast)
D2 You can compare percentages with rmore/-er.

Growth this year is 12% higher than lost year,




-dA

-4 A, Bl

B2

Kl Compiete this magazine article about changes in business travel using the comparative form of the
adjectives and adverbs in brackets.

Business travel is growing 1 ... faster. _(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
el o sl 1L (Basy)pwitheh o s (long) queues and 6 .................c.... (frequent) delays. With
the arrival of budget air travel, the departure loungesare 7 ............c..cc...... (crowded). Things will only
geb B o e (bad), as now they are introducing 9 ........................ (large) aircraft with over 800
passengers. Travel willbe 10 ... (stressful). Airlines should take business travellers

g bl e ol SR (seriously) and work 12 ...........cc..c...c..... (hard) to keep us happy.

R : ench St st
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El Complete this review of two mobile phones using comparative forms of the words in the box.

Add than where necessary.

Bl Dimensions (mm) Memory card ~ Standby time  Talktime Weight
L100x W46« D155 8GB 400 hours 8hours 839
L Wag D135 168 SE0INCUNS o o JOWSUS 01 €200

As far as size is concerned, the Plexiais 1. longer than | the Tanyo, but
theTanyois 2., and3 ... the Plexia. The Plexia
fts into a shirt pocket 4. . v .You ¢an talk on the Tanyo

forS. ..o _...on the Plexia before charging the battery, but
yougetad . ... ... standby time with the Plexia. The Plexia’s
memory cardis 7 ... the Tanyo's. At 101g, the Tanyo is

8 the Plexia, sothe Plexiais@...................to carry
around. However at €499.99 the Plexia is 10 .................. the Tanyo,
whichis 11 ... other phones of this type. The Tanyo is
therefore 12 ... for business people on a budget.

=

El 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 .. better than us / than we do .{good)
2 Our average delivery time is three days. At Marston's, it's five days.

VI R VBT . e e e e e . lquickly)
3 My colleagues are very friendly. The people at Marston's aren't.

My Colleagues @re ... s o MR S . {friendly)
4 Our sales team is very successful. The sales team at Marston’s isn't.

VB CaN Sl e s . {effectively)
5§ The marketing department at Marston’s has ten people. Ours has two!

Their marketing departmMentis ... i e . big)
6 We had a great year last year. Marston's results weren't very good.

Ourend of year results were ... s .{impressive)




5
i)

-C [ 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 Lomband! Gieela Meyer
Age 3l 42
Education Degree, MBA Degree
VYears in sales 3 7
Managerial experience Just over a year 4 years
Personality Quiet but confident Talkative, possibly

a bit insecure?

Internal fect resulte a5/100 Q5{100

PM: So what do you think? | mean, they're both good but | think Gisela is the better candidate. Paola was
1..less impressive than / ot as impressive as (impressive) Gisela.

sp: Um, [ think they're about equal. For me, Paclawasjust2 ... {strong) Gisela,
pM: But Pacla's 3. ... {ofd) Giselaand shes4.................._. (experienced}.
sp: True, but on the other hand Gisela's qualificationsare 5 ... (good) Paola’s. Pacla hasn't
workedforé ... {fong) Gisela, but Giselais 7 ... (well-qualified) Paola.
PM: How about personality? | mean Giselawas8 .. . ... shyland 9. {quiet) Paola.
s Well, Paolawas 10 ... (talkative) Gisela, but | actually think Gisela was
L I {confident). And Paola’s test results were also 12 ... (high) Gisela’s.

t'd like to offer her the position,

31.1 Listen and compare your answers.

b @ 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.

-4D B 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 customers lifetime value is ... M&ny Hmes greater  (many times / great) than the value of their

first purchase. :
215 (six times / expensive) to sell to a new customer than an existing one.
Jltcantake ..o {three times / long) to get a new customer than to keep one you have.
4 Existing customers spend thelr money ... {33% / fast) than new customers.

B Make your customers part of your sales team.

5 Existing customersare ... {three times / Iikely) to ret_:omrnend you to their friends.
6 Customers are ... (twice / likely) 10 talk about bad experiences as good ones.

€ Use your customer’s own language.

7 Peopleare................. (four times / fikely) to buy if they can do it in their own language.
g Internet users spend ... {twice / long) on a website In their native language.
ake it personai

Write about changes you have noticed in travelling or commarting 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, s... as)
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-~ Busin

ess talk: Modifying comparisons
Business people often make comparative adjectives and adverbs stronger or weaker with these expressions.
Stronger: Living costsare  much /far/alot higher / more expensive.

Weaker:  Thefutureis slightly / a bit/ a little / a little bit  less certain,

A\ In very formal contexts don't use a ot or a (little) bit. Use much/far/significantly/considerably or slightly/
little.

Sometimes people repeat comparative forms to emphasise big changes, or changes over a period of time.
Property is getting more and more expensive, so it's becoming harder and harder to recruit staff.

People are less and less likely to work near to their homes

BB 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 (+) ... & lok /. much / far.  harder to achieve the same

results as last year. And it'sbeen 2 (+) ..o more difficult for me personally because

iy Boss IS e o syl less involved with day-to-day tasks - | hardly ever see her.

And | also meet with my assistant 4 (=) .......c...c.ccorivrioniiniininninnnns less often. Everything is changing

5 () . e NS RS faster than we realise - it's hard to keep up. With all the new systems the
company has become 6 (4} ..., 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, | suppose.

g3 Rewrite the words in italics in the same manager’s written report using more formal expressions.
g

1 nidia R e
This has been an extremely difficult year for the e e Y P NUICI =
department, and staff have had to work 1 a lof U e M s e
harder to achieve the same results as last year. ' -
The new accounting systerm was 2 a /ot more
difficult to use than we had anticipated. It was B e
also 3 a fot more expensive. Although it has e e e e s e

made our department 4 ¢ bif 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 @ bit less confident

about their own responsibilities. In future I

recommend that as a management team we i
should try 6 & lot harder to communicate the aims
of all these changes 7 a bit more effectively.

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. 0 = — BT ;—“—”'“
a Which adjectives describe Wal-Mart? il

Think about it: why is Walmart the biggest and most profitable business in

b Does the writer think any other stores the country? It's because they offer the lowest prices of any store in America.

are higger and more profitable than
Weal-Mart, with lower prices?

I Forming superlative adjectives and adverbs
At . R R

short adjectives and adverbs add est cheap — cheapest  fast — fastest
adjectives and adverbs of two or more most/least ... expensive — most/least expensive ,
ilabice ... |carefully > most/least carefully
two-syllable adjectives ending in -y drop -y and add -iest | busy — busiest :

-4 See Unit 31 {Comparisons 1) and ™ Appendix 1 {Spelling).
Some adjectives and adverbs have irregular superfative forms.
good/well — best  bad/badly — worst  far/far — furthest ¢3) farthest is possible but less frequent
A2 Some two-syllable adjectives have two superlative forms (e.g. friendliest / most friendly). One form is usually more frequent.

(») The more frequent forms are: -est: costliest, friendliest, simplest, weaithiest; most: most common, most (un)fikely.

[ Using superlative adjectives and adverbs

B1 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,
() 've gotiwo designs to show you. The biue one’s the cheapest, but which da you like bast?

B2 You can use a superlative adjective with the or a possessive {e.q. your, the company’s, italy’s). With a superlative adverb,
you do not have to use the.

Sales in June were the / our highest. Sales to Asio are growing (the) fastest even though we go there (the) least often.

B3 After a superlative, use in (not ef) before places and organisations (e.g. in the country/world/company/department).
Walmart is the biggest business in the US. (not efthe-LiS) '
A Use of to 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 miy life.

B4 You can use superlative adverbs before adjectives that are present or past participles (e.g. developing/developed).
Mobite communications is the fastest growing area in the tefecom sector. - Our fogo is probably the best known in the world,

B5 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 ofter Microsoft.

Making comparisons with verbs

You can use more, fess and {the} most and (the) feast as adverbs.
Computers cast less now than (they did ) in 2004, Unemployment hurts young people (the) most.

= See Unit 35 (Quantifiers) for comparisons with nouns,



<A Bl a Complete these questions using superlative adjectives and adverbs. Use feast where you see y.

Thinking of refocating 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.

o Ty
1 Which country has ... the largest | (farge) population in the EU?

2 Which three countries have the EU's ... {expensive} workforce?

3 Which country in the EU has Europe’s ................... (o/d) population?

4 In which country do people tive ................ (fong)?

5 Which two countries have ... (fow) retirement ages?

6 Which EU countryis ... (wealthy) in terms of per capita GDP?

7 Which capital cities in the EU have ... (happy) citizens? Qn the cther hand,
which have ... (y satisfied)?

8 in which EU cities do the public transport systems run ... (efficiently}?

9 |n which EU countries do citizens feel ... (secure)?
N J

T T P e : " "

b o 32.1 Do you know the answers to the questions in Exercise 1a? Listen to a radio programme and
check your answers.

Ed Find and correct the mistakes in this consultancy report for AC Transport, There is one mistake in each

sentence,
the |
1 AC Transport is A largest transport company in the UK. 2 We are also the most respected company of *1&
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.

Complete these sentences using the correct superlative adverb and adjective form of the words in the box.

Ebad/pay common/ask dense/populate environmental/damagé" g&md/protecti
 heavyfregutate  physical/demand  rapid/expand  wide/use

1 British business is not .. the most heavily regulated, in Europe and its workers are not

2 The Consumer Price Index, which is prepared by the US Bureau of Labor Statistics, iS ..o veiiienicveee
measure of inflation in North America.

3 Tourismis one of the biggestand ... business sectors in the world. But in many regions
itisalsooneof ... .

4 'Why are you applying for this position?is probably . ... question at job interviews.
S, countries in the world are Rwanda, Monaco and Singapore.

6 Whyare.. ... jobs such as fishing, mining and construction often some of

Iu-l_g



-%B5 ﬂ Complete this business report using the correct superlative form of the adjectives profitable and large. Use

T P T T e T T T T B8 £ et P T o T P Sy e ey [ R

-« B

ordinal numbers (second, third, etc) where necessary.

Most profitable Biggest companies Biggest companies
companies in US : inUs worldwide

404 - R e et

M Profits ($ billions)

In 2007 Walmart remained 1 ... the largest . company in the US, and was also 2

company in the world. However, Exxon Mobilwas3 ... company in the US by far, earning _
$39.5 billion. It was also 4 ................... company in the world in terms of revenues. Other oil giants
followed close behind: Royal Dutch Shell was 5 ... company in the world and BP was ‘
6 : :
S e company was UAL with a net income of $22.9 billion. Profits at Citigroup fell by 12%

to $21.5 billion, but the banking giant still ranked as 8 ... company in the US. General
Mororswas 9 ......... ok company in the USand 10 ... company worldwide, but it made

losses of almost $2 billion.

T T e P T T T o T T TS A | T T

Read the information about an accountant, Karim. Compiete what he says about the recent changes to his
job using more, less, the most or the feast.

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'menjoying the job . _™0fe  now. _

2 Basically 'm travelling............co....... - infact I'm probably travelling .................. of all us.

3 1t's nice for me. It means | can be athome ..................... . see the kids, you know.

4 The changes my manager brought in affect everybody, but they probably affect me A e .
5 I'mdealing with the big accounts ... .They nheed looking after ... :

6 lguessllikeher ... than my old boss. She understands customercare.................. than him.

Make it personal

Answer these questions and give reasons for each answer.

In your department ...

*

PO

who works hardest?

who handles problems most or least successfully?

who comes to work late most often?

who's the most efficiant person? And the least?

who's the best at managing their time? Who's the worst?

Comparisons 2 {superlatives, comparing with verbs)



correspondence

In formal business letters and emails people often use most instead of very with adjectives or adverbs that describe
reactions and feelings. This makes the text sound formal and polite, so use it with people you do not know well or
atall.

I would be most grateful if you could return the enclosed questionnaire. (not the-mestgratefet)

It was most unfortunate that | was unable to see you on your last visit.

People often also use a past tense with this structure to describe how they feel now.

I was most pleased to hear that you had accepted our quotation for the construction work. (I am feeling very pleased now)
A\ Don’t use this too often in one letter or email. Two examples are enough.

E Complete these formal written expressions so that they have a similar meaning to the informal spoken
expressions. Use most and a word from the box.

concerned disappointed grateful impressed interesting sincere sineerely thoughtful
1 ‘Thanks very much for the present! —
| wish to thank you ... most sincerely for the gift.

2 'l was really worried when you said the product wasn't working. —
PWES ..o N to learn of the problems you have experienced with our product.

3 'Thanks for dinner. [t was nice of you to think of us! —
Thank you for your hospitality —itwas ... of you to invite us.

4 ‘Well donel’ >
We would liketosendyouour............cooooooiiii congratulations.

5 ‘Ym sorry you're going/ — : :
FWES ... oot to learn that you are leaving the company.

6 "What you're working on is really fascinating! —
Your new projectsounds ... :

7 “Your reps seem really good! —
WEWEN .o by your sales team.

8 ‘Canyou send me a catalogue? —
Iwouldbe...................c........... if you could send me a catalogue,

Write a formal sentence for each of these situations. Use the examples from Exercise 6 to help you.

1 Tell a job applicant that you're sorry he has withdrawn his application.

Make it personal

1 Has your job changed in any way, like Karim's in Exercise 57 Write a paragraph about the changes.

2 Write two sentences with most + adjective that you could use in your business correspondence.




Read this conversation.

Who is the more active listener, Tony or Diana? Why?

We've just heard we've got
the Hong Kong contract!

© Diana

Rita
That's great news!

e Tony

I} showing you are actively listening

You can show you are actively involved in a conversation by responding to what people say with these expressions.

congratulat:ng someone

wishing someone good luck

to someone who is about to
travel

reacting to problems and
bad news that affect you and
others

reacting to bad news that
affects others

showing general interest

showing surprise

l've just been promored fo senior manager.
: Congratulations! That's great (news)! That's wonderful/fantastic.

fve got an interview at Westrak tomorrow.
: Good luck!

A
B
A
B
&: Right. I'm leaving for the airport now.
B
A
B
A
B

: OK.Have a good trip. / Safe journey.

. We've lost a fot of customers because of the strike,

: That's a shame/pity. / That'’s awful/terrible. / That's bad news.
. The server’s crashed again. That’s the secand time this week!

: Oh dear!/Oh no!

| (Oh nolis stronger than Oh dear!)

A
B
A
B
A
B:

We didn't get the Agraspec contract after aff
3 Oh I'm sorry (to hear rhat) / Never mmd / Berter luck next time!

We sell more plastic containers in Moldova rhan any other country,
b Thqt’s interesting. / How interesting! / Interesting.

: Timson’s have gone bankrupt!

: (Oh), really! / Wow! / You're joking!

(These can all be used together. Wow!and You're joking! are mare informal than Reaily!)

E] 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: aff

right, correct, excellent, fine, good, grear rnterestmg, OK, nghtand true.

| (A Weve had arecord year so far
'B: That's good/great/excellent!

general pasitive reac‘uons

|
i g LI

| agreelng with someones
I pount of opinion

A Obwousfy, there’s more margin on some producrs rhan on orhers
Y That 5 nghr / That s true.

| agreeing to an arrangement or i A: Wete aiming for the 30rh of rh:s month for the new web pages

a deasmn

: conﬁrmlng a fact or a plece of
¢ information

B : That's fine/0K. / Thats  great.

A So, that’s 30,000 units by end of March?
B: That's right. /That's correct. {more formal}

saying that somé;c't'{igé isnota
| problem

_|B: That's OK/all right.

A We may need about ﬁve days

People often use these words on their own, without That’s.

A Wete aiming for the 30th of this month for the new web pageé.

B: Fine/Great/OK.

Being an active listener




Practice

<A [ matchthe statéments (1-8) with a suitable response (a-h). Sometimes more than one answer is possible.

1 |just heard |'ve been promoted to area manager! a That's a pity.

2 |didn't get the job at Winntek after all. b Good luck!

3 Two major UK banks have just collapsed! ¢ Congratulations!

4 Dolmora have three branches in South America. d Oh, no! You're joking!

5 We'ré going to get a big bonus this year, | 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 won't be able to join you for lunch today. h That's interesting,

<A ] a Complete these responses using a suitable expression from A. Sometimes more than one answer is possible.

1 & I've failed one of my accountancy exams.
B: Oh, I'm sorry to hear that. Never mind. .. Better luck next time.

2 A Three new electronics factories have opened just in that one small town this year!
B Wowl el i i e That’s amazingt

[
ol

: Right. I'm setting off for Madrid now.
3 OK, Safe Journey. s s L i i Bye.

m

: We're going to have to close some branches - we're losing money.
s Ohidearl s s

5 a: We've just heard we've won a design gold medal!
B

$u
w|

: Oh!Congratulations! .................iiiiin,

&
b3

: We won't be able to exhibit at Expoenergy this year. The dates don't fit.
B: 4O deapllll sU=stil paisec S ons i)

b @ S52.1 Practise the conversations with the recording. Take the role of B.

-4B Write positive reactions to what these people say using expressions with That’s. Sometimes more than one
answer |s possible. =

1 A S0, shall we say 4 pm on Wednesday 26th for our next conference call?
8: That's...great/fine/OK

2 A Solcan contact you on 745 538, and that’s a direct line?
BiiThatis ssedl ettt o UM e 2 B :

3 A Sales are up for the third quarter running.
RS e A

4 4 I'm afraid delivery is going to be delayed by a day.
B: AT at’s ) e e e e e i S .It's not a problem.

L
=

: Customer support is just as important as selling.

B That's gt nt s e s o e s :
6 A; They're giving me a lovely big new office all to myself!
SN el bl ol R R T !

\..‘
pJ oW

: OK, 50 we’ ‘i have two more meetmgs befare the launch date.
BiTRatss w2 SUN St LW M Bl ol i

8 A: Sothecurrent rateis $1.45 to the pound yeah'r‘
B:That's... . ... AR RO | S L e alliazy e ,

@ ss8.2 Listen _and-con‘_lparg. your answers.




ST 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___beautiful _ (beauty), 2

...................................... (luxury) leather chair. We only

have 3 ... {timit) stock of this model, so hurry while stocks last,

Floorex Chair Mat (£19.99):: Thisisan® ... feconomyyand 5 ... (ease) way
to protect your office floors, (Warning: for hard floors only; it's6............................ {suit) for carpet)
Bisworth storage cabinet (£129.99):Thisisan 7. ... .. {expense) solution for storing office
supplies, ideal if your budget is limited. (This modelisinstalled by our 8 ........................ (profession)

O {assemble) team).

Office Finance 2.1 {£138.98Y): This software package makes 10....................... (finance) management
simple, letting you pay employees and safefy store 11...... ... {value) records for customers,

suppliers, products and employees,

Formore 12 ... (excite) offers, visit our website.

Put the adjectives in italics in the correct order and add commas where necessary.

Fa 1
1 Align Technology, a medical / Cafifornian products company, produces plastic / removable / dental
appliances manufactured for each individual patient.

2 The BISYS Group is a US/ independent / feading provider of information and investment outsourcmg
solutions to financial / international / 20,000 institutions.

3 Callaway Golf produces and markets golf / innovative / high-quality clubs, bafls and other accessories.

4 Earthcoat makes environmentally-friendly / industrial / new coatings, as well as organic / traditional paint.

Complete these sentences by putting the adjectives in brackets in the corract position.

great concerned.
1 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 pracess. (present, long)
3 Preduct lines by the economic downturn include luxury goods such as perfumes. (affected)
4 Sorme money is missing from the safe and 1 want to know who is. {responsible)

5 Rising energy costs have forced us to keep prices. (high)

Complete these sentences using the adverb form of the words in brackets in the correct position.

immediately

Irm flying to Moscow A after | get back from New York, (immediate)
The Sub-Saharan energy project went. We ran a similar project in Asia, (also, good)
Have you worked here? (long)

What's the best advertisement you've seen? (late)

In a job interview, try to answer any questions. (honest)

1
2
3
4
5 1 can't come to this week’s meeting, but | can make next week’s, That's a promise. (definite, unfortunate)
6
7 Your appraisal is due, isn't it? Are you nervous about it? (soom)

8

Fve seen such impressive results. You deserve your bonus, {rare, real)



.bigger. the biggest

.. the biggest




~a Which nouns in italics are singular (one thing)?

T Countability and number

Read this introduction to a presentation about
market research. Market research is essential to understanding your

customers and your competition, Market research can
also identify trends that affect sales and profitability. But

b_Which nouns in italics are plural {two or successful market research takes planning and strategy.
more things)? L -

[} Countable and uncountable nouns

A1 Countable nouns are people or things you can count as separate, individual items.

amanager djob anidea ofewideas twowomen ten compilters

A2 (=) Uncountable nouns are things that you cannot divide or count. Here are the most frequent in spoken business English:

accommodation documentation feedback healfth tuggage paperwork research transport
advertising employment furniture help machinery permission software travel
advice equipment gufdance information marketing progress traffic weather
cash evidence hardware literature money publicity training wark

[5] Using countable and uncountable nouns

B1 Countable nouns ¢an be singular or plural. Uncountable nouns do not have a plural form.

This new job is a great opportunity for me. | have lots of opportunities to travel.
Can you arrange (some} accommaodation for ten visitors? (not gccormmodations)

B2 You can use a/an with singular countable nouns but not with uncountable nouns.
We had a meeting and made (some) progress. (not a-progress)

B3 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 forrapert)

B4 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 cut of date and needs updating.

Nouns that are countable and uncountable with a different meaning

Countahle Uncountable

Small businesses are our future. {companies) We do business alf aver the world, (the activity)

Do you want a coffee? (a cup of coffee) No, thanks, { don't drink coffee or tea.

Going to Asia was o greal experience. { have no experience in sales.

Do you get a local paper! (a newspaper) tdidn't have any paper so | couldt't take notes.

We're short of meeting rooms. Our office is full. There's no room to expand. {space)
We run competitions as part of promotion. Is there much competition? (companies/products)

[B] 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 fitre of oi, 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, fuck, money, progress, traffic, travel

A\ Don't use a bit of in formal writing.
= See Unit 35 (Quantifiers) and Appendix 3 (North American English).
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-4 A,B1-3 Complete these sentences using a pair of words from the box. Use plural forms where necessary.

i bag - luggage document — paperwork
! brochure - literature accommodation=Trotet
| chair — furniture equipment - projector .

comment - feedback advertisement - publicity

1 It was difficult to find ....sccommedation  as all the .. hotels  were full.

2 Therewasalotof ... .. . todotogetvisas. |forgotavital ... the day we went to the
embassy and we had to go back the next day.

2 We had to wait ages at the airportforour........................., and the airline jost one of my . ...

4 Our ... didr't arrive and we had to borrowa ... for our presentation.

5 These weren't enough ........................in the room, 50 people were sitting on other ...

6 Wegotgood.............onourpresentation — we didn't get a negative _................. from anyone.

7 Unfortunately, we left all our promotional ........................on the plane, sowe only had one ...
between us.

8 Wehadput ...... ... ...i+nthelocal papers, whichgaveusgood.................. }

-4 A,B1-3 B} Findand correct ten mistakes with articles and plurals in these extracts from websites.

1 BOS6

:} A popular internet marketing toot is & pay-per-click
advertising. it generates instant traffics to websites. it is
investment and you wilt 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.

= Ek

2 pooO ' o
DA A e

Running a business is all about managing financial informations and cash.
S0 you need accounting softwares that can tell you in an instant what your
financial position is. Our sofiware packages are market leaders and we
also provide framings to support you and your staff. We'll even give you a
guidance on the best hardwares to buy.

b s )

|
|
|
|




-iA B

- A-C

-4D

E Complete these extracts from a staff handbook using the correct present simple form of the verbs in
brackets.

Work 1...15..... (be) important in all our lives but some people 2............. (find) their jobs a major cause of stress,
especially when unemployment3............. {be) high. Research 4 ............. (show) that stress can be a major
contributor to ill health. lll health often5............. (lead) to absenteeism and poor performance. The evidence for
this6........... {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.

%* * #* Ed
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
) Ve (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.

%* * * *

£

ﬂ Underline the correct words in italics in these extracts from an interview at an advertising agency.

1 INTERVIEWER: What an awful weather / day! 5 1 How many jobs / works have you had?
CANDIDATE: Yes, it's been sa wet lately. ¢: About five.
2 1. What's-the hotel like? 6 11 Do you have experience / an experience in TV
¢: Nice, thank you. | have nice room / a nice advertising?
room. ¢: Yes, | once got an agency to do g marketing /

3 1. How was your journey here today? a campaign for the launch of a shampoo.

¢ Well, there were / was bad traffic in the 7 1 Tell me about your company.
centre. ¢: Well, we're small business / a small business.
4 11 Do you travel much as part of your current job? 8 1. Who are your competitions / competitors?
¢ Yes, | do about four trips / travels a year. ¢: There's a lot of competition in our business.

B Compilete 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...& bottle of  mineral water?

BRONA: Yes, O . Canlget2 .. ... . orange juice, too?

ARIANNA: Sure, Now, Id liketo askyoufor3 .. . ... advice, actually. I'vehadd ... luck on the
stock marketand I'vemade 5 ... cash, and | want to start my own company.

BRONA: And youneed 6 .................. help from me?

ARIANNA: Yeah. I've developed 7. ... software that searches the web. I'd like you to help me do
- SO advertising. We couldbothmake 9. .moneyonitand have 10
fun, too

o 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



singular and plural nouns

When you edit a document, letter or email, check for mistakes with verbs after nouns.

Use a singular verb with: Use a plural verb with:.

¢ asingular countable noun. . : e a plural countable noun.
This report looks at our position in the US. Sales in Greece have grown rapidly this year.

@ an uncountable noun. e two (or more) nouns joined by and - even if they are
Our advertising has not been successful. uncountable nouns.

Advice and training are important for new staff

» these nouns ending in -s: economics, electronics, e these nouns ending in —s: clothes, earnings, goods,
maths, news, physics, public relations (PR). : Jjeans, premises, scissors, (sun)glasses, trousers, tights.
The news isn’t good. (not Hae rewsarept) The premises are locked at night.

Politics and headquarters can take a plural or singular verb.
Office politics are unavoidable. (or is unavoidable)

You can often use a plural or singular verb after nouns for groups of people or company names (e.g. board,
company, committee, firm, government, management, staff, team, union, BP, Microsoft).

The board was/were unanimous.
BP is/are investing in new technology.

Use a plural verb if you think of the noun as individual people, not one group.
All my staff are graduates.

BB a Find and correct eight mistakes with the verbs in italics in these minutes froma meéting.

"Health and safety

are
Ms Gera said that safety glasses is now available in the workshops. She reminded the meeting that work
clothes are provided and that shorts /s not allowed in any work area.

New furniture and audio equipment has been baught for the recreation reom. 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 s pleased to announce that earnings from investments was 10% up on last year.
The news in Asia are especiaily encouraging. In contrast, exports to the EU was 2% down.

Staff henefits

Mr Binder said that the company /s taking advice from ALD Insurance on the pension scheme, which
have a shortfall. Changes to the current scheme /s inevitable. ALD Insurance is due tc report next menth.

—— e P T =7 Foa e e S

b Find four verbs in italics where a plural is possible as well as the singular form.
Ed Underline the correct words in italics. Sometimes both are possible.

Is/Are office politics a problem where you work?

Is/Are the people you work with nice?

Is/Are your company headquarters in the EU?

Is/Are maths important in your job?

Vi b W N =

Is/Are jeans considered acceptable to wear to work?

ke it

Write answers to the questions in Exercise 7 that are true for you.
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Articles

Read this extract from a website. 800 . .

(sl ][@)(ala][e] ] T —
a Which nouns are used with articles? i - ' = ' ]
B W hich ristins arsased ith Aoariier Business.gov is the official business link to the US Governmernt. ﬂ]

-5

Al

A2

A3

ee Unit 33 {Countability and number).

It is managed by the US Small Business Adrinistration. [t provides
an access point 1o government services and information to help

the nation’s businesses with their operations. %

The indefinite article: a/an

You can use a/am

¢ totalk about something for the first time.
Sam met an interesting contact ai 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 wite's a consultant. She warks for a large consultancy
in Bristol She works in marketing. {not iawrarkating)

« 10 say when something is one of many / a group.
They're looking for a new supplier. (there are many
possible new suppliers)

e 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.

id like some information about your courses. (not an
intermation)

Use a when the word after it begins with a consonant
saund.

a business / a computer/ @ retailer / a successful business

A Some written vowels have a consonant sound when
you say them.

a uniform /a US company /a European company

Use an when the word after it begins with a vowel sound.
an agportunity / an American / an MBA {pronounced em)
A Sometimes the first written consonant is silent.

an hour / an honest woman

The definite article: the

You can use the:

o when there is only one of something.
The finance director (s giving a presentation omorrow.

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 abaout already.

We have an outlet in Paris and one in Lyon. We've decided 1o
close the store in Paris to cut costs. (mentioned before)
Where's the meeting today? (we know which meeting)

with superiative adjectives.
UBS is the biggest bank in Switzerlond,

with groups, categories and nationalities.
the rich / the laptop (a category of computer) /the French

with some institutions,
the UN / the World Bank

with some countries (e.g. with Republic, Kingdom,
States), place names and geographical features.
the UK/ the Atlantic / the Middle East / the White House

with points of the compass.
We're based in the north/south/east/west.

with some time expressions.
the past / the present / ot the moment

(=) Theis more than twice as frequent as a/an.

[d 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:

s mast company names.

He works for BP/Microsoft/Sany.

» days, months, years and some festivals.

on Tuesday /in May / in 2010 / ut Christmas

» means of transport.

by plane/car/bus, on foot

» some types of buildings.

He’s in hospital/prisen/court. (but the office)
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All our staff wear a/an uniform - a black jacket
and grey trousers or skirt,

A/An government report says that we spent
$320bn doing paperwork last year.

You need a/an university degree to work here,
but a/an MBA would be better.

Can you start your presentation now? | have
a/an meeting in a/an hour and | mustn't be late.

[ think she's a/an successful sales person
because she has such a/an honest face.

It's a/an Australian company, but it employs
a/an European advertising agency.

mplete these sentences using a, an or the.

Apart from saving money, % unexpected result of e _job cuts we made was that . the
productivity rate actually rose.

Staff wili receive . .......... big bonus this year, We will shortly announce how big........._.... bonus will be,
Isittrue that . .. new general manageris........... friend of yours?

Fm glad to tell you that we plan toopen ... branch office in Moscow and there willbe ...
opportunity for some of you to transfer there. i you are interested in working in .. ... new branch, send
me........email

e new packing machine that | told you about processes 3,000 units ... hour.
With record turnover of $40m, last yearwas .. ... .. most profitable in....__.... company’s history.
Pete? He's retraining as ... ......... IT consultant. He's always wanted ........... job in computers.

Salesin............ ltalian market continue to rise, but.. .......... French are turming more to domestic
producers,

There has been ............. 27% increase in people who said they had ............. skifls to start .. .. .. business.

‘Shareholders have rejected ... takeover offer,............ SG spokesman said.

r each pair of sentences, write the in one gap and - (no article) in the other gap.
A: It took ages to get.. e . photocopier repaired.

B: | know. We're trying to cut..... ... maintenance costs and that means delays.

A Sorry I'm late. | had to finish ............_ marketing report you asked for.

B: That's OK. | had loadsof ............. emails to deal with,

A What's............. best time to discuss your plans for tomorrow's presentation?

B: How about............ Tuesday at 3 o'clock?

A: I've just spoken to Parkers and 560 is ............. lowest price they'll give us.

B: Well, ... prices are going up everywhere. | can‘t say I'm surprised.

A: Ineed......... help with finding our delivery schedule. Where can | find it on the system?
B: Didn't you receive . information { emailed you yesterday?

@ 34.1 Listen and check your answers.
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-4 A-C Complete this presentation using a, an, the or - {no article).

My name is Dr Francis Liand Fm 1.4 __consultant psychiatristat 2 ........... Brookfield Haspital in London.

. Today, 'm going to be talking about how 3 ........... motivation affects our lives. I'm going to talk briefly about
4. subject, and then 'm going to showyou 5............. film of me playinginé........... chess tournament
with7 ... £10,000 prize, where | wasoneof 8 ........... last four people in quite 9............ large competition.
V'll be using this experience to illustrate some of my ideas about motivation psychology.

Ibelievethat 10 motivationis 11.......... most important factor in your successin 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 | believe are less important. it is
often claimed that 15 ........... intelligenceis 16.............main reason for being successful. | think that 17
motivation has much moreof 18 ... .. effect than intelligence.

- A-C B Underline the correct words in italics in this business news story (- means no articie}.

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.’

lie o

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.

Articles



When referring to sections within documents such as reports or formal letters, you sometimes do not use the to
refer to specific parts of that document.

Don't use an article:

when the page or section number is specified.

Please turn to page 28. (not the page28)

Compare with:

On the next page there is a map of the conferenice centre.

when the section or part is labelled.

In Part C you will find details of the sales figures. (not the-PartC)
Compare with:

I thought the part about recent changes in working practices was very helpful.
When the page is divided into sections.

Paragraph 2 refers to our cashflow problems. (not Fheparagraph=2
Compare with: |

The second paragraph needs to be amended.

Remember to use the with ordinals (e.g. first, second) or next, last.

B cComplete these sentences using the or - {no article].

1 |was very interested in what you wrote in ...t second paragraph.

2 For afuller explanationsee............. paragraph 8 below.

3 Youforgottoinsert......... page numberon.......... page 42.

4 A copy of the plans for the new building can be found in............ Appendix 2,

5 Thatissueis coveredin........... section D of this report.

6 There was something about the takeoverin.............business ﬁection of The New York Times.

Complete this conversation using a, an, the, or - {na article).

RA) S0, we've nearly finished our new brochure. | just have a couple of queries. On 1. e __ first page ...
LYNN: Sorry, doyoumean2........... pagel,or3....... introduction page, which isn't numbered?

RAJ EF.. 4. introduction page.In5........... 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.
Lynn: OK, I'll change it. Anything else?

RaJ: Yes,canyouturnto 8. ... fourth page? What do you see on 9........._... opposite page?

LYNN: Nothing ... Oh, hangon. 10........... page 4 again. I'tl change that too.

RAJ: Thanks. | think that’s it. _

LYnNN: Actually, I'd just like to mention something. Wouldn'titbe 11........... good idea toinclude 12.............
extra section of photos of team members, our factory and so on. They could go on 13 ........... last page with
14, . s part about contact details

RAJ; Good idea, 15............. page won't look so empty.

Make it

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?
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Quantifiers

Read this extract from a newspaper article.

Do the words in italics tell you what/who, how many/much,
or where/when?

LY What are quantifiers?

Quantifiers go before nouns to tell you how much or how

many (e.g. a few, a little, a lot of, ali, enough, lots of, many/
much, rore, most, no, some/any, several},
do a lot of trave! - several trips a year,

(*) People often use a few with time words (e.g. hours,
days).

!sperit a few months working in Brazif fast year.

[} Using quantifiers with countable
and uncountable nouns
B1 You can use plural countable nouns with a few, (not)
many, several.
! have a few questions to ask you.
B2 You can use uncountable nouns with a little, (not) much.
We did a little research via the website.

B3 You can use plural countable nouns and uncountable
nouns with a lot of, alf, encugh, lots of, most, some/any, no.

& Do you have enough work at the moment?
B Yes, fvegot lots of orders.
¢=) Inspoken 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.

| have softoo much work to do. {not Hhavermachwork)

some and any; no

€1 Asageneral rule, use some in affirmative statements and
any in negative statements.

We have made some improvements to our software.  Staff are

not altowed any hofiday pay in the first year,

€2 In questions, use any to ask about quantities and use
some for offers and requests.

Do we have any urgent orders for this momnth?
& Do you want some coffee? (offer)
& £rm, can | have some tea, please? {request}

€3 No means not one/any. Don't use no after a negative verb.

We had no feedback/cormments on the newsletier. (not ¥4
176 el e noteedbael!

Pensions in crisis

A new survey reveals that a o of companies bave
not set aside enough money 10 pay for pensions.
Several schemes have now closed as more and more
employers consider them oo expensive.

g

[} 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.

D2 You can use quantifier + of + determiner / possessive
determiner / pronoun to talk about specific things.

Most of those teams / my colleagues / us work flexitime.

A You can use all without of excapt before pronouns.
Afl my staff / of them have annual appraisols, (not Ai-thern)

A\ For no use none + of.
None of them can speak English.

() People use rione 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 warkers has had eye tests. {(written)

[3 Making comparisons

E1 You can compare plurat countable nouns with more,
fewer, (not) as many ... (as), the most, the fewest.

We took fewer/more orders this month. Which airline has the
fawest cancelfations’

E2 You can compare uncountable nouns with more, less,
{not) as much ... (as}, the most, the feast.

We didn‘t have as much wark this month (as last month). It
generates the most revenue of any product.

(®) Fewest and fewer are rare in spoken English. People
often say fess before piural nouns, but do not write
this,
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n 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-er+twe familiar techniques to cope with stress, 1 .6 few
and stress is the biggest problem for 2 the majority of CFOs. a
Everyone knows the usual advice about eating well, getting 3 an
adequate amount of sleep etc. but it’s often ignored. 4 Hundreds SiE
of CFOs don't even take 5 the total of their holiday days or they 4
check email and voice mail while they're away and don't get 6 a 5
large amount of rest. :
7 A number of CFOs give themselves 8 additional stress by -
eating in front of the computer. ‘Bad idea,’ says one expert, who & ° 7o
suggests looking at a photograph of a favourite place 9 about six 8
or seven times a day, even if it's just for 10 two or three minutes. 9
‘It's important to take 11 @ small amount of time for yourself
; , : : 10
in a 12-hour day, she says, ‘but 12 a great number of senior _.
executives, especially CFOs don't do this.’ n o
12
Complete this conversation using some, any or no.
sam: OK, well | see that we've got 1...59M& _ time left, so do we have - S ather business?

feedbaék'on the new catalogue?

DAVID: It's a bit early to say just yet. | haven't heard 5 negative comments at least. But, um,
actually 'vegot 6 ... bad news, It locks as if one of cur biggest customers, DOE, is going out of
business. Theyre not paying 7 ... suppliers by the looks of things. They're generating profit but
they'vegot8.......................cash.

sam: Dotheyoweus 9. money?

DaviD: Ten thousand. And, you know, therewas 10 . warning either. | mean we haven't had
| L I .. prablems with them in the past. But we're going to have tomake 12 ... ... big
¢hanges to the budget forecast,

o 35.1 Listen and check your answers.

a Cross out the incorrect quantifier in each group.

1 & Do you have.memy/ much/afot of foreign currency in your wallet?
: L usually have a few / same / a fittle sterling and any / a few / some euras.

m

2 A Do you do any/many /much travelling in your job?

m

: | used to, but | don't make a fot of / many / some trips these days.

3 A Have you had any/ much / several training this year?
: Well, yes. I've been on g few / a little / several courses since the summer,

m

4 a Doyou usually have a few/enough / a lot of time to have lunch?

o

. Not really. | usually have a fot of / much / sorme work to do at lunchtime.

b ° 35.2 Listen and answer the questions so that they are true for you.
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ﬂ Look at the information on two corporate websites. Complete these extracts using the quani:iﬁers in the
box with or without of. You will need to use some quantifiers more than once.
‘ afew all any most no none some %
a Employee profile '
20% managers have MBAs.
100% employees are grac_] u‘ates. || Some of our managers have MBAs. _
2t researchers have Phs. i 2 [ our employees are graduales,
70% staff are in job-related training. N 3 [ researchers have PhDs. _
: ) 4 [ the staff are in jobrelated training. &
b '  Sweetie S_yrups nutritional information
| Chocolate| Fruit | Nut | Golden
contains nuts? | X x ‘ v | x
E numbers? | x x | x | x
666 = 1
: ——— milk? % I x x
eweoar "™ | v | il ol
gluten free7 J ,/ : B IF A
About our syrups e l
1 Thereare......cicivin: Enumbersin.................... our products. |
27 H (100 et [V 5, them are nut-free - except Hazelnut!
3 Apart from Chocolate syrup, ... the syrups contains milk.
e ey them are gluten free. Ja|
- E E Complete this report comparing three alrlmes using more, fewer, less, (not) as many, (not) as much,
the most, the fewest and the least.
Jet Off had a mixed year. They Off with half the passenger gave away 9 ... - revenue-to-profit ratio  of
had 1 ..M .. passengers numbers. Sun Set had a good free seats. Flyaway generated any of the airlines. Jet Off,
than close rival Sun Set and year, making 5 .. | e ...revenue,and  the biggest carrier, made
in fact had 2 .. profit of all three au‘lmes and gave away 11 ... 12 ... profit in re-
passengers of the three mrlmes giving away 6 .. i . seats, but they havc the best lation to revenue.
However, there are danger free seats. Alth(mgh the.y S
; : : Jet Off Sun Set Fl
signs for the company. Jet Off dldn’t T s el ] 5 4: — :“n — yawafyl
generated 3 . . passengers as their blg rwai _gsaenge_rs 8 million .36‘4-1111]!:011 22.1 million
revenue than Sun Set, and Jet Off, Sun Set generated F1:ee: seals SO0 1905000 850,000
Flyaway made Hhios % revenue than | Revenue €1,756 million | €1,965 million | €1,109 million
4 i profit as Jet Jet. Of’f probably because it |Profitaftertax | €319 million |€432 million [€318 million
Make it personal
Add quantifiers to these sentences to make them true for you.
Gl ARG G my colleagues are looking for other jobs right now.
2 Inmyworkplace......................... us have degrees.
e e e my work involves dealing with the general public.
4 My employers have given me..............c......... training this year.
Bt FHererdres i Sl .advantages of working for my current employers.
6 Isend........ e emails now than lused toand Imake ... phone calls,

170 Quantifisrs



Some quant;ﬁers are more common in formai or wrltten Engllsh

many and much

In formal, written English you can use many and also much especnaliy with of, in afﬁrmatwe sentences. This is
less common in spoken English. -

In recent years many companies have been forced to cut costs.

Much of the meeting involved d;scussmg the investment plans.

few and little

Few and little (nota few/a :‘rtﬂe) mean not much/many or aimost none. This use without a is much more
frequent in formal English.

Compare:

Theress little competition for this product. (there's a!most no competltlon}

There’s a little competition for this product. (there is some competiton)

no : s .. :

In formal or written English you can use no as the subject of a sentence. This is less common in spoken English.
No claim(s) can be made on the policy for losses less than €100. (from an insurance policy)

Make this text more formal by rewriting the words in italics using the quantifiers in the box,
Use of where necessary.

afew alittle few I|ttle many much '

Business interruption insurance 2 AN
There are 1 fots of different types of business interruption insurance. This 3

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 external
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 B e Ll A e
time it will take to get the business running normally again, but it is critical to
resurne 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 B
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 L e e
unexpected does happen. While having the right policy may be 11 not a lot of 1

comfort, it will take away 12 a lot of the financial anxiety whenthe. =~
worst happens. 172 Bt e

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.

ke it

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?
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Possessives and reflexive pronouns

Read this extract from an article about self-confidence.
a Which words in italics are followed by anoun?

b Which words in italics are not followed by a noun?

EY What are possessives? |

A1 You use possessive adjectives, pronouns and 5 to
talk about sormething that belongs to someone or an
organisation.

Have you got Alison's/her report? I've fost mine.

A2 You use whose + noun to ask about who owns something.

Whose laptop is this?  Whose keys are those?

2} Possessive determiners

B1 Possessive determiners (my, your, his, her, its, our, their) come
before nouns (without other determiners e.g. the, this).

This is my office. (not +henw-office)
B2 You can use own after possessive adjectives for emphasis.

Each product has its own bar code. (not arown)

Possessive pronouns

Possessive pronouns (mine, yours, his, hers, ours, theirs} are
not followed by a houn.

i you don't have an accountant, | can recommend mine.
A\ Don't use its as a possessive pronoun.

fwanted a high-interest account so my bank recommended

fts eSavings account. {not . .. se-my-bankrecommendeds)

[*)] Possessive ’s

D1 You can use s to talk about something that belongs to a
{named) person or organisation.

Rita’s boss has just phoned.

A |f the noun ends in an s, don’t add a second s after
the apostrophe {').

When is the shareholders’ meeting? (not sharaholderss)
D2 You canuse 5 and ‘with time expressions.

Let’s meet again it a day’s / 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.

D3 You can use 5 after a name to talk about someone’s house
or a shop. You can also use it after jobs (e.g. dentist’s,
doctar’s, chemist’s) to talk about the place of work.

Shall we meet at Andy's tonight?
Don't forget { wiff be in late tornorrow morning. { am going to

the dentist’s. (not deatistisurgery)
A\ Don't use an apostrophe (") with possessive pronouns.

She’s a customer of ours. (not oues)

[3 Reflexive pronouns and each other /
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.q. behave, call, convince,
enjoy, introduce) and verbs with prepositions (e.qg. be sure

of, believe in, feel good about, help yourself to, look after,
pay for, think for).

Do they siill calf themselves ‘Nubiz”?

A\ Don't use reflexive pronouns with get changed,
concentrate, feel, hurry, relax, sit down or wonder.

| feel happy. (not Heelrmyselfhapsy)
E2 You can use reflexive pronouns for emphasis.
T haven't met him myself but people say he’ refiable.

E3 You use by + reflexive pronoun to mean ‘alone’ or 'without
help from anocther person’

Canyou find your way back 10 the car park by yourself?

E4 Thereis a difference between reflexive prono'ur'\s and
each other / one gnother. Compare:

The London and Paris offices talk to each other / one another
every day. {London talks ta Paris; Paris talks to London}
Matt often talks to himself when he’ alone. (Matt talks to Matt)

Each other / one another are common with contact, criticise,
email, get to know, know, like, live near / next to, remind, see,
sit near / next to, talk to, understand and work near / next to.

E5 You can use ‘s with each other / one ancther,

Both aperating systems runt each other’s programrmes.



Practice

«4B,C | Underline the correct words in italics in these comments by Sir Terence Conran, a businessman,
restaurateur and designer, about his business.

6606
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All companies have a core ethos. 1 Our/Qurs 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 for 2 our/ours clients.

Architecture

Over the past 20 years 3 owr/ours buildings have made a big difference to 4 their/theirs
surroundings. Have you heard of the Longman Headguarters, the greenest building of

5 its/it's time? Or Roppongi Hills, an 11-hectare urban quarter in the heart of Tokyc? Both of
these projects are 6 my/mine. In terms of design, there is no doubt that each building improves
7 its/it's lncation.

Product and graphic design

8 My/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 / their own creative ideals,

- A-C a Answer these questions using the possessive form of the correct name in brackets.

1 Whose company is called Virgin? (Richard Branson / Madonng) ... Richard. Branson’s
Whose web address is ba.com? {British Aerospace / British Airways) ... .........c.coie
Whose product is iPhone? (Vodafone / Appie) ...
Whose logois this? (Lexus /Honda) ... .
Whose shop is called Harrods? (Mohamed al-Fayed / Phifip Green) ...
Whose soft drink was first sold in 1886 as a medicine? (Pepsi / CocaCola) ...

Which country’s railways are called SNCF? {france / Poland)

@ N W B W N

Where would you go if you had bad toothache? (the doctor / the dentist) ... ... ...

b Write answers for these two questions that are true for you.
1 Whose coffee do you prefer - Starbucks’or Subway's? . .

2 When will you have your next holiday? In..........................lime,

4D | Putan apostrophe (‘) in the correct position in eight of these sentences.
1 If anyone calls, can you tell them ¥l be back after lunch. I'm going to the doctor}\s.
Whose laptop is this? Is it Susannas?
Are you looking forward to tomorrows report into the banking sector?
I'm just gaing to the newsagents. Can | get Srou anything?
What's that product called? | can never remember its name.
I'm planning to retire in about ten years time.
Their new logo is an exact copy of ours!
We're going to Mikes tanight. Do you want te come too?

What are the unions latest demands about working conditions?
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Please visit the companys website at www.tarnproducts.com
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-4k [} Complete these sentences using the words in the box. In one sentence, you do not need to write anything.

bymysetf- by yourself eachother's himself myself oneanother ourselves fhemselves yourse?\

1 | prefer travelling ... By.myself  on business.
2 Wshardtorelax ... when vou have a busy work life.
3 Mycolleaguesandilike.......................50 much that we often go out together socially after work.
4 I'mquite shy and find it hard tointroduce ... to new people.
5 Inmy company, the employees make.a lot of the policy decisions ...
6 The two managers in my department always agree with ... proposals.
7 Doyouprefertowork ... orinateam?
8 TheCEO .. ... attends all of our meetings.
9 Wefeelgoodabout...................................and the work we do in our company.
10 Do you think it's quicker to defegate ordotasks ... ?

- A-E Complete this conversation between a financial advisor
(FA) and a new client. Use a suitable possessive or
reftexive form.

FA: Many investors prefer to make 1 _ their own

investment decisions, but if you would like some hetp
with2 , then we can certainly provide that.

CUENT: That’s great.

FA: | 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
Ao informed of any financial opportunities
that we find.

CLIENT: That’s good. Well, | have made these decisions 5. in the past, but with last
week6. ... 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
U - attitude to risk. Do you like to take risks, or do you prefer to be safe with your money?
Allinvestors should ask 8....................... ,'Do my investments reflect 9 ... feelings about risk?

We all want to maximise 10 income from investments, but we alsc want to feel comfortable
with how much risk we're taking, don’t we?

o 36.1 Listen and check your answers.

Make it personal

‘Rewrite these sentences so that they are true for you.

1 in .my.oFﬁce-.wé often answer each other’s emails when someone is away.

2 t_hi_r{k bu;:;iness people shbuld pay for themselves when they go out with clients.
3 If..l_i:_cauld have any job in the world, Id like my boss’ job!

4 The m‘dst'ih.ter_esting job in my company is mine.

.7 Possessives and reflexive pronouns
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You can often use of instead of possessive %. This tends to be more common in written business English.
Sometimes you can use either structure with little or no change in meaning.

the name of your company = your company’s name

the economic policy of Britain = Britain’s economic policy

the decision of the committee = the committee’s decision

A\ Compare a list of customers (belonging to a company) with a customer’s list (belonging to the customer).

You always use of.

o with long noun phrases.
Please could you send me the names of the delegates who are coming tomorrow. (not thedefegateswhoare
COFRRGHEMBHOWSREMES)

e to talk about position.

Please sign and date at the end of the document. (not the-doctmentsend)
Offices in the centre of London are very expensive. (not tordenscentre)

e to link a member to its group, or a part to the whole.
There are 12 members of the board, all reporting directly to the CEO,
Production starts in the first month of next year. (not rext-year'sfirstmonth)
I disagree with several parts of the proposal. (not thepropesatsseveratparts)
e with possessive pronouns to talk about relationships between people.
Theyre friends of mine. (they're my friends)
She’s aclient of theirs.

3 A marketing consultant is advising a food manufacturer about one of their products, bottled water.
Underiine the correct words in italics. Sometimes both are possible.

Ble  Edk View Favorites Tools  Help

%-!-!!:hl S : SRR : = ll.:leu S

DRUN

Firstly, ask yourself what 1 the importance of this product / this product 5 importance is to your business plan.
If you think it is 2 ot the centre of your future success / 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 persont / the average person’s needs.

Strategy 2: Change § the name of the product you are sefling / 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 & any part of the name / 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
/ your customers really want? Are you able to communicate with them directly? Do you have a 8 database of
customers / customers’ database with all their relevant information? If you don't, then start by finding out who
they are.

Make it personal

Look at internet discussion forums and notice when they use possessives with of. Match them to the
rules above.




Read this conversation between
two colleagues who are arranging

* What time do you want to
leave for this thing?

About ten. Do you want to
\, geta coffee orsomething first?

'_ OK. 1l just get my stuffand 'l
, Mmeetyou by the back door.

the words"'r'-'hfng(s) or stuff to talk about objects, activities, states or ideas.

1 Most rmportanr thmg for peaple here is fob satisfaction. {issue, question, factor)
he bu;ldmg has to be secure or somebody will be in there stealing stuff. (equipment, tools)

A Stuffis ah informal word. Don't use it in formal writing or with people you don't know well,

Adding ideas

B1 You can use these vague exp;"reésions to avoid giving a long list of things:
and stuff (like that), and that sort of thing/stuff, and what bave you, and things (like that), and that kind of thing/stuff,

We've invested a for of money in equities and things like that (and other types of investments}
Do you want to tafk about the budgets and stuff now?
My office is full of old files and folders and what have you.

B2 Here are mare formal expressions for adding ideas: and so on, and so forth, etceterg (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 (etceteray.

[H 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 confracts.

Giving alternatives

D1 You can use these vague expressions to give alternatives:
or something (like that), or anything {{ike 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)
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Practice

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, | 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 | like about my job is
the freedom and all the 5 benefits that come with a senior job, :

1 .. things [osbuff o o B B S ) s -t 1 PR A I
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Complete these conversations using suitable format or informal expressions from B. Use a variety of
expressions.
1 cHRIS: Sothe summary plan, the one with the objectives 1 ..and. 5o o is almost done?

LINDSAY: Yes. | just want to add a bit more on market positioning 2. ... .
Then ¥l email it to everyone with all the forecast documents 3. ... ..

cHRiS: Good. So now we can concentrate on other issues like recruiting new staff 4 ...
2 Jo: Hithere. So, can we have a chat about next year's conferences 5 ... ?

saM: Yeah. I've just got all the dates and costs 6 ...,

J0: Then there’s the budget for the website 7. ... L, SO N to look at.

sam: Yeah. We need somebuody to keep it up-to-date, change the photographs 8.

o 55 9.1 Listen and compare your answers.

Complete this informal talk about recycled materials using expressions from C. Sometimes more than one
answer is possible. :

There's.a new European dire_ctive — it's just come in actually - for packaging and packaging waste
1. and oll that sort of thing  Basically, it's all about creating a market for recycled products

LA Al 5N, LA , but it aiso affects marketing and the coloursyou canhave 3 ... ’
and we'll have to think more about our use of paper, plastic4 ... ... ... . We've had a working
party lookatthis5..............................and they've come up with a plan which is long term and strategic
G e e e ’ ;

Complete these comments from guests at a hotel reception using or something (fike that} or or anything
{like that). Sometimes both are possible.

1 Do you have any leaflets . _or_anything / or something  about the hotel? | can't see a price list
______________________________________ here. ' ;
2 | heard there's athemenight .._........................at the restaurant - Dutchnight ...

32 No, | don't want a newspaper, thanks. | don't sead newspapers, orlisten tonews ...

4 Istherelike asnack bar.. ... ........wherelcanjustgeta coffee?

Make these offers and suggestions more open.

2 Maybe we should get a 5 Do youwant to check
sandwich? your email?
2 Do you fancy a snack? .~ .4 Do you feel like seeing 6 Would you like to get

a film tonight? some freshair?
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3 Complete this article about blogging using a, an, the or - {no article).
The business of blogging

Not long ago, blogs were seen as 1....&. _ collection of cyberspace chat, read mainly by 2 ... .

young. Now advertisers are realising thereis 3 ... market developing in4 ... online
community. Already, 5 ... online advertising growth is faster than any other sector of the media
world. in addition, 6 ... factthat about 11% of Internet users today read blogs makes
A, btogging world look financially important for marketers.

B estimated 48 million blogs now existin 9 .. .. ... cyberspace and many bloggers are
putting advertisements on their blogs, or getting corparate sponsorships and writing blogs for companies.
10 .. .Marcom,forexample 11 ... communications-software maker in

12 e, USA, recently began paying several bloggers $10,000 per year to talk about its products.
13 ... .. bestpaid bloggers can earn more than $10,00014 month.

4 Complete these extracts from an article about doing business with friends using the words in brackets.

1 Adam Fairfax started ... his. consultancy in partnership with .................sister Martha. it was
. marketing expertise that helped the company achieve ... early successes.
{her, his, his, its) :
2 Adam has beenaclientof .. ... ... for many years now. Over that period, he has also become one of
oo Closest friends. (mine, my) )

3 | know many people say you shouldn't do businesswith ... friends, but we have managed
wkeep ... business and personal refationships separate. Most relationships - business or
personal - have a few disagreementsand ... has been no exception. {our, ours, your)

4 Adam and Martha are currently preparing a takeover bid foroneof ... I rival companies. I'm not
sure it is a good idea, but the decisionis..................., of course. (their, theirs)

5 Puf an apostrophe ('} in the correct position in five of these sentences.
What's your company;&s website address?

There were 4,000 people at the shareholders meeting.

Are you going to Charles leaving party tonight?

We're holding our annual conference in four weeks time.

Sorry I'm late, | had to go to the dentists.

[ T

You can have any colour car you want; the choice is yours.

6 Complete these sentences using the words in the box.

eachother herself himself itself myself oneanother ourselves themselves yourself yourselves

1 Sorry, | haven't got time to call the suppliers. You'll have to da it yourself ..

2 Ann works part-time as an accountant and finds ........................managing different rcles as mother and a
professional working woman.

3 We operate an internal market where different dep'artments buy and selt services fromv ... .

4 He worked so hard last month thathemade ... ill.

5 The meeting starts in five minutes. Do you allwanttoget ... a coffee first?

6 The new packing machine is so efficient, it'll pay for....................... in another month.

7 I'm real.ly in favour of delegation. [t encourages staff to think for.................. .

8 My worst business decision? | managed to convince . ... that | should invest in property, just
before the market collapsed,

9 As partners, we only pay.......... R 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 peaple from different departments can meet
civiennn.. face-to-face for a change,
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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?

¢ Which word in italics refers to possession?

EY Defining relative clauses

A1 Defining relative clauses make it clear exactly wha 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 paliceman. (who works on the main gate tells us which
security guard)

The person that set off the fire alarm apologised 10 everyone
inan email.

A3 You can use which/that 1o refer to things. That is much

more common,

The logo which the CEQ prefers comes from Saarchi 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/sshefit/they.

The job went to the candidate who had the most programming
experience. (not thecandidatewhoshehad / thecardidate
sheaf )

I3 Subject and object relative clauses

B1 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.
Wheres the ernail (that) f wrote yesterday’?

B2 You must use who, which or that when they are the

subject of the defining relative clause.

Investors who want a secure fixed rate should choose our
eSaver account. (Nt ievestorwart-asocorefxedrateshomd)
The person that discovered the theft informed the security

guard immediately. (not Feepersondiscovered thetheft
irformed)
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Relative clauses 1 (who, whose, which, that)

Sir Richard Bransor, 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. ?
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Non-defining relative clauses

c1

c2

You can use non-defining relative clauses to give extra
information about a person or thing.

Mr Prernji, who was India’s richest man in 2004, drives an old
Ford Escort. (We know which person we are talking about:
Mr Premnji. 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 CEQ* job, which no-one has applied for, is still being
advertised

A Use commas around this type of relative clause.

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 thatin non-defining relative clauses,

Tesco, wha controf over 30% of the UK grocery market, are
now entering the housing marke!. (not fescothatcontrofover
359%)

2] Whose

You use whose in defining and non-defining relative
clauses to show possession (instead of her/jts/their etc).

What was the name of the delivery company whose website
we looked at yesterday’ (the delivery company’s website)

Mme Cathiord, whose parents own the Chateau Smith
Haut Lafitte wine estate, storted the worlds first wine spa
{Mme Cathiard’s parents)



[} oin these pairs of sentences using wha, which or that.

1 The woman answered the phone, She told me you were out,
-..The woman who/that answered. the phone told, me wow were kb, . e
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 Acolleague has never taken a day off. He called in sick this morning.
5 The model was launched nine months age. 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 10 close two of our power plants. They are old and becdming dangerous.

Bl Read this article about outsourcing. Put brackets { ) round that, who or which when they are not necessary.

Finding the right person for the job

Are you, like many entrepreneurs, overworked but unable to find an employee to do work
1 (that) you feel you could do much better yourself? You don’t need to be! In this article we
reveal the secrets of how to find the perfect person for the job.

First you need to identify a task in your business 2 that you would like to hand over to
someone else, so you can focus on more important parts of your business. Then place an
advertisement to attract someone 3 who can do the task. You will get a number of responses,
4 which you will need to decide between. Choose the ones 5 which you think look the most
interesting and invite those candidates for interview.

In the interviews you will probably ask the sorts of questions 6 which everyone asks, for :
examnple, ‘Do you have experience or knowledge of this area?’ Everyone 7 who wants the job -.
you offer will say ‘yes’, of course, so then ask the question 8 that only good candidates will be '
able to answer well: ‘Tell me a little more about that.' If the candidate doesn‘t have anything

to say, finish the interview and keep interviewing, until you find someone 9 who you think is

going to do the job well.

Once you've found the right person, you'll finally have time to answer all those emails
10 that are filling up your inbox.
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-4 C Complete this extract from DHUs website using which ot who.

PO- | B ——

DHL, 1...which s 100% owned by Deutsche Post Waortd Net, is the global market leader in international express,
overland transport and air freight, and is also the warld's number one in ocean freight and contract logistics, OHL offers &
wide variety of customtised solutions, 2............range from express document shipping to supply chain management.

Qur shipments, 3. _arrive rapidly, sately and on time all aver the world, are sent via a cornbenation of air, sea and
ground transport. Our global customers, 4 ............. demand the highest standards, Irequently choose us because we have a
strang lacal presence and unigue understanding of local markets and customers. We also offer a wide range of standardised
postage services, 3 .. ......include express and waorldwide mail deliveries, as well as tailor-made industry solutions.

We continue to meet the growing demands of globalisation, 8 ............ are creating more
and more complex supply chains, DHLUs international network, 7 ... . links more than
220 countries and territones worldwide, is core to our busingss, As well as this, our 285,000 |
emplayees, 8 ... are dedicated to prowiding fast and rehable services, ensure that we :
exceed customers’ expectations in 120,000 destinations in ali continenis.

o

<4 A-D0 [l Complete these extracts from a newsletter giving investment advice using who, whose, which or that.

Caulfield Capital, .. W10 .. provide impartial information about finance, produce three newsletters a year.

This newsletter is for investors .................. want to make their own investment decisions.

My client, il s, business partner recommended Caulfield Capiral, is happy with their advice.

25% of this pension fund is tax free. The rest is used to provide an income ... is taxable.

Does your company pension scheme guarantee an income................... you would lose if you changed pensions?
You can also call our pensions team, .................... will be happy to answer your questions.

I have two monthly pension plans ................ I started when I left college.

o =1 W e W e

My father oo advice I always listen to, suggested [ start my pension.

«a-D  EH Matchthe 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,

1 Welcome to today’s discussion, a ...........attitudes have not changed.

2 There are many talented women b . all employers can try to meet,

3 There are still too many managers € .. said that women shouldn't have a job and a family.
4 The first thing d ...Wh s 'Women in the workplace’

5 iremember one manager e ..........arenotbeing paid as much as men.

6 Iitisimportant to set specific targets | record of employing women is good.

7 We need a system of rewards g ... are given to the best employers.

8 We should congratulate employers h ... .needstocbe doneis to publicise the issue.

@ 37.1 Listen and check your answers.

Make it personal

Complete these sentences so that they are true for you.

My boss,\n‘.fho_se.._ ...... b e A L oy L e NSRRI

I've always worked with people who ... e e

el T A TR v a0 i i s 69855 e eeere e eere e oot

m Relative clauses 1 {who, whase, which, that)
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You can use a relative clause with which to comment on something someone else has just said.
A We'll have to find a hotel for 50 people next month.
> B: Which won't be easy.

Co mmentmg on what people séy

A Ifwe don't advertise now, it means well be short of people.
8: Which is not a good thing.

You can use also use a relative clause with which to comment on something that you have just said.
We've made budget for the year, which is excellent.

A: I've just made my biggest sale this year ...
8 Well done.
A. Which I'm very pleased about.

B Match the beginnings (1-6) with the endings (a—f) of these sentences.
1 He was rude to the CEQ at the opening party, a which  think they deserve to win.
2 House prices are going down at last, b which was very disappointing.

3 Debenhams is being considered for a retail award, ¢ which t don't think should be allowed,

4 Humphreys is monopolising the fast food industry, d which is good news for first time buyers.

5

J K Rowling has helped to get millions of e which was a really stupid thing to do.

CpidrenuE i, f whichis great for the book trade,

6 The return on my shares was minimali,

Complete this discussion about two candidates for a job.using the relative clauses (a-h).

a which seems reasonable e which seems unlikely as she's only 38

b which makes her seem to be the weaker candidate f Which she needs to be in this job

¢ which makes me wonder why she wants to leave them g which-makesherthe-stronger camdidate
d which would make working overtime difficult for her 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. 4.....

JON: True, but she also claims to have twenty years' experience, 2.............L...... g

NICK: Yes, and she's already working for a very prestigious firm, 3. ..., ’

SUE: Well, she says she wants to move back to this area to be nearer her elderly parents, 4................. :

JoN: What about the other candidate - Jennifer? Her qualifications are not as good as Lesley's, 5. ...
SUE: But she seemed more cutgoing and open to new ideas.

JOTR (Bt i iprarent 3

Nick: Mm. Lesley did seem a little inflexible. For example, she said she had several reqular fixed commitments
inthe evenings, 7........ccceee. . .

UON 28 Lol - . because we definitely need someone who can work overtime in busy periods. | vote for
Jennifer.

NICK: Sodol.
“sUE: Fine, so Jennifer it is.

Try to include six which ... relative clauses in conversations with colleagues or clients over the next week.
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Relative clauses 2 (whom, where, when, -ing, -ed)

Read this text about business success
from a consultant’s website.

066, S N R e e bl S,
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What do the relative pronouns in italics

refr to? Every successful business has a moment when it starts to take
off. Growing a business means identifying markets where
your resuits are consistently over budget. How can that |
success be replicated in your other markets? |
m Whom B2 You can also use where after words like situation, point

A1 Whomis often used immediately after a prepasition. The
six prepositions mast commonly used with whom are of,
to, for, with, from and by.

Saverfone affows consurmers to chose the retaifers from whom
they wish to receive special offers.

We understand the needs of our custorers, for whom fexibifity
is a top pricrity.

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 | worked with at
Nicholsors. (with whom | worked}

Are you the persan (wha/that) I should speak to about hiring
the meeting room?. -

- See Unit 37 (Relative clauses 1).

A2 You can sometimes use whom for peopte when they
are the object of the relative clause. This is very rare in
spoken English and is mostly used in very format wreitten
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}

] Where

B1 You can use where in relative clauses about places,
including non-physical ones (e.g. financial markets).

Our new chocolate drink will be faunched in regions where our
brand is already established
ftaly is the country where we face the biggest chalfenge.

£\ Don't use where with prepositions (e.g. if, for, at).
The office (which/that) [ work in is very cold (not Fheoffee

) .
The hatel {(which/that) | stayed at was very near the Paris office:

(not Fre-betelwharatstaved-at)

and stage.

They ve reached a situation where they'll have to negotiate.
We're at a stage where things can still be changed.

Were at a point where we can take a break to think about the
oprions. (when is also possible with point)

When

C1 You can use when in relative clauses about time.

ook forveard to a time when we are the market feaders.
It's not possible to upgrade so often these days when
machinery costs millions of pounds 1o putin,

€2 You can also often-use that {or no relative pronoun} in
relative clauses about time.

Do you remember the time (when/that) | spifled coffee over a
client? '

[} 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.

Canl speak to the persan who is running the conference? —
Can | speak to the person running the conference?

The iterns which were reduced are selling quickly —

The iterns reduced in the sale are seffing quickly.

Port is frorn grapes which are grown in the Douro valley, —
Port is from grapes grown in the Douro vafley.
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Underline the correct words in italics. In one sentence both are possible,

1 Dammann’s, with who/whom we do most of our business, is based in France.

2 Thanks to Mike Bailey, whe/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 comptaints,

need to be retrained.
4 We've got a fantastic IT manager called Brenda Lynch, who/whom we couldn’t survive without.
5 Mr Baughen, who/whom the CEQ has named as his successor, joins the company in August.

6 Our report shaws 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.

‘Complete these questions using vifhere, which, that or — (nothing). Sometimes more than one answer is
possible, '

1 Is there a tailor’s near your office_where | could get a suit made?

2 Doyouwoarkinasector................. there's a lot of competition?

3 Inyourbuilding, is thereaplace ... ............... you can get a good view of the city?

4 Can yourecommendagoodhotel . ... | could stay at in your city?

5 Do youknow agood restaurant ................. we could get lapanese food?

6 Doyou have one particulardesk...................... you always work at, or do you ‘hot desk’? [share different
desks at different times]

7 Does your company have a restaurant................ I_employees can get meals or coffee?

8 Could you tell us about the regions ... your company has been most successful in?

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 [ got an very well with

(9] i et A L was living at the time

| used to be a successful high flyer, but
the company 1.. & .. went out of business and | was
made redundant. Being unemployed for a long time really
destroys your confidence and | was getting to the point
el s . Eventually, a suitable job came up near to the place
ey By [ ) .| went to meet the technical manager,
' B = e ,and she offered me
the job immediately.

¢ for.. Whom )was working

d oot .....| thought that
I'd never get another job

P ........,.....,..,.,...youdon'tdoanytechnicalworkanymbre
f o lworked with
g ..l didnt really have enough todo

o e | became a fuli-time
~ manager of a small section of
the factory

When | first started, | loved my job on the
factory floor and | became very good and fast at it.
Unfortunately, this meant that | was disliked by the people
S e T because they weren't as efficient as me. But on a
more positive note, | was promoted several times, until there came
atime6. ... Thefunnythingisthatwhen this happens

yougettoapoint7 .. ... and | found myself
inasituation8...........1

ﬁ 38.1 Listen and check your answers.




-4D [ cComplete this extract from a booklet about management using the present or past participle of the verbs
in brackets, :

As a manager, how open should you be with your staff? Many managers 1.._4sked _ (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 ...

e you have been asked by your company to keep something confidential, or when yoh don't want to pass on
confidential information 3 ... (teff) to you by a colleague?

® being open will make your team urthappy? For example, you might not want to tell your team about every
new cost-cuttingidead.... . ... {suggest) by head office, as they may not actually happen. Would
you want to give possible bad news to staff 5...................... (try) 10 get on with their work? How much
information would you share with any team membersé.................... {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 will never have enough time to communicate with your team as much as you would
like.People8. . ... {warnt) to discuss everything with you can use up a lot of your vatuable time.
So teach your staff to prioritise and limit what they expect from you.

4A-D B 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 (v') 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.

B Would you buy your product? Think about a time 2 you went shopping for a simifar product and ask
yourself if you'd pay the price you're asking and, if not, why not?

& Would customers buy it? Consider the people 3 to who you are selling. Don’t just imagine what they
like. Ask them!

E Who already does it? Check websites 4 where companies already sell a similar product. How can you
be different?

B 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?
E Where is it done best? Visit places 6 that your competitors have had the most success in.

B 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,

B 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?

T L BSKe T
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t personal

In your business is there someone you'd like to work with? Have you ever been in a situation where
- negotiations broke down? Is there a manager whom you'll never forget? Have you ever refused a job
offered to you? Have you ever interrupted a person giving a presentation?

Relative clauses 2 (whom, where, when, -ing, -ed)




=2 Write for business: Writing about quantity

In writing, you can often use whom and which after phrases with of that talk about quantity: two/£50/800 of, (a) few
of, all of, any of, both of, half of, many of, most of, much of, neither of, none of, one of, some of; the (vast) majority of.

I've had two great bosses in my career, both of whom were womern.

Next week I'm going to Russia with two colleagues, one of whom can speak Russian.

This year we made a profit of £400,000, £30,000 of which we gave to our usual charities.

In spoken English it is more common to say and all of them, and both of them, etc.

The committee has six members, and all of them are elected by the staff. (all of whom are elected)

B Tthe CEO of a toy manufacturer is making a presentation about the company. Match the beginnings (1-8)
with the endings (a-h) of these sentences.

1 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 seniof gt & B8 ¢ many of whom return to us year after year.

3 Wehavarhos d most of which are manufactured in Africa.

4 Wehave200 Bl & e neither of which is far from the centre of town.

5 We launched tancisioy el £ both of whom approach the job in different -

6 We produce very cheap products, ways with different personal styles.

7 We have an excellent reputation, g 80 of whom are based in our Croydon office.

8 We have a very large number of h much of which is due to the quality of our
satisfied customers, products and our after-sales service.

Look at the results of a recent survey of employees at Global Ltd. Complete the report using the quantity
expresstons in the box.

54% of whom a third of whom all of whom few of whom half of whom mostﬂf‘whb'ﬁi

120% Respondents who had worked for Global Ltd for more than 10 years
100% || Respondents who wrote about their early careers
0 '
ahs D High-income workers who are satisfied with their careers
60%
Low-income workers who are satisfied with their careers
40%
20% @ Unhappy workers who said they would leave their jobs immediatety if salary ¢ut by 10%
0% D Happy workers who said they would continue to work hard if salary cut by 10%

The survey was conducted with employees at Global Ltd, 1...Most of whom  had worked _theré for over ten
years. The employees, 2. wrote about their early careers, were often very disappointed with how
their later careers had developed. i | '

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 careershad .
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 1 0%
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

would work as hard as before, would not consider leaving their company in these circumstances.

. Make it .

Look back at Exercise 6. Write similar sentences that describe your place of work.
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~ Conjunctions and linking words 1

Read this market analysis.

a Which word in italics adds information?

b Which words in italics show something
unexpected?

¢ Which word in italics describes something

A1l

A2

A3

happening at the same time as something else?

Contrasting ideas or information

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.
Froductivity was terrible last year. However, things have
changed recently.

You can use afthough, though and even though o say
that something is surgrising or unexpected compared to
another thing. You can use them in different positions.

Although / Though / Even though the location of the office is
qood, it’s (oo noisy.

The economy is still strong, although / though / even though
growthis slowing.

People often use though at the end of a sentence or
question to contrast with a previous sentence.

& We'll have ro postpone the launch for a week.
& Wor't that be too late, though? / That'll be toa 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.

You can use despite and in spite of before a noun, or the
-ing form of the verb. They have a similar meaning to
afthough.

Despite / In spite of their cost, training courses are wefl attended.
Moalyco continues to dominate the markei, despite / in spite of
making a loss last quarter,

A Don't say despite of,

Despite climbing 9% in early trading, the shares closed down 52,
(not Despiteatchirabing)

(+) Despiteis much more common than in spite of in
business contexts.

[} Adding ideas or information

You ¢an add information with also, too and as weli.
Too and as well come at the end of a sentence.

Market Analysis: Textiles
Despite
a boom' year. However, margins remain under pressure
_a}dheﬂn‘whz!e, US exporters report strong demand from Africa:

€ summer has a/so seen growth in the domestic market.

supply problems, Europe’s producers have had

in spite of good demand, prices remain stable. 'E
|

e . S

1

C2

C3

c4

5
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‘Mastering Presentations’ is now availabie online. it is also out
an CO-ROM.

May sales are better than Aprif and | think theyre better than
last years too / as well

As well and too are more common in speaking than
writing. People use also very often in speaking, but
even more in writing.

Time expressions

You can use whife before a cfause or the -ing form of a
verb to fink actions that happen at the same time.

fwant ta tafk to you while Jason is out of the room,
While living in Toulouse 1 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 pericd)
He left the room twice during the meeting.

You can use when to say that something happens at a
particular time.

Richard was waiting in rmy office when ! arrived,

You can use in the meadntime 10 say something happens
before or untit something else happens.

ft took me two years 1o find @ new job. In the meantime, |
retrained as an IT engineer.

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
notlong, or time words (e.g. days, months, years).

He became CED at 64, but then retired shortly afterwards.
His meeting is at 10.30, but (before/after that) he's free
(before/after that).

The UK factory s very expensive to run. Eventually, all our
production will be moved abroad to cut costs.

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.



Practice

-4A [ Read this extract from a podcast about working maore 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 though
/ despite many of us choose it. How can we get the same results guicker: how can we work smarter?

My advice may not be very original, 2 but / even though it couid be useful for business people wha have

no time to think about their lives and working styles, First, multi-tasking. 3 Afthough / But many people say
they are geod 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 / However, making you feel busy, multi-
tasking often means switching from task to task rather than making real progress,

Email is a great invention. 5 in spite of / However, it is also a great distraction. 6 Even though / 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 / but 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
custorners badly, 8 but/ 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, / 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 aithough / though. That's my final tip.

@ 39.1 Listen and check your answers.

-iB ﬂ Complete this article from a financial website about IT spending using the words in the box. Sometimes
more than one answer is possible,

i_ql_f_ao Although aswell but Despite Eventhough lz_leweﬁ'r" Insplteof

f- 8 mm - [Orege - Gitook -

0% m-

-

The IT industry experienced record spending levels last year. 1 L However 5 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 ... manycompanies say that they have not vet 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 ... this contidence, they are quigtly already cutting |T costs. The
numnber of small and medium companies with reduced IT budgets is 4 oo E%pected 1o grow.

If there is an econgmic downturn, it is unlikely to be adisaster, 5. ... ... there is ong factor which coutd slow any recovery for
developed economies: India. B................. ... It3 @normous cost advantage, Indian IT providers do net only compete on price. They match
Europe and the US on expertise, 7. tany Indian IT firms are leading the way in terms of software development.

8. .. it will take thern time to enter Western markets, itis clear that India is the place to invest in the |T future.

-4A B B Rewrite these financial reports using the linking words in brackets. Make any other changes necessary,

1 Inthe US, the Dow Jones index fell. The decline was less sharp than expected. (but)

.dn the US, the Dow Jones index fell, but the decline was less sharp than expected.. ...
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 rose. (afso)

4 Apart from share prices, commedities such as oil and gold fell. (too)

5 Some analysts recommend a cut in interest rates. This could iead to inflation. (however)




6 The dollar remained steady. Some experts have predicted a drop in its value. lalthough)

- C 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.

1 tleft university. | started working for ASOC Technologies. (when)

-A-C  [B 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
but
Patrick says he learned his hardest lesson more than 30 years ago, alser 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. Everlast
too got involved with his own money. Despite the risks, he invested every cent he had.

Although, people seon 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

Whatwasyour blggestm|stake m business or at work? Write a short summary of what happened.

{172 Conjunctions and linking words 1
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In written business reports people often use formal linking expressions that are rare in spoken business English.

Informal (spoken) Formal (written)

also/too/as well  furthermore /moreover/in addition

as well as in addition to

but whereas

but/ however nevertheless

then subsequently

while meanwhile / while at the same time

You can add information in formal business reports with furthermore, moreover and in addition. They usually come
at the beginning of a sentence. You can use in addition to before a noun or -ing.

Business training materials are getting cheaper. Furthermore / Moreover / In addition, their quality is improving.
In addition to the basic price, there is a 0.5% tax. (not Furthermere/Moreoverthebasicpree)

You can use wheregs to contrast two ideas with opposite meanings.

Imports grew sharply, whereas exports rose much more slowly.

You can use nevertheless at the beginning of a sentence to say something is unexpected.

Qur new range of professional laptops is not cheap. Nevertheless, sales have been excellent.

You can use subsequently to show that something happened after something else.

Consumer confidence rose in the new year. Subsequently, demand increased.

You can use meanwhile at the beginning of a sentence. It means while (at the same time).

European markets remain quiet. Meanwhile, in the LS, business is good.

I3 underline the correct words in italics.
1 Furthermore/In addition to its Tokyo headquarters, ADAL has offices in Korea and China.
2 Jon has a strong business background, whereas / moreover the other managers alt have technical expertise,

3 Higher oil prices lead to inflation and rising interest rates and, meanwhile, / 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.

5 Consumer spending rose 6% in the first quarter. Meanwhife, / Subsequently, inflation remained at 2.2% for
the same period.

Make this report about problems with a supplier more formal by replacing the words in italics with a
suitable formal expression. Sometimes more than one answer is possible.

Our problems with GT Engineering have been increasing for some time. Prices have risen, 1 b quality
standards have seriousty 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 continties, our company image is being damaged by the problems described above. We have
been working with GT for a: ldng 't"i'm'e‘_ﬁ But, something must be done now. I recommend meeting
GT's sales manager to discuss.t_he 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.




~Conjunctions and 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 What is his purpose in staying two nights?

I 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 | didn't know the password, { couldn’t fog on
to the server. '

They cancelled the flight because/as/since the weather was
s0 bad.

A Don't start a new sentence with because to give a
reason for scmething you wrote about in the sentence
before. '

Competition is healthy because it forces firms to improve their

products. (not éemﬁe%eﬁﬁhﬁ#hy-seeeufeﬁefeefﬁﬁms-s&
iprovetharprodocts:)

If you are guessing or want to find out why something
happens, use because, not as or since.

A2

Are you working late because you enjoy it, or because you

have ro?(notAfeyeu-wekag-F&t&asv‘smeeyetﬁHjey-ﬁ 7

) n spoken language, because is the most common
and since is the least common.

[ Talking about results

B1 You can use so to talk about the result of something. The
result comes second in the sentence. 5o is often used
after and.

Kevin was on hohday 50 we couldn't contact him. (not Se-we
comdrtcontact-hirr-Kevinwason-holiday )

I'm not happy with these costs {and) so { think we should fook
at them again.

B2 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 outcar hire.
Therefore / As a result / Consequent!y they get a good deal
from the car hire firms.

It takes me half a day to get 1o Frankfurt,
sa | need 1o spend two nights there in
order to justify the travel time.

The server crashed and was down for o whole day. We lost a lot

of business as a result.

The latest web technology will make markets more efficient and
wifl therefore boost competition,

{2} All of these are more common in formal business
contexts. Therefore is the most common, and
* consequently is the least cornmon, in both speaking
and writing.

[d stating purposes and goals

)

You can talk about someone’s purpose or goal by using a

to-infinitive.

c2

c3

We decided to share a taxi to the airport to keep the cost down.

{not ferkecpingHorkees)
To clear the backiog of orders, we took on a part-time assistant.

We can also use so that instead of a to-infinitive. We must
use 5o that if the subject is different in the two parts of a
sentence. '

Hit just copy this list se that you can lock at it before the
meeting.

(2 So that is more common in spoken language than in
writing.

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/
s$o as to create competition. :

€*) in orderto 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 te/
s0 as not to cause further defays.



n Join these pairs of sentences using because, as, or since in the position shown by the box. Sometimes ali
three linking expressions are possible,

- A

1 Yworked on my day off. | wanted to finish my report.
) worked on my day off|as/becouse/since || wanted to finish my report.

2 The weather was so bad. | decided to take the train.

3 ldecided to invite Galina to lunch. | wanted 1o find cut more about Russia.

4 We changed our insurance. The premiums had become too expensive.

5 Why did he change his job? Was he unhappy at PGC?

6 We are expanding so quickly. We need to look again at oﬁr_dis_,tribution network.

7 We decided to meet again the next day. It was getting late.

8 Nocbaody had an address for him. We couldn’t contact him.

We couldnt...........
- 9 Why did you turn down the job? Wasn't the salary good enough?
DI

4

10 | couldn't access my emails. My computer had crashed.

- B Complete this story using your own ideas. Then compare your ideas with the suggested answers in the key.

1. There was snow ab the airport, | Asaresult, a lot of flights were cancelled. 2 ... ...
e, 50 | Went

-dA, C

Therefore | had to go back to the city and find a hotel for the night. 3 ... ...

out and looked fora restaurant. 4 ...l
and try to get roomservice. 5. .. ..

B o, .solwentbacktotheairport. 7 ...

toring Nikoleta in our Athens office and cancel my meeting withher. 8 ... ...

fortunately, she and | were able to meet after all.

... Consequently, | had to go back to the hotel
<o T had 1o go to bed hungry as a resuit,

| therefore had
, 50

Find and correct five mistakes with linking expressions in this newspaper article about e-commerce. .

Webstores do not have some of the
advantages of traditional retail stores.
Consequently, they often face financial

Because they already have a recogn-
ised brand name. Secondly, since sales
and marketing costs are so high, costs

; 2 : 1 5 As
problems. Firstly, any new web-based per customer for new online stores are
business has to work hard to establish much higher than for traditional stores; 2
brand recognition among so many com- it costs the average webstore well over 3
petitm‘@ a result, new online stores €150 to get one customer. Therefore
need to spend large amounts of money a number of webstores have been re- e
for establishing their brand name. Tra- thinking their strategy, for reduce costs. 5

ditional retail outlets who want to move
into internet retail do not have to invest
so heavily in promoting their brand.

They have done this as so to avoid
having to close down.

i g A T e T
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-«4C [ Match the sentences and join them using the Iinkihg expressions in the box. Sometimes more than one
expression is possible, '

linorderto inordernotto soasnotto so-asto sothat to-infinitive |

1 Fhebankhosdecentralised: ——— a They want to ensure best value for
2 The company has chosen a brand whi‘cN e

suggests quality. b You don't want to duplicate work.
3 Gas Co. offers a range of different price options. ¢ Then we can refer to it in our documentation.
4 We always give returning customers good discounts. d They want to appeal to high-income groups.
5 Could you give us a reference number? e Fhisgiveslocalmanagers-meore freedom:
6 You shouid liaise with Mona, f We don't want to lose them to the competition.
1 Thebcmkhas&mntrahsed,soastogwewwimwagersmorefmdnm ..........................................
L e e L e ettt
Y L . ettt | M———" | SO —— | S B
L PO SO TS P TSR TUU PP
B e Lo e o1 e et 4L b et e et e e e
6

-A-C B Putthe 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.,

o

so cabin attendants have to clean the aircraft and act as gate agents.
¢ Since they allow only internet and telephone booking,

' | ctabilitywhile keeming fares tow.
And because they only raise fares as the flight fills up,

-8

in order not to have to pay high landirg and parking fees,

As there are no reserved seats and a single class,

- @ =™ 0o

50 as to keep costs down by having no connecting services.”

They can therefore reduce training and maintenance costs.

o ¢ § - .; 0

Low-cost airlines all work to approximately the same business plan, 1 ..... o

s They tend to use smaller airports further away from big city centres, 2 .............
o They offer only pointto-point flights 3 ............. :
They only use one type of aircraff. 4 ............

« Passengers pay extra for meals and other services. 5
o Staff are made to do extra tasks, & .............

el agents’ fees and commissions are kept to a minimum.
8 ... the qirline can offer very affractive, low fares to those who book early.

o QU passengers board early and quickly.
These measures have resulted in a very profitable, worldwide indusiry.

P, e i R 257 e e S S et S AN 2 i s’

it personal

Write a few sentences about the business model of your own company.

. Conjunctions and linking words 2




consequences

Here are some more expressions for talking about reasons, results and consequences that are common in spoken
business language. People often use them to explain or justify their position in a discussion.

e seeing as/that / given that

You can use seeing as/that or given that when the reason for something is quite clear to everyone. Seeing as/that
are more informal than given that.

Let’s leave it till next week, seeing that/as we can't find a day to meet this week. -
Given that we've only got two weeks, wed better order the materials we need today.
e orelse/otherwise
You can introduce something bad that may happen if something else does not happen with or else / otherwise.
We need to cut our costs or else / otherwise we'll have to raise our prices.
e inthat/which case ;
You can use in that case / in which case when you accept that something is true and state the consequences.
& March is toolate for the final test - we're launching in April!
& In that case /In which case, we should change the test to January.

B 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 more than one answer is possible.

i = : : :
given that Inthatcase Inwhichcase orelse otherwise sesirgas seeingthat

JOHN: Focus groups are not just groups of people who answer prepared questions, then?

CLARE: No. 1....5eeing 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 Jet themtalk, 2 ... ... 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.
N , you'll probably use a questionnaire. Now, 4. _.....alot of people find:questionnaires
difficult,and 5...................... 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 , 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 guestions that you've
prepared inadvance, 7 ... you're only doing half the job you set out to do. That's very important.

@ 40.1 Listen and check your answers.

ARRIVALS at AIRPORT INFORMATION
1 ; T

The ¢ity centre is 80 km
away. 50 you could take a
taxi. Or you could fly,

Make it pe

Search online for articles or blogs of interest to you that contain these expressions. For example, search for
‘webstores’ and ‘seeing that’ Read some of the results to see how they use these expressions.




Look at these two statements.

What's the difference between them?

Vague language 2

It's only 20 kilometres, so if |
give you a ring at half past three,
we can leave at four.

It's only about 20 or s0
kilometres, so if | give you a ring %
about half past three-ish, we g

N can leave around four.
Jeroen _ ..

- PO
Time -
_ : Howard
People use these vague expressions to talk about approximate times: about, around, just before/after, -ish;
acoupleof, a few, ... or two, ... or 50; ages, a while.

Lets meet about one / around one / at ane-ish. It only take us a couple of minutes / a minute or two.

People often use more than one vague expression in a sentence when they talk informally.

Prices and measurements

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 / short of (less than), (just) over
{more than}.

A new laptop will cost just over / under / short of €800,
You can pay twenty pounds or so / or thereabouts for a new printer cartridge.
Bedford's about / around / roughly 60 miles from here.

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 / lots of, loads of
tncountable nouns {smailest first): a little, a bit of, a lot of / lots of, a great deal of, foads of

We still have a couple of issues 1o discuss, but there’s loads of time,
People often exaggerate numbers and say hundreds/thousands/millions of.

There were millions of people at the reception. You couldnt move.

Vague numbers in formal speaking and writing

People use these expressions in format contexts: approximately, in the region of, in excess of up to, upwards of, over/under; some,
a great deal of, a (large/smally 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 @ number of reasons for this.

Descriptions

People often use these vague expressions to describe things or people: kind of sort of more or less, adjectives + -ish,
colours + -y or -ish.

& What colour’s your new car? B It greenish. it’s sort of greeny brown.
My report is more or less finished. (nearly)

A In very formal speaking or writing avoid using ages, loads of, sort of, -ish.

= 7liLF Vague language 2



Practice

- A-C 5510.1 Listen to a manager answering these questions. Complete his answers using vague

exXpressions.

A: How long does it take you to get to work in the rhorning? .
B: Ittakes 1..49e5  Well 2 ... .. . an hour. 1t takes about half an hour.
A: How far is it?
Bl T et kilometres, Yeah, 604 . . 2 e ' e e B e
A What time do you start work?
B: [t depends, usually 5.................... 830006 ... e s« T e e
a: And when do you leave usually?
6: lusually finishat 7 ... SiX. ; T A L
' A: How much do you think you spend a month on commuting?
1 Bl €200 OEWFARE St L e e e e o o
A: How many hours a week do you work, roughly?
B3OS — .45,
A: How many people work in your company?

B

A

B

A

B

A

B

: How often do you meet with your boss? z
B UT) et times a day, butonlyfor 12 ... MINUES, e
: How many emails do you get a day, would you say?

I 1 o i b PO TR TR g

: How much time do you spend answering them?
R I e i ISt B anhour16. ... evE Ny el ay

b Write answers that are true for you in the column on the right using vague expressions.
c o 5510.2 Practise the conversation with the recording. Use your answers from Exercise 1b.

-4D E Make this report from an online retailer more formal. Replace the informal expressions in italics with two
more formal expressions in the box.

agreatdeal of time A greatmany _appreximately A large nﬁmber of |

§ inexcess of intheregionof sometime upwards of

‘E T Although the final figure’s not confirmed, sales for the last month are estimated to be about €500,000:
E a_ opproximately H o

o 2 We plan to invest g bit more than €5 million in new warehodusing facilities next year.

e AR N T A, - hi .

3 loads of customers are now.turning to the internet as their primary shopping experience.
o e T -8 |8 T b R Yoot |1 :

A R e RO I
: - E E]l cChange each adjective in this description of a laptop to use a vague
expression. Sometimes more than one answer is possible.
: newish
. | bought my computer about nine months ago so it's 1 rew — well, it's

not that old yet. ! like the colour. It's 2 sifver and grey, you know, it's
3 silver-grey. The only thing | don't much like about i is its size, it's a
4 large bit of kit compared to other laptops on the market. Am | happy
with it? Well, 5 happy. | suppose it’s nice, well & nice,




PIY Test 10: Units 37-40

Underline the correct words iﬁ italics. In two sentences bath are possible.

We manufacture m'any products which/who are welt known far their reliability.

The people who /who they work in our factories are very well trained.

Our main product, that/which is sold worldwide, has been in the top five best sellers for over ten years,
Our customers, -/who are very loyal, often recommend us 1o other buyers.

We sometimes offer discounts which/who encourage even more people ta buy our products.

The suppliers who/- we always use are local. .

Qur biggest rivals, that/whose turnover is £12 million a year, are based in the South East,

R N A kW N -

The factory which/that makes the largest profit for us employs only 100 people.

Complete this report using the words in the box. You need to use some words more than once.

‘held living  showing that where which who whom whose workingJ

Serving the world’s pacrest consumers

There are billions of people 1 L ling i relative poverty in the world. The World Resources institute,

Z i, with the International Finance Corporation, has released astudy 3 ... estimates
the size of this consumer market, 4................. ....includes four billion people with incomes below US$%3,000,
is worth USS5 trillion. _

We have now reached the point 5.......................we should enter this market.

Following a discussicn we 6....................... with consultants and manufacturers, we have produced guidelinas
7 i 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 cuiture, rather than just repackaging a product or
service9.................was developed for another market.

Use a wider range of business partners

An important role can be played by non-governmental organisations, many of 10................ know a lot

aboutthe 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

Prajects 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 runin areasin 16....................... a company’s
supply and distribution networks are afready well developed. '



3  a Addthe words in brackets to these sentences, making any other changes necessary.

but
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 welf)
3 Some companies get involved in the area and sponsor or support local charities. {(afso)
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 1 called you last week. You told me my order would be ready last Friday {when)
When | called. you last week, you told me my order would be ready last Friday. . .. ...

2 Sorry, but we couldn't continue working. We were waiting for these parts. (while)
3 We waited al} 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 arders 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. v

Are you learning English as it is useful for your job or as you want to travel?

o w

Are you learning English because it is useful for your job or because you want to travel?

I arn not feeling very well and so | am going home early.

o W

tam going home early and 5o | am not feeling very well.

Our sales to dealers are up about 11%. As a result we gained one paint of market share,

o o

As a result our sales to dealers are up about 11%, we gained one point of market share.

We are attending the conference to raise our profile.

[~ -

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,

o

You can improve your financial heaith by selling assets in order to pay off debts.




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 tetl
you 1o do something.

1

2 Come 1o 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.

5 Take part in lots of games and fun activities. & Win some
great prizes in our raffle to raise funds for Afghan women.

7 Buy some wonderful presents for yourself and those you
love. 8 Make a real difference to many of the world's poorest
people.

2

2 Have 3 Don'tforget 4Try/ Let's try {either option is
possible here, as it could be an instruction to someone else -
Try — or a suggestion - LetS'try) 5 Dan't calt 6 Let's walk

7 Check 8 Don‘tworry 9 Let's get 10 Let's think

3

2is 3allows 4 Does Skype have 5don't cost 6includes
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? 5Where -
do you work? 6 Do you fike your job? 7. How often do you
travel? 8 How many days’holiday do you get?

5 !

2needs 3think 41try 5helps 6 start 7 make 8 be
9 don't like 10 suggest 11 don't forget 12 Don't tefl
g . !

3comesd+ 5 64 7italwayshas 8is (the subject
Another global feader is singular) 9+ 10 are not
11 produce 12/

Unit 2

Introductory exercise

aweare c_urreht!y fooking for describes a temporary activity
b we are growing describes a changing situation

1

2 's not working / isn't working 3 's getting cold

4'm expecting 5 aren't going; aren't paying; 're having (it
would be difficult to pronounce Salesre not ... or Customers'e
not) 6 'm sitting; ‘re repairing; 's leaking

2

1ts it going 2 What projects are you working 3 Are you
hoping 4 Are your colleagues learning 5 s anyone in your
department fooking 6 How is your company doing 7 Is it
achieving 8 What is your company investing 9 Is your boss
making 10.1s 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 'sicosting

6 are paying (it would be difficult to pronounce
supermarkets're paying} 7 is planning 8’s getting

9 s notdoing /isn't doing 10 are concentrating

11 are running 12 are opening

4

2 When I'm having lunch with a friend, | don't talk about

work. 3 |always switch off my mobile phone when I'm talking
to.a client. 4 When I'm negotiating a deal, | never make

my best offer right at the begmnmg 5) don't chat to my
colleagues when I'm writing:a;report or something like that.

6 When my team is working-on an.important project, we

often come into the office at'the weekend {When my teamn gre
working is also p055|ble} :

5

{The form th_at_ 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
5 are/re being

b 1 're still working 2 are/re making 3 are/re putting
4isn't /is notgoing 5 are/re looking 6 are/re doing

¢ lare nntroducmg 2 are demanding 3 are finding 4is/'s
- taking

6a

2re 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

L]
Unit3
Introductory exercise
a imagine = imperative (8 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 continucus describe
change.

1

2 Do you hold* 3 ‘re looking for {(we usually use the continuous
with currently) 4 talks* 5 doesn’t make* 6 s trying (we usually
use the continuous with at the moment) 7 's Mark doing Bisn't
taking 9's changing 10 Does he always come* (*these are all
routines/habits, sa are in the present simple)



2

2 is expanding {a trend/change) 3 rely 4lets 5 are growing
(a trend/change} 6 makes 7 produce

3

2 manage 3 does that mean {state verb) 4try 5're

holding & '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 tc {habit)

4

3 Are you enjoying 41go 5 (seem is a state verb) 6+
7 do you think 81 have (have here means possess so is in the
present simple} 9/ 10 the waiter is coming

5

2 is expecting 3 islosing 4sells 5has 6is 7 are giving
8is falling 9falls 10is benefiting -

2 They say (that) the expansion project isn't going weil.

3 | believe (that) you're having difficulties with the prototype
of your new fuel pump. 4 Revenue is down so | guess (that)
the advertising campaign needs a rethink. 5| see (that}
you're replacing the CEQ. Are you thinking of an internal or
external candidate?

7

2seems 3'snot/isn't selling 4 reckons/thinks/says
5 're losing 6 need 7 are complaining 8 says 9 % 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 5 ‘vebeen 6'%asked 7 'vesaid 8 haven't planned
9 Have you ever done 10 has never asked

2
2just 3just 4for 5yet 6first 7since 8 still
3

2 haven't been charging; since 3 's been visiting; for

4 Have you been working; for 5's been giving; for 6 hasn't
been sleeping; for 7 's been contacting; since 8 ‘ve been
discussing; since

4

2 a (fose 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 resuit - doubfed sales)

5 b (talking is a long activity) 6 a (arrive is a short single action
and here,it is also recent past) 7 b (waiting is a long action)

8 a (understand is a state verb)

5

{This is a formal spoken presentation so both the contracted
and the fulf forms are possible.)

2 've/have just completed 3 's/has been supplying / 's/has
supplied 4 have been working / have worked 5 've/have
already exchanged 6 have looked / have been looking

7 has ever taken (have is also possible, although none of is
usually used with a singular verb in formal English)

8 has now moved 9 hasn't/ 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

5 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.q. government, team, but the singular
verb is more common)

7

Suggested answers:

2 There has been a fall in the price of Microtel shares. / The
price of Microtel shares has fallen. 3 Sales of DVDs have
reached a new high. / The number of DVDs seld has reached
a new high. 4The US and China have met to discuss a new
trade agreement. 5 The cost of insurance has risen following
the recent bad weather. / Insurance premiums have gone up
following the recent bad weather.

Speaking strategies 1

Introductory axercise

Ana says Absolutely! to show she agrees.
Tina says though and actually to show she disagrees.

ta

2 personally 3To be honest 4 Basically / Really 5'nfact/As
a matter of fact, 6 to be honest 7 Fortunately 8 Obviously
9 To be honest 10 clearly; unfortunately; of course / obvigusly

b

2in my opinion 3 [ would say 4 inmy opinion 5 asfarasi'm
concerned 6 | would have thought that 7 As a matter of fact
/infact 81feel 9 asfaras|I'mconcerned 101d say

C

You can use any of the expressions in sections B and C.
Suggested answers:
2 That’s true. / On the other hand, some people find them
useful.
_ 3 Definitely. /| take your point, but everyone knows that,

. 4 fagree. / That's a valid point, but you need time between

reviews, too.

5 Absolutely. /1 think most managers do that already, actually.

6 Exactly. / That’s very time consuming, though.

7 That's true, they do. / On the other hand, you can give
feedback in other ways too.

8 Definitely. 1 agree with that. / Yes, but it doesn't need to be
in a formal interview.

9 1 agree with you. /| take your point, but | think it’s the
manager’s job to make the staff feel relaxed.

10 That’s right. / That's a fair point.
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Unit 6
Unit5 Introductory exercise

Introductory exercise

il



2
3a4b 5h 6a7a8b9b 10a

3
2last 3for 4earlier 5ago;at 6since 7in; never 8ever

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 aisc possible)

3 How many jobs did you apply for when you ieft university
or college?

4 When did you start working for this company?

5 Has your company expanded / been expanding since
you joined them? {expanded facuses on the result; been
expanding focuses on the process)

6 Have you worked / 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 taltking 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
sofar?

10 1s this the first time you've studied another language?

5

2 owned / 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) 5 signed 6 bocked / have
booked 7 flew 8 have used / have been using (use the
continuous form if you think the action is the mostimportant
thing} 9 recently introduced / have recently introduced

&

2 were considering; thought; didn't believe 3 have you
decided / did you decide; 've been spending / were spending
4 ‘ve been working; didn't get 5 was having; told 6 was

she complaining / has she been complaining (if you use

the present perfect continuous, it sounds fike she is still
complaining now); didn’t get

7

2 We-checked We were checking 3 Head I've been having
4 Ltold | was telling 5 Pyetried I've been trying 6 yeuchaired
you were chairing

Unit 7

Introductory axercise

Sentence b makes it clear that Zetac accepted an offer from
Kronas before E-Linx made their offer.

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 heardis a
reason or explanation} 4°d already discussed; didn't want

5 had 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 pecple had said it would
create one of the biggest financial groups in Europe.

5 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

5 'd been working / 'd worked 6 had been living 7 'd been
studying / d studied 8 hadn't found 9 ‘d been considering / d
considered 10'd been doing 11 ‘dbegun 12 had just started
13 d already realised 14 had missed / 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 ieft / left

3 looked; had; had improved; had cut; had gone; was

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 | had intended / had been intending to meet each new
member of staff individually, but there wasn't time,

5 1 wish I'd realised the figures were wrong, | could have
corrected them sogner.

6 We had been planning / 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 / had hoped that praoperty prices
would drop so that they could carry out their expansion
plans.

7
1 Henlyyowltet If only you'd let; Hplarned | had planned / had

been planning (had is not abbreviated here as it is stressed);

Heought I'd bought 2 bexpected ) had expected / had been
expecting (had is not abbreviated here as it is stressed); you-
were you'd been

Unit8

Introductory axarcise

a State: | was in the music business
b Habits: | used to go to America regularly; | would always
come back with lots of ideas




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? 5 Did
you use to work in London?

2

2 usedto 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) 5 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 hablt), left {a
single event)

3

2 Didn't they use to work 3 didn't use to do / wouldn't do

4 used to go / would go 5 never used to get / would never
get 6 always used to work / would always work -7 didn't use
to have 8 used to have to / would have to 9 used to be

10 used to make 11 used to work 12 always used to make /
would always make

4a
2 used to / would earn; £14,000 3 used to be; fewer 4 used to
/ would stay; longer 5 majority; didn't use to have

5

2 backed up / used 1o back up / would back up 3 didn't
back up / didn't use to back up / wouldn't back up 4 didnt
know / didn't use to know (not would because it describes

a past state) 5 wasn't/ didn'tuse to be 6 was /used to

be 7 occasionally saved / occasionally used to save / would
occasionally save 8 used to work (not wetddwerk because
there is no clear time reference or context) 9 were /used to
be 10 stored / used to store / would store 11 never did /
never used to do / would never do 12 always wrote / atways
used to write / would always write

(]

2is 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 5weren'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 / didn't use to get
up; used 1o get 5 b 've got used to; ‘Il get used to seeing

Speaking strategies 2

Introductory exercise
OK. Right. So.

1 _
2 Can | ask you something? 3 Busy day? / Are you busy at the

moment? 4 Could talk to you for a minute? / Have you got a

minute/moment? / Do you have a minute/moment? 51 was
wondering 6 How are things? / How's it going? / How are
you? 7 Could [ have a word with you?

2 Can you all hear me? / Can everyone hear me? 3 stay on the
line / hold the line 4 Are you there 5 OK, So. Right. / OK. Let’s
make a start. / Let’s get started. & Could you speak up a little
7 Anyway, getting back to my trip / as | was saying

-8 5orry, can | just 9 OK. 5o/ Right. Well. Anyway. Now (or

various combinations of these words) 10 | want to bring in

3a : .
2 5peaker 6 3 Speaker 4 4 Speaker 1 5 Speaker 2 6 Speaker 5

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 your time, all of you.

Speaker 6 How’ it going? Horrible weather, isn't it? Busy day?

Test 2

1

2started 3 ‘ve been doing 4 missed; wasn’t working; rang

5 Have you finished; ‘'ve heen 6 were you going; seemed

7 were planning; decided B appointed 9 wanted; was
wondering 10 was leaving; called 11 was sitting 12 Did you
have; Have they signed

2
2made 3 were having 4 were looking for 5 weren't having
6 decided 7 interviewed 8 promoted 9 were looking for

10 taught 11 needed 12 has generated 13 been
14 s attracted / 's been attracting

3

2 went 3included / had included & needed 5 'd been
overspending / 'd overspent 6 didn't use 7 decided

8 'd been offering / ‘d offered 9 realised 10'd made

11 received 12 didn't help 13 arrived 14 did | learn 15 saw
16 d lost 17 wasn't / hadn’t been 18 'd saved

4

2 used to need / needed 3 used to take 4 would involve/
used to involve / involved 5 used to have / had 6 never used
to need / never needed 7 are getting used to being 8 knew /
used to know 9 is used to working 10 are used to using

5

2 last 3ago 4When 5 for 6|n 7 earlier 8 before 9already
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? 5 How well is it going to sell?

6 Where are you going to sell it? 7 How much are you going -
to charge forit? 8 Why are customers going to buy your
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Unit 10

Introductory exercise




Key

7

2 I'll come on to that point later / in the next section /in a
second. Is that all right?

3 Il go back to that point at the end. Is that OK?

4 i'li be pleased to answer your questions now.

Unit 11

Introductory exercise

a will be looking; will be asking

b will have found

1

2 wiil you be staying 3 'll be staying 4 'll be doing 5 will be
taking &°ll be trying 7 won't be joining 8 'll be thinking

2

2 won't have made 3’Il have chosen 4l have had 5l have
announced 6’ll have started 7 Il have joined B will we have
achieved

3

3/ 4/ 5'll also be taking on (during the next four months)
6’'ll be publishing (future plan) 7+ 8/

4

2 bythen 3 tomorrow 4 all night 5in 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 1o lead
our green programme. 3 From January to March, they'll be
investigating sourcing raw materials more focally. 4 Between
February and June, they'll be looking for greener suppliers
who provide sustainable products. 5 From now on, I/l 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 46-50%. 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 ¢ 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 wiil 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 white you are

{in London?

Unit 12
lntrnductory exercise
is expected to; is set to; is likely to

1

2is likely to begin 3 Is next week likely to be 4 °m unlikely /
not likely to be 5 're likely to make 6 Is anyone likely to need
7 ‘m unlikely / not likely ta finish 8 are likely to enter 9 are
unlikely / are not likely / aren't likely to change 10 are likely to
become

2

2 itis/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 uniikely 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 Itis/seems likely that more
than 25% of households will own two cars in 2020. 8 itis/
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/seemns 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 millionin 2015.

Itis/seems tikely 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 10 {there is na 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 (itis already planned and

decided} 6 is expacted to (this is what the analyst thinks; itis
not 100% certain}

5

1 abeutsending about to send; bgeirg-teask | was going
to ask 2 is-duearriviag is due to arrive; we-weresuppesiag-

to-meet we were supposed to meet; isexpectte-fnish is
expected to finish

6

2 in the short term 3 in the immediate fuure 4 in the
foreseeable future 5 going forward 6 looking ahead 7 Inthe
long/lenger term

Speaking strategies 3
Introductory exercise

a really, do

b sort of, a hit

1

2 It's completely different from what | expected. 3 1do like
it a lot. 41t'll make such a difference, going into work.

5 It's absolutely wonderful. I1'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. / They've really
planned ... 101 must say thank you very much to the design
team.

2

2 don't really 3 Notreally. 4just 5notreally 61think
7 abit Bsort of 9kind of 10 Perhaps that’s 11 probably
12 very ciear 13 slightly 14 a little bit 15 maybe

3

2 Maybe/Perhaps/Probably 3 justso/ so/ very /really /
extremely 4 totally/completely/absolutely/really 5 sort of /
kind of / a little bit / slightly & just so / very / really / extremely
7 atall /very much 8such 9really/just 10 really

Test3

1
2will 3won't 4will 5will & will 7will 8won't

2

2 is going torise (prediction based on evidence) 3°ll help
{decision at time of speaking} 4 'm meeting (arrangement}
5 arrives (with as soon as) 61 don't think the meeting will
finish 7 | don't expect the CEQ will freeze 8 Shall we start
(suggestion) 91s the company going to make 10 wili be
(with state verb)

3

2'll have'given’ 3 won't be working 4°ll be advertising
5 won't have sent 6 Will you have finished 7 Will you be
staying 8'll have delivered

a

2 are expected to 3is setto 4 were supposed to 5 are 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 foreseeabie future (notice that this phrase
usually comes at the end of a sentence}

2 was supposed to start 3 starts 4 are marking 5 Looking
ahead 6 is not due to finish 7 happens 8 will be organising
9 seems likely that 10 won'tbe 11 willbe 12 will bave
recruited and trained 13 is 14 are going to invite 15 is
expected to host 16 will be

6

2 How many people do you think wili attend {use will after
think) 3 what time does the canference start (timetabled
future) 4 Shall | come along {(an offer or suggestion) 5 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) 3is 4 are/can be

5like 6 canlead 7 can have (has is also possible) 8 have

9 can result (reswufts is also possible} 10 is (this always happens
50 can is not possible}

2

2 Can you add dates to cells in a spreadsheet? Because |
certainly can't {do it)! 3 Iris was able to persuade Philip to
speak at the sales conference. (not cetd as it is a specific
occasion) 4| couldn't / wasn't able to get hold of Flavio
yesterday; it was a public holiday in Brazil. 5 Could they /
Were they able to hear what we were saying? It was a terrible
line! & Small, local stores were unable to / could not compete
with the new superstore and were forced to close. (the
situation seems more formal, so be unable or cotld not are
maore suitable than couldn’t) 7 The weather can be very hot
and humid in New York in August. 8 The assistant | had at
Mantech could speak four languages.

3
2e 3g4h 5d 6i 7c 8b 9a

a

2 Will you be able to speak at the sales conference? (Could
you/ 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 |
have a room with a sea view (please}? (Can and Couwld are also
possibie) 5 Yes, of course {you can). (not ¥esyoucould)

6 Are you able / 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 'm sorry, (but) I'm / we're / the company is not able to offer
credit. {you can also say unable to)

5

2 Mr Rundaf is a very busy person but | 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. 5 We hope to start at 7:30, so could you
all make / could 1 ask you all to make a special effort to be
punctual? &1 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 tc increase 4 lets you

“upload § permits you to complete 6 makes it possible (for

you) to find

7

2 enables us 10 access 3 krawste is known to 4 makes it
possible to 5 allows us traeking to track 6 peswission permit




Unit 14 7

Introductory exercise
Unit 15
1 Introductory exercise
1
2
2
3
3
4
4
5
5
6
6

I



7

2 ifyou'd / you could come this way, please. 3 If you'd / you
could just close the door, please, Robert. Thanks. OK, let’s
begin the meeting. 4 If you could / you'd get James Hartley
on the phone for me, please. I'il return his cali.

Unit 16

Introductory exercise
Sentence d is definitely true.

1

2ashould 3dshould 4gcan’t 5boughtto 6 eoughtto
7 hshouldn'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) & might/may (not so could
is nat possible} 7 might/could/may 8 must {or should / ought
to if you think Andy is not absolutely certain) 9 mwust {or should
/ought 1o 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 / 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 / ought to be open 3 must have the key

4 may/might/could have it 5 might/could/may be in my
office & could/might/may (well} still have it 7 should /
ought to be in her desk drawer (could/may/might are also
possible} 8 shouldn't/cught not to take long

5

Suggested answers:

2 They may/might/could go up, too. 3 It should / ought to
cost about £25. 4 It shouldn™ take more than 15 minutes.

5 Yes, | should / ought to / 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 ind a good hotel for that price. / 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 / 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?

8: Yeah. Are you going?

A: fmight do. It depends what time | leave work.

1
2 Are you in Hannah's team? 3 Arefyeua} going with them?

4 Doe-you need a personal assistant? 5 Are{you} busy these

days? Haveyou been anywhere interesting? 6 De-yeu like
my new travel bag? 7 Are you the lucky person who gets all

those trips to California? 8 Haveyod heard the news? 9 Are-
frou) ready for lunch? 10 Are-fyed} hungry?

2

1

... kmust tell you in case you don’t know: Richard Wilson's
going to be there. | can't be with you myself, though. 1 really
should be, I know - the problem is, 'll be in Milan ...

2

... Holly tells me you were having trouble with the sound

files for your presentation. It might be because theyTein a
different folder from the main presentation. )t depends on the
file location. If you like, I'll come and have a look at it for you.

| won't be free tili 3. Is that OK? ...

3

2tcan'tfind 3 mustbe 4 Boyoeuwant 5 Haveyou got
6 1 might as well just mention 7 #t's something 8 Fhe trouble

is 9tdont know 10t could be 11t depends 121tthink
so 13 Emnot sure 14 # must be

Test 4

1

1can 2can; be able to 3 be unable to; can 4 could you;
would you mind (+ -ing) 5 May; can

2

2 wilt enable people to reach 3 lets borrawers have (not fets:
berrowersto-have) 4 makes it possible to save money Sis
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 imust is tao
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

T 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 maore formal); might not; should (an
expectation); ought to {an expectation)
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7

2 canri/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 haveto 13 How about 14 need 15 shouldn't

16 couldn’t 17 enables 18 Could 19 must / have to (must is
more direct) 20 let's

Unit17

Introductory exercise

a Sentence 1 is offering something.
b Sentence 2 is giving advice / making a suggestion.

1

2 pickup 3is 4flashes 5 do/should | do 67 7 get 8 have
to @are 10 don't waste

2

2 sign; ‘Il get 3 'll have to; don't get 4 won't charge; order
5 'llfeel; take 6 meet; Il get 7 don't give; won't be 8 will you
do; offer 9 finishes;’ll 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 atl the-information online. 8 You may
have to pay taxes on goods if you import them fram 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 your taxes, contact your local Advice Team.

4

2incase 3incase 41f SUnless 6If 7 Aslongas 8 unless
9 provided that 10 If

5

Suggested answers:

2 Whenever the price of oil goes up, we increase our product
prices too. {use 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 because we
are not sure if this will happen)

4 We won't change our corporate branding unless custemers
feel it's old fashioned. {don’t use wil! in the if-clause)

5 As long as customers give us positive feedback, we wil
continue to provide the same service as we have always
done. I '

6 We may employ more staff if we win this new contract,

7 If a rival company opehs in our city, it shouldn’tbe 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.

' for two years after you pass, 4 ...

9 We offer special incentives to staff providing they promise
to stay with the company for at least two years, y
19 Our company will do well this year if we continue to meet
the increased demand for our product.

6
2 providing 3 if 4 unless § aslong as

7

Suggested answers:
. you stock our full range. 3 ... you stay with the company

you increase the size of your

order. § ... you put it into our bags and leave it outside the
office before 7 am on Thursdays. 6 ... you sign 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 Omaris talking about a problem now (there isn‘t one point
of contact and customers don’'t know who to talk to).

¢ 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).
You can tell that Omar is talking about the present because
they use a present hypathetical conditional: if + simple past
{if there was) and would + infinitive without fo (would know}.

1

2 worked 3wouldldo 4 'dinvest 5owned 6 'd treat
7 was 8 would have to 9 didn't work 10 was

2

2 had a company car, | 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 wouldn'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 itgave itwould have given 4/ 5 Hipterestrateswould-go-
up If interest rates went up 6 Hiave-to-sell I'd have to sell

7/ 8lftheywouldr'thavespent If they hadn t spent
4

2 would've been able to 3 Would you have got
4 d organised 5Would it have helped 6 had taken
7 would've been 8 hadn't known 9 d leaint 10 wouldn't

- have had 11'dhad 12 would've succeeded

5

2 wouldn't have had 3I'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 3If it hadn't
been for; viould've shown 4 if it wasn't/weren't for; 'd be able
to 5Ifit hadn't been for; d have had to 6 If it wasn't/weren't
fof; '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 on 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 {f more countries were ta 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 toid 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 the 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.)

2islogged 3 is mailed 4 are sent 5 are read 6 are
categorised 7 are passed on 8 is forwarded 9is answered
10 are sorted out 11 is known 12 are not left

b

{Look at the assistant’s answers ta 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 'ra 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 10 are {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

5a

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 ITgroup 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.

2 the goods in your last arder were damaged during
transportation

3 the goods had not been packed securely / 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 person who"caused the problem)

8 the sum of 5300 is being credited to your account

9 you have been caused (the writer may not wish to say that
their company caused the problem)

The writer may decide to leave sentences 4and 8inthe
active form to show that he has personally taken action and is
responsible for giving the customer some good news.

7

2 ... | was educated at Bristol Grammar Schoo! and the
University of Manchester, where | was awarded a first-class
honours degree ... | was elected President of the Debating
Society.

3 ... | have been employed by Directions plc ... | was
appointed Senior Auditor.

Unit 20

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 somebne_ else. Itis probably
not Angela, since the speaker asks if she shouid 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 ail 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 Friday.
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 & could things be improved

7 cught 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
mare formally she has been offered) 6 1,000 units were sold

7 1 was promised 8 Examples of our new product range will
be sent

4
2Elena 3 Ulla 4Yunis 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 responsibilities 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 / can be seen as

Speaking strategies 5
introductory exercise

Howard uses these expression so that he doesn't offend Lucy:
Fm sorry.
I think there may have been a slight mrsundersrandfng

1

2mean 3 | mean is/I'm trying to say is / I'm saying is
4 mean 5 other words 6 mean 7 me put it this way

2

Suggested answers: '

2 | think you may have got that wrong. / I'm not sure that’s
right. | think it was in the low season. 3 | mean/ sorry,

March. 4 Really? Are you sure? | thought they went down
0.2%. § sorry. /| think I've got that wrong. /1 don’t think that's
right. / my mistake! 6 What | actually meant was /| meant/|
should have said 7 sorry, | mean Streamjet

Don't forget: people often use more than one of these
expressions together.

3
2 What does that mean, exactly? / What is that exactly?

3 Could you explain that a bit more (for me)? 4 Perhaps I've
misunderstood you? / Maybe I've got it wrong? (Perhaps and
maybe are interchangeable. Maybe is more informal than
perhaps.) 5 I'm not sure | know what you mean. Coudd you'
explain that? / Could you explain that for me? &1think we
may have misunderstood one another. / I'm afraid there's
been a slight misunderstanding.

Test 5

1

2wants 3 need 4get 5'llhaveto 6spend 7 won'thave

8 won't need 9 break 10 contacts 11 cando 12 don't waste
13 need 14l find 151sn't 16 may be 17 can't sell

18 will be ableto 19 wants 20 ask.

2a

2 wouldn't want 3 mustbe would have to be” 4 weuld
chesse could choose / chase 5 velupteered would volunteer
b

1 would have sold 2 weuldbe 'd been 3 would have

started 4 Fd-had-started I'd have started 5 would have
started 'd started

3

2 arrive; will show 3 gave; would place 4 wasn't; wouldn't be
asking 5 °ll offer; contacts 6 won't take;want 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 weresold 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

5

2 should be Wrapped 3 were promised 4 hasn't had the
central heating checked 5 get the air conditioning fixed 6
used to be refilled 7 W|II the report be finished 8 might we
be offered

Unit 21

Introductory exeréise

a You can answer the first question ‘yes' or 'no’ (Can ! ask you a
question?)

b The questions with guestion 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 effects
be?)

1a

2Do 3 Are (present passive) 4 Does 5 Does 6 Does
7 Is {present passive) 8 Do 9 Are 101s



b

2was 3 Did ‘4Was 5was 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? is alsc possible)
5 Why do you want this job?
6 Are you happy to travel?
7 Can you work well 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 badis it?
3 whose photo does it have?

4 Which guy (is it}? (You could also say Wh:ch oneisit?but not

What for people.)

5 What efse did you find?

6 What colouris it?

7 How quickly canwe do it?

8 How expensive will it be? {You could also say How much wif!
it be?)

9 Well, whose fault was it?

(Do not forget capital letters at the start of the questlons 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 lunch with?
5 Have you ever complained about a colleague?
6 Who did you complain to?
- 7 Does your salary depend on your performance?

6a

3 Why don't we / Can't we use it for the new campaign? -
4 Aren't the colours a bit brlght? / Don't you think the colours
are a bit brlght?
5 Don't you think the teddy bear looks a bit silly? / Doesn't the
teddy bear look a bit silly?
6 Can't we do some market research on it? / Why don't we do
some market research on it?
7 Don't you think the teddy bear is childish? / 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?

2 Don't you think it's (very) memorable? / lsn't it memorable?

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): | think you told me you have tested-
“this with customers — is this correct?
Meaning 2 (criticism): You should have tested this with
customers. '

2 Meaning 1 {confirming): I'm sure we asked for a different
colour - is this correct? _ _
Meaning 2 (criticism}; | think it should be a different colour.

3 Meaning 1 (confirming): | think you told me you were going

to change it - is this correct?
Meaning 2 (criticism): | think we should change it.

4 Meaning 1 {confirming): | think you told me they do
research — is this correct?
Meaning 2 {criticism): | think they should do research {and lt
looks like they haven't). .
Lee’s colleagues could ask these questions to make them
more neutral:

1 Have you tested this with custormners?

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 sounds 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 10 sound more friendly.

1

2do 3did 4doesnt 5didn't & does 7 don't 8didn't
9does 10do '

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 guestion tags are in
brackets to show they are possible, but might not be used.

2 M: They delivered the order on time, didn't they?

LUCA: Yes, but they didn't deliver it for free, dld 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: | need a coffeel Let's go to the cafeteria, shall we?
4 paiv: We don't have a distributor in Moldova, do we?
nUALA: No, but we've got some contacts there, haven't we?
radv: 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.




6 BLAKE: Michelle isn't working at the Paris office any mare, is
she?
KIARA: No. She works with Gosia in Warsaw now, doesn't she?
BLAKE: Yes, | 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 ltalian press, were
we?
ZoE: No, but we had web pages in ltalian, {didn't we?}
JAN: Yes, | guess the website was enough,

3

2 hasn't it (we don't use doesn’t with have got) 3 haven't
you 4won't]l 5 mightn'twe 6didn’tit 7 canyou
8 wouldn't you 9 shouldn't] 10 must |

4

2 You don't need the spreadsheet any more, do you?
3 ) 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 tafks, didn't they?

B Photo paper can't be used with this printer, can it?
5

2 sure 3notsure 4sure 5notsure

6

2isit 3 didthey 4 does it {does is much more frequent than
has) 5 have they & can we

7

She's going to use them at the Commercial Vehicdle Show, is she?
And we ordered some stickers, did we?
We can get them made in time_can we?

~ OK, You'li see to that, will you?

Unit 23

Introductory exercise

The employers’actual words were probably: Temporary
workers are not required to speak and understand Engiish,
even for health and safety purposes!

1a

- 249% said (that) they had seen only part of the benefit they

Key

had expected from outsourcing.

3 39% said (that} they would renew their outseurcing
contract with their existing supplier.

4 15% said (that) they planned to bring the service backin-
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 resuits 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 15% said they planned to bring the
service back in-house.

{...)

As many as 78% in the survey said they were either satisfied or

very satishied 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.
71.2% of emplovers said that their employees were briefed on
the company’s performance on an on-going basis, whereas only
37.6% of employees said so.

Partnership Working .

31.6% of employers believed that they worked in close
partnership with the union, but only 18.8% 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 improvernents made to the working
environment. 87.5% of employers said that they hod taken steps
to improve this in the previous two years, whereas only 30.9%

of emplayees thought that their companies had done so. 84.7%
of emplayee 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 locking 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 cultura) problems.

3

2 said (that) / told me/us (that) they hadm't slept well

3 said (that) / told them {that} I'd order coffee 4 told him

not to worry about it 5 asked/told me te 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 / 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)

L

2 didn't enjoy {weren’t enjoying is also possible) 3 was
4didn't use 5was &'ddone/did

2 that morning 3 to check 4 had 5 that afternoon 6 was
¢+ 'd been 7 the day before / the previous day 8had 9 that
day 10 wasnt working / hadn’t been working 11 bad

12 the next day / the following day 13 g cancel

14 was 15 dtry 16 that evening

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 becorne a board
member? (Would you like to becorne ... is also possible) and
What is your schedule for the coming year?

{ -l 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 | earn{ed)

5 why | ('d) kept him/her waiting before the interview

6 who the worst candidate was (that) I'd interviewed that day
/ 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 1o show that

their comments are still relevant now.

2 if/whether all our products are/were grganic

3 if/whether we do/did home deliveries

4 if/whether they can/could order their shopping online

5 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
10 if/whether we are/were going to ask them for their
comments again in a few months

3

2 He asked (me] / wanted to kniow who our biggest clients
arefwere. (you use our to refer to the company 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) / wanted to know who set up the company.

4 He asked {me) / wanted to know why | joined the company.

5 He asked (me) / wanted to know what [ like/liked most
about my work,

6 He asked (me) / wanted to know iffwhether | live/lived near
my work,

7 He asked {me) / wanted to know if/iwhether [ went / 'd gone
o university or college.

8 He asked (me) / wanted to know how long {'ve/d worked for
the company.

4

2 Do you know / Can you tell me / Could | just ask you which
3 Do you know / Can you tell me / Could | just ask you who
4 I'm not sure / I've no idea / | wonder whether 5 Do you
know / Can you tell me / Could | just ask you how long 6 1'm
not sure / I've no idea / | wonder when 7 Do you know / Can
you teli me / Could { just ask you how much 8 'm not sure /
I've no idea / | wonder how many

5
2 whatwas-herpasswerd what her password was 3 how often

she paid off her credit card in full2 (do not use a question mark
with reported questions) 4 They asked to her (do not use to
with ask) 5 how that could happen when she was not there?
{do not use a question mark after wonder) 6 They also wanted
to know bet if {(do not include the person asked after want to
know} 7 whatshouldshe-de what she should do

6

2 We would appreciate it if you couid send your payment on
receipt of the goods.

3 Please inform me of / if there are any job opportunities in
your company.,

4 Would you consider offering us a reduced price for bulk
orders?

5 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/same feedback on our services.

10 i would be grateful for the opportunity to meet your

personnel manager.
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T 2 3 4 5 6
What?
Pardon? v ;
Sorry? I'm sorry? v /!
(What) did you say? Tv] v
Can you say that again? Y v
Sorry, I missed that. v

| Repeated words o .

‘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 (5o you don't know any other bookshops?)
This may follow on from an earlier part of the conversation or it
may be because the sates persan hasn't offered this information
and the customer is checking if the sales person knows it.

1

2

1 You like hirm; Have you sold your house yet? (use normal
guestion word order because this is a new topic which
doesn't come cut of the previous conversation)

2 Did you enjoy the course? {use normal question word
arder because this is a new topic); it was useful; You had a
good time; ls/Was everything OK here? / 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 / it was quiet

3
2howlong 3 when 4 where 5what 6 how much

Test 6

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? / 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? 10 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 vou a gaod student at school?

2

2 hasn't he? 3didnthe? 4didn't he? 5wasnt he? 6 will he?
7 won'twe? 8ismthe? 9 hashe? 10 canbhe? 11 doesn’t he?
12 have we? 13 shouldn't we? 14 mightn't he?

3

2 earryeuhelp-me to help ber/ if [ could help her 3 itis was
so expensive 4 bwilkbe-here-tomorrow she would be there
the next/following day 5+ 6toldteme 7 said to you / told
you 8 started .

4

1 had coltected 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 afterncon; 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 '

5a
2me 3de 42, 5if orwhether (not both)

b

7 I'm not sure 8 | was wondering 9 appreciate it if 10 would
be grateful

- 2Would you be willing to 3 We would welcome 4 Please
inform me/us of/about 5 Please let us/me know when
6 | would be grateful if you could

Unit 25

Introductory exercise

a have (job security); encourage (us}; use (our skills); get {fots
of breaks); offers (fantastic opportunities for promotion);
appreciates {me); praises [me);

" do {good work) '

b happen, work

1

Suggested answers:
2 - 3 long meetings/ones 4some/acup/one 5-
6thelist/it 7- 8- 9 Maria/her 10-

2

2 When they increased my salary last year | 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 1,000 vehicles in 2005 and made a
huge prefit, which 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.

- & Can you take this package to the mailroom? We need to

send it immediately.

7 | have to phone Charles Braun today but | can’t find his
number anywhere.

8 We need to find a good supplier because we want to take
our preducts into new markets.

9 We must increase our sales force immediately.

10 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 10 Zepak last week. 3 They bought them
for Charlie when he retired. 4 We didn't show it to all the
teams. 5 They seld 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-smattbasimessesmoney
money to small businesses, so governments all over the world
gave publicfundsthe-banks the banks public funds to enable
them to continue to offer loans i 1o small businesses and
private individuals. Some economists did not like this (fike
must have an object), and believed it was better to let the
market operate freely. Meanwhile, the banks had to find new
products te for their customers {or had to find their customers
new products) which weuld 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 thewhotetruth-themn them the
whole truth.

6

BOB: | wanted to make the point that we shouldn't faunch
the-new-medel in April - there are too many other things
happening. 1 think we should defay thedaunreh until May, We
can produce the brochure in January, samples in February or
March, then be ready to ship the-geeds in May. That gives us
plenty of time. If we haven't prepared the launch properly
and have to cancel thelauneh-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: | wanted to talk about our investments in Zamrac. If
we sell eurshares now, we may be at a disadvantage. | think
we should continue to buy mereshares over the next few
months and then seff ther in the autumn when we have a
clearer picture. If we all agree, | can confirm ewrdecision with
the brokers.

ANDREW: Right. Well, any comments?

7

2 We produce mostly for the international market.

3 Our team / We can dispatch tomorrow.

4 (m sorry.) We can only deliver to addresses within the EL.

5 | don't know if Kepra and Co. want ta buy because they
haven't ordered yet.

Unit 26

Introductory exercise

a ttry to help (verb + verb) b | want my staff to know (verb +
object + verb)

1

2tocome 3 losing {after phrasal verb end up) 4 trying
5 to focus 6 building (after the preposition on) 7 toignore
8 moving 9 being 10to get 11 telling 12 offering

2

1 1o think (= | never stop working in order to think; | never stop
thinkimg = | do this alt the time} 2 being; thinking / to think;
to work (-ing is less likely after beginning) 3 meeting; to think
{= | prefer 1o think this way} 4 trying / to try; buying (I did buy
him lunch) 5 going {= | 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

2give up 3leave 4towork 5tooffer 6totake 7 tofeel
8 to make up 9totell 10 use / to use

a
2d 3e 4f 5a 6h 7c 8b

5

1 remember to-meet meeting; enjoyed meeting you and to-
hear hearing; arrange scheduling to schedule; would you
mind te sepd sending; look forward to hear hearing

2 saw you tedoek looking (repeated activity, not a single
event); Thanks for iavite inviting; would love eering to.
come; spend a day or two tedesk looking; finished to-write
writing; let me te& know

6a

2to discuss 3 to agree 47To prepare 5important 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 toimprove 5to
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)

¢ The pronoun object comes between the verb and the
particle with put off (put if off); the object comes after the
particles with catch up on {catch up on the main points).

1

2through 3on 4up 50ff 60off 7up 8 down 9back (upis
alse possible but unlikely. ¥ you call someone back, they called
you first. If you calf sormeone up, it is not usually in response to
their call.} 10 out




T

4a

Unit 28

Introductory exercise
a Forover 100 years (a perit  of tin

Speaking strategies 7

Introductory exercise

intc



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 | 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 | 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.

Tast 7

1

2 the results 3 your office 4 - 5 —;interestrates 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 4to 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) 171 to miss

12 asking; to ask 13 to rebrand {they did it, but
unsuccessfully} 14 to get

a4
2e 3b 4a 5¢ 6d

1 Carr't we just turn it down?

2 A personal advisor locks after each clientin our bank.

3 ... many people have given up looking for a job.

4 ... I'dlike you to put your proposals forward / put forward
your proposals.

5.
6 ... | wrote them down somewhere
[
2through 3off 4up 510 6 against
7

a2in 3of 4of 5for 60f 7to

b 1by 2in/during/over 3of 4of 5from 6to

¢ 1in 2with 3on 4in Sin 6in 7to 8of 9about 19 of
d 1for 2on 3 between 4after Son 6in

.. private equity funds are looking out for new acquiisitions.

Unit 29

Introductory exercise
a young, cool, fresh b youthful

1

2 successful 3 academic 4 gualified 5 responsible

6 considerable 7 flexible 8 financial 9 challenging

10 ambitious 11 determined 12 rewarding 13 profitable
14 interested {this describes how you feel)

2 impossible 3illegal 4 mismanaged (unmanaged means
that there is no management at all) 5 indecisive

6 uneconomic 7 dissatisfied {unsatisfied is alsc possible but is
much less common) 8irregular

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 resuits)
4 exciting; boring {both of these adjectives describe the
investment)

a

2is 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 feef)

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 feef) 10 positive feedback 11 something
special (use adjectives after indefinite pronouns) 12 good
job 13 motivated employees 14 demotivated employees

1 spicy tomatc {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}

2 well-designed 3 fast-moving; high-tech 4 weli-known;
high-profile 5 well-established 6 low-cost

7

2 a fast-growing company (change antoa) 3 a well-run
company {change an to g} 4 a high-yield investment 5 well-
known company 6 low-risk investments 7 fast-moving stock
market 8 high-tech stocks




ey

Unit 30

Introductory exercise
alocally b organically ¢immediately
1

2 suddenly 3 internally 4 globally 5 Luckily 6 efficiently
7 completely 8 annually 9 primarily 10 economically

2

2anormal bnormally 3 alate blate 4 aeconomical
b economically 5 afast bfast 6aearly bearly 7atotal
b totally 8abard bhard 9abad bbadly 10along blong

3

2 the customer service department can view the customer
information instantly 3 can address them correctly 4 they
remember the caller personally § the computerised
receptionist helps the customer directly & connects them
immediately 7 can assist them best

4

2 We probably need to search 3 | am atways 4 It's certainly
been 5 has actually done 6 Does your company sometimes
employ 7 |always bring back 8 Unfortunately, |

91 only have 101seldom 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

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 9iarger 10 more
stressful 11 more seriously 12 harder

2

2 wider 3 thinner than 4 more easily 5 longerthan 6 better
7 biggerthan 8 heavier than 9 easier 10 more expensive
than 11 cheaperthan 12 more suitable

3

2 more quickly than they do / than them 3 more friendly
than them / than they are (friendlier is also possible}) 4 more
effectively than they can / than them 5 bigger than ours (is)
6 more impressive than theirs {were)

4a

2 as strong as (= they are equally goed} 3 not as old as {not
fess-old because old is a short adjective) 4 not as experienced
/ less experienced 5 n't as good as (not fessgeed because

good is a short adjective} 6 aslong as {there's a negative in
hasn't) 7 n't as well qualified as / less well qualified than

8 n't as shy 9 {as) quiet as (was less shy and quiet than is
possible} 10 n't as talkative as / less talkative than 11 n't as
confident / fess confident 12 as high as {they are the same)

5

2 six times more expensive / as expensive 3 three times
longer / aslong 4 33% faster 5 three times more likely / as
likely 6 twice as likely 7 four times more likely / as likely

8 twice as long

2much /far/alot/ moreand 3 much /far/ atot / less and

4 slightly / a bit / a little / a little bit 5 much / a lot (far foster
isn't very common) & much / far / more and / a lot 7 slightly /
a bit/ alittle / 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 / alittle 5 slightly /a2
little & much/far/significantly/considerably 7 slightly / 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 mast 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
EUs) 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 weaithy) 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 ltaly 6 Luxembourg 7 Copenhagen,
Luxermnbourg and Tallinn; Athens, Bucharest and London

8 Munich, Helsinki, Hamburg and Vienna 9 Denrmark, Sweden
and Finland

2

2 of in the country (use in for places) 3 the mest best
transport company. (best is the superfative, without most}

4 the fastest i1 of all our competitors {use of before the

thing you compare with) 5 aur mestbig biggest 6 our least-
goed worst (feast good is rare) 7 the least competitive (the
superlative adjective needs the} 8 the personnel department’s
greatest prablem {the possessive s is needed) 9 mostfar
furthest/farthest {far is a shov word with twe superlative
forms) 0 the busyest busiest (spelling change: y to /)

11 effectivest most effective (effective is a longer word 50 uses

~most) 12 the less least often (fess often is also possible)



3

1 the best protected / the most well protected 2 the most
widely used 3 most rapidly expanding {don't repeat the);
the most environmentally damaging 4 the most commaonly
asked

5 The most densely populated 6 the most physically
demanding; the most badly paid / 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
profitatle 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

2 less; the least 3 more 4 {the) mast 5 more; (the) most
6 more; more

&

2 most concerned 3 most thoughtful 4 most sincere 5 most
disappointed & maost interesting 7 most impressed 8 most
grateful

7

Suggested answers:

1 | was most disappointed to learn/hear that you have
withdrawn your application.

2 | would be most grateful if you could send me a brochure
for the hotel:

2 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

2a/dfe 3d 4h 59 6f 7b 8a

2

2 Really! 3 Have a good trip. 4 That's bad news. / 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/ all right 5 right/
true 6 good/great/excellent 7 fine/CK/great 8 right/correct

Test 8

1

2 luxuricus 3 limited 4 economical 5easy 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, guality, purpose)

3 innovative, high-quality golf {opinion, guality, purpose)
4 new environmentally friendly industrial (age, material,
purposel; 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 | 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 alsoran a
similar project in Asia.

3 Have you worked here long? N

4 What's the best advertisement you've seen lately?

S {Unfortunately} | can’t come to this week’s meeting
{unfortunately), but | can definitely make next week's, That's
a promise.

6 In a job inferview, 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 always 5 wel good
design 6 just should not just foctis on 7 should also look
toalse 8V 9 v 10well good news 11 need to think
carefully 12 13 work hardly 14 really 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 maost easily

b

2 expensive; the second most expensive {the second cheapest
is also possible); the most expensive 3 a little / a bit / a little
bit / 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, profitabifity, planning and

strategy are all singular. They are uncountable and so they
do not have a plural form.
b Customers, trends and safes are all piural, countable nouns,

1

2 paperwork; document 3 luggage; bags 4 equipment;
projector 5 chairs; furniture 6 feedback; comment
7 literature; brochure 8 advertisements; publicity




2

1 traffies traffic (uncountable); an investment; a return;
Visitors 2 infermations information {uncountabile); sefbwares
software (uncountable); trairiags training (uncountable);

a guidance {uncountable); bardwares hardware (uncountable)

3

2find 3is 4shows Sleads 6is 7is 8needto 9is 10is
11is12are 13is 14are 15is 16leave 17 departs 18 wish

F

2 a nice room {a singular countable noun needs a
determiner} 3 was (traffic is uncountable and and takes a
singular verb) 4 trips (travelis 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 abit of 5 a bitof
6 a bitof 7 abit/piece of 8 abitof 9ahbitof 10a bitof

6a

shorts is are; New furniture and audio equipment has have;
earnings from investments wa_é were; The news in Asia afe is;
exports to the EU was were; the pension scheme, which kave
has; changes to the current scheme is are

The union has/have; The management team is/are; the
company is/are; ALD Insurance is/are

7
2 Are 3l1s/Are 41s 5 Are

Unit 34

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; operanons

2 A 3 a(university starts with a consonant sound /j/}; an (MBA
starts with a vowel sound /fem/} 4 a; an (the his silentin

hour) 5 a; an (the hin 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 (superiative form); the (specific company) 7 an (type of
job); a (one of many jobs) 8 the (there is one [talian market);
the (a nationality) 9 a (first mention); the (specific skills}; a (one
of many} 10 the (we know which offer they are talking about};
an {first mention; starts with a vowel sound /es/)

3

2 Athe 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

- (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 neun used in a general way} 13 a (first
mention) 14 - (uncountable 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)

s

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)

- {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- 3the;~ 4- 5~ 6the
7

2- 3the 4the 5- 6the (they both know about this)
7 the (there is one design team) 8 the 9the 10 -

11 a {one of many possible ideas) 12 an {first mention)
13 the 14 the 15 The (already mentioned}

Unit 35

Introductory exercise .
The words in italics tell you how many/much.

1

2most 3 enough 4 Many/Alotof* 5all 6 much/alot of*
7 Some/ Alotof 8 more 9 several 10afew 11 alittle /
some 12 many / a lot of*

* tots 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) & 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 afew (sterling is uncountable}; any (any is usually used with
anegative verb) 2 srany (travelling is uncountable); seme
{some of is not usually used with a negative verb) 3 severat
{training is uncountable); atiede (courses is countable and
plural) 4 afew (time is uncountable here); rueh (much isn't
normally used in simple affirmative statements)



4a 5

2All,

b 6

5
Speaking strategies 9
Introductory exercise

6

7

2N

Unit 36 1

Introductory exercise

2
2a
b
3

3
4




5

Suggeasted 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 / some mistake; a price 3 any
experience & some feedback 35 abit of luck / luck 6 work;
ajob 7 apiece of advice 8 adrink;tea 9 some research/
research 10 an order; some machinery; documentation;
SOME NeWs

2

2notmany 3alittle 4alotof 5much 6all 7 enough
8several 9no 10any 11 morethan 12 many 13 most of
14 alittle 15 any

3

2the 3a 4the 5- 6the 7the 8An 9- 10- 11a 12the
13The 14a

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}

2 herself 3 each other / one another 4 himself § yourselves
6 itself 7 themselves 8 myself 9 ourselves 10 each other/’
one another

Unit 37

Introductory exercise

a who, whose
b which, that
¢ whose

1

2 The photacopier 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.

§ 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 cur power plants which/that
are old and becoming dangérous.

2

2,5, 6 and @ 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 hwhich/that 5 cwho 6 b which/
that 7 g which/that 8 f whose

6
2d 3a 4¢ 5f 6b

7
2d 3c 43 5b 6f 7e 8h

Unit 38

Introductory exercise
when refers o a moment; where refers to markets

1

2 who 3 whom 4who 5 both are possible (whe is less
formal) & 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 dwhere 3 bwhere/- 4awho 5fwho/- 6 hwhen

7 e where B g where

2

2 listed 3told 4suggested 51trying 6 asking

7 dissatisfied 8 wanting

5

3 to whom you are selling / who are you selling to 4/

5 already seld selling your product 6+ (which/- are also
possible) 7 basing based on their experience ... 8 where/
when you are just trying ...

6

2f3e 4g 5a6d 7h 8¢

2 a third of whom 3 ali of whom 4 few of whom 5 54% of
whom 6 half of whom



Unit 39

introductory exercise

a also
b Despite, However, In spite of
€ Meanwhile

1

2 but (This is a contrast. £ven 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 / 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; afthough makes a contrast within the same sentence}

2

2 Although / Even though 3 Despite / In spite of 4also 5 but
6 Despite / In spite of 7 as well 8 Although / 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. o

4 Apart from share prices, comsmodities 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 vaiue. / The dollar remained steady,
although some experts have predicted a drop in its value.
{You can use afthough in both positions. In news reports
people might use it in the middle position because the
doflar 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. /' 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 / US investors remain
confident despite the {continued) poor perfarmance of the
stock market. {continued can be used as an adjective)

4

2 After | had been with the campany for five years, | became
Head of UK Sales. / After being with the company ...

3 | took a part-time MBA while (I was) working for the
company full time.

4 | passed my MBA. Soon afterwards, | was promoted to Head
of Department.

5 |1 am planning a career break next year and in the meantime,
I am teaching at the university.

6 During my career break in Kenya, | will teach at a school
there,

7 Before coming /| come back to the UK, | hope to travel around
Africa. (not Beforetwitfcome-back -l See Unit 10 D2)
8 | want to save a lot of money during my career. Eventually
I would ike to retire and live in the country. /| would like
to retire eventually and live in the country. / | would hke to
" retire and live in the country eventually.

2 two days beferethat after that / afterwards 3 Everlast

too also got involved 4 Altheugh However, people soon
discovered 5 evertaally 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 / Moreaver / In addition 3 Furthermore /
Moreover / In addition 4 in addition to (before a noun)
5 Meanwhile 6 Nevertheless 7 Subsequently

Unit 40

introductory exercise

a He needs to spend tweo nights there, .
b Me needs 10 be able to make it worth the travel time

1

2 As/Because/Since the weather was so bad, | decided to take
the train.

3 As/Because/Since | wanted to find out more about Russia, |
decided to invite Galina to Junch.

4 We changed our insurance because/as/since the premiums
had become 100 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
gocd enough? (the speaker wants 1o find cut why the
other person turned down the job s¢ as and since are not
possible)

10 As/Because/Since my computer had crashed, | couldn't
access my ematls,

2

Suggested answers:

2 The hotels around the airport were all full. 3 | was very
hungry & But | was too late, and all the restaurants were
closed. 5The hotel had no room service after midnight.

6 The weather was better the next morning 7§ couldn't get
another flight. 8 Nikoleta came to our office a week iater




|

Speaking strategies 10

Introductory exercise

Test 10
1



-

1.1

What do you do?

Who do you work for?

Is your office near your home?

How many offices does your company have?
Where do you work?

Do you fike your job?

How often do you travel?

How many days holiday do you get?

o~ hWw bW =

.
-

Are you enjoying your job at the moment? Is it geing well?
What projecis are you working on at the moment?

Are you hoping to get promoted soon?

Are your colleagues learning English too?

Is anyone in your department looking for a new job?

How is your company doing this year?

Is it achieving its goals?

What is your company investing in?

Is your bass making any major changes this year?

Is he or she running your department well?

QL ANAVNREWN e N

3.1

Market share of one of the world's top mobile phone makers,
FinTel, 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 regicns,
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.

‘FinTel has a very strong product mix, and now there is a good
opportunity for FinTel to consolidate its position as markst
leader, according to FIM Securities analyst, Jeremy Hilton,

Weak sales in Asia and Europe this quarter are giving investors
areal headache. 'WestCom's market share is falling rapidly
and it could continue. As it falls, FinTe! 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 1o 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 ciosely 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. o

The water business has had its problems in recent years, but|
Think we've jearned a lot from those problems.

$S 1.1

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, [ would say.

4 Really, twelve months is a long time between reviews, in
my opinion.

5 Infact, as far as I'm concerned, as managers, we should
always be looking at staff performance.

6 | would have thought 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, | feel it would be better if we supervised staff
maore 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.

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.

10

$§$1.2

We need to cut down on travel costs.

We can use video conferencing. It's just as good.
We don't need to go to the branches to talk.
Travel is bad for the environment.

You waste so much time travelling.

People see travel as a mini-haliday.

L=

51

pa: | 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. s
that possible?
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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'lf deal with why we needed a website. Secondly,
I'li show you who designed the website, Then, 'l outline
some of the technical problems we had. After that we'll look
at the online 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 QK? You're staring into space.

KARL: Sorry, | was just daydreaming about my holiday next
week. | 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 Mexice City for
the first week, and then in Cancdn 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 1o see the Mayan pyramids — Palenque, Chichén
Itz and places like that. I've always wanted to see them,

SIMONE: Yes, me too. Lucky you! And what are your plans for
Cancan?

karL: Well, I'll be trying lots of different water sports but my
wife won't be joining me. She prefers sunbathing!

siMoNE: Well, Il 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, se
we're pretty optimistic in the medium term. But in the short
term | think we'll continue to see a slight drop in the market,
and in the immediate future | think we need 1o 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, | 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 'm hopeful that the situation will continue to
improve.

LrDia: Well, it's good to hear that you're generally optimistic.

ANDREAS: Yes, |l am.

$S 3.1

MIGUEL: It's a bit disappointing. | don't really like it. Do you?

~.ELENA: No. Not really.

MIGUEL: | just feel that as publicity it's not really projecting the
image we want.

ELENA: | know. | think it {ocks a bit cld-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.

$§3.2

Have you got a minute? | just wanted to talk to you about
Hannah. Maybe this is nothing to worry about, but l 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. | really don’t want to take disciplinary
action, but | don't know what to do.

13.1

1 Il carry one of them,

2 Will you be able to speak at the sales conference?

3 Couid you give me a price for a business-class flight to
Bangkok please?

May | have a room with a sea view please?

Yes, of course you can,

Would you beable to attend our group meeting today?
Can you come to our showroom personally? '
i'm sorry, but I'm not able to offer credit.

o~ ;A

14.1

MANAGER: We want te 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 fong. | 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: Mmim, | suppose that’s the best option. How do you
think we should begin?

COLLEAGUE: What about talking to the staff representatives as
500N 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 annaunce this yet?

CoLLEAGUE: If | were you, I'd wait until after the first meeting.

MANAGER: | 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: [t'll take too long. | 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, | suppose that's the best option. How do you
think we should begin?

YOu:

MANAGER: What do you mean by as soon as possible?

YOuU:

MANAGER: OK, if you think that's manageable. One more thing.
Do you think we should announce this yet?

YOU:

MANAGER: | agree. OK, we'll talk about this again tomorrow
maorning, 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 4B. That's funny. The door’s locked. It
should be open. Robert must have the key. He was using the
room yesterday afterncon.

aLEX: Sarah might have it. | thought i saw her with it earlier.

sUZIE: | 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
Icok. It shouldn't take long ... Found it! Now, shall we make
astart?

$S 4.1

GRAHAM: Lost something, Tanya?

Tanva: Can't find my agenda. Must be on my desk.

GRAMAM: Terry made some extra copies. Want one?

TaNva: 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. Troubie 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 deals with software,
really.

TANYA: Michaela deals with server problems these days,
doesn’t she?

Recording script

ARCHIE: Yeah. Think so_ Not sure, actually. They're always
changing people around in 7.

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 | do if there is an external call for someone in
the office? C

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
phaone cails waiting, don't waste time telling him. Just put
the call through.

18.1

criIsTINA: why do you think the project was 5o unsuccessful?

JEFF: Looking back, there were sc many mistakes. if we'd
started the project in January instead of May, we would have
been able 1o launch at the right time for the buying season.

CRISTINA: OK, but | heard that there were delays in sending out
stack even once the project was established.

JEFF: Well, yes, we had lots of problems organising the packing
line.

CRISTINA: | see. Would you have got more stock out into the
market on time if you'd organised the packing line better?
IEFF: Maybe. | think that's something that we should laok at in

future projects.

CRISTINA: What about the communication problems? Would
it have helped if more people had taken Spanish classes
before moving to the Guatemala ofhce?

JEFFE: Well, as you know, | studied Spanish for several months
before moving. | certainly think it would ve been difficult to
communicate with my clients if | 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 wouldnt have had so many problems
establishing the business in Guatemala.

JEFF: Yes, if we'd had more support fram 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 alf our
operations is very impartant 1o us.

NEw EMPLOYEE: Uh huh. | see there are a lot of cameras around.

0sM: Yes, the building is monitored by CCTV. The lifts are
monitored by cameras, too.

Ne: Well, that’s worth knowing - | 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'sright. All employees, um, every employee is
searched by security staff both when they enter and when
they leave the building.
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22.4

- You work with Charles, do you?
This is your copy of the business plan, is it?
They sold their shares in Zetac, did they?
This veice recarder has a USB connection, does it?
The design team have sent us a drawing, have they?
We can get a price quote, can we?

oW R -

23.1

1

A | 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 shoukd mention that, because someone in
Production was asking me about that the other day. | didnt
krow what to tell them as it was the first 'd heard about it.

A: Yeah, well as | was telling Pam - it’s long overdue.

2

A: My bank manager was saying that the branch is very
involved with the locat community. She was saying it's so
important these days.

B: Well, you remember | was telling you about that event |
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 lot! We're thinking about changing our insurer next year.
Leshie 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 | was telling him last week but he
wouldn't fisten to me then!

4

A John was asking me about the GHI exhibition. He wanted
to know if we were going this year,

B: | don't know. Someone was telling me how expensive it
was to exhibit there last year with the number of people
attending.

241

How many hours a day do you work?

Who are your biggest clients?

Who set up the company?

Why did you join the company?

What do you like most about your work?

Do you live near your work?

Did you go to university or college?

How tong have you worked for the company?

@~ v bW N -

$§6.1

A: Let's meet at ten o'clock.
B: Ten oclock? Ten o'clock, did you say?

A: Let's meet at ten o'clock.
B: OK. Ten o'clock, then.

m Recording script

$$ 6.2

]

alison: Did you send an agenda?

GREG: Sorry? Did | send an agenda? Yeah. | emailed it last
night. Didn't you get it?

ALISON: Oh, | haven't checked my email this moming yet,

2

ALISON: -You know, | don't think I've got all the papers here. |
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 | print a few documents?

GREG: N©, ng, no, Go ahead. We'll have a chat while you're
doing that.

3

JENNY: Did you hear about T&G Electronics? | heard that
theyre 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 | heard that their
partners in Ireland are in the same position.

GREG: Pardon?

JENNY. Their Irish partners - they're closing down, tog.

GREG: |5 that the company that Michael Kelly went to work for?

JENNY: Yeah. That's right.

4

GREG: OK, let's start. Jjenny, are you going to make an
announcement about the new performance review
procedures?

JENNY: Am | going to make an announcement, did you say?

GREG: Yes.

JEnnY: Well, | 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, | missed that. Does that mean that we can't use
the system? '

LE0: Not for the next two days.

6

aLison: OK, 'm going to look at the spreadsheet on my laptop,
which is plugged in over here, If 1 speak like this, can you all
hear?

GREG: Yes.

LEO: Yes.



LIS

26.1
$56.3
1 ljustwc
Did 1
27.1
$S6.4
6 istye. the
25.1
28.1
IDRI

VA




Thi alled 1 sitio Lt thinki

$$7.1
ad; good | reput :_hausapd square metr tor:
30.1
§§7.2
31.1
29.1



31.2

PM:

31.3

So:

32.1

Welcomr

Well
dom

int

$58.1

$S 8.2

33.1

34.1




Sc /I'mla [hadt)finishth $S 9.1

35.1

37.1
35.2
36.1

38.1

me



GRA}

39.1

Wc

My

en
dly -

ele
all

40.1

pre; ¢

ilk

$$10.1

$510.2




246

Appendix 1 Spelling
Verbs

Al

A2

A3

Present simple verbs he/she/it
<4 See Units 1and 3.

most verbs + -5

— ] -
i work — works; come - comes

verb ends -5, -ss, -sh, -ch, -x,Z

+ -es [adds a syllable]

) watch — watches; fix - fixes

verb ends -0

[T _ hees go - goes
verb ends consonant + y ly—i+-es ) study — studies
verb ends vowel + y . +-5 : employ - employs

A Have and be are irregular.

* l/youswe/they have he/she/it has
s fam youlwe/they are he/she/itis

-ing form
- See Units 2,5,9, 11 and 26.

most verbs

+ -ing

work - wo;I-(};'r‘g. )

verb ends -e

remaove e + -ing

come - coming (but be - being) |

verb ends -ee

-4+ -ing

see ~ seeing

verb endsvowel + b, g m,n p t
A except if final syllable is not stressed

double consonant + -ing

get - getting
visit - visiting

verb ends -/

doubfg :‘+ -ing

travel - travelling

A North American English has one traveling

verb ends in -ie ie -y +-ing lie - lying

Past simple

- See Units 5 and 6.
{ most-ve__r_bs + -ed ) _Tv;)rk - worked

verb ends -e +-d like ~ liked L
verb ends consonant +y ly i+ -ed | try - tried

verb ends in vowel + y '+ -ed employ - employed
A except pay, lay, say (Y it+-d paid, laid, said

verb ends vowel + consonant
A\ except if final syllable is not stressed

verb ends -/
LA North American English has one f

double [ + -ed" -

double consenant + -ed

| chat - chatted
| visit - visited

- travel - tra u-feﬂed
" traveled




El Adjectives and adverbs

B1 Adverbs endingin -ly
- See Unit 30.

e e e s e

! most adjectwes L+ -ly dfrecr d;recrfy

gy B  careful - carequy

adjectwe ends -/

: o_djectwe ends - - i+ -y ) . pohre - pof.-te_fy

|adjectiveends fe oy | simple - simply

‘ adjective ends consonant + y y—=i+-ly ) busy - busily :

economic - econom:caﬂy

| adjective ends -ic  [ealy

B2 Comparative and superlative adjectives and adverbs
=& See Units 31 and 32.

Icheap cheaper Cheapest
fast fosrer fastest

most words + er/—esr

:word ends -e -+—r/—sr En.'ce nicer nicest

y—>:+ -er/- esr ‘early earlier earliest

: word ends consonant + y

word ends vowel + consonant double consonant + - ibig bigger biggest

Nouns

. €1 Regular noun plurals (countable nouns only)
< See Unit 33.

most nouns

noun ends-s, -58, sh ch X,z

L+ car-cars; phone - phones

+-es [adds a syilable] | watch - watches; tax - taxes

noun ends vowel +-0 t-s radio - radios

noun EI"IdS consonant +a + -85 romato I’OFHGYOQS

! noun ends consonant +y Yy —i+-es dmry d.'anes

noun ends vowel + +y +-5 ) day -days e

C2 Irregular noun plurals

PN ——— e
LR - ol
woman Women )

chid children

pgn__ =l . .
ﬂh e e _
oot feet o

Gife - ves  °

o I._._____ — e __—f




Appendices

Appendix 2 Common prefixes and suffixes

What are prefixes and suffixes?

Prefixes come at the beginnirng of a word, for example dis- in disagree. Sometimes prefixes change the meaning of
a word. For example, disagree is the oppaosite of agree.

Sometimes words with a prefix do not have an equivalent without the prefix, for exampte coflaborate (there is no

word laborgte). 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. Seme 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.

I} Prefixes

' Prefix E“Meaning Exampies o ;
_anrr‘-__ B ?'against anti-virus (s_qfrware) . '
' co- with “cooperate, Eb-worker(N Am Eng)u

{cal-, com-, con-} e :coﬂabomre,__ggmbfne, connect

dis- opposite disadvantage, disagree, disappear

o« |previously jexstudent

it-, im-, in-, ir- not iflegal, impossible, indirect, irrefevant !
in- . inside, in o involve, fnc;:a_;ne, i{ldudr‘ng, Inp[;lr 1,
- mis- wroﬁély m_r;r-.-'sundersmnd - - a
e o _ewin restart a compute) resel e
irsupe - , bigger isupermarker, supervisor
i}_urn— T i ; not unfqu_‘unat;, unfikely, u_nﬂeicessa:‘f; _ |

There are also a number of particles that work like prefixes.

down make less I downsize, downgrade, downtime
out _- outside ) output, OUUI‘I-'I-E,_ outcome, outlet, oig_tgource :
over across overnight, overview, overseas, overhead,
1 ) more thar overdue, overtime, overload, |
: up [ make better update, upgrode 1




E] Suffixes

‘LSBfﬁx Type of word Examples -
| -able adjective avaitable, profitable, unbelievable, comfortable
' -ant noun accountant, tenant, assistant '
i adjective impartant, brilfiant, refevant, significant |
' -y noun policy, contingency, consistency, agency
. -ee noun {person) employee, interviewee, trainee
l -ful adjective useful, awful, successful, careful, helpful, wonderful, powerful
-hood noun . liketihood -
-ic ‘adjective specific, basic, fantastic, realistic
-licyal ?adjective technical, critical, electrical, physical, medical
~ify verb identify, just{@&modﬁfy, clarify
1-i5m noun criticism, tourism, mechanism
st noun (person) | specialist, chemist
verb : assist, insist o
-ise verb '= advertise, exercise, realise®, revise, advise, organise*, apologise*
i noun | exercise, entf._'__rp\r_._f__s_f:' ' |
| ive adjective ! expensive, effective, massive, active
-fess adjective stainfess, wireless, pointless, useless
-ment noun management, envircnment, development, equipment, department
-ness noun business, faimess_, iffrress, awareness
-0us adjective various, previous, obvious, ridiculous, serious, conscious, miscellaneous,
— — dan gerous —_— P
l -ship nouﬁ relationship, membership, ownership, partnership, dealership, ;‘eader§h:'p

*These verbs are spelt -ize in North American English.

B See Appendix 3 (North American English).

- See Unit 29 {Adjectives).




m Appendices

Appendix 3 North American English

The Engtish 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 Enghsh

' North American English

People use both negative forms of;

the/she/it's not / you/we/they're not and he/she/isn't /
- you/we/they aren't.

ilhg_’g_ggl_‘_/’_re_ng}f_forms are more common.

: People mostly use the s not / 're not negative forms ,
- of be. ;
- Isn’t and aren't are not as common, especially after

pronouns.

1 People use the present perfect, especially for recent
tevents, with yet, already and in questions with ever.
i Kellie has afready left,

| Have you finished your report yet?

Have you ever seen the sales training video?

| Have got is more common than have.
F've got a meeting with Rosie next Tuesday.

The past participle of get is got.
White-collar crime has got a lot worse,

J— _—|

People use the past s:mpie even for recent events,
and it can be used with yet, alfready and in questions
with ever.

Keflie left already.

Did you finish vour repart yet?

Dld you ever see rhe saies training video?

Have is more commaon than have got.
[ have a degree in information management.

The past participle of get is gotten. ;
White-collar crime has gotren a lot worse.

plans,
We're going to grow our online sales.

[E1 Modal verbs and expressions <see units 9, 1316,

People use gaing to to talk about the future and their

People also use gomg to to give directions.
You're going to make a right on Broadway.

Brltlsh English

e e me e s

| North Amencan Engllsh

People say  have to and I've got to.
I've got to / have to tell you something.

Shallis more common.

People use shalf in suggestions

Shall we start, then?

or to talk about the future,

I shalf need to know your decision soon.

! have to work at six tonight,

{ have to is more common that have got to.

Shallis less common

People use shall mostly in questions like these:

My boss is a little — how shall | say it / how shall we say
- unpredictable?

Shalll just wait for you to calf me?

Must is more common.

People use must mostty for speculation but also for
necessity.

We must never do this agam

Must is less common

People use must mostly for speculation and very
rarety for necessity.

it must be difficult to keep costs down

People say don rneed toor needn t.
You don’t need to/ needn’t come ear!y tomorrow,

People say don’t need to not needn r
You don't need to come early tomorrow.

May ... 7is less commaon,
i Peaple say Can/!...7 more.
i Can I help you?

Mayi...7is more common.
May I help you?




E—

Tags <see Unit 22.

British English

North American English

Question tags are more common, especially tags to
confirm information.
You're a designer, aren’t you?

The tag right? and the very informal tag huh? are
more common than in Europe.

You worked in sates, right?

He's a great guy to work with, huh?

[£] Nouns <«see unit 33,

British English

North American English

Accommodation is uncountable.
Accommodation has to be booked by May.

Accommodation is countable.
We get twa nights’ hotel accommaodations.

People use a singular or plural verb after some nouns
such as board, company, government, team,

The board is/are meeting now. - See Unit 33.

People mostly use a singular verb after these nouns.
A plural verb is not used in writing.
The company is relocating. (not arerelocating)

[3 Prepositions <«sce unit 2s.

British English

People say for after the present perfect to talk about
duration.
I haven't been to Paris for a long time.

North American English

People also say in after the pa’esenf perfect negative
to talk about duration.
! haven't been to FParis in a long time.

Paople say:

The office is open Monday to Friday.
its {a) quarter past five,

The office is in Argyle Street.

People say:

The office is open Monday through Friday.
It's {a) quarter after five,

The office is on West 20th Street.

People say:
at the weekend / weekends

different from /to

Pecple say:
on the weekend / weekends
different from / than

British English

[l Adjectives and adverbs <see units 29, 30,

-North Ame_r_i_can English

People say:
it was really good/nice etc.

Likely is an adjective.
Inflation is likely to rise next year.

People also say:
it was real good/nice etc.

Likely is also an adverb. -
Inflation will likely rise next year.
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Appendix 4 Formal and informal English

I} What do formal and inforlhal English mean?

Peopie change the way they speak or write dependmg 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 ke either formal or informal. Here are examples of very formal and very

informal contexts of written and spoken English:

formal

mformal

spoken | Speech
Presentation at a conference

Board meetmg

Lunchtime conversation with colleague
Quick chat at the coffee machine

written | Contract letter
N EMlnutes of a meeting
i ~|Annual report

Email to a colleague to arrange lunch
Note to a colleague with a phone message

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 te 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 arganisations, you may need to communicate more formally with senior colleagues but you can be

meore informal with people at your level,

s Your English can be more informal when you are talking or writing to someone you know well and in sociat

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.

What types of grammar and vocabulary do people use in formal and

informal situations?

B1 Contractions and full forms of verbs (< see Units 1-20) ('m / 1 arn; don't / do not; haven't f have not, etc}

* You can use contractions in all speaking situations and in many types of writing (e.g. emails).
o 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

Contractions

I'm, don't, hasn't, etc. speaking.

more mformal

s .___._.__4._-., —

Fine to use I'm, don't, hasnr etc.in iFineto use,'m don't, hasn’t, etc, in

:speaking.

Full forms

{arn, do not, has not, etc.

Use mainly in writing, {e.g. letters,
contracts, reports}).

;Do not use full forms too much in
elther speakmg or writing.
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B2 Verbs and tenses

B3 Reported speech

B4 ‘Simple grammar’

-



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.
& Stuffis a very informai word; things sounds better in formal situations. <@ See Speaking strategies 9 {Vague

language 1).

+ Some determiners and expressions such as foads (0f} and a bit (of) are informal. <@ See Speaking strategies
10 {Vague language 2) and Unit 31 iComparisons 1) and Unit 35 {Quartifiers).

» 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 mote informal 'i
: phrasal verbs They won't tolerate another delay. They worr't put up with another delay. '
get  treceived your fetter today. f got your letter today.

We purchased/bought our cars in Belgium.
We have several problems.

We got our cars in Belgiun,
We‘ve got several problems.

nouns and verbs | What are your recommendations?
: Completion of the building work will be on
: time,

thing/stuff Are these your things here? Is this your stuff here?

quantifiers | There are a number of MBAs on our staff There are foads of MBAs on our staff. ]
St ottt

most I would be most grateful for your advice, I'd be very/really gratefuf for your advice,

What do you recommend?
We'll inish the building work on time.

i Jen's performance has been excellent.
: Therefore / As a result / Consequently we

conjunctions

' recommend her promotion to senior analyst.

Jen’s done a great job this year so | think we
should promote her to senior analyst.

inorderto/to... ' Staff were loid off in order to make savings.
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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
‘be

'beat

was/were

Past simple

Past participle

beat

. become

i became

lbeaten

been !

begmn

“bring

"broadcast

broke

....__; begun
blew

"become

‘blown

broug-h{

build
buy

broadcast

built

“catch

- choose

“come

caught

bought

chose

came

cost

cost

Cut

cut

.do

ded

dealt

;broken : o
 brought

:broadcast h
o Bought

‘caught _ _
BN

T _

“cost

did

cut

_dealt

done |

“drawn

-driven

eaten

daw drew
_;:I_rlve__ o drove
eat R -
fal e

fallen

fed

fed

SRR PR o e
found found
foréot forgotten _ _‘

- ot gm_____
_ga;e v e ____1
went gone
p— grown S

_ s o e —
heard ;heard I
o e ‘ —

held

: kept

RSN S

hem______._._. -

; kept :

[ knew

‘led

e e —

known

led

left

left

i lent

lent




[|nﬁmtwe e __;ag;.mpk_. _pastp;rt.c._p |e e
:'lé't” A |et S Ie: N |
lose llost lost T
make made B made N }

mean | meant meant B

imeet met met

Py o lpaid paid

read |read. e read

ring rang 5r|.mg

rise rose o risen

ru.n . mn T mn N

say said ésaia o
see - saw Eseen i
- L R
“send : sent. B B _ sent

set iset set 1
f;@i_ - ook ishaken e
ijs_l_'s__(_:l_\f'\ar ) ) showed _ B §Hb§vn/s-Howé-ci___-

< w o

_5|t_ ~ ; sat sat _ T
: _s_pe_-ek_ spoke spoken _ i
spend i spent spent

i__s__el_i_t_ o 5p|l_t split N

stand stood stood .

stick stuck N | !stu& | -

ke ' ook T ken '

| tell told | told )
ik T thought Chosght
throw Cthew town '
onderstand undervood  undersons
jwear_ wore ‘worn

o R o won o ) ___I

|

E written




Appendix 6 Verb patterns
I Verbs followed by -ing

A1 These verbs are followed by -ing.

admit dread justify
avoid ' enjoy love

can't help fancy like (enjoy)
consider feel like mention
delay finish mind
deny hate ' miss .
detest : imagine postpone
dislike involve risk

! avoid / enjoy / can't help / dor't mind warking late.

A2 Verbs with prepositions and most phrasal verbs are followed by -ing.

base on get around to fook into
carryon: - : get into put off
come up with get on with put up with
decide on go on {continue) refy on
depend on give up tatk about
do away with keep on think abaut
end up insist on work on
forget about look forward to worry about

if we carry on/ get around to / get on with / insist on updating the database, the information flow will be much better.

] Verbs followed by to-infinitive

These verbs are followed by to-infinitive, .

afford deserve plan
agree expect prepare
appear fait pretend
aim guarantee prorise
arrange heip (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 / promise / threaten to take legal action?

Verbs followed by -ing or to-infinitive

€1 These verbs can be followed by -ing or the to-infinitive with no change in meaning.

begin hate
bother : intend
can't bear fike
can't stand fove
continue prefer

Don't bother to write / writing. Just call me.




€2 These verbs can be followed by -ing or the to-infinitive with a change in meaning.

forget
goon
mean
need

regret

| remember meeting you last year.

remember
stop

try

want

Remember to call me when you arrive.

2] Verb + infinitive without to

These verbs are followed by the infinitive without to,
madal 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.

[A Verb + object + to-infinitive

These verbs are followed by an object and the to-infinitive.

advise
allow

ask
challenge
command
direct
enable
encourage
expect

My boss encouraged/forced/invited/wanted me to go to the conference.

forbid

force

get (persuade}
help

instruct

invite

mean {intend)
order
persuade

[@ Verb + object + infinitive without to

These verbs are followed by an object and the infinitive without to.

help
let

make (= to tell or to farce; 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,

[ Difficult verbs: suggest, recommend

G1 suggest

1suggestied) taking the M6 motarway.
I suggest{that} you take the M6 motorway.

recommend
remind
request
teach

tell

urge

“want

warn
would fikefloverprefershate

The most common way of using suggestin speaking is what I (would) suggest is that ...
What | would) suggest is that we go to an advertising agency.

G2 recommend
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. / this system. / those computers.




Appendix 7 Prepositions

¥X Prepositions of place or movement

Prepaositions of place

above (in a higher position than something or someone else) [ *
Jessica works in the office above the accounts department. / above
There are two people above me in my department — my manager and her boss.

at {an exact location or particular place) |"[
fm going to be at home / at a conference tomorrow, Y

behind {at the back of) . : -
_ 'IW below

Pauls standing behind that talf man.,

below (in a lower position)
HR are on the floor befow the finance teamn. / The two staff below me deal directly with our corporate chients.
between (in the space that separates two people, places or cbjects)
Our city branch is between the supermarket and the post office.

by (near, at the side of)

{ 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} = L= &
"Oh no! i left my wallet in New York / in the office / in the drawer. in front of

in front of {close to the front part of something)

Theres a visitor's car park in front of the factory, S

opposite (in a position on the other side; facing) A

Her office is oppasite ours, on the ather side of the road. -
cpposite

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? 'm on the train. / The meeting room is near reception, on the right.

over (above or higher than something else) over

The light over my desk isn't working.

under {ina position‘lo'wer ar below something else)
| keep a spare pair of shoes under my desk / The restaurant is under new management.

- E v 0 @
Prepositions of movement g x
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. across

along (from one part to another)
Watk afong Station Road for about five minutes. We're on the left, by the gym.

around/round (in a direction going along the edge of ar from one part to another)
We drove around the town for ages, but we stiff couldn’t find your office.
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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)
twalked into the meeting room where everyone was waiting for me.
outof (nolongerin a certain position)

Could you pass me the red folder? | need o 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 past 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 (inthe direction of}
! usualfly walk to work. / The FTSE felf to its fowest 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 ro drive up a steep hill to get there,

(B | Prepositions of time

after {something else has happened)
Hans arrived 10 minutes after junch.

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 phrone before 11001 wor't be at my desk.

between (in the period of time that separates two different times or events)
Mext week, [l 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 peried)

fm sorry, [ 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)

' see you in the morning /in Mc;rj/ /in tery days.

ont (use with days of the week or dates)

Will you be at the meeting on Monday / on 4™ June?

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/tilt (up to the time that)

We'll continue the research until/till next year,




Verbs and prepositions

€1 These are some of the most common verb and preposition combinations in business English.

affordto depend on refer to

apply for focuson " result from/in
agree with*/to**/on** forget about speak to

ask about hear about**/from* specialise in
belong to investin talk about*/te**
compare with know about think about
compete with/against lead to wait for

complain about**/to* fearn about worry about
comply with fisten to work as

consist of fook for work with*/for* :
cooperate with pay for work on *¥
decide on - qualify for write to*/about™*

* = someone ** = something

We can't afford to buy this machine,
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.

€3 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 facks-of)
Lets discuss this at our next meeting {not discussabout)

2] 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 bad at dependent on
{umclear about good for responsible for
concerned about bad for responsible to
excited about different from/to answerable to
(unhappy about (too} late for similar to
optimistic about famous for used to
pessimisticabout - (unsuitable for concerned with
serious about interested in {imcompatible with
wortied about involved in {in)consistent with
good at rich in {umpopular with

Honda is famous for its engine technology.
'm answerable to my line manager, the marketing director.
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[# Nouns and prepositions

These dre some of the most common noun and preposition combinations in business English.

ability ip

advice on
agreement with*/on™*
alternative to
answer to
application for
benefit from**/of**
complaint about
concern about
competition with
coaperation with
costof
dependence on
excitement about

* = someone ** = something

experfence in**/of**
help from*/with™*
interest in
involvement in
knowledge about
lack of

means of

method of
optimism about
payment for
pessimism about
popularity with*/of**
price of
qualification for

We have received a complaint about our service.
Have you got much experience in marketing?

[ Prepositional phrases

reason for
reference to
reply to
responsibility for
resulft 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 goodAow/high price
at cost.price

at a profit/loss

at short notice

at risk

at this stage/point

at your convenierice

by mail/post/phone

by car/train/truck

by law

by mistake

for breakfast/lunch etc.
for a while

for/on sale

Can you pay in cash?

for years/ages

inn advance

intcash

in charge (of)

in conversation

in credit/debt

int favour (of)

in general/particular

- ina 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 foan

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)




Appendix 8 Saying numbers, weights and measures
[ saying numbers

A1 Large numbers

A\ Do not make exact numbers plural: ten million dollars (not tenmilliens-dellars). You can use plurals
when you are talking in a general way: Millions of people bought this product.

A2 The numberD

A3 Decimal numbers and money

A4 Telephone numbers



A5 Dates

T

| Written* Spoken
1* May / May 15/ t May / May 1 the first of May / May the first (but May first in the US)
274 /3 7 4% May the second/third/fourth of May / May the second/third/fourth
1998 nineteen ninety eight
2010 two thousand and ten / twenty ten

In British English people usually write day/month/year. Americans usually write the month ﬁrst._

5/12/63
5/12/63

the fifth of December rineteen sixty three (UK)
May twelfth nineteen sixty three (US)

A6 Other numbers

Written* | Spoken

25% twenty five per cent

s aquarter

1 ane and g quarter

z] a half

% three-quarters

2% two and three-quarters
257 twenty-five degrees

A6 Pronunciation: thirty or thirteen?

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.

thf:;ry thirteen forty fourteen ffty Afteen

[} Ssaying 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 / US weights Metric
1 0z / one ounce 28 grammes
1ib/one pound (160z) 0.45 kg/kilogrammes
Tton{UK} 1016kg
1 ton (US) 907 kg
This laptop weighs three pounds six ounces.
A Boeing 747 can lift about a hundred tons.
UK Imperial / US volume Metric
1 pint (US) 0.47 litres
1 pint {UK) 0.57 litres
1 gallon / 8 pints {(US) 3.79 litres
1 gallon / 8 pints {UK) 4.55 litres -

Can | have a pint of mitk?
I'd like ten gaflons of petro! (UK} / gas (US),




Saying distances and areas

All road distances iy the UK and the US are in miles,

UKUS Metric

Minch 254 mm (millimetres)
“12 inches = 1 foot 30.48 cm {centimetres)
“3feet=1yard 0.914m (metres)
11,760 yards =1 mile _j16km (kilometres)

He's six feet two (inches) tail.
it’s eight yards jong.
it’s a hundred miles to London.

1 5q {square) foot 929 cm? (square centimetres}
9 5q feet = 1 sq yard 0.84m?

4840 sq yards = 1 acre- 0.4 hectare

640 acres = 1 sq mile 259 hectares

This office is about forty square yards in size.
{ have eight hundred acres of farmiand.
The factory site covers two square miles,
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