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PRE-INTERMEDIATE

To the student

The objective of The Business is to help you learn two things: how to do business in English
and the language you need to do it. The new language and structures are presented in the
Student’s Book whilst the DVD-ROM provides language practice and extension,

Here is a summary of what you will find in each.

Student’s Book
The modules

The Student’s Book contains 48 modules in eight units. Each unit deals with a key sector of
activity in the business world. There are six different types of module:

: These modules buid on the |mportant worc{s and phrases mtroduced in the prewous
~module and prowde thorough practice. : - - R

Every module includes an Internet research task. The Internet provides almost unlimited
resources for improving your English and learning more about business. These tasks direct
you to interesting background and details on topics related to each module. The tasks can be
done before or after working on the madule.
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Other features
In addition to the eight main units, the Student’s Book contains the following;

Reviews

These units can be used in three ways: to consolidate your work on the units, to catch up quickly
if you have missed a lesson, and to revise before tests or exams.

Additional material
This section contains all the extra materials you need to do pair or group work activities.

Grammar and practice

The section gives a very useful summary of rules with clear examples, but also provides further
practice of the essential grammar points in this level of the course.

Recordings

Full scripts of all the audio recordings are given, allowing you to study the audio dialogues in
detail. However, try not to rely on reading them to understand the listenings - very often, you
don’t need to understand every word, just the main ideas.

Wordlist

In the modules, words which you may not know are in grey; you will find definitions in the
wordlist, often with examples. Words in red are high-frequency items, which you should try to
learn and use. The others, in black, are words you just need to understand.

The DVD-ROM

The DVD-ROM is designed to help you continue improving your English on your own, away
from the classroom. It includes an interactive workbook which, like the Review units in the
Student’s Boak, can be used in three ways: to improve your listening, grammar, vocabulary and
pronunciation; to catch up on lessons you have missed; to revise for tests and exams.
Interactive workbook

This includes everything you would normally find in a workboolt, and more; activities for
vocabulary, grammar, pronunciation, writing and listening practice.

Video

Each unit includes an episode of a mini-dramg illustrating the communication and people skills
practised in each unit, with exercises to practise the functional language used in the video.
Business dilemmas

There are four problem-solving games to allow you to review and practise functional language
from the Student’s Book. Try doing these with a partner to practise discussing problems and
solutions.

Tests

Four tests, one for every two units, allow you to check your progress through the DVD-ROM, If
you do well on a test, you get ‘promoted’; if you do well an all four tests, you become CEQ!
Business documents

There is a model dacument for each unit, including letters, invoices, CVs, ete, Each document
includes annotations explaining the structure and key phrases, and a follow-up activity tests
understanding of this.

Grammar reference
You can refer to this section any time for helpful grammar rules and examples.
Class audio

This section of the DVD-ROM contains all the audio recordings from the Student's Book, together

with scrollable scripts.

Downloadables

The DVD-ROM includes a set of downloadable files for use cutside the DVD-ROM or away from
your computer. There is a downloadable and printable PDF of the answers to the Student’s Bool
exercises; a Word file containing the text of each Business document; scripts for all the videos and
MP3 files of all the Student’s Book audio that you can transfer to your MP3 player or iPod for
listening on the move.

We sincerely hope you will enjoy working with The Business.

Good luck!
John Allison Marie Kavanagh John Sydes
Paul Emmerson Karen Richardson

Fhr Buginegs
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Living abroad

Internet
research

KIKI Y1, 54, Hong Kong,
jewellery retailer

ANIL BASU, 35, UK,
software analyst

JEAN-MARC SABATIER,
32, France, doctor

Fayss

MARIKA LAANET, 22,
Estonia, engineering
undergraduate

Search for the keywords
working abroad to see
what jobs are on offer.
Hold a class vote to
choose the three most
attractive jobs.

- 11 About business Working abroad

Discussion

EN Look at the people in the photos. They all work away from home. Read the quotes below
and match them with the people.

1 Iwork abroad but I never stay in one country for very long. I install software systems and
train people how to use them. I'm in Thailand at the moment and I’ll be here for another
six months.

2 My university has links with engineering firms in Germany. As part of my degree I'm
working for one of them in Hamburg.

3 Ispend two months every year in India buying supplies for my jewellery business. At the
moment I'm staying in Jodhpur.

4 1spend ten months every year working abroad. I never know where I'm going to be. It’s
always in places where there are medical emergencies.

Have you ever lived or worked abroad? Do you know anyone who lives or works abroad?
Compare your answers with a partner.

Collocations

B3 You are going to read an article about how to get a job abroad. Before you read match a
word on the left with a word on the right to make a collocation.

1 career a) process 5 degree e) letter

2 work b) language 6 cover f) an application
3 foreign ¢) placement 7 short g) subject

4 application d) ladder 8 withdraw h) list

Reading for detail

[EX Read the article and mark the sentences T (true) or F (false). Change any false sentences
to make them true.

1 To have a successful career these days you need to have experience of working abroad.

2 A work placement abroad will help your application attract attention.

3 Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when looking
for a job.

4 You need to check that your employers will recognise your degree subject.

5 CVs are more important than cover letters.

6 A cover letter in France may be studied by a specialist.

7 Sarah Hall withdrew her application for a job in Spain because she didn’t like the
questions in her interview.

8 When working abroad you should behave in a similar way to those around you.

Listening and-note taking

I3 £ 1:01-1:04 Listen to the four people from 1 talking about their work experience abroad
and complete the table.

name country how long likes

Kiki India 1) 2)

Anil Thailand 3) meeting people

Jean Marc 4) 5) working with children
Marika Germany 6) her local family

Listening for detail
[l Listen to the interviews again and answer the questions.

Who was in Venezuela last year?

Who hopes to get a good reference from their company?

Who found the food strange they first arrived?

Who is going on holiday when their job is finished?

Who is staying in an expensive hotel?

Who has a lot of business contacts in the country where they are?

UL N =
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1.1 About business '

Discussion
I 1n small groups discuss the questions.

1 Which countries would you like and not like to go and work in?
2 What problems do you think people who work abroad have?

3 Do you think working abroad is essential for a successful career? Why / Why not?

CULTURAL
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IN today’s competitive job market, 50
not spending time abroad can
seriously damage your chances of
climbing the career ladder. It is no
surprise then that more and more
graduates and professionals are
looking for opportunities to live and
work in a foreign country.

With record numbers of workers
hoping to relocate, it is no longer
enough to have done a work
placement abroad or to speak
a foreign language. “This is no
longer something that makes you
different,” says Nannette Ripmeester,
director of Expertise in Labour
Mobility. “It is something employers
expect.”

But even if you are a strong
candidate, the application
process for foreign jobs is far
from straightforward. The EU 6
has introduced the Euro CV to
standardise application procedures
throughout Europe, but Ripmeester
believes that a culturally adapted
CV is better. "What do | mean by
that? For example, in the UK, it
is customary to add hobbies and
interests at the bottom of the page.
In Italy however, that information is
not necessary.” .

When you write your CV it is
also a good idea to check whether
a photo is necessary and whether
an English—language CV should
be written in American or Britis
Engllsh Another point to think
abo is whether or not employ:
will recognise your degree subj
especially when you have studi
a subject, such as Wireless Network
Systems, which doesn’t necessarily
translate into another language and
culture.

You also need to consider the
cover letter, the first thing that an
employer will read. Approaches
differ from country to country: get

55
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the CV right but the cover letter
wrong and you destroy your chances
of getting short-listed for interview
because the cover letter is the first
thing that an employer will read. The

95

|
mirror the kind of
messages you get

about communication

and appearance
|

=)
S
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&

British usually write long letters to
draw attention to relevant sections
on the CV, the Italians want one or
two sentences and the French expect
candidates to handwrite detailed
letters which may be analysed by
handwriting experts.

When it comes to interviews,
make sure you know about the
work culture and understand the
importance different countries place
on language and speech. For
example, the French use
short sentences and
hate silence, while
Scandinavians
have a deep
respect for
pauses. You may
think these points
are not important but by
not paying attention, you
are showing that you do
not respect the culture of the
country you wish to work in.

Making a mistake at the
interview is something
Sarah Hall knows all
about. She is from
Liverpool in the UK
and has worked
in Germany,
Sweden and
Spain.

N
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“My advice is be aware of ‘culture
clash.” In Britain there is usually
a maximum of two interviews. In
southern Europe they will call you
back for a third or fourth interview.
I lost a very good job in Spain when
I thought they weren't serious. |
withdrew my application because
they asked me to go for a fourth
interview. Looking back, | now
realise they were doing as they
always do. | behaved wrongly.”

“It's important to show that you
understand the working culture.
Adapting a similar style of dress to
your co-workers, eating the kind
of food they eat, enjoying similar
activities - these things help to win
trust and respect.”

“Think of yourself as a
cultural chameleon, mirror the
kind of messages you get about
communication and appearance.
People like people who remind them
of themselves, and nobody likes
what they don’t understand.” &

TheBusiness




1.2 Vocabulary

Discussion
EJ Look at the picture above. What everyday problems do people who live abroad have?

Reading and vocabulary

FJ Read the extracts from an article on living abroad. Find the correct heading for each
extract.

health[ ] opening a bank account[ ] mobile phones[ ] accommodation [ ]

[EJ Read the texts again and use the words in the boxes to fill in the spaces.

bills  notice contract deposit apartment

€) DPerhaps the most difficult thing to organize is where you are going to live. Your
employer might help you find an (1) or it might even be provided for you. The
best advice is to start looking before you go. Use the Internet to look for places to rent
and post your own advert on bulletin boards. It is important to view anywhere though
before you sign a (2) and give a large (3) to a landlord. You also need
to check whether or not the utility (4) are included and how much (5)
you need to give when you want to move out. Many people choose to live with a local
family as a way to learn about the culture of the country they are in.

credit cards  salary overdraft

@) To open a bank account in another country you will need to show your passport,
proof of earnings, proof of your address and residency. It is also likely that you will
be expected to show proof that your monthly (6) will be paid into this account.
Remember that rules regarding banks are not the same in every country. You have to
pay for an (7) on your account in France, and the rules on (8) can differ
greatly, make sure you check before you sign up!




Further interactive vocabulary practice on the DVD-ROM 1.2 Vocabulary .

check-up insurance scheme national health service

€ Inmost countries you have to pay for medical treatment. For trips of up to three months in
Europe, the European Health Insurance Card may allow you to be treated for free by the
©) of the country you are in. Your employer may have an (10) that you can

' ‘ join or you might want to take out your own insurance policy. This will help you if you

need to see a doctor while you are abroad. You may need to register with a doctor and you

may also need to have a (11)
i

CARMEN, from IR

Brazil, working for a

pharmaceutical company

in Auckland

i e —
ks et - PSR,

e PR

top-ups landline  contract number

@) Inmany countries, the process of buying a mobile phone is straightforward: you choose the
phone and the provider you want, you are then given a (12) . Italy is one exception,
where you will need your national ID card and your tax code. When you don’t know how
long you are planning to live in the country, many people choose prepaid packages that
allow (13) . This means you can cut off the service when you want without worrying
about being tied into a (14) . These days many providers also offer wireless Internet
access meaning you won't need to have a (15) put into your flat or apartment.

PP

PETRA AND CRIS, from T o s+ s AR
Germany, working as
architects in Nice

et
- i ot i o IR
APt b S e o JTEP

Listening for gist

A & 1:05-1:08 These people are all living abroad. Listen to four conversations. Where is each
person? What is he or she trying to do?

Listening for detail
[El Listen to the conversations again and answer the questions.

Conversation 1
1 What does Carmen want to do?
2 Which documents does Carmen need to show?

Conversation 2
MR GOODMAN from 3 How many bedrooms are there in the apartment?

e W, 1l ding e 4 How much is the rent?
Athens Bank in Greece :

Conversation 3
5 Does Mr Goodman have a European Health Insurance Card?
6 How tall is Mr Goodman?

Conversation 4
7 Why doesn’t Yuki want a phone with a contract?
8 How much free talking time does the phone have?

Giving advice

I Look at the eight pieces of advice for people who are going to live abroad. For each set of four
match the beginning with the correct ending.

YUKI from Japan, working 1 You might have to pay two month’s rent a) for free with most banks.
91 I @ CEHTe] 2 When you move out of a flat b) your landlord will check the inventory.
company in Copenhagen . A
3 You can have an overdraft ¢) to withdraw money from a cash point.
4 You can use your bank card from home d) as a deposit before you move into a flat.
I“Fgg’é arch 5 You need to be registered with a doctor e) broadband access in the area where you
6 Most employers include medical insurance live.
Search for the keywords 7 Using top-ups f) means you don’t need to sign a contract
moving abroad advice 8 You need to check that there is for your mobile phone.
to read more about g) to get medical treatment.

what you need to

do when moving to . . . . . .
another country. Which pieces of advice are true for your country? Which are different? What other advice and

s i0fOrmation could you give? Compare your answers with a partner.

h) as part of their employment package.

TheBusiness 9



1 | Living abroad

Refresh your 1.3 Grammar Present simple and prepositions of time
memory

Present simple
She works in London.

permanent situations Test yourself: Present simple
I usually get up at 7.00
club i B Read four descriptions of people’s jobs. Write the correct form of the missing verbs into
routines and things we the text. Find the correct job for each text.
do regularly

> Grammar reference page 118 computer programmer  architect human resource manager business student
Prepositions of time
on attend enjoy do spend like
weekdays
dates
special days 1
th kend (US . . .

¢ weekend (US) There are only two of us in the department, so I (1) a bit of everything! |

:I: Kendl(UK) (2) a lot of long meetings — many of these are related to budgets and to
feseti‘:/vaeli en company policy development and | (3) them. | also (4) a lot of time
times interviewing candidates for jobs. This is one of the areas of the job | (5) the
. most.
in
months
seasons
parts of the day work develop create spend travel
years
dates 2
b E:r?/l:'l y My company (6) educational software for primary school children. Usually
(';]2(/);]4/2013; year 1(7) on maths projects but we also (8) Spanish language learning
UK English prog.rams. Sometin)es 1(9) : to Spain for meetings but | (10) most of
date/month/year the time at a desk in my office.
14/02/2010

P> Grammar reference page 119

buy want search send nothave
I

| need to repay my student loan so | (11) to find a job before the end of the
year when my course finishes. Every day, | (12) the Internet for suitable job
vacancies and | (13) the national and local newspapers to look at the job
ads. | also (14) my CV to companies | am interested in working for, even if
they (15) any vacancies at the moment.

nothave bex2 work meet notlike think

Normally | (16) on one or two projects over a three or four-year period. My
latest project is a church and | (17) very excited about it. The church

(18) very old and it (19) enough light. | need to design some more
windows. Every week | (20) the Bishop to talk about the project. Sometimes
he (21) my ideas but other times he (22) they're great.

10 7TheBusiness



Further interactive grammar practice on the DVD-ROM 1.3 Grammar ‘

Internet

research Test yourself: Prepositions of time

Work with a partner. [F3 Ccomplete the text about Elspeth from Germany using prepositions of time from the Refresh
Sear.ch fo'r the keywords your memory box.

festivals in Japan or
festivals in Mexico

to r?ad more el | came to London about six months ago. | started my job as a wine buyer at Marks &
festivals in these h ;

. Spencer (1) February. To be exact, | started (2) February 14*. Before coming
countries. Tell your X 4 X i
IR S (g Es here, | worked at a winery in South Africa and before that, (3) 2004, | was in New
on special days in these York State working as an au pair. No matter where | am in the world, | always phone my
@IS, parents (4) the weekend. | try to call them (5) Sundays (6) 6 o'clock

I (7) the evening. The other thing | try to do is go home for Christmas. | do like to
spend time (8) Christmas with my family. If you ever get the chance, you really
should go to Germany (9) December. The German Christmas markets are the best
in the world.

Listening for detail
EJ & 1:09-1:15 Listen to seven descriptions of national festivals and and write the date.

1 Australia Day 5 April Fool’s Day
2 Boxing Day (UK) 6 Showa Day (Japan)
3  Groundhog Day (USA & Canada) 7 Day of the Dead (Mexico)

4 Bastille Day (France)
Listen again. What does each holiday celebrate? What happens?

I3 Question forms
Use the present simple to make questions for these answers.
1

From a small village in south-west France called Marsac.
2

Usually at 9am but sometimes at about 8.45.

Languages? English and French quite fluently and also a bit of Chinese.

In a small apartment near the centre of town.

Usually by bus, but if the weather is really good I sometimes walk.

I usually go on holiday in June.

Sometimes in the company canteen, but more often I go to the café round the corner.

Work with a partner. Take it in turns to ask and answer the questions.

53 Discussion

Work with a partner. Describe a local festival or custom either in your home town or the place
where you are studying. Think about special food, clothes and typical activities that take place on
this day.

TheBusiness 11



Living abroad

Discussion

1.4 Speaking Making small talk

EJ Look at the tips for small talk below. What is small talk? Do you think the tips are useful?

Tips for
'small

Reading for detail

TECHNIQUE ONE

Always wear a Whatzit

What’s a Whatzit?

Some people have developed a clever technique that
works well for social or corporate networking purposes.
The technique requires no special skill on your part,
only the courage to wear a Whatzit.

A Whatzit is anything unusual — a unique brooch, an
interesting scarf, a strange tie, a funny hat. A Whatzit

is any object that draws people’s attention so that they
walk over and ask, ‘Uh, what’s that?’

TECHNIQUE TWO

Whoozat?

What to do when you haven’t got a Whatzit...

Like a politician, go to the host and say, ‘That man /
woman over there looks interesting. Who is he / she?’
Then ask for an introduction.

_Or_

Find out about the stranger’s job, interests or hobbies.
The host might say, ‘Oh, that’s Joe Smith. I'm not sure
what his job is, but I know he loves to ski.” Aha, you’ve
just been given the icebreaker you need. Now walk
over to Joe Smith and say, ‘Hi, you’re Joe Smith, aren’t
you? Susan was just telling me what a great skier you
are. Where do you ski?’

FA Read the article below about small talk to find:

1 three topics that you can make small talk about
2 two topics that you can’t make small talk about

3 two tips for managing small talk.

What is small talk?

Your company sends you to an important
international conference in the USA. While you are
travelling from the hotel to the conference centre you
meet somebody who works for the Spanish division of
your company for the first time. The conversation that
you have will probably be what we call small talk.

What do people make small talk about?

There are certain safe topics that people usually
make small talk about. The weather is probably

the number one thing. Sometimes even friends and
family members discuss the weather when they meet
or start a conversation. Sports news is a common
topic, especially if a local team is doing extremely
well or badly. If there is something that you and the

other speaker have in common, that may also be
acceptable to talk about. For example, if the bus is
extremely full and there are no seats available you
might talk about reasons why.

There are also some subjects that are not
considered acceptable when making small talk.
Personal information such as salaries or divorce are
not talked about between people who do not know
each other well. Negative comments about another
person not involved in the conversation are also not
acceptable: when you do not know a person well
you cannot be sure who their friends are. It is also
not wise to continue talking about an issue that the
other person does not seem comfortable with or
interested in. Lastly, avoid one word answers, and
ask questions to show that you want to keep the
conversation going.

12 TheBusiness




Interactive pronunciation practice on the DVD-ROM 1.4 Speaking ‘

Listening for gist

[EJ] £ 1:16-1:18 Listen to three conversations where people are making small talk. For each
conversation decide:

1 where the people are
2 what small talk topics they talk about
3 how many questions the speakers ask to keep the conversation going.

Listening for detail
I3 Listen to the conversations again and write the questions that the speakers use.

Conversation 1 Conversation 2
1 good weather? 4 visit there?
2 go? 5 stay?
3 enjoy it? 6 the Continental?
Conversation 3
7 for work or on holiday?
8 you do?
9 your job?
10 visit India?

Making small talk

I work with a partner. Choose one of the topics below to make small talk about. Student A
should prepare some things to say about one of the topics, Student B should prepare a list of
questions to keep the conversation going.

1 Your last weekend 4 What you’re doing after class
2 Your job/studies 5 The last time you went to a restaurant
3 Your journey to class today 6 The weather today

Beginning and ending small talk

I3 put the words in the correct order to make some useful phrases for beginning and ending
small talk.

your was How weekend?

Enjoy rest the of the conference.
to talking Nice you.

It’s weather lovely today.

1 but Sorry have to go I now.

2 meeting It’s nice been you.

3 believe can’t how busy it I is.

4 journey have you Did a good here?

03O

Mark each phrase B (for beginning a conversation) or E (for ending a conversation).

Can you add any more?

[EA Work in small groups. You are all at an international conference and it is the break between
two presentations. You don’t know any of the other people in your group and so you need to
make small talk. Student A turn to page 110. Student B turn to page 111. Student C turn to page
112. Student D turn to page 113.

Internet

research

Search for the keywords

small talk to find more

tips. With a partner, list

the three most useful

tips.
|

The Business
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1 Living abroad

1.5 Writing Formal and informal emails

Discussion b’ s
EN Work with a partner. Discuss the questions about emails.

1 How many emails do you write in a week?
2  Who do you write emails to?
3 Have you ever written a formal email ?

Reading for detail

3 Read the email below and answer the questions.

Lars

1 Who is the email from? 4
2 Who is the email to? OIuﬁson _
3 What three things does the writer ask the reader to do? | o
4 Where is Ms Lee going? S
YeXs) In ' =)
OB all ¢ &~ amw
Delete  Reply Reply All Forward New Mailboxes Get Mail Search Mailbox
0

Subject: Visit to Osaka Securities

Dear Mr Watanabe,

Thank you for your email received March 21. With regard to my visit next month | need to tell
you that | will arrive at Osaka airport at 14.30 on Thursday 14™ April. As this will be my first visit
to Japan I would be very grateful if somebody could meet me at the airport. Also, would it be
possible for you to make a reservation at a nearby hotel for me? | would really appreciate it.

In addition, could you possibly send me a copy of the agenda for our meeting and a copy of your
most recent sales figures.

Please accept my apologies but my colleague Ms Lee will not be able to join me on this visit as
she is attending an investment conference in Singapore at the same time.

I look forward to meeting you,

With best regards,

Lars Oluffson

NEIC

14 TheBusiness



Further interactive writing practice and model business documents on the DVD-ROM

1.5 Writing ‘

Informal language

[EX Read another email and find informal phrases to match the phrases in bold in exercise 2.

000 _ 3

Delete  Reply Reply All Forward MNew Mailboxes Get Mail

Search Mailbox

| Visit to Osaka Securities
Dear Haruki,
| Thanks for your message. Re next month’s visit to Japan, I'm going to arrive at Osaka airport at 14.30
on Thursday 14 April. This will be my first visit to Japan so can you send somebody to meet me at the
| airport please? Can you book a hotel for me near your offices too?
| Also, can you please send me a copy of the agenda for our meeting and a copy of your most recent
i sales figures?
I'm sorry but my colleague Ms Lee won't be able to come with me as she is going to an investment
conference in Singapore at the same time.
See you next month,
All the best,
Lars

Formal and informal language

IZ3 1n each set of four, match a formal word on the left with an informal word on the right.

1 inform a) come to 5 further e) want
2 assistance b) help 6 grateful f) more
3 require c) tell 7 near future g) happy
4 attend d) need 8 would like h) soon

P EALA

[} Read Manuela’s email to Laura and write it as a formal email. Use the expressions from 2 and

words from 4.

806 in

Ol al/ g &

Delete  Reply Reply All Forward MNew Mailboxes Get Mail Search Mailbox

[
Art and design conference

Dear Laura

Thanks for your last message.

I want to tell you about next month’s arts and design conference. It is going to be held in Sao Paulo
at the First Conference Centre from June 18 to 21. The agenda for the conference is attached. Can
you have a look and choose the sessions that you want to come to?

Please also tell me if you need any extra help. | can book a hotel for you or arrange for somebody to
meet you at the airport.

I will be very happy if you can let me know soon.

All the best,

Manuela Calo

Writing
A Write a formal reply to Manuela’s email. Use the information below:

Internet

research

Search for the keywords

you are going to attend the conference

R, -4

online etiquette to °

read more about how

to write professional

sounding emails
N

you can not stay for all three days

¢ the sessions you want to go to are New design methods and The future of art
¢ ask Manuela to make a reservation at a hotel

e ask Manuela to organize a taxi to pick you up at the airport.
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1 Living abroad

1.6 Case study

Discussion

EJ Read the information below about Global Recruit. What are the advantages and
disadvantages of using an organization like this to help you find a job?

Global Recruit

Looking for a job abroad?

| e 1

Global Recruit may be able to help you. We work with
a number of high-profile organizations all around

the world and find the right candidate to fill their
vacancies. Our job is to find staff who have the right
skills and qualifications for these companies. We
arrange interviews and give advice and support on the
location and the requirements of the jobs. We can also
help with visas and other legal requirements.

Reading and discussion
EJ Read the two job advertisements. Which job would you prefer? Why?

Job TC / 428

CALL DUBA', the Middle East’s leading mobile phone company,
has an excellent opportunity for an experienced sales advisor in their retail
unit in central Dubai.

The job will involve advising customers, processing customer orders,
and dealing with queries and complaints.

Applicants for this position should have a minimum of a year’s sales
experience within an international company, should have knowledge of
mobile technology and experience of working with customers. Experience
within an international company is a strong advantage, as is knowledge of
English, French or Arabic.

Job WA / 926

Web Analyst in central Brazil. srazilian MTM, Brazil’'s
largest on line clothes retailer, has an excellent opportunity for a senior
web analyst.

The position includes analysing customer actions on our website,
reporting on customer habits, maintaining and updating the website and
managing a team of web analysts.

For the position you need to have knowledge of the following languages:
ASP, PHP, Cold Fusion, Java or. Net, experience of working in the clothing
industry, managerial experience and a basic knowledge of Portuguese.

The job is based in our offices in Rio de Janeiro.

16 TheBusiness



Further interactive problem-solving on the DVD-ROM

1.6 Case study ‘

Internet

research

Search for the keywords

work in Dubai or work

in Brazil to read more

about job opportunities

in these countries. Try

to find a job you would

like to do and tell your

partner about it.
|

Reading for gist

[EX The four candidates below were all short-listed for one or other of the positions. Scan the
information and see if you can guess which position they applied for.

NAME:

AGE:

QUALIFICATIONS:

WORK EXPERIENCE:
LANGUAGES:
HOBBIES / INTERESTS:

CURRENT POSITION:

NAME:

AGE:
QUALIFICATIONS:
WORK EXPERIENCE:
LANGUAGES:
HOBBIES / INTERESTS:

CURRENT POSITION:

NAME:

AGE:
QUALIFICATIONS:
WORK EXPERIENCE:
LANGUAGES:
HOBBIES / INTERESTS:

CURRENT POSITION:

NAME:

AGE:

QUALIFICATIONS:

WORK EXPERIENCE:
LANGUAGES:
HOBBIES / INTERESTS:

CURRENT POSITION:

Listening for detail

3 2 1:19-1:22 Listen to the four people introducing themselves and fill in the missing
information on their profiles.

Discussion

[E3 Work with a partner. Decide who is the best candidate for each job. Give reasons for your
decisions.

Listening for detail

I3 2 1:23 Dana is the Recruitment Manager and Heidi is an administrator at Global Recruit.
Heidi is calling Dana about the references that she has for each of the candidates. Listen to the
conversation and note down any problems that they find with the four candidates.

Discussion

Work with a partner. Discuss again who you think is the best candidate for each job. Has the
information from the references changed your decisions?
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Discussion

What can shops do to attract more customers? Think about the shops that you like to go
to and discuss the questions with a partner.

1 What is your favourite shop and why?

2 How often do you go there?

3 What do you like to buy there?

4 Do you shop in department stores? Why? Why not?

Vocabulary

B8 Below are some of the customer services and benefits that shops can offer their customers.
Put each one into the correct column below.

facilities -

services financial services & benefits =

customer parking

- —

18 TheBusiness

Reading for detail

Scan the article about the German department store Breuninger to find answers to the
questions.

1 Where does Breuninger have department stores?

2 Which departments in paragraph 2 would you go to if you wanted to find the following:
soap and shampoo, coffee cups, a handbag, a yoga mat?

3 Which customer services and benefits from the lists in 2 can you find in the text? Put a tick
(v} next to them.

4 TFind at least five more customer services and benefits in the text. Add them to the lists in2.

] Read the last paragraph about the luxury personal shopping service and answer the
questions.

1 What things can customers do before they come to the store?

2 What two services can customers use whilst at the store?

3 What two services can customers use after they leave the store?

4 Do you think that Breuninger do everything possible to create a luxury shopping
experience? Can you think of anything else they could do?

Listening for detail

EHl 2 124 Listen to Rafael Fernandez, an expert on luxury customer services in retail and
complete the sentences.

1 Luxury consumers want products that are high quality and
2 Sales assistants have to give luxury consumers lots of

3 Luxury consumers want to know the things they are buying are
4 Tf luxury consumers are pleased with the service they receive they

Discussion

Worlk with a partner. You run the sports and leisurewear department in a successful
department store. Your manager has told you that the department must improve its customer
service and develop a luxury personal shopping service. Decide with your partner on six new
services and benefits you are going to offer. Present these to the class.




2,1 About business

BREUNINGER s Lhd]ﬂ. OF upmarkf:t (ltp‘lll‘ﬂ‘lt_ih stares in

Gerrnany, which are Famous for their high stndards of customer

care.- The company, founded in 1881 by Eduaid Breuninget, :
now coisists of a iz u";hlp srorc m Stuttgan: and a Flll‘thf.,l‘ tlurtecn

§ SFOTES ACTOSS Germany

" The stores” offer gentlemens aid ]adleq Fashlon, pnrfumc'
and cosmetics, lmgf.rle, shoes, accessories, sport and ]usurcwear,

househaold goods and lifestyle ptoducts. They

promise their customers 2 taste of ‘the beautiful

w things in life.” The stores themse]ves aré elegane

and stylish and the goods on sale are Lixury, top-’

- of-thé-range items from labels such as Burberry,.

Dmr, Gucci and Yves Saint Laiirent. Brr.umnger'

" bielieves that ‘it is the companys commirment

5 to excellent customer service which makes the
Breuninger shopping experience so special. -

Breuninger have always had an eye for the

comfort and convenicnce of their customers.

They were the first department store in Germany

@ to introduce lifts and escalazors in the lace 1940s and the frsc ro

provide customer parling a few years later. Heinz Breuninger,

grandson of Eduard, broughr back the idea of providing a car

park for his customers from a wip to America in the 1950s. In

1959, Breuninper was the first German deparument store to

2 offer a store card. This forward-thinking decision enabled the

customers to pay without cash, long before it was normal to have

a credic card, Today, over 700,000 customers own a Breuninger

e

store card, C‘.zrc[ holclcrs are. addresscd by rheir name ar the cash
‘desks; they receive special benefirs, mnney—off vouchers and a
w present on their birthday. : S
Today, ‘the stores h:ws an exce pmsml mnge of additional
facilities available for their customers. The Stuttgarr store features
2 hairdresser’s, fashion shows, cosmetic workshops, a café on each
ﬂour, llve_ L!l[LI'EZLlnmLI‘lE in the piano bar, and a children’s room
3 = where children can play and pamt while their
parents shop. - .
" Anather of these facilities is the Breumngcr
luxury shopping service, This service offers a
unique shopping experienice; ‘the: opportunity

atcention  froin. specmlly—tramtd consultanes:
To male this shopping experience as relaxing
as possible, customers send their measurements
i and the colours and scyles they like to the store
s before leaving home. The consultanis then use
this information to choose suitable dothes, When
aluxury customer arrives at the store they are guided to one of the VIP
reserved parking spaces where ane of the consultants meets them, At
the privace fitting rooms champagne or espresso are available while the

s customer chooses from the latest collections fram famous designers.
Breuninger also offer made-to-measure services, free wiloring and
_lusury shoppers can even rake the clothes home to try them on. When

0 to buy the most luxirious items with personal

Fe Ruginess
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Discussion
With a partner discuss the questions,

1 When was the last time you telephoned a company
call centre? Why did you call - to solve a problem,
make an enquiry, for another reason?

2 What was the result of the phone call? Were you
happy with the service?

Reading and vocabulary

Read the article and complete the information ‘ = ;

about how to deal with customers on the phone. Use Customer: ‘My mobile phone

the words in the box to help you. won't make outgoing calls.’

e : SIS s ; Helpline operator; ‘Do you have
the phone with you, sir®

23 _ el fi a 50| Customer: 'Yes, I'nt using it now.’

“'exchange ' " deal with = call back: Helpline operator: ‘Well, the

putthrough--inten phone is working fine, sir. You

- e just called mel’

GREET THE GUSTOW’ER. Wheh you (1) a call from a dissatisfied
customner you need o greet them in a warm manner, Thani the customer for
calling. Remember that when a customer calls to tell thet somethrng is wrong it is
your opportunlty to put it rrght

ASK WHAT THE PROBLEM §$ You need fo find out why ihey are
calling. Simply ask what the problem is and lst them explain. You may not be able
0 (2) ___the problem. Don't say $'m sorry, | can't help,” instead explain
to the customear that you cannot help them and ask for their teiephone number so
that somebody can (3) them _. - . Sometimes the custorner may want
to wait while you [(4) tharm ___to the correct department.

LISTEN CAREFULLY. Remembar the customer may say a lot. You need
to listen and try not io (5) . An angry customer may fake a long time to
axplain what the problem is and sa i is very important that you stay calm and that
you don't (8) . It is & good idea io take notes so that you
are 100% clear about ali of the details. Ask queetlons if they are not telling you the
tnformatron you need 1o know.,

DEF!NE THE PRDBLEM Once the customer has finished axplaining the
problem use your notee to check you have understooci the probtem carrectly.

SUGGEST A SBLUTEON Now that you know all of the details of the
problam you can suggest a solution. Don't blamé ancther department. Make an
apology and suggest a solution. The customer may ask you to refund their money,
they may ask for a (7). on their next order or they might ask to

(8) the goods that they bought for other tems. You also must be realistic.
Don't pramise to deliver 10,000 new parts for naxt weelk if it cannot be done. The
customer wrll be even angrrer next week When the parts don't arnve

GONFIRM 'E'HE SOLUTEON. Oncs you'and the customer

9 . L cenfirm it so that you both understand what

has been decided: Meke sure that the customer knows exaotly what you are gozng
to do and whon you are gozng to do i,

END THE CONVERSA‘T!ON Now that the customer is happy you can
end the conversation. Thank the customer again for calling. It is a good idea to let
the customer (10)_- .~ " _ first, as this gives them a final charice to add




M Further interactive vocabulary practice on the DVD-ROM 2.3 Yecpibnalary

Listening

& 1:25-1:27 Listen to three telephone conversations between customer service assistants and
dissatisfied customers and answer the questions.

1 Why are each of the customers calling?
2  Which of the ‘seven steps’ from the article opposite do the customer service assistants forget
when they answer the call?

Telephone ianguage
Match the beginning with the correct ending to make questions about telephoning.

1 What's the longest you’ve ever been put  a) on hold for?

2 Have you ever hung b) through to the wrong person?

3 Have you ever been put ¢) long should it take them to answer the phone?

4 Do you always ask people to confirm d) your temper when you are talking on the phone?
5 When you call a company, how g) up on somebody?

& Do you lose f) arrangements that you make on the phone?

Work with a partner. Take it in turns to ask and answer the questions.

Reading and discussion
Read the advertisements helow for customer service jobs.

A frie diy, pohte
k_teléphone mainer i§ ©
: '_'essentlai to this role;
i but youil need good

g jj' hste ‘ng s]nll"and the-

T LS
i M«MW T "w-w'*‘"

Which do you think is for a healthcare company and which for an insurance company?

Match the words in bold in the advertisements to the definitions below.

to make someone agree to do something (v)

relationships between you and other people (two words)

caring and open to understanding other people’s problems (adj)

the way you speak on the phone {two words)

the ability to listen (two words)

making someone feel less worried (adj)

if you have this you are friendly and enjoy talking to people (two words)

1
2
3
4
5
6
7

Worl with a partner. You need to find someone for a job as a helpline operator for your
school, university or workplace. They will be responsible for dealing with new customers and
potential students. Decide what five essential skills and qualities they need to have and create a
job advertisement. Compare your advertisement with another pair’s.

The Buginens
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cauritable nou 0
& computer 5ame
.Computers P L :

- singufar and piural form '

uncountable nouns L
same water some n
_advice - -

‘no p!ural form
any
Arethere anji e
‘computers?. - s
Thera isn‘t any_\ ‘ater

: 'questmns and negatwes
with both k|nds of ’
- novins

some - >

"I need some mformancn

- Some files are missing. -

- positive sentences wlth
both types of nouns SRR

“alot {of}. 2

L He’s got a Iot ofreports

“to wnte

 She gave me.a Iat of

- good advice, AR

- posiiive- sentences fur

- Bath kinds: of nouns’;

© much/many, -
T HBW much water is
: there7 : ; o
: HoW many. computers
arg there?*
~mich'ls used for %
questlons wIth 0
uncountable nouns :
~many is used for-
_questions, w;th :
f3--_countable nouns

Q» Grammar referenm page 320

. polite’ requests EERSET '_
* Can or:could are used 2
- for making: pollte Ui
:.'requests They aré:

Hnwever cou!d isa ht‘tl

: _pohte, and js always :
; followed b verp ¥ mg

'nf-fers Vi
. Do you wantl would

Cyoulikemedo s
:-verb are pollte ways
: of o‘f‘fermg todo- "

B Granimar raference page 1217 -

Test yourself: countable and uncountable nouns.

Are these nouns countable or uncountable? Put them into the correct columns in the
table below.

accommodation
overtime

money news information
equipment phone call  heipline

customer
research

company

progress employee

Uncountable nouns

pro gress .

#3 Use the words from the table above and much / many or a /ot to complete the

sentences.
1 Human Resources wants us to reduce our head count: how are
there currently in this department?
2 We've spent of on office equipment this year.

3 I'm worried about the long hours you have been working. How did
you do last month?
4 The director wants an update on the repair work to the building. How
have the builders made?
5 The company is doing of market
customer really thinks of the new product line.

We want to know what that

Test yourself: Polite requests and offers

Complete the telephone conversation with can or would you mind and the verbs from
the hox,

help putmethrough ask calling back give

Receptionist: Niven and Sellars. How (1} I (2) you?

Carlos; Good morning.(3) you (4} to Marco Grella, please?

R: One moment. (5) 1(6} who's calling?

C: My name’s Carlos Torres.

R: Putting you through now, Mr Torres. Oh, Mr Grella's line’s busy. {7)
(8) in ten minutes?

C: No, that's fine. {9) you {10}

R: Certainly, his extensicn number is 357.

C

R

me his direct number, please?

: Thank you. Goodbye.
Goodhbye.

Read the statements below and respond with offers and requests. Use Do you want /
Would you like me to for offers (1-4) and Would you mind +ing for requests (5-6).

It's cold in here. {shut / window)

I think we have run out of photocopier paper. {order more}
These books are heavy! {carry for you)
1 have left the report on my desk. (fetch )

We need to take a break. (make us coffee)
We are going to be late for our next meeting. {drive us station)}

cm AWM




Further interactive grammar practice on the DVD-ROM 2.2 Grammar

A customer survey

B Complete the customer service dialogue using some / any / much / many and the verbs in
brackets in an appropriate form,

A. Hello, this is Arne Schumann from Mainstream Motors. Would you mind (1) {answer)
2) questions about the car you bought from us last month?

B: Well, how (3) time is this going to (4) {talke}? I'm in a bit of a hurry.

A: It won’t take long, only about five minutes. There aren’t very (5) questions.

B: All right then.

A: First I'd like {6) information about the salesman. On a scale of one to ten, how
(7 marks would you (8} {give) him for friendliness?

B: Er, eight.

A: Good. And how (9 marks for competence?

B: What do you mean by ‘competence’? .

A: For example, when you needed (10) advice about which make or model car to buy, was
he able to give it?

B: Oh, I see, yes, he was very good. He gave me (11) really useful advice. I’d give him ten

out of ten for competence. He certainly knew what he was talking about.

: That’s good to hear. You bought the car four weelks ago; can you tell me approximately how
{12) kilometres you've driven in that time?

: Oh, not (13) . The week after [ bought the car, 1 broke my leg.

: Oh, I am sorry to hear that. Are there (14) other drivers in your household?

: My wife can drive but she doesn't likke it. She says there are too (15) other drivers on the
road these days.

. And finally, are there (16} questions you'd like to ask us?

: Not at the moment.

: Well, thank you for your time, goodbye.

B> mrwm

Roleplay

. Work with a partner. You are colleagues who work in the same office, You are both about to
go on holiday tomorrow and you need each other’s help to finish your worlk. Take it in turns to
male requests and offers.

Student A

¢  You need Student B to check your accounts. There is a mistake you can't find!
You both need to change some money. The bank closes in hali an hour.

Your passport is at Student B’s house,

You need to make a conference call to China but you can’t remember how to do it.

Student B
J-1-0a8l8k] + Youneed Student A to give you last month’s sale figures for your report.
“Search for 'er ké'yb d ~ = You both need to check your flight departure times but Student A has no Internet connection
e at the moment.
s Your suitcase is broken.
*  You need to write six different emails in English about the project you and Student A are
working on.

© polite requests to learn
. mare about making
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SRR

Discussion

Worlk with a partner. What kind of complaints would you expect the following types of

business to receive: an airline, an advertising agency, a bank, a mobile phone company, a

computer manufacturer?

Listening for gist

what solution is suggested?

Listening for detail
Listen again and complete the expressions.

Conversation 1

1 T'm sorry Mr Rossi.
2 Tunderstand Mr Rossi and
3 Canwe to help you with this?

Conversation 2
4 That must

Cenversation 3

5 Illlook straight away.
6 What is...
Conversation 4

7 Um sorry that.

8 Letme see do.

Dealing with problems
Match the problems to the correct solutions.

I can'’t access my accounts. [
You've charged me twice for my ticket. []

The meeting room’s been double-booked. []
The delivery hasn't arrived yet. [ ]
The service in this restaurant is terrible. [ ]

1
2
3
4
5
6
7
8

We’ll credit your account.
We'll send somebody to fix it immediately.

Just ignore the second bill.

& 2ogE

Please have a dessert on the house.

'l call the driver and ask him where he is.

g) Tll check and see if another room is available.
h) We'll send 100 more to you today.

S

You've sent me a bill but I've already paid it. [
The photocopier's broken down again. It was only repaired last weelk. ]

We’ve only been sent 300 parts, we ordered 400. [}

You need to install a new version of the software.

£ 1:28-1:31 Listen to four customers complaining. What is each customer’s problem and

SOITY.
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B Intaractive pronunciation practice on the DVD-ROM 2.4 Speaking

Describing and dealing with problems
Use the pictures to malke mini dialogues with your partner.

Example:

A My son’s toy robot broke as soon as he took it out of the box. He never even played
with it!

B I'm sorry to hear that, sir. We'll send you a new one.

RURES]

o
ACHE
=iy

It is important to show interest and understanding when dealing with customers on the
phone. Look at expressions 1-6 and match them with functions a) to f).

1 OK/ Right / Uh-huh &) You are listening

2 That must have been very difficult for you. b) You understand

3 [I've pgot that. ¢) You are surprised

4 1see, d) You sympathize with the customer
5 Is that acceptable / OK? e) You have the information

6 Really? f) Check that the caller agrees
Roleplay

Work with a partner. Think of a time when you had a serious problem with goods or services
and you wanted to complain to somebody about it. Use the flow chart to have a conversation with
your partner, Prepare the conversation and malke notes of all that you want to complain about
before you begin. Take it in turns to complain and to handle the complaint.
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Discussion

do you find the most annoying when you are trying to complain?

Read an email from a dissatisfied customer and answer the questions.

1 What is the problem?
2 What action does she want?

Work with a partner. Look at the box. What do you do when these things happen? Which

L Search Malthos

Dear Sir / Madam,

I am writing in connection with a problem | encountered when buying tickets on
your website for the International Car Exhibition.

| tried to buy two tickets via your website the first day they went on sale. | selected
twa €30 tickets and clicked the submit button. Nothing happened so | went back
and tried again. This time | saw a message saying that | had bought two tickets.
When | checked my bank account later €120 had been taken,

1 called your customer helpline and | was put on hold for ten minutes. When |
finally spoke to somebody they told me tickets are non-refundable and that they
couldn’t do anything.

This is unacceptable and | expect an immediate refund on the two extra tickets.
Regards,

Alison Aloisi

Phe Buniness



f:?:"'_‘_f??“ Further interactive writing practice and model business documents on the DVD-ROM 2.5 Writing

Reading and ordering

Read the email that Franz Reynolds wrote in response to Alison’s complaint and put it into

the correct order.

4 Delets  Reply Reply all For

... Search Mallbox ; .

Subiaect: RE Ticket refund (Order 769246 / IT)

franz Reynolds. Customer relations manager.

We are sending you two free tickets for the exhibition and a refund of €120 as an apology.

I am also sorry to hear that you were dissatisfied with our customer helpline. We take all
complaints in this area very seriously and | apologize for the way your enquiry was handled.

We had some problems with the server because of the large number of people who were
buying tickets at the same time. There was a technical problem and we are working to
resolve every case where customers were charged the wrong amount.

Dear Ms Aloisi,

t am writing in relation to the problem that you encountered when buying tickets for the
International Car Exhibition. Please accept our sincere apologies for this problem.

We hope that you enjoy the exhibition.

Best wishes,

" Introducing 2

" Apologizing Explaining: .~ " . " Promising action

. l'am writing in relation'~ - Please accept our sincere  * There was a technical -~ We are sending you two
Ctoan DB apologies for this problem. “problem with... =~~~ free tickets.
Writing

You have received an email about one of the problems below. Write an email in response,

explain the cause of the problem and promise action.

1

2

A customer ordered a computer from your online shop. The delivery arrived on time but some
of the components are missing.

You run a private language school. A yoga group uses one of your rooms every Wednesday
evening. They have received a bill even though they paid tor this month two weels ago.

Your company sells high quality caltes. One of your customers recently ordered a birthday
calce for their 90 year old grandmother. When the cake was delivered it had 19 on it.

A customer tried to take €230 from one of your cash points {ATM) at a motorway service
station. The machine only paid out €50 but €250 was taken from their account.

The Business
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Discussion
Do you ever stay in hotels? Discuss the questions with a partner.

1 Which are the best and the worst hotels that you have stayed in? Why?
2 Agree on three facilities or services which your ideal hotel could offer to its customers.

Listening for detail

A & 132 Jan Van der Vaart organized this year’s sales conference at the recently restored
Panorama Hotel in Sicily. He is checking in with a number of colleagues. Listen and answer
the questions.

How many premium class rooms did Mr Van der Vaart book?
What dates did he book the rooms for?

Are there any more rooms available?

What solution does the receptionist suggest?

AN~

Discussion
Work with a partner and discuss the questions.

1 What do you think of the solution that was suggested?
2  What other solutions could the receptionist suggest?
3 What do you think Mr Van der Vaart should do?

Reading for detail

Mr Van der Vaart was unhappy with his stay at the Panorama Hotel. Read his letter of
complaint to the manager. What six complaints does he malke?

28
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o Further interactive proklem-solving on the DVD-ROM 2.6 Case study

Discussion

How can the hotel respond to these complaints? Work with a partner. Decide if the
complamts are reasonable.

You are going to read some more information abowut the complaints. Student A turn to
page 117 and Student B turn to page 111. Look at the list of complaints again. Does the new
information affect your decisions in exercise 57

Writing
You are Mr Lando, the manager of the Panorama Hotel. Write a lefter in response to Mr

Van der Vaart’s complaint. Apologize and suggest action for the complaints that you think are
reasonable.

: Mr Vaii tier Vaart

L *'Sales Manager. -
St i e v Electronics RDC
oo Mrlando oLt e Kerkstrdat 26
- Hotel Manager -0 o000 e 0 EindHoven'
PanoramaHotel * . Holland -
. Via Umberto. ' O S E RPN R :
'."Sicily

February 10“‘ 2008

Dear Mr Lando, .

. Tam wutmg n reiat:on to the marketmg conference that my
- company held at your hotel from G to 8“‘ of February th1s year.

" When we arrived at the hotel the recept:omst told’ us there
Sl were only eight rooms avatlable. There were nine people from
. _Electromcs RDC attendmg the conference and so two of my

S col]eagues had to share one TOOm. Th]s was very 1nconven1er1t

y Also, some of my colIeagues complamed that the hotei was too
fioisy for them at night, There was a lot of noise and this stopped
them from sleepmg.-At‘ the conference they felt tired and sleepy.

" Other colleagues said there was a strong smell of smoke in their -

: 'rooms which was riot very nice. Some of the rooms were too cold

“and my colieagues were not able to turn the heatmg up They had

to ask for extra b]ankctq to keep warm,

'I'he conference centre was aiso too. far away from the hotel In
 the other Panorama hoteis we have used, the conference facilities
5 were in tlie hotel. If yours we had to get'a bus down the coast to
' the conference centre and thls wasted alot of t1me. :

> When we checked out of the hotel we notlcect that the pnce on
' display for the premium class rooms was cheaper than the price
- 'we paid when we booked online; This i$ unacceptable. Electronics
' RDC use Panorama hotels regularly We are Gold Class rnembers
. and expect better semce than thls. -

- . I expect a reply from you Wlthm ten days. :

Yours smcerely,

.3' an \)'Ma dar \)rmr‘f' i
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Make expressions about working in a foreign country

bymatching gach verb to a phrase a)-f) below.

d)
€)

)

spend ... ]
climb ... O]
draw ... 1
respect ... O
withdraw ... T ]
wirl ...

... the career ladder

... the culture of the country you wish to work in

... an application for a job if you think the company
isi't serious

... time abroad

... trust by adapting to the local culture

... attention to relevant sections on your CV

Fill in the missing letters in these paragraphs about

everyday problems when living abroad,

1

Your em___yer might help you to find an apartment,
or you can use the Internet to find places tor__t. View
the apartment first before you s__n a contract and give
a dep__it to the land___d. Check whether the bi__s
are included in the rent, and also how much n__ice you
need to give when you wanttom___ o__
To open a bank ace___t, you will need to show proof
of ear___gs, and that this salary will be paid into this
account. If you spend move than you earn, vou may
have to pay for the over____ft on your account. You will
get a credit card from your bank, but check the rules
carefully before yous___ u_.
If you need medical tr___ment you will be treated by
the national h___th service of the country where you
live, Your employer might give you the chance to join
_____ ce scheme that helps to pay for private
treatment.
When buying a mobile phone, you choose the pro__der
and then pay for a monthly contract. Aiternatively, you
can have a prepaid pa__age that allows you to make
regular t_p-u_s. These days, many providers also offer
wireless internet access, so you won't needal __linein

your apartment.

Fill in each gap with one of these prepositions: about,

by, for, from, into, off, on, out, with. A preposition may be
used more than once.

LT I S

O Wo -~y W

to be an assignment in a foreign couniry

your apartment might be provided you

use the Internet to look places to rent

you can live a tocal family to learn the
culture

to pay your monthly salary an account

to deduct payments an account

to pay private medical treatment

to be treated the national health service

you can take an insurance policy

with a prepaid pacliage you can cut the service
whenever you want

# Complete the dialogue with present simple forms
(positive/negative/guestion) of the main verbs in the box,
Use contractions (ke is & he’s) where possible.

A: So,you'!

a Human Resource Manager. How
interesting! What exactly 2 you in your
job?

B: Well, I# a lot of meetings related to company
policy development, and of course I 4 candidates
for jobs.

A: And how big is the HR department in your company?

B: Well, we 3 many people in the HR section

- only me and two others. So you can’t really call ita
department!

A: And your husband -~ what ¢ he_ 7

B: He’ a computer programmer. But, I have to say,
he ® really his job very much. In fact he
E to change jobs.

Al sure he'll find a new job very easily, there are

always jobs in the IT sector.

Fill in each gap with in, o or at.

1 Monday 7 August 241
2 the evening 8 summer

3 the end of the week Ej 11 0’clock
4 the weekend {(UK) 10 January

5 the weekend (US) 11 lunchiime
6 _.__ Christmas 12 the 1990s

The phrases below are used for small tall, but the

words in bold are all in the wrong sentences. Put them
back into the correct sentence.

1
2
3
4
5
6
7
8

Enjoy was your weekend?

I can’t believe how go it is.

Did you have a good talking here?
It’s busy weather today.

Sorry but T have to lovely now.

It's been nice to journey you.

Nice meet to you.

How the rest of the conference.

Match each word or phrase on the left with one on the
right with a similar meaning.

1 Thank you for a) Can you

2 With regard to b) See you

3 l'would be grateful if you could ¢) more

4  Please accept my apologies d) Re

5 Ilook forward to meeting you e) All the best
6 With best regards fy Thanks for
7 further g) need

8 require h} I'm sorry

Are the phrases on the right more formal or more informal?
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Fill in the missing letters in these services and benefits
that shops can offer their customers:

Facilities: cu

er parking / ch___care / private {___ing 5
rooms / beau__ sal__ / haird

ers/

cosmetic wor___ops / café oneach {___r/liveenter____
ment
Services: alier____n services / made-to-mea__re services /
gift wr___ing / home del__ery 1
Financial services and benefits: money-off v__cher / sto__
card / special o__ers / refu__s )
Match each item in the box to its definition below.
Then translate the words into your own language. z
;
6
7
1 used in homes, or relating to homes g

2 money that you get back if you return goods that you

do not like
3 moving stairs that take people from one level of a
building to the next
the way that someone lives, including their work, their
activities and what they own
5 the paper or plastic that covers something that you buy

1

& something that helps you to avoid wasting time and 2
effort

7 used in the phrase ' roont’ to mean a room in a 3
shop where you can put on clothes before buying them 4

8 made to a particular size (= tailor-made)

a piece of paper that you buy something with (instead
of using money)
the biggest, most important, or best thing in a group
{an idea that comes from the navy)

1
=8 Make phrases used in customer care by matching a 2
verb from the left to the words on the right. 3
1 pgreet a} with the problem, if you can ;1
2 findout b) notto interrupt
3 let ¢) why the customer is calling 6
4 deal d) the customer in a warm manner
5 try g) the customer explain the problem
6 stay f) by thanking the customer for calling 1
7 take g) the solution after you have both agreed 5
8 suggest h} notes so you are clear about the details 5
9 confirm i) calm and don’t lose your temper
10 end i) asolution, without blaming anyone 4
Complete the sentences from advertisements for 3
customer service jobs using these words: existing, iandle,
interpersonal, manner, outgoing, personality, potential, 6
reassuring, skills, telephone. ;
1 You'll receive a lot of calls, so you'll need a friendly,
polite _____
2 Customers may be worried or angry, so you'll need the
ability to be

3

You will be naturally sympathetic, and beableto ___
sensitive conversations.

You will come into contact with a variety of different
people so you will need an and good

You need the confidence to speak to and
customers about our services, and the ability to
persuade.

£ Underline the correct word in each pair in ffalics.

How much/many money/monies did we make last
month?

How much/many employee/employees worlk in their
company?

We didn't get much/many order/orders at the trade fair,
I didn't get much/many help/helps from him,

She gave me a lot/a lot of useful advice/advices.

Do you have some/any information/informations
about this project?

We have some/any equipment that is/are very out-of-
date.

They didn't do some/any research/researches before
faunching the product.

Malce requests and offers using the words below. You

may have to add waords, or change the form (e.g. change to
-ing form).

Could / open the door / for me?
Could vou open the door far me?
Would / mind / open the door / for me?

Do / want / to open the door / for you?

Would you / me / open the door / for you?

Complete the phrases used when dealing with

problems on the phone. Choose the best endings.

We'll credit

We'll send somebody
Just ignore

F'll call the driver

I'll check and see if
We'll send 100

... the second bill.

.. your account.

... to repair it immediately.

.. more to you today.

.. and ask him where he is.
.. another room is available.

¢ Put the words into the correct order to make phrases
used when dealing with problems by email.

I am writing to your recent problem in relation

Please sincere apologies our accept

We apologize that this has caused for any
inconvenience

We have some technical problems been experiencing
We are working these problems to resolve as possible as
s00n

We will be exchange to happy the items

We can you offer a 10% discount your next on order
We will into this problem look immediately

Fhe Business
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Listening for detail

the notes below.

. {"""’A .f“"’“"“‘ {‘HM %”_W" {"'"“‘""o {""’ f&-‘“”“’s g;‘,'"‘""“% g"""‘"‘.

'ﬂ/u; orﬁawka’r ion of warK in 1’ f/w, ’UlK

@ W

& 1:33 Listen to Andrea Livingstone giving a lecture on work organization and complete

: :"'Tln,e, domai‘ fie S}Tsf’em

o '_‘l'ha ‘Paci“ar% S}TS‘f'&m

- T 1’bus S‘?’S'f’em people worked aF (l)

. The whofe -meﬂﬁ made ﬁems a#d soici ﬂn.am M’

..(2,}

- Paopie, worked part-time a«nd produchw wils sf.vw

_ Tln,e wor](slnﬂp S’Hsf e

- First fact bwi’r in (5)
: Aerrlgb\.f' L

- Produetion wasg wucb'. ( ;,)
- ca«d:hws were bad

-"\J rg cimilar o dowestio | sa‘ BT

Pegple were orgaw&ad bﬁ it subca%frﬁc‘.’fur - smrllm-

S tea (3)

qulluas Hsed tie SMb!LU‘K‘i'Y‘IJl&‘f’W i mo.{'armis e

{11 _

Kept oll the Prqﬁ%s_ o

o ) RS TR P TR g, . . - . . .
S e IR N i e it SR
s AR 0 e A St __W\.*@w_}mwﬁ

Reading for gist

headmgs above each section.

' 'ﬂ/ui sti’-—Pmci’or}T S‘}Tsfﬂm

- Var‘ﬁ smuﬂar 1'0 ba—Fara Lo

. M bf’« fﬂ-’Mmﬂms ‘Mf wzadad in 1’ lM’- Fuf' 'mra”
o No = w:iﬁ mad bwllis fo {8) Cipad
: :P—-uamears Jra hl-?-'ﬂd ﬂn.e |-Luo.tmmes :

Hfudfutahmm mave.d m’ru Faci‘me,s TR
b ' Rmhmrd

b'uf:‘ war](ma

(1

is vn.uaf.m wore: ndva-uaad

} Now read the text about a system of work organization used in Japan, and write the

Reading for detail

1
2
3
4
5
6
7
8

: Read the text again and marl the sentences T (true) or F (false).

The Toyota Production System started 100 years ago in Japan, []

Toyota’s machines are multi-purpose. They are able to produce more than one part. [ ]
Lean manufacturing is another name for the TPS. []

Toyota’s employees are involved in the production process. [ ]

Just-in-time means that parts are ordered once a month. [ ]

The company is important to Japanese employees. [ ]

The TPS means that the environment the employees work in is less dangerous. [ ]

The TPS is successful all over the world. [_]

{1 Match the terms relating to TPS on the left with the definitions on the right.

1 Kaizen a) in this process stock is only ardered when it is needed - not before.
2 Just-in-time b) a system that aims to produce more, using less. The removal
3 Lean of waste (waste = anything that does not add to the final product).
Search far the keywords . manufacturing ¢) continually making small improvements which lead to greater
© lean manufacturing, . - effectiveness and higher quality.
: kadvantages or Iean :
: 'manufactunng, e .

- "drsadvantages to find® L|Sten‘ng for gist

‘out more about. the prus. >
“and consof. this syster. -
CTell'a partner what yuu :

f_read

his company.

1 What went wrong?
2 Why didn't it work?

| & 1:3a Listen to Eric Novak, a manager, talking about when he tried to introduce TPS in
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: By ‘the 19705, car productmn in Europe and Amerlca was huge.

o

o waitmg to be bought In }apan however thmgs were dszerent

3.1 About business

a5

. When 1mpiemented successfully, ﬂ1e 'H’S is'a qutemahc way to :
"satisfy customer needs and create meanmgful work for every-

member of an orgamzahon. : :

The results of TPS are superior products and service quallry, short

x lead times, low costs and a safe (physically, professwnaily and :
emotwnally) workmg enwmnment for the employees. o

Alth'ough lean’ ma;iuf_éichu'ing is s'preading frc_')m' the' car 'factory: o
to other industries, manufacturers around the world who try to°/
s implement the TPS arenotalways successful, One of the reasons for
this is that companies which have been running mass productmn .
systems sometimes find it difficult to adjust. Addmonaily, in the:
West, where employees think of themselvés before the Comp ; ny," .
Demand was high and cars were mass-praduced on an enormous - it is more difficult for Employees to adapt tothe TPS.
scale. But when démand ‘changed, and mass production methods
didn’t, thousands of unsold: vehicles sat outside the factories::

" made Toyota more ﬂeubie and abIe to réact qmckly to customers &

3 .
=

T

R

' The Toyota Productlon System (TPS) was deve]oped in the mlddle

w on produc:mg faulty or 1ncorrect par%s.

of the last century by a Toyota manager named Taiichi Ohng. It
created the most efficient car production system in the world.
Instead of using machines that built only one specific part, Toyota
designed machines’ that could produce many different parts, This

changmg needs. e

By the 19905, the: term Lean Manufacturmg was bemg used 6
describe TPS. Lean manufacturing combines the best elements of -
craftwork and mass production. It uses less labour, less machinery;
less space and less time. The aim of lean’ manufacturing is to
eliminate all defects, If Something goes wrong & worker canl stop
the whole production line and deal with the problem immediately.
If the worker didn’t miake this decision, production’ could carry

At Toyota “the ]ust -in-timme system makes stores or W"irehour.a :
unnecessary because parts-are only produced or ordered ‘when
they are needed. This means that costs are cut, and mrnovt.r
is mcreased

Toyota has more success w1th lean manufacturmg than other
companies because all their employees have a clear understanding:
of the objective and are totally committed to krizen, the Japanese
term for continuous improvement. Importantly, Toyota emp!oyees :
1c§enhfy strnng[y thh theu' company :

Listening for detail
Listen to the manager again and fill in the flow chart.

Employees felf
uncomfortable

Discussion

In small groups discuss the questions about lean manufacturing.

What are the advantages and disadvantages of lean manufacturing?

Can you think of any companies that lean manufacturing would work very well/badly for?
3 What etfects would lean manufacturing have on a company? Think about emplayees,
customers, equipment, premises.

1
2
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Discussion

iez: Work with a partner. What do you know about changes in the aviation industry? Are
things improving for a) small airlines, b) large airlines, ¢) passengers, d) the environment and
e} airline staff?

Reading for detail

4 Read a report about the recent performance of ScotAir, a large passenger airline. The
words in bold describe different parts of the graph. Write the numbers in the correct place on
the graph.

ScotAir’s recent performance

and trends in the passenger air travel industry =~

NEW LOST-COST SUBSIDIARY _
Last year was a good year for the passenger aviation industry; the
overall number of passengers (1) went up, and the trend continued into
this year. We expect passenger numbars to continue ta {2) increase
for some time. However, our profits began to {3) fall at the beginning
of the year. The reason far this was the arrival of twe new low-cost
competitors, The last few manths have nat been sasy, but we hape
that this difficult phase is now coming to an and. As soon as we gef
the green light, we plan to buy three more planes to add tu our flest,
With these planes and the resources already availabte ta us - crew, our
existing planes, airport siofs, ete. - we intend to sef up a new low-cost
TS : i . subsidiary. This will be a milestone in our company's histary. For many
ASTYEAR. - - THISYEAR ...~ & Years,our percentage of the market (4) remained steady, but it
ST bevprsrermemmrrre (9) WEAL down for the first time ever at the beginning of the year.
However, with our new subsidiary we expect it to (6) grow again. We've
set ourselves a deadline: to become the market lgader once again by
the end of next year. e

it "
R T s
e B R o

L priits

- tolal at
Cl atling e
i, passengers

- peri:amage'_
1 ol thg market -

e forimg s g, e xS e T .
B R T e R B s S R ST,

Describing trends

Find four pairs of opposites in the box below. Then write them in the table in the correct
column.

Z7 What are the past simple forms of the verbs in 37

Project planning terms
EZ2 Match a word on the left with the correct definition on the right.

1 resources a) a particular period of time during the development of something

2 milestone b} a specific time or date by which you have to do something

3 green light ¢} something such as money, workers, or equipment that can be used
4 deadline to help an institution or business

53 phase d) the official approval to go ahead with something

e) an event or achievement that marks an important stage in a project

Listening for gist

i & +.35 Listen to Ms Bloom, a research scientist, in a meeting with an airline company.
What is the problem they discuss, and what is Ms Bloom’s soiution?
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Further interactive vocabulary practice on the DVD-ROM

A
I

Yocabuiary

[l

Listening for detail - trends

Listen to the meeting again and fill in the missing verbs to complete these descriptions of trends.

The number of international airports is

The number of people who are subjected to aircraft noise is

As the cost of airfares , the demand for flights .

We are aimingto ____ noise levels by 99%.

While costs are , unfortunately our level of funding is )

This would the utilization of the aircraft and at the same time your overall costs.
That means that the local economy would

1
2
3
4
5
6
7

Reformulation
In your own words, explain the benefits of the silent plane to your pariner.

Listening for detail _
@ 36 The month is November You are the count.ll:ot a

all 1sland that has recentiy been

10000 . : sy e e .TUUD
9000 ~ - - : 930 ~i-
BOOD — : 800 -
7000 — : ‘ [PPSR . . 700 i
6000 R : R — 500 ]
FoT0 0o T P : : 500 - :
ADQD o s e e S Ty [ JE SR —
3000 - BON e
Pl 0] u]o R S 200 -~
1000 [T ¢ R PP
T H 1 . i t b . £
January April July Qetoher January Junuary Apsil July Qclaber January

100 —
P ‘

T O FEUS ST
70 -]
60 —
50 —
40 |
an - -
20 i -
10—

100

H H i 1 H i E L
January Aprit Juky Oclober January January Aprli July Oelober January

Describing trends

Work in groups of three. Student A look at page 112. Student B look at page 110. Student C
look at page 115. Describe your graph to your group. Listen and fill in the trends on the graph.

Discussion

You have $2.5 million to spend on improving the island. Work in groups of three. Student A
look at page 112. Student B look at page 110. Student C look at page 115, Use the information
and the graphs to make a project plan timeline. Set priorities, label the ditferent phases, set
yourselves deadlines and write a plan of action.
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. ‘Present contintious . -
Sa.'es frgure are gomg .
Cupstt i
. 'fslare +verb't Ing
an actlun in: progress

p- Grammar réferénce pééé'122 i

- Adverhs of manner. - :
- Shares in the company i

B> Grammar reference page 123

P:iegent""sim'b'lé 'p'as’si\.'ref

P Gl_'a.rni'_nn"l“ ::gfer'ch'eipuégé 123 e

Test yourself: Present continuous

Complete the text about the wine industry in California using the present continuous
form of the verbs in brackets.

The sunny west coast state of California currently produces more than 90% of all US
wine. In the past very little of this was organic, but the US wine industry
{1 {(go) through a large and important change.

The popuiation of California (2) (grow) by half a million every year, and more
people live next to farms and vineyards than ever before. Because wine growers
traditionally use a lot of pesticides, people are concerned about their healith, Now
many wine growers want to be good neighbours and (3) {change) over to
organic methods.

By moving away from canventional methods, growers (4) {reduce) the amount
of pesticides they use. Instead of pesticides, some of them use bats and owls to keep
bugs under control,

Many wine producers (5) also (realise) that sustainable, chemical-free
farming makes good economic sense, in addition to being heaithier. At first the change
to an organic system increases costs by 10 to 15%. But the demand for organic wines
(&) (grow) every year and sales (7) {go up}, 50 the initial cost is justified.
With this changing trend in production, the guality of organic wines (8)
(improve) all the time. This is very good news for consumers, Organic wines taste better
than ever before and prices (9) {fall).

And sales of organic wine (10) {increase) not only in the USA, but also in

such far-flung countries as Japan, France and Argentina. The future looks very bright
(green!) for organic wines.

Test yourself: Adverbs

Complete the sentences using adverbs of manner.

1 There is a slow decrease in sales of tobacco at the moment.
Tobacco sales are decreasing
2 There was a guick growth in the organic foods market last month.
The organic foods market grew tast month.
3 1think there will be & sharp rise in the share price of Hussein Solar Power Plc very
saon.
| think the price of shares in Hussein Solar Power Plc will rise
4 Every day there is a slight improvement in our production process.
Our production process is improving every day.
5 Oursales in Japan are very good at the moment.
Our products are selling very in Japan at the moment.
6 There is a steady fall at the moment in the amount of waste produced by our
factory.
The amount of waste we produce is falling

very soon.
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Underline two present simple passive forms in the sentences below about Dr Hauschka
skincare products.

Dr Hauschka skincare products are manufactured by Wala, a world leader in the
production of natural medicines and related products. Wala are very careful to make sure
that only organic, natural ingredients are used in the process,

Complete the description below of the process for manufacturing Dr Hauschka's Rose
Cream. Use the present simple passive form of the verbs in the box.

seil  store

involve

distribute

make

grow

send

5 The rose cream

Around 150 people —_in the production of Br Hauschka’s Rose Cream.

2 Theplants ____ under strict organic conditions in the company’s own pesticide-free
garden, .

3 They _____ for a year under special conditions before they ___ t0 the laboratory.

4  All Dr Hauschka products — by hand, not by machines.
all over the world and

in over 40 countries.

Describing a trend

2 on page 34,

deay B years
from now

510

Share price

T T
Z days ago  yesterday todey  tomorrow

Time in minutes

Sales / Year {thousands}

Worlc with a partner. Describe the trend shown in each diagram below. Look back at exercise

Last year

How

3 yaars
ago

2 years Last
ago year

Describing a process

Waork with a partner. Use the present simple passive to describe the process shown in the

pictures below. Take it in turns to describe each step. Use the verbs in the box.

The Business
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- Search for'the keywords: :
" bad presentations to . °
oot ottode
 when:you aré giving a -

presentation

Discussion

51 Work with a partner and discuss the questions about presentations.

1 Why do people give presentations?
2 Have you ever given a presentation?
3 When you give a presentation what are the most important things to remember?

Signposting language

Put the words in the ilustration below in the correct order to malke some useful
presentation language.

Listening
| & 1:37 Now listen and check your answers to 2.

Listening for detail

& 138 Listen to a short presentation given by Sonia Padron Perez frem DMC Woaod.
Answer the questions below.

I What is Sonia’s job?
When was the biggest fall in sales figures?

2
3  Why did the sales increase in September?
4  What is the name of the new maodel that Sonia introduces?

Listen to the presentation again. Match the phrases 1-6 to a)-f}.

1 F'dlike to start hy a) we'll look at how this has affected our share prices.

2 First of all b) our share prices: the next slide shows us ..,

3 After that ¢} giving you a short overview of today’s presentation,

4 Moving on to d} showing you how we aim to reach this target.

5 Let’sgoback and look at ) we’re going to look at the sales figures for the last two years.
6 T'd like to finish by f) the first slide again.

I'd / to / start /
like / by

“on/Moving

o fto




Interactive pronunciation practice on the DVD-ROM

3.4 speaking

Giving a presentation

prepare a short presentation,

Wivie Produ.d'lon " Ca1 Forn-a

- C,un’nml'l)) produces meore *Hr\an
He US :
D e oy a small Paracn%aj& s crﬁaﬁnc
e This s c.hanjmﬁ / ew trend.

- Srogniz wivics s more e.»cge.ns.ve. 7 F.rn'.cr, Eér .b.D.H’._le’
s 'Fc\'ilmj as Sales Werease e
. Sales of arﬁm;.: Wine nErensing b/v 107 a 7car N
. He.nl%h & wiealth: are mﬂucnr_mﬂ sales

. Good news, e future locks green:

Worlc in smali groups.

Worlk in small groups. Use the phrases from 5 and
the information on the presentation note cards below to

90'7 'F thc. Wllﬂ& I

s A 2
.

I
i

Sales Jrrem::ls Fcr maﬁxrql
c,o5me,+ac.5 " Europe, g

.SblcPS S

A7 :nt h:ﬂ'ql :.::Srv\e“f'u& sales

NGJ’LI.Y’C\' i ‘,mc,hc. sales
fast vate

The saies ﬁurcs are daul—;lmg
BaHe_.r dlS‘*‘flbUhcﬂ Fa™

igher customer demand -
Nafural Mjrcdue,nf's / ctt_mh* / fewer slein Prab!nms
Premitin '::mﬂds like Aveda and Dr Hauschieq are.
ba:.cmm_g Vcr)f Papular

Seld i P‘narch,ne.sj supc,rmnrl-e.f's and hcal%ln ‘Facd

" Eurape. are mc.requj qf o

ever )f 2-3 Iye,.:\rs

anling., Sqle.s ereasin

The marleet share: s ia\jlm:sf b C.erman/v cmd Aus’rr-q / :

You worl in the marketing department for the companies

that make one of the products above. You are going
to give a presentation to a number of people who are
interested in investing in your products.

Prepare a three-minute presentation to give to the rest

your class. Use the note cards from 6 and the phrases
from 5 to help you.

Your class will decide which company they want to
invest in,

look fLet’S /

_back / and /-
go_/ at

-Numlpe.r c‘F ‘nl'e,mthnql a:rporJrS man-,asm

: _Pnss;;njer num!:vars / wvoise / palluhcn mc,re,nsfng

Aiving to! decvedse naise by S57. x
Engines. i ab::\fa ‘Hna w-m_gs 7 nolsdwull ja -""l';’} 'v:ié{" dcwn .
Single: wing: /- mare. 'Fue,l-cﬂ:.meﬁ' P
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Discussion

Work with a partner. Read the text below and answer the guestions.

1 Would you like to go to this exhibition? Why? Why not?
2  Why do you think companies attend exhibitions and conventions like this?

e

'_ THE INTERNATIONAL Conﬁﬁ eh w1th comic book professmnals,

-~ Conventiol, is an annual comic * - film previews, the chance to talk to

" book exhibition, It is a fabulous ' . representatives of comic book and
**four-day event (Thirsday to . - ' video game compariies. In addition -

- Sunday) held during the summer to this there are evening events
“:in Seattle, at the Seattle Convention: -~ such as awards ceremonies and .

~ Center, Originally it showcased . fantastic costume contests.
" -comic books but the exhibition has * - Like most exhibitions and " -
L expa nded over the years and it - conventions, the International - .-

- now mcludes atmmarb workshops Comic Convention features a -

P T "w’*‘"""‘“‘*"ﬁ», e :
T -”"““’GA—-&AM&W L —— e, e T gt e

Describing a stand

below.

B N A

40

large amnunt of ﬂoor space for
exhibitors. These include media -
companies as well as comic- -
book dealers and collectors, The
convention is one of the largest -

of its kind in the United States.:
When it started in 1972 there were
only-115 attendecs, In 2007 more:
than 115,000 people visited the -
convention —and it is still growing, -

A et T e,

T e :

Look at the illustration of the exhibition stand and fill in the labels using the information
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II’IVD-!_lzﬁl_'“ Further interactive writing practice and model business documents on the DVD-RGM 3.5 Writing

Discussion

You work for Coded Comics, a company that makes comics for children who are younger
than 10. You received this email from your boss about the International Comic Convention. With
a partner discuss the questions that Mr Gomez asks in the email.

Search Mailliox

%ubjaect: Our company's stand at the International Comic Convention
To: Marketing Department

It's time to start thinking about our stand at the International Comic Convention in

Seattle in September. As this is the first time our company will be represented at this

convention I'd like you to think about the following points:

s How big should the stand be?

Where is the best place to put the stand?

What kind of image do we want to put across?

What should we display, and how should we display it?

What kind of freebies should

we provide?

* How are we going to make
sure we look different to the
other stands?

LOADG
By

v
2
3
2
£

SEAlRG
AEEA

GINTRAL
CATERIG

Please make notes and bring
them to the meeting on
Thursday afternoon.

Luis Gomez
Head of Sales

SEATI
ARZA

Sequencing and imperatives

| Read the instructions for planning a stand at a convention. Use the words in the box to fill in
the spaces.

There are many things to think about when planning your stand at a convention or trade fair,
Here are some ideas to get you started.

e 1 , decide on the budget for the stand.

s 2 , choose the size and the location of the stand.

* 3 , design the stand (shelving scheme, display area).

e 4 you book stand space with the exhibition organizers,

s 5) to think about your colour scheme, graphic panels, and audic-visual
equipment.

* f) __, organize the logistics of the delivery (stand, publicity, products).

e 7 , set up the stand.

Speaking

t=i In pairs, decide how you want your stand for the exhibition to look. Use the advice in exercise
4 to give you some ideas.

Writing

5 You are the head of the Marketing Department at Coded Comics. Write an emaii to your
marketing team about your stand requirements for the International Comic Convention
exhibition. You need to tell your team about the exhibition, include information about what the
team need to do, and in which order they should do it. Don't forget to include approximate figures
and sizes. Remember that this is the first time you have had a stand at the exhibition so your
instructions need to be very clear.
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: When Pan Am began the ﬁrst passenger service
. across the Atlantic from New York to France in
1939, a one-way ticket cost $375. That's about
- $4,000 in today’s money. These days a ticket on
the same route can cost you as little as $250.
" In the past, if you wanted to fly commercially
you had to book a seat on traditional, or national,
- airlines such as British Airways, Lufthansa or Air
France. There were strict rules and the airlines
‘were often accused of ‘price-fixing'.
- In the 1950s only the rich could afford the £70 retuln tare from -
' Engiand to Nice. It doesn’t sound much, but that’s equivalent {o
about £1,500 today. Now this has all changed. Today, easy]et w111 ﬂy
you to Nice for less than £15 each way. '
- New budget airlines are appearing all the time, and most natlonal
B alrlmes now have their own budget subsidiary. Fares are cheap, food
" ‘and drinks are not included, there is no seat allocation and the planes
- are often second-hand. However, it seems that most passengers will
put up with a bit of discomfort in order to fly cheaply, But what
about the effects budget airlines have on their employees and the
environment?

g,

Discussion
How important are these things for you when you fly?

Rate the following as: A (very important), B {importani) or C (not important).

free in-flight food [0 wide seats ] seat allocation |
free headphones [ seatback TV (] friendly cabin crew  []
carbon footprini of flight []  fast check-in [0 free in-flight drinks [
a lot of legroom [ free newspapers or magazines [ ] a clean and tidy plane []

Compare your answers with a partner.

Reading for gist

Read the article about changes in passenger air travel over the last 70 years. What two
trends does the article deseribe?
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123 Further interactive problem-solving on the DVD-ROM

3.8 Case study

SUse'an onlm' carbo
i _calcu[ator to find ou
- what your carbon
i footprmt was
5 Iast flight:

‘Example; that a return
Slight from Stuttgart
Germany to London
i Heathrow wifl use-

0.1 tonnes of CO per

Listening and note-taking
<5 1:39-1:44 Listen and complete the notes on what these people say about the budget airline
EvanAir.

judith
Has worlked at Evanair for (1)

EvanAir don't provide tea, cotfee or water
Has to pay (2) for her uniform

Robin
Worked at EvanAir for three months.

Spent (3) hours flying per day and three hours
travelling to work. Often started work at (4)

Michael

EvanAir has revolutionized air travel. In the past only
(5) people could fly, now everybody can afford it.

Anna
EvanAir are uncomfortable but also (6) . Flying is
quicker than train or car.

Morten
Difficuli for the crew to leave and find new jobs. Doesn't
use budget airlines because safety and (7) are more
important.

MORTEN; CONCERNED:GITIZEN, NORWA

Ruth

Britain’s C0, emissions are increasing.
Shori-haul flights are the worst hecause most fuel is used
for (8) __ and landing.

Discussion

Wark in two groups. You are the managing directors at ScotAir, a traditional airline with a
long history. ScotAir is in trouble. 1t {s losing a lot of passengers to its low cost competitors. Share
prices are falling and the stockholders are demanding that something be done, quicldy!

Group A
You think ScotAir needs to start a new budget subsidiary. Think of reasons why a budget

subsidiary would be a good idea, consider the staff, passengers, the environment. Prepare to
present your ideas to the rest of the class.

Group B

You don't think ScotAir needs to start a new budget subsidiary. Thinl of reasons why a budget
subsidiary would be a bad idea, consider the staff, passengers, the environment. Prepare to present
your ideas to the rest of the class.

TheRusineys
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Discussion

When you start up a business the following are all important. With a partner put them in
order from the maost to the least important.

Listening and note-taking
& 145 Listentoa podcast about the cosmetics producer, Estée Lauder and fill in the profile.

Listening for detail
¥EF Listen again and mark the sentences T (true) or F (false). If they are false, correct them.

Estée was born Josephine Esther Mentzer. []

Estée’s parents were Bulgarian immigrants, [

The first Estée Lauder counter was opened at Saks' on Fifth Avenue in 1938, []
The company started to sell beauty products for men in the 1960s.[ ]

The Estée Lauder Company consists of many well-known names. []

The company went public at the end of the twentieth century. {]

[oa IR S R AR I

Vocabulary

The following words are all used in the article about Estée Lauder. Match a word on the left
to the correct definition on the right.

1 tospill a) beautiful and well-designed
2 fragrance b) a nice smell
3 to demand ¢) changing a person's appearance so that they look better
4  stylish d) to accidentally pour a liquid out of its container
5 makeover e) to say that you want something very strongly
6 to pioneer f) better than everything else of its kind
7 sample g) completely new and different
8 technique h) a method of doing something
9 revolutionary iy asmall amount of a product given to people for free
10 unsurpassed j) tobe one of the first people to do something
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4.1 About business

Reading for detail

Ho) With a partner, read the article and make a list of what you think the six secrets of Estée
Lauder’s success are.

Compare your answers with another group. Did you find the same six things?

and didn't reveal'mi.ich about her.life o

ESTEE LAUDER knew haw to make a sale.
Once when she was refused a counter
at the Galleries Lafayette in Paris, she
‘accidentally’ spilt one of her fragrances
s in the crowded store. The scent wafted
through the crowd of shoppers who
immediately demanded to know what
the Iovely fragrance was and where
on after, Estée
and her products

o

4

=

didn't have a marketmg budge
believed that |f you put: the

4

]

using her own prodﬂ _
could in hotels, beau Y

*and she personally visited the staff on
u her counters to offer them sales tips.
Her approach was very hands-on. She
always believed that in order to make a
sale, you must touch the customer. Even With the combu
the company's motto is ‘Bringing « dedication,
‘everyone we touch’.
ew about the impaortance of iy, sty
ige. She wanted to give her products  customer se'_rvi_c'e'-.ﬁ_'-
histicated look and personally company int’o "thé
ose the blue colour of the bottles «
‘hich she believed would look stylish in  never dreamed abou
“avery bathroom. She believed in secrecy  forit’. & :

)
fat]
=N
[14]
=
=3
w
-
=)
O
S
By
il
dn

Match a quotation from the text with the correct explanation on the right.

1 ‘Beauty in a jar’ a) This stresses the personal approach, It makes customers feel

2 ‘In order to sell that they are each important to the company, but also that they
a creanl, you sell are getting the best quality available.
a dream’ b) The idea that you can buy beauty.

3 ‘Bringing the best ¢) The key thing is not the cream itself, but encouraging women to
to everyone we toucl’ fantasize and want a certain lifestyle, so that there is then a

marlcet for the cream.

Discussion
With a partner, look back at the article and your answers to 5 and answer the questions.

Which of Estée’s secrets of success do you consider to be the most important?

Which of these secrets are still good business practice today?

Do you think there is still a market for new cosmetics companies? In which way would they
need to be different?

1
2
3

The Business
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7 0 AT £ O
CCess STUTIes

These adjectives can be used to describe people’s personality and their behaviour, Put
them into the correct place irt the table below. Use a dlctmnary if necessary.

'j_ d 's'hdnfest

positive negative
calm
mean
hanest
lazy
helpful
lacking in drive
organized
hands-off
cooperative
Use the adjectives above to complete the sentences.
1 Inever get angry. 'm a very person,
2 Junita can’t find the files she needs. She’s so
3 Idon'treally trust him. He seems to be a bit
4 Robert is working his way up the career ladder. He's very
5 Angelais a very person. She gives 15% of her salary to chantles
6 Craig just won't lift a finger. He's a very mai.
7 Dieter never leaves the office until his day’s work is finished. His colleagues all say he’s
the most man in the company.
8 Pat won't do anything for other people. She's the most . woman I know.
9 Olaf likes his employees to make their own decisions. His style of management is very
10 Sandra has three small children and a full-time job. She's guite , although she

doesn’t show it.
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:"Sedrch for the ciii
“keywords' unusual SErr

o interview quest.'ons to
~find out about some "1
- §trangé questions that -
- employers ask..Discus :
“with'a partner how'you: -

) Further interactive vocabulary practice on the DVD-ROM

4.2 Vocabulary

: _cuuld answer ‘them

Listening

B3 & 1.5 Listen fo Alan at a job interview, The interviewer asks hin to describe himself. Which
four ad;ectwes does Alan use?

#'Z Now listen again and write the reasons that Alan gives.

Word building
=2 Fill in the table with the correct form of the words.

Noun Adjective
adventure adventurous
1) . _ ambitious
2) - decisive

3) financial
flexibility a4

luck lucky

5) . organized
6} pioneering
SUCCess 7)

8} : stressful

721 Read the text about how to be a successful business owner. Fill in the spaces using the correct
word from the table above.

Highly succassful business owners are great rale modsis, They lead t.heir' business hbrﬁ_
the frant and are very hands-on. They know that to be successful lh'ey' needt to show thair
amployees that they have a sense of {2) and are not frald tu Eake a risk, -

% Highly successful busmess DWNErS mves{ {ime and MOney in thmr team and !hamselves

" wiorks for them is as weli- rmnmcd as they can be.

E. H:gh y sutcessful business awners know hDW ] manage thmr tlme and have syslems
- which enable them fo work eﬁecllvely at all nmes They are always 3 ' su hat -

they dan't waste their ttme

A Highly succassiul busmess owners are hl and heallhy They unders and ihat a healthy - ':
mind and body improves {heir productivity and general well- be:ng They realize that by
" keaping themsaives |l and they £an cope with the (4) of runmng ! busmess.- o

Highly successiul busmess owners fave (5)  ideas; Their businesses 0f§e{ IR

. Jljnﬁ out imm h“ cmwd

Haghly successiul busmess OWNETS Iook af ter lhelrcllents They knaw hat wnhaut o
clients there would be no business. They dedicale a |[} ol time to makmg sure lhat lhmr’ e
clients receive the best service ihat they ¢ari.’ ORI S

© Highly successiui busmess_ owners dre nat afrid to make (6)_ : anc_l lake_ac_ti'un'._' .
They don't waste lime thinking about what to do, they just do it They also have '
(7) , they know what hey want lhfnr business to achleve anci how they are-
gomg to achleve |t : :

. - W\www_u, . A
ot oo e -«Q'-".*'\-'W'!‘MM_ .
e e e T i e TS SN

Discussion
£ Work with a partner. Discuss the questions below.

1 Which of the seven habits do you think is the most important for a successful business?
2 Think of two more habits of successful business owners.

3  What sort of worker / student are you?

4  How would your colleagues describe you?

They develop their peopfe and hotd regular lralmng 5855i0n5 50 lha everybudy Wﬁﬂ - : ok

new ways of doiag hlngs lhal olher penpie dcnl lhmk o This makes lhelr busmesses_ : :_

T Business
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Test yourself: Past simple and past continuous

Which timeline shows the past simple and which timeline shows the past continuous?

Write the example senitences from the ‘Refresh your memory’ box next to the correct
timeline.

1970 1989 195¢ 2400 NOW

197¢ 13980 1999 2000 NOwW

&

!

Complete the text about the Grameen Bank using the correct form of the verbs in
brackets: past simple or past continuous.

The Grameen Bank

Professor Muhammad Yunus founded the bank in 1977 while he was working at the
University of Chittagong. Along with his students he (1) (launch} a research
project into poverty in rural villages in Bangladesh. While he (2) (work} on the
research project Profassor Yunus (3) {discover) that many of the villagers

(4) {live) below the poverty line.

Professor Yunus {5) {meet) some women who made bamboo furniture while
he (&) {visit) a village called Jobra. The women teold him that in order to buy
the materials they needed, they borrowed money from lenders who charged a huge
ameount of interest. Professor Yunus (7} {lend) $27 of his own money to a
group of 42 poor villagers so that they could escape the vicious circle of poverty, What
made this scheme different, was that unlike gther money lenders he (8) {not
ask) for any security or coliateral and only charged a small amount of interest.

The project was very successful and (3) (change) the lives of millions of
women in Bangladesh. With the help of a small loan, and they (10} {be) able
to buy enough food and they could send all their children to school. Today the bank
has lent more than $6 billion dollars to more than 7 million borrowers. in 2006,
Professor Yunus {11} (receive) the Nobel Peace Prize for his work.

Test yourself: used to

Complete the sentences with the correct form of used to.

1 1 {smoke), but | gave up last summer.
2 He (call) me every day, but he hasn't called this week at aill
3 They (live) in the same town as me, but they recently moved to the south
of France.
4 She__ {like) her job, but now that she has a new boss, she loves going to
work.
5 1 {do) much exercise, but now | go jogging regularly.

o

| (be) good with money, but these days it goes so quickly!

48
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4.3 Grammar

; ﬂ‘:ifﬂ Further interactive grammatr practice on the DVO-ROM

& 1:47 Listen to Amina explain how the Grameen Bank changed her life.
Match the beginning with the correct ending to make sentences about Amina.,

1 Amina and her neighbours used to work a) now she is able to support her family.
for others, b) now all her children go to school regularly.

She used to live below the poverty line, c) now they run their own cooperative.
Amina used to work for nothing, d} now she makes a small profit each month.

2

3

4  Amina's daughters didn’t use to go to schoaol,
5

Women in Bangladesh used to have many ¢) now they invest their profits back into their
children, husiness and even save money at the bank.
6 Amina and her neighbours used to pay all f) now she sells toys and other small items.
their earnings back to the money lenders, g} now they believe that it’s not necessary for
their children to support them when they're

7 Sufiya used to beg in the street,
old.

Speaking
With a partner, take it in turns to tallk about something you used to do but don’t do now, and,
something you didn't use to do, but do now.

Writing

Write five sentences about yourself using the past simple and the past continuous.

Write about something you did during a certain period of your life, Write one false sentence and
four true sentences.

Example: I met my boyfriend while I was studying in Berlin.
I was living with my parents when I bought my first car.

Read your sentences to your partner, can they guess which one is false?

Roleplay

- The e|ght week competrtmn is almost over! There
" are’'naw anly two contestants left; six Have |eft the
“- competition and tonight is the final eplsode of this i
. popular reality TV show. Last week the. cantestants had B
“:i'to presenta business plan for N
' “Italy and the week before they were selling.
i cotfee on the streets of London, Who will
. show the best business
" What task will be set for them? Most.
“ importantly, who will win the cantract
Vith Tomas Flint; the leadmg :
entrepreneur?

et T B e Y

T g R T

Last night you were the winner of The Trainee and you won the prize of a £750,000 contract
with the successful entrepreneur, Tomas Flint. Today all of the newspapers and magazines want to

talk to you.
Student A is the winner of the reality show and Student B is a journalist from a national
newspaper. Before you meet, prepare information so that you can talk about:

» what job you used to do before the show

» what you were doing before you took part in the show
how you won a place an the show

what the most difficult thing you had to do was

what task you completed last night

why you think you won the prize.

T Business




Slccess

Listening for detail

& 1:48 Galina is working as an intern in a large company in Hong Kong, Her six-month
appraisal is next week, and she’s reading through the preparation guestions with her friend
Suld. Listen and answer these questions,

1 What are Galina’s strengths? 3 What are Galina’s weaknesses?
2 Does Suki agree or disagree? 4 Does Suki agree or disagree?

Agreeing and disagreeing

Decide whether Galina and Suki used sentences 1-7 to agree or disagree. Write A (agree)
or D {disagree) next to each.

Well no, not completely. [_]

That's right. You certainly are! []

I'm not sure. You probably are, but ... [

Oh, definitely! ]

Absolutely. You sure are! [

I can’t agree with that. That’s just nat true. [}
That sounds about right. [_]

~ AW

Work with a partner. Answer the questions.

Which phrases can be used to strongly agree with somebody?
Which phrases can be used for mild agreement?

Which phrases can be used to strongly disagree with somebody?
Which phrases can be used for mild disagreement?

1
2
3
4

isagreeing diplomatically

When you disagree in English, it’s better to do so in a diplomatic way. Read the phrases
below and circle the diplamatic (polite) ways to disagree.
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ﬁnvnnum [nteractive pronunciatian practice on the DVD-ROM 4.4 Speaking

Use the table below to make dialogues using polite or diplomatic structures,

.‘l__"_We should hlre Tom He has all the relevant : _'_I m sorry but: l'can’t .. a) think we need to tell a
“ qualifications, - o d qurte agree with you "\ manager, it's only March!

3 2_-.'_"The sta{'f really need a new canteen, the one we o b agree wrth you :up
. "have is too small and the food they serve Is o “toa pomt o
- terrible, L DR R

b) there is no money in this
year's budget for that.

' 3 If they close thls off;ce it W|II glve s al[ a fantast:cf l don‘t really seeiit

;;' . €) on ali the points you
-_ opportunlty to move with the company. :

mentioned.

" 4 really think that we need to. create a new s The p_rqb_lern_'_is'"tﬁatj- : d) | think we’ll all lose our jobs.

e posmon in our marketmg team

e) He is well-quaiified but he has

7’5 Have you reaci my emall about the worklng
5 : absolutely no experience.

NS cond|t|ons'3

f) The food isn't great but there
are lots of shops nearby where
staff can buy food for lunch.

L6 Jane took the money from the company to pay_
G for the Christmas party; we don't need to teII
. anyone we saw her domg it

With a partner, try to continue the dialogues,

Listening for detail
& 1:49 Listen to Galina talking to her manager. They are in the middle of her appraisal.

Which of these questions does the manager ask? Tick the ones you hear.

What do you consider to be your particular strengths? [ |

What elements of your job do you find most difficult? []

How do you get on with your colleagues? [

Do you agree? []

Do you have any weaknesses you'd like to work on? []

Are there any skills you would like to improve? [_]

What elements of your job do you most enjoy? |

What do you like and dislike about working for this company? [
How can we help you? []

1
2
3
4
5
6
7
8
9

Listen again. Which of the phrases in the box below does Galina use to reply to her manager?

Roleplay

How would you answer the
guestions in & abave? Make notes

— they will help you to prepare for the
roleplay.

Work in pairs. Student A is

the manager of the IT department,
student B is one of the programmers.
Student A turn to page 111, Student
B turn to page 112.

: ;:Search for the k yw‘

o appraisal- tips

‘And your absenteeism is appalling!’
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Reading for detail

Read the profile of Margarete Steiff, the inventor of the teddy bear, and put the events
below in order.

[ set up sewing workshop [] went ta schoo!
[.] won first prize at the World Exhibition [ named a bear after a US president
[ contracted polio ] made a toy elephant

.“E Bi@graphicai backgroand Sl
: -Ma:garete Steiff was born i in 1847 in Glengen in southem Germany g
- Unfortunately, she contracted polio when she was'a small child ©*-
"and as a result spent the rest of her life ina wheelchair. A!though
~ she'had many. operations on her legs, she never ‘walked again...

However, this chd_n't prevent her from havmg a successful busmess S

career. "’ S :

2 Key mf}menrs in a carees/ﬂatufe O‘f work

- After leaving school; she set upa small sewing Workshop in her '_ '
farruly s home; Then, assisted by her brother she set up herown .0
: busmess and factory in1877: Margarete always loved cluldren, and: "
soin 1880 she produced her first toy, an elephant Tt was ani mstant :
commercial success: In‘1902; her company produced the first: ..
“teddy” bear withi 1 movmg ]omts At first, it was less popular than
_the elephant and sales were disappointing. However; eventually - -
~ an American bought 3,000 bears at a trade fait in Leipzig. After the -
- Steiff bear won the first prize at the World Exhibition in St Louis,.
‘everyone wantéda teddy bear, In 1904 Steiff introduced their
- trademark ‘button in'ear” and, in 1906 the teddy bear got its name;
it was named after US presrdent Theodore (Teddy) Roosewlt

3 Chantable actions

- Over the’ years, the Steiff Company have produeed a number oE
- limited edidon charity bears. The proceeds from the sales of these
bears go to support chatities and good cmises such as the ﬁght :
against polio, and the World Wildlife Fund’s (WWF) cam paxg,n to.

- protect European brown bears.

i Today.

‘By 1907 1.7 n:ulhon toy ammals were bemg made a year. Durmg

" her life Margarete’s motio was 'Only the best is good enough for
‘¢children.’ Although Margarete died in’ 1909 at the ; age of 61, the - o

- Beiff Company is still going strong today: The Sterff club for teddy
“bear fans begdn i 1. 1992:and currently has‘over 45,000 rnembers In:
addmon to this: there are Stexff gallenes and teddy bear trade farrs : "

' across the world S

Linking words and phrases

The items in the box are useful for linking sections and putting events in order. Answer
the questions below about them.

Which two items mean the same as noz?

Which item means the same as eventually?

Which item is a more formal way of saying but?

Which two items are a more formal way of saying also?
Which two items tell you that something happened next?
Which item tells you that something bad happened next?

Lo R I S R R ]

Ea
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' LU Further interactive writing practice and model bugsiness documents on the DVD-ROM 4.5 Writing

Structuring and ordering

Prepare to write a report about Plerre Ormidyar, the founder of eBay, using the information
below.

Read the sentences below. Mark the boxes A, B, C or D according to these subjects:

Pierre’s background and studies

ey moments in career / nature of work
Charitable actions

The company {aday

= oods

in 2005, Pierre gave $100 million to the university that he graduated from to launch the
Ormidyar-Tufts Microfinance Fund. []

2 graduating from an American university in 1988 with a degree in computer science, he
worked for Claris, a subsidiary of Apple Computer. [ ]

3 eBay is one of the most successful ecompanies in the world. [ ]

4 he was happy developing software for Claris, he left the company in 1991 and founded
Ink Development Corp with three friends. {]

5 , in 1998, eBay went public and , Pierre became a billionaire, [

6 setting up eBay in 1995, Pierre ran an online company called Auction Shop. []

7 Pierre Omidyar was born in Paris in 1967, his father, a doctor, moved the family to
Maryland, USA while Pierre was still a child. []

8 , in 1996, Ink Development Corp, which included an internet shopping section, was sold

to Microsoft. [

Write a report on Plerre Omidyar using the sentences. Put the sentences in order and into four
separate paragraphs. Fill in the spaces with linking words. There may be more than one correct
answer,

Writing a report

B8 Use linking words and phrases to turn the notes below into a report about Zhang Yin, the
world’s richest self-made woman. Put the notes in the correct order.
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Discussion

Work with a partner. Think of the three most important factors of a language school from
a student’s point of view. ,

Scan reading

Read the text below about The English Academy in Saint-Jean-sur-Arc. Answer the
questions.

Where in Saint-Jean-sur-Arc is The English Academy?
What two problems are there with computers in the school?
Which member of staff is not helpful?

Where is the new language school in Saint-Jean-sur-Arc?

EN O I (% Iy

. Saint- ]ean -5ur- Arc isa large town in East Central Prance It has a populatlon of 300, 000 of.

- which 20 ,000 are students at the technical university. English is a compulsory element of all -

the courses the university offers and the demand for high quality language teaching is growing.:
For the last 15 years the umvermty has sent studéents to a private language school called The -
Erigiish Academy. The school is in a very prcstlglous location, on one of the main streets in .-
the centre of Saint-Jean-sur-Arc. At the mornent however the classroorns and corndors loolc -

'_ o very old fashmned and neecl to be repamted : Sl
. The academy has a Iarge computer !aboratory where stuclents can surf the Internet and a blg

* library where studeits can study, read newspapers and magazmes and watch DVDs. The B
Nlibrary is always full and it can be difficult to find a seat there: In additiorl many students -

- complain that the Internet connectlon 1n the academy is too slow and that there are not

. enough computers ey : N .

- In the past the Enghsh Academy was part of a franchise but a few years ago the owners
- decided to leave it and be independent. However, some of the teachers are reluctant to stop
- using the old, tam;llar teachmg materialg from the: franchlsor (e -

~ . On the whole; the standard of teaching is very hlgh Maost of the staff are’ well quahﬁed ancl _' :'

.- their students often get good results. There are, however, some teachers who don't have .- A
the appropnate quahhcations Many students also ﬁnd one of the recePnomsts mde and - b

- unhelpful

: Last year a new language school opened onan 111du=;t11al esmte on the outslcuts of Samt }ean- .
sur-Arc. This school doesn't have the reputation or the location of the Enghsh Academy but it §

~ offers chedper courses. The technical un1vers1ty is consndenng usmg thls new. school because
" of the problems at the English Academy. -

R L ‘_ﬂ,{r" ww‘“’*’ e 1
MvweMc w«wm’“’* L, _,,m-e.

Mv«m -
e

R e
B e w«-w.,,.l««»@m Rt

IR

Reading for detail

Work with a partner. Read the text again. Male a list of the strengths and weaknesses of
The English Academy.

Discussion

Work in small groups. Discuss what the owner of The English Academy can do to make
sure the business continues to be successful.

Debate

Work in small groups. You think that rebranding and giving the school a new name

will help the situation. You want to name the school after a great business leader. Some
suggestions have already been made - see the profiles on the oppaosite page and the extra
information on page 111. Choose one of them to name the school after and think of reasons
why this person is the most appropriate,

e Business



J Further interactive problem-salving on the DVD-ROM

4.8 Case study

@% % was born in 1906 |

myrna urkeytoa Greek family Hls__ fam;iy moved as r@fugees to Gree_ce

‘was horn 1.950.|n Inclia where_ he

004 Mltta[ Steel madé proﬁts
orld s thlrd nchest man and
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Fill in the missing letters using the clues below. The

Each sentence below has two mistakes. The firstis a

words all appeared in the text ‘Toyota Production System’ mistake in the form of the present continuous. The second

on page 33. is a mistake in the form or spelling of an adverb. Correct

1 The amount of  product that people want is called both mistakes. !
the d fqr the product, In business, the word is 1 The production line is move quite slow today - 1 think
strongly aSSDClﬂt}?Ci with the opposite idea of ‘supply’ there is a technical problem,
(the amount avaiiable). 2 The advertising campaign has started and sales

2 Cars are mass-produced on an enormous s (size, increasing steady.

rate or level). This word is often used in the phrase ‘the 3 I 'work very hardly at the moment - maybe we can meet
5... of the problem’, in a week or so.

! 3 A plece of equipment in a factory that does a particular 4 Yes, we're fine - everything going very good.
‘ jobiscalledam___ We use the uncountable noun 5 You are using this machine? It's quite complicated and
m to refer to lots of these all together. you have to program it careful.
4 Theterm‘leanm____ ’is used to describe a
production system that uses less labour, less machinery, &l Complete this text by writing the correct form of the
less space, less time and less waste. verb in brackets. Choose between present simple active (it
5 A fault in the way that a product is made is called a does) and present simple passive (it is done).
d . I don't know why there's a problem with this machine.

6 The justin-time system makes stores orw____s (large Every month it ! (service) by an engineer, although
buildings for storing goods) unnecessary because parts it’s true that he 2 (not/send) directly hy the firm who
are only Drl;:lered when they are needed. made the machine. I think he * (come) from our own
' 7 Kaizen 1sl ¢ EfI':Lpanese term for o imp technical department. Usually he * {(spend) a full

g The resulis Od the Toyota Production System are afternoon here, running checks and doing maintenance. He

sulpentor pr?{eucts, Sh}?rt Lt s{howlongit completes a checklist showing everything he has inspected.
takes t0 make something) and low costs. The list 3 {fill in} very carefully —it's a good system

and I'm sure he @ (not/miss) anything.

Translate the answers you wrote in exercise 1 into your

ownt language. Also translate these nouns from exercise 1:
supply, rate, level, waste.

] Fill in the missing letters in these phrases used in a

_ presentation.
il The phrase ‘go up’ can be replaced by increase, riseor 1 T'dliketos__ __Dbygivingyouashorto______ w of
grow. The phrase 'go down’ can be replaced by decrease, today’s presentation.
fall ot shrink. Write each of these words next to its closest ~ 2 First __ ____ , we're going to look at the sales
definition below. Use a good English-English dictionary to f____ s for the last two years.
help you. 3 After that, we'll look at how this has affected our
1 move upwards to a higher position; increase in size S - - price. .
amount, quality or strength rise ! g LM_t ______ 03] téliz nf;xt tsltllile, you can Sﬁg that e
become taller; increase in si . et's go _ _ _ _ and look at the previous slide again.
: @ In size, strength ar importance 6 I'd like to finish _ _ showing you how we aim to

—

5 become larger in number or amount re___thistar___

4 go down o a lower level or amount; go quickly down
onto the ground

5 become less

§ become smaller

17 Below you will see instructions for planning a stand
at a convention. Fill in each gap with items from the box.
Several answers may be possible, but one solution uses afl
the words in the best way.

Complete this s_hort speech by a project manager with
these words: deadline, green light, milestone, phase,

resouTees.
“Qkay, the planning ! of this project is now finished,

and our managers have put in place all the 2 we need gg:gghl Dnttl};: sbl;::] %?ihe stand

in terms of money and staff. The good news is, we've got Then ¥ the stand (how it will ]061()
the’___— 10 20 ahead. As you all know, it's absolutely Make sure our space with the organizers
crucial that we finish the project by the given, Don't forget ’ audig-visual equipment .
the e‘nd _of June. To make sure that we do this [ will be After thatg the logistics of thu:: geiive :
monitoring the progress of the project very carefully. I want Finally, ’ up the Stgnd ¥

to mak_e sure that‘every s is reached successfully, and
according to the timescale,”

R e
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Review 4

BE Make phrases by matching an item on the left with an
item on the right. They appear in the article on page 45.

1 go a) hands-on approach
2 use sales b) and effort into sth.
3 havea ¢} techniques
4 look d) on sale
5 puttime e) stylish
6 quality speaks f) away free samples
7 pioneer an g) into a global leader
8 give h) in yourself
9 have belief i} for itself

10 turn a company j) idea

B3 Match a positive adjective on the left to its best
negative on the right.

1 calm a dishonest

2 generous b disorganized

3 honest ¢ unhelpful

4 hard-working d mean

5 helpful e stressed

6 organized f Thands-off

7 ambitious g lazy

8 hands-on h uncooperative
9 cooperative i lacking in drive

R Fill in the missing letters to make adjectives.
Afterwards check with the table on page 47.

1 Someone with a sense of adventure is adventu_

2 Someone with a lot of ambition isambit____

3 Someone with a lot of dedication to their work is
dedic____ toit.

4 Instead of saying ‘the area of finance’, we can say ‘the
finan____ area’.

5 Someone who shows flexibility hasa flex____
approach.

6 Someone with a lot of luckis lu___.

7 This filing system has a pood organization, it's well-
organ___

8 Someone who is a pioneer is pioneer___.
9 Someone who has a lot of success in their career is
VETY SUCCess___

A job with a lot of stress in it is a stress____ job.

In each sentence below put one verb into the past
simple (I worked) and one into the past continuous (f was
working).

11 (study) at university when I
future husband.

(meet) my

2 1 {mention) the good news about your
promotion while I {chat} to my friends last
night.

In each sentence below put two verbs into the past
simple and two into the past continuous.

1 The flight was delayed and we {have to) wait five

hours at the airport. It (be) awful. Some people
{try) to read, others {sleep} on the floor.
21 (sit) at my desk and other people (talk)
by the water cooler. Suddenly, the fire alarm (g0
off). At first, nobody {lknow) what to do.

i Complete each sentence below with one item from the
left column and one from the right.

usedto:

do
codidntuserto don't
11 like seafood when [ was young, but now I
. It's delicious!
21 play a lot of tennis when 1 was at university.
But I any more,

i Match the beginning with the end of each phrase to
malke phrases for disagreement.

1
2
3
4
5
6
7
8

No I can’t agree with you.

I'm sorry but completely agree with you.
I'm afraid I don't not!

Absolutely way!

1 agree with you

I don't really see it
That's

I'm not

just not true.
sure about that.
up to a point.
that way.

Most of the phrases in exercise 7 are polite or
diplomatic. Find three that are strong and direct.

Fill in the missing letters.

ths'.
es’,

1 Your ‘strong points’ are your ‘str

2 Your *weak points’ are your ‘weak

Bl Match an item on the left with an item on the right.

but furthermore
currently after that

in addition at the moment
eventually however

then in the end

il Use an item from the right-hand column in exercise 10
to complete each sentence about Manuela. There may be
several possibilities, but one solution uses each word once
in the best way.

Manuela studied marketing at university and left in
2002. , she did part-time jobs for a year or two.

2 Tired of working part-time, she applied for dozens of
full-time jobs. She was rejected many times. But,

, she found something that she really liked.

3 She did that job for three years. She enjoyed it and
learned a lot. , her luck changed and the company
went bankrupt. Manuela was out of worlc again.

4 She decided to move from the marketing area to the

sales area. There were several advantages. It was easier

to find jobs — people in the sales area change jobs often.
, it suited her personality — she was friendly and
confident.

She still works in the sales field today. she is

working for a consumer goods company, and visits

big stares to persuade the manager to stock more of

their products. Manuela is hoping to be promoted to

Regional Sales Director in the next few years.

[&;1
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Discussion
In small groups, discuss these questions.

1 Can a product be successful without advertising?
2 What are the qualities of a good advertisemnent?
3 Describe an advertisement that you reaily like. Do the others agree?

Listening for gist

& 2:01 Listen to Tony Barkston, a college lecturer, giving a lecture to first year business
students on advertising, and answer the questions.

1 Why is advertising necessary?
2  What model of advertising is the lecture about?
3 Explain what a USP is in your own words.

Listening for detail
Listen again and mark the sentences T (irue) or F (false).

This is the first time Tony Barkston has talked about advertising. [

AIDA stands for attention, idea, desire, action. [}

The most important part of the AIDA model is that peaple buy the products. [ 1
There are a lot of good-quality products on the market. [ ]

Products need to appear different so that consumers can recognise them. [_]

A USP tells consumers that a product is really different. [ ]

A good proposition can make customers change brand. [']

1
2
3
4
5
6
7

Discussion

How many different forms of advertising can you think of? Which forms are most
effective? Why?

Scan reading
£3 Scan the article about body advertising to find answers to the questions.

1 How many advertisements does the average person see in a day?

2 How much was the winning bid for when a forehead was auctioned on eBay?
3 Which type of sporisperson could be used effectively for body advertising?

4 Name three companies who have made successful use of body advertising,

Reading for detail

Read the article again and answer the questions.

Who profits from body advertising?

Which parts of the body are the most effective for body advertising?
What is one disadvantage of using sparts people for bady advertising?
Why is TV advertising not as effective as it was in the past?

Why might some people not like this form of advertising?

How did Dunkin’ Donuts and Toyota use body advertising?

1
2
3
4
5
6

Collocations

Match a verh on the left with a noun on the right to form a collocation from the article,

advertise a} abid on eBay
lease b) money
receive c) products
earn d) attention
lose e) abody part
target f) effectiveness
attract g) an audience

1
2
3
4
5
6
7

5B
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'advertlsmg is that the company. nan

5.1 About business

The aﬁeragé person 'nut only sees over 500 advertisements every

day, but is also a walking biliboard for his or her favourite brands
simply by wearing their clothes, carrying their handbags or driving
their cars. But these people are not getting paid for this free
advertising.

The idea of selling body space to advertise products is a
growing trend which benefits both the wearer and the company.
Poiential body advertisers just choose which body part they want
ta leasa and which company they want to advertise. They then get
a temporary taitoo which they agree to wear for a certain amount
of time. Foreheads and bald heads are very effective because you
can always see them, even in bad weather.

The body advertising idea became popular when Andrew Fischer
auctioned his forehead on eBay and received a bid of $37,378 for
wearing a company logo. There are now many websites on the
internet where you can buy and sell body space.

Athletes and sports people have always sarned
a lot of money by wearing branded sports
clothes. Now they can earn even more with
body advertising. Boxers in particular
offer a good wide space for advertising
on their backs. The advantage of tattoo

commercial which viewers may switch
off anyway. A disadvantage is that
When “athletés’ really begin to .
sweat, the fattoo starts to run,

in a world where people are experiencing advertising fatigue,
the real challenge for marketing is to get people's attention. There
are basically too many peopie selling too many things, and many
of these things we don't really need. We see atvertisements
everywhere and so traditional forms of advertising are losing their
affecliveness.

Innovative marketing methods such as human billboards are
becoming increasingly aftractive because of low cost and the ability
to target your audience better. Companies now send tattoo-covered
human billboards to sporiing events, music festivals, beaches or
popular tourist resorts to advertise their products.

Of course, some consumers may not find this type of advertising
very tasieful or they might noti find the body parts on show very
attractive, It is also not possible in all parts of the world where
there is no tradition of tattoos or showing so much skin in public

is taboa.

Well-known big brands such as Toyoia,
Vodaphone and Dunkin’ Donuts have used this
method: college kids agreed to stick Dunkin'
Donuts jogos on their foreheads during an
NCAA baskethall tournament; Toyota used
body art to start a word of mouth campaign
for the Scion car.

Body advertising shows that it is not
necessary to spend large amounts of
money to fulfil advertising’s. prime goal,

which is to afiract attention and get
peaple interested enough to buy the
products.

Brainstorming and presentation

an

RE]

40

In small groups, hold a brainstorming meeting to think of an advertising campaign for a new
perfume, Look at your target group below. What name do you think would attract this group?
What sort of bottle and packaging would appeal to this group? And finally, think about the
advertising medium. How do you want to get your target group's attention?

Group A

Your target group is men who are aver 40. You are aiming your product at professional men and
so they will have a good income. Think about what men in this group would be interested in and
what would encourage them to buy your product.

Group B
Your target group is women who are between 50 and 60. Think about what women in this group
would find appealing and what image might help your product sell.

Group C

Your target group is young people who are between 18 and 25. Your group has a limited income as
most of them will be students. Think about what image people in this group would be interested
in and what they would find appealing.

- Search for the keyword e
g _gdvertrsrng tatioo. Find;

Present your ideas to another group, and give feedback on the ideas,

The Businass
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Discussion

Work with a partner. Decide which three of these characteristics are the maost

important for a good salesperson, and which are the least important. Can you add another
characteristic?

a ¢ & s »

really listens to the customer / interested

smiles all the time / friendly

lknows a lot about their products / knowledgeable

has a smart appearance / presentable

you feel you can trust him/her / trustworthy

can explain the USP of the product / competent

gives the customer time to think / patient

good at making the customer believe in the product / persuasive
malkes small talk / chatty

Wark with a partner and male a list of adjectives to describe 2 bad salesperson.

Work with a partner. Write a list of questions you would expect a salesperson to ask a

potential customer who wants to buy a car. For example:

Do you want a used car?
How much do you want to pay?

60
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lﬁ_-_!:iP"_“ Further interactive vocahulary practice on the DVD-RGM

Listening for detail

& 202, 2:02 Listen to two different salesmen trying to sell a car to Mr Hunt and his daughter.
How many of your questions were asked in the conversations? Listen again and make a note of
the questions that were asked.

Which talk is more effective? Why?

Buying and selling

Listen to the conversation again and note expressions which mean:

1 it doesn't cost much to keep the car on the road.
2 prices as low as the rivals’,
3 no extra charge for borrowed money.
4  worth the price.
5 areduction in the price.
6 current price of something.
Match the customers’ comments on the left with the appropriate response on the right.
1 It's quite pricey. a) I'm sure we can match that price.
2 I'm not sure. ) Of course not. But you'll enjoy having it.
3 It looks very complicated to use. c) Butit’s a good investment for the future.
4 Is this the only model you have? d) Take as much time as you need to think about it.
5 Isaw the same model at a cheaper  e) Let me show you how to use it.
price in town. f) No, we have the complete model range.
6 Tdon'treally need it.
Role play

Worlt in pairs, Student A is a salesperson, Student B is a buyer who wants to buy a new
laptop. Student A lock at page 112, Student B look at page 113.

Customer collocations
Match the customer collocations on the left to the correct definition on the right.

1 customer incentive a) Description of a typical customer for this product.

2 customer satisfaction b) Something which encourages a customer to buy something.
3 customer retention ¢) When many customers are happy with the product.

4 customer profile d) When the customer keeps buying the same product.

5 customer loyalty e} When the company tries to keep the existing customers.
Discussion

Work in small groups. Think of the different methods of shopping, for example online vrata
market. Make a list of the advantages and disadvantages for customers of one of the methods.

The Business
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Compara ve
' Our company.is smaller.
“than theufs‘i L -'
; Add —er+than to :
- adjectives with one: " "

‘_.a'd;éc'tf
syi!able

: '_Yes/no questions
Do you work § in Japan?
: auxihary uerb + Subjed:

which i the subje"c't_
" Whe tafdyou’ s
 And with the verb ) be
'.'Where_ she? RN

k Gram ar ‘teferenta cage 127

Test yourself: Comparatives

| Complete the sentences by putting in the correct form of the adjectives.

1

10

| can assure you that this car is
won't have a breakdown with this car,

This handbag is not only (cheap), but
priced designer versions.

1 think you'li find that this mobile is {easy) to use than the last model.

i can't make a (reasonable) offer than that.

Digital cameras are {simple} to operate now than a few years ago.

The life of this battery is {long) than most of its rivals at almost half the
price.

{reliable} than your present model. You

{attractive) than the high-

You'll really like these crisps. They are (crunchy) and {tasty) than
any others on the market,

This no-name washing powder is {good) and (effective) than the
branded goads.

| would recommend this jacket. It's {stylish) than the other one and it really
suits you.

| can't recommend this DVD player. its test results were {bad) than the
others.

Test yourself: Superlatives

Complete these sentences by putting in the correct form of the adjectives.

m Ao =

O W~

As one of {good) customers we have, 1 can offer you a special price.

This is _ {popular) model in the store. We only have a few left so buy one now.
I'm sure this is (comfortable) sofa you've ever sat on.

This watch is one of (accurate} on the market.

We use anly {fresh) and {high) quality ingredients for aur
sandwiches.

This is (sophisticated) camera around at the moment.

Qur mineral water is {pure) on the market.

This is {low) price 1 can offer.

That is {sifly) suggestion I've heard.

This TV gives you (sharp) picture. it's worth the extra maoney.

Test yourself: Asking questions

Make guestions for the answers,

A: How much ?

B: The laptop costs €999,

A: What time ?

B: The bank closes at 4pm.

A Who ?

B: Frank Rider is our most successful salesperson.
A Why ?

B: i use telebanking because it's so practical.

A What ?

B: | think the service is very good.

A: Where ?

B: Women’s clothing is on the first floor, Madam.
A: How often ?

B: buy a new car every three ar four years.

A Do ?

B: Yes, ) always buy the same brand.




‘*D‘"b"ﬂ.‘_-‘m‘:’ Turther interactive grammar practice on the DVD-ROM 5.2 Grammar

Making comparisons
Read the product descriptions of GPS systems and answer the questions.

_ ? %@W?ﬁﬁ@ @?3 Wgﬁ%@&ﬁ@ ggﬁﬁ%@ﬁ%@ This wallet-sized partahle nawgaior has 435 mch
- display screen and calculates your route in less than one sacond! State-of-the art voice recognition: -
‘technology- méans these’s na need:to takd your hands off the stearing wheel o touch screens or press.
- |--buttons; Ouf USP is @ range of celebrity voices as a downioadahle option: Includes maps of Europe; USA
sl .and Canada on the 20 GB hard dlsc Bluatooth cunnechen tu muhlle $53[] wnh 2 twn-year guarantee

1 '2 @?§ %@ﬁ%ﬁ ﬁﬁiﬁﬁé” Tha 4 mnh touch screen has fuII 30 culour maps With a chmca af ffteerz

- languages to guide you throligh the'main roads of Eurape, calculatlng your destination in 1.5 séconds. Our -
> ‘special featiirs iy speed camera datection technalogy s0'you naver get another speedmg tmkat Includad is - :
~dn integrated multl medla a]ty gume of 28 malor Europaan CitIBS Totai cost $499 S

3 @?’S Eﬁ;‘ﬁg %&@‘%ggﬁ@? Our beautafully demgned hand- hetd receiver with a 3 B mch screen can
- be nperated with only three buttong. Getting around Western Eurape with up-ta-date maps is easy and -
: ‘quick, [dcking: on to satellites to offer you turn-by-tum directions in two to three seconds, Cur spemailty for
stressed drivers i one-touch nearest petrol-and parking functions. The waterproof system cumas cumplate
'j .w;th Bluetnoth headseis whlch can ba aasﬂy Integratad mto helmets An unbeatable $BBO o .

B, , ‘ R

Which GPS nawgator is the most expenssve"

Which screen is the smallest?

Which system calculates your route the quickest?

Which system offers the fewest destinations?

Which system offers the most realistic pictures?

Which system is the most convenient for the driver to use?
Which system is most suited to motorhike riders?

Which systern do you think is the best value for money?

0O ~1 O Ul LR =

Discussion

B3 work with a partner. Which USP (Unique Selling Proposition) or special function of the GPS
systemns is the most interesting for business people? Why?

Asking and answering guestions

<) 2:04 Esengul Badem is conducting a customer satisfaction survey outside a supermarket.
Listen and answer the questions.

Why does the shopper use this supermarket?
Does the woman go shopping on her own?

Is she satisfied with the selection of goods?

Does she think the store is tidy enough?

Does she go shopping at any other supermarkets?
What does she like the most?

= O - W R

Now listen again and write the questions for the answers.

At least once a week.

Terrible! You have to walk so far to put your trolley back.

Yes, no problem.

Around €200.

I like to go quite early in the morning, as soon as the kids leave for school.
There isn't a good selection of wine. I always buy my wine somewhere else.

1
2
3
4
5
6

Discussion

Work with a partner. Think of something expensive you bought recently, e.g. a computer, a
mobile phone, a bike, Ask each other questions. Use the ideas below.

Why he / she bought it. How much it cost.
Where he / she bought it. The best thing about it.
How often he / she uses it, Onme thing he / she doesn'’t like about it.

TheBusiness 63




Discussion
B Work with a partner. Look at the pictures of negotiations. What are the people
negotiating about? 3

B8 Complete the questionnaire from a business magazine about negotiating, Mark the
statements T {true), F (faise) or D (it depends). Compare your answers with a partner.

Listening for gist
ER & 2:05-2:07 Listen to three negotiations taking place. Where are the people and what is
being negotiated?

Listening for detail
Listen again and decide which negotiation is win-win, which is lose-lose and which is
win-lose.

24 TheBusiness



b Interactive pronunciation practice on the DVD-ROM 5.4 speaking

Match 1-6 with their replies a)-f). There may be several answers, but try to remember the ones
from the dialogues.

1 Can't you compromise this time? a) I have no choice,

2 Can you go along with that? b) That makes two of us.

3 That’s my bottom line. ¢} Ican meet you half way.

4 Is that your best offer? d) Tthink it's a fair price.

5 Can we tatk about the price again? e) No, Idon’t want to discuss this.
6 Take it or leave it. f) That’s out of the question.

Listen to the three negotiations again and complete the useful expressions in the table.

1" Making proposals =" - What Majorca?
ST i ] (ike to suggest something...

¥ll go to Majorca for a week we go to the Alps for a week.
I would only pay that price on condition that ...

2 Bargainlng

{'ll pay the 20,000 she stays longer.
3 Acceptlng o | Let's draw up the contract.
ol et OKL s a deal.
4 Rejecting . Nowayl
AR ' You can't be serious.
+. That's out the

.'__5","Mak'_'i'r')g'_c'o:n'ce's'_'sibh's_. "% I can meet you - .

Vet You have a point there.

6'"As'kin:g"fdfr"agréemen'_t_ " Canyougo that?

7 _'Cl_E'li‘i_inng:ﬁ_":_"_ S If | understand you correctly ...
Sl i i So what you're is ...

Roleplay ‘

With a partner, use the chart to roleplay the following negotiations.

1 The marketing company that you work for needs to save money because your competitors
have increased their market share. You are going to discuss saving money through reducing
catering costs.

2 The offices where you work are going to be painted. They were last painted ten years ago. You

are going to discuss what colour the offices should be painted.

The engineering company that you work for is thinking of sponsoring a local group in order to

raise consumer awareness in the area. You are going to discuss which local group to sponsor.

Student A turn to page 112,
Student B turn to page 113.

Student A Student B

il

AN |

Baraain

\
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Discussion

In small groups discuss the questions about emails,

1 How correct should emails be? Is it OK to make grammar and spelling mistakes?
2 What is email efigueife? What are your standards? Think about emoticons, subject lines,
capital letters, openings and closings.

Skim reading

Read the six extracts from emails below and answer the questions.

1 Which email is asking for more information? [_] 4 Which email is accepting terms? ]
2 Which email is making a quotation? [0 5 Which email is refusing terms? []
3 Which email is asking for better terms? [1 6 Whichemail is placing an order? ]

B

A -
B ofuam Biply P Al Fesuz bay Mo Latiw Sewrth it

St Maibay

ti{

I'm afraid the rather low trade discount of

5% disappointed us. We would, however, be
prepared to place a bulk order of 2,000 items if
you increased vour discount to 9%.

Further to your quotation dated 19 November,
we are pleased to place the following trial

_ order for 500 plastic wine glasses, order number
; WG759.

B . ZewrnMation

We can offer you a gross price, inclusive of
delivery charges, of £€51.30 per 100 items, These
goods are inctusive of VAT,

We are in agreement with 15% discount for
prompt payment and delivery before December.

e iy, s

Thank you for your offer of 7% off net prices
for orders over 5,000 items. | regret that these
conditions are not acceptable to us.

= We would be most interested in receiving your

i latest catalogue and price list, quoting your

‘ mast competitive prices. Please let us know
what trade discount you offer and what your :
: delivery lead times are.
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% Further interactive writing practice and model business documents on the DVD-ROM 5.5 Writing

Scan reading
i Complete the sentences with the expressions in bold from the emails in 2.

| - search for thé keyword 1 The is how long it takes for the goods to arrive after ordering.
| ‘emai etiguette to'find 2 The is the total price of something without any deductions.
‘out more abaut this; 3 A is a reduction of the selling price of a product when a manufacturer sells to a retailer.
. Doyou agree with th 4 A is to try out products and services to see if they are satisfactory,
(POINEs?. oy 5 The is the amount that is left after all deductions have heen made.
6 A is when you ask for a large number of items to be delivered at the same time.

Negotiating language
Match the beginning with the correct ending.

1 Further to your call, a) our terms are 8% discount for orders over 80,000,
2 [ hope everything goes 1) if you need any further information.
3 With reference to discounts, ¢} according to plan.
4 Our terms of payment are d) I'd like to confirm the following points.
5 Please get back to me e) 3% discount for payment within 30 days.
6 Please find attached the f) that you have received this email,
agenda of the meeting g} 10,000 parts per month.
7 We have submitted a h) firm offer of €100 per item.
8 Transport costs are i) asrequested.
9 We can guarantee delivery of  {) free within Europe.
10 Please confirm

Placing orders
Complete the email from Hugh Bradshaw to Ms Noonan using the words in the box.

Search Maithox

Dear Ms Noonan,

Following our telephone conversation last week, | would like to (1) an order for
500 English ABC dictionaries. Your catalogue gives the {2) of the ABC dictionary as
€14, can you confirm that this is still the price?

Also can you send details of the terms of (3) that you can offer for (4)
within 30 days on an order of this size?

Please note that we need (5) of the dictionaries before the end of this month. We
would be grateful if you could (6) the items as soon as possible.

! lock forward to receiving your (7) .

Yours sincerely,

Hugh Bradshaw.

Writing
Write Ms Noonan's reply. Use the information below.

* You only have 30 dictionaries in stock at the moment. Delivery of the other 200 would be in
one month.

* The catalogue is out-of-date The current price is €16,

*  You can offer a 7% discount for payment within seven days,

Iy
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Discussion
In small groups discuss the questions.

1 What's trendy at the moment? Think about fashion, technology, music and cars. |
2 How do you find out about new, trendy products?

Listening for detail
4« 2:08 Listen to Gabriella Cortez, the managing director of the company Coolhunters

talking about a new type of trendspotier, Answer the questions below.

1
2
3
4
5
6

‘What problem do marketers have today?

What kind of products do young people today want?

How do Gabriella’s trendspotters find new trends?

What did many coolhunters list on their websites in the beginning?
How long does a coolhunter have to tell people about a new product?
What does a trendspotter do when a product becomes popular?

& 2:08 Listen to the second half of the interview with Gabriella about the adoption
process and complete the pie chart with the percentages.

laggards innovators

h_ Y% take 2 %love

a long time to

early adopters
A % gquick
to

late majority early majority
Y0 Wl M % wait
to to

Listen to the second half of the interview again and complete the notes about each group.

68
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L 'I“,é’.M Further interactive problem-solving on tha DVD-ROM

5.6 Case study

Market segmentation

Marketers need market segmentation to identity the needs and wants of
consumers. There are many ways of doing this: age, social class, family size,
family lifecycle, and so on.

With a partner, matel a name of a consumer group with a description and the
correct picture.

a) full-nesters

b) DINKS (Dauble income, no kids)
¢) bachelor

d} empty-nesters

1 This group has a very high disposable income. They are over fifty and
their children have left home leaving them free to spend their money on
expensive holidays and high-quality products. They have worked hard all
their lives and want to pamper and enjoy themselves,

2 The young, single person with no family commitments. This group has
a relatively high disposable income and they want to spend as much as
possible on themselves and trying out new, innovative products.

3 This group has a high disposable income and no children and tends to mix
with other couples in the same situation. They do a lot of entertaining and
status symbols are very important.

4 These are couples with children. As growing children are expensive,
they need to be careful with their money and they tend to have a low
disposable income.

(3 In small groups look at the extracts from a holiday brochure. Decide
which holiday fits each consumer group.

" Enjoy a luxurious wellness-week at the Hotel and Spa Quellenhof in'.
:: the heart of Bavaria. You can relax and pamper yourself in one of our
. five thermal pools, sauna and Turkish bath. Our five-star restaurant .

o offers ‘an’international cuising. Our-hotel is'set among majestlc s
mountams Edeal for walklng and wandermg ' .

e e T . s o B
e e AT i ”‘W"" T %ww“«?ﬂwww“ m._wwbmw‘_‘w«wﬂf#‘”“"ﬁ Gk

.Come to EuroParc for the holiday of a lifetime! Fun for you and your .
.. children, whatever the weather outside! Ask for our |atest brochure - f
- with all-inclusive rates which mean no nasty surprlses when you tome .

-to pay your bill! - :

.uww%mwaf‘g?my?“f BT SIS SRR R E S

&y Our f:ve-star hotels are Iocated at top addresses all over the world We -
-1i.0 cater for professwnai people with excellent taste who want to enjoy
. their holiday with other professional people and not with families: : -

e it e e s PO NP R

Py Want to enjoy and try out a an excmng range of spor‘ts W|th top
' _equtpment and facilities? Do you live alone; but don't want to holiday
" alone? ThHen come to exclusive Only Me Holiday Clubs and meet new, :
L lnterestmg young people who want to meet you

' N e TR e TR
w@w ~:_w-;«g~ﬂ"’w“9‘“‘w**rmm~%_yh. o ik e g TR

Brainstorming and presentation

| Work in small groups. You are going to launch a new car for one of the
market groups.

* Choose one of the groups to market to.
* DBrainstorm a list of features which you think are useful or necessary for
your market group and add some of these to your product.

Now present your ideas to another group, and give feedback on the other
groups’ ideas.

The Business
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Start lrp company.and
~find aut'What services: :

aré o bffef'to, he!p

people start up thF:lr s i
. Wi Cofripany.

Discussion

§
“An entrepreneur is someone who has a good idea and sees a chance to i
start a business with it.’ o

PAVART] PATEL, $TART-UP CONSULTANT

T
T g e T

-«...w””“"'”’"(

T ¥

e VN B o

Work with a partner. Decide which qualities are most important for an entrepreneur to
possess (1 = most important, 8 = least important).

Diplomatic [] Organized J
Optimistic  [] Willing to take a risk []
Calm 1 Determined ]
Energetic [} Creative N

Listening for gist

] & 210 Listen to Robin Hurd interviewing Ms Patel, a start-up consultant, about being an
entrepreneur and answer the questions.

1 Can anyone be an entrepreneur?
2 What stops most people from being an entrepreneur?
3 Which countries have a lot of entrepreneurs?

Listening for detail
Listen to the interview with Ms Patel again and answer the questions.

Why does Ms Patel say these things are important when setting up your own business?

1 Energy
2 A social security system
3 Alegal system -

Scan reading

Scan the article about the German businesswoman Ingrid Roth to find answers to the
questions.

1 What type of service does Ingrid offer?

2  Why did she set up a Ltd company?

3 Does Ingrid spend a lot of time in England because of her company?
4 How is it possible to set up a Ltd company in Germany?

Vocabulary

In each set of four, match an expression from the article on the left to the correct
definition on the right.

1 gap in the market a) documents ar processes that cause delays
2 minimum equity b) asmall amount of money as payment for a service
3 redtape c) the lowest amount of capital allowed to start up a company
4 modest fee d) this product or service doesn’t exist, but there is a need for it
5 Memorandum of e) the central office of a company
Association f) if the company has debts, you only lose the amount of money
6 annual accounts you invested
7 headquarters g} a document detailing who owns the company, how much
8 limited liability capital is invested and where it is based

h) yearly record of the trading results of your company

Discussion

In small groups discuss the questions.

1 What could Ingrid do to expand her business?
2 Is Ingrid Roth an entrepreneur? Give reasons for your answer.

70
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6.1 Ahout business

INGRID ROTH wa:

choosmg a GmbH (Gesellschaft mit"
% beschrankter Haftung) the Germa

. case Ingnd would. Tike te
# business in the future. .
- :Ingrid is part _
of small business owners who. -
.-choose: Ltds The main advantage is
“that the minimum equity réquired out of business; she now employs
5 one pound compared witha " four people and works more than:.
minimum of £25,000 for a GmbH 12 hours a day But if anythmg
AlLtd company can be reg15tered e
W1t111n ’34 hours Whereas a Gmb

Discussion

Worl with a partner. You are entrepreneurs and you have decided to start a business
providing a service for young professionals wha lead busy lives. Decide together where you think
there is a big enough gap in the market and think about what busy people don't have time to do.
Decide what kind of service you are going to provide, where your headquarters will be and how
you will make sure that your business is a success. Present your ideas to the class.

The Buginess
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Discussion

With a partner, complete the quiz about companies.

: true "félse i'_’t'dépe:r'id's .

ave to make big proﬁts :
sha g proflts wnth thew employees

:_3'cont1nuous]y expand and dwemfy _
of'fer good qualfty products to consumers

: 'take over ‘other compames
f_have the buggest market share

- looK after the en\rtronment and don t DDHUTE lt

have mlssmn statements :

2
iy
6

N _,:‘\,,g,-—*tw....xw'“w«w o ot ,,nu«-« ~~~~~

o e V‘""““w*kw“ N e, IR S e

Reading and vocabulary
Read and complete the company descriptions below using the words in the boxes.

who set up this type of business. Each person has an equal (2) in making decisions
! and in whatever profit is made, The more people you have, the more (3) you can puk
: [ into the business. However, you are legally responsible for the other people in the business,
1

: { This is far between two and 20 people, and very often it is a group of doctors or (1)

and you all have unlimited (4) . 50 if one of you makes a mistake, you all have to pay
for it.
2

This type of company is owned by a small group of individuals, the (5) , Who are very
often the members of one family. You can only sell your shares if the owners are in

(&) . You have limited liability so you only lose your (7) if the company runs

{ into trouble. You have a lot of paperwork to do as you have to publish your (8) every
5 year.
!

]

Anyone can buy {9) in this company. This is a good type of company if you need to
raise (10} in order to to expand and diversify. You have limited lability but you can
still lose money if there is a (11) in the price of your shares. You have little control in
the running of the company unless you are a major (12) or enough other shareholders
vote the same as you at the Annual General (13) of shareholders.

This is the easiest type of business to start. You simply need a good idea and enough money to
start (14) . You can organize your work as you want because you are your own

(15) , and if you make a {16) . you keep it for yourself. On the other hand, you
have to work long hours and you have limited liability. That means if you run up (17)
you alone have to pay for them.




Further interactive vocabulary practice on the DVD-ROM B2 Yorahuisey

E:7 Read the texts again and write each company type below at the top of the correct paragraph.

Sole {rader Partnership

Private limited company {Ltd) Public limited company (PLC)

Collocations

2% In each set of four, match a verb on the left to a word on the right to form an expression from
the texis.

1 start a) money 5 rumup e) capital

2 make b} acompany & publish f) shares

3 invest c) trading 7 buy g) accounts

4 setup d) aprofit 8 raise h) debts

E-f With a partner mark the sentences are T (irue) or F (false). You may need to read the texts
above again.

1 A PLC s unlikely to have a hierarchy. [_]

1f you are a sole trader and you go banlrupi, you may have to seil your possessions to pay your
debts. [ ]

If a sole trader becomes a partnership you have more capital to invest in the company. [

If you go bankrupt, it is better to be in a Ltd company. []

In a private limited company, sharehalders can buy or sell shares as they wish. [ ]

It is easier for a PLC {o raise capital, ]

You cannot lose money if you buy shares in a PLC.[]

N

~I oy W =

Discussion

[7| A shareholder (AE stockholder) is someone who has shares in a company. This is different to
a stakeholder. A staleeholder is anyone who is affected by the success or failure of a company, for
example a supplier.

With a partner, label the diagram with all the different stakeholders you can think of for a
pharmaceutical company.

- _'7""%"““"-7,&._ o T T, e ,.»V’""/ - T .
: envirenmentai ™,
7 activisis / ) f S

/7 cardrivers and people who ™ f y
Mo live near the oil plant e e
e "“""ﬁiwrh'”‘“w-ﬁw_‘_w /_.,r/"’_ﬂ”“--““-4“""“‘-4,”“&- """""""""""""""""""""" e, N/,.-»--'"""" A i, .
suppliers employees J i, ) 5 ;
S - - S oy S, /,,/

Listening for gist

B2 & »11-2015 Listen to six different stakeholders and identify who they are, using the words in
the box.

- sharefolder

arch far'a well-known'

mpany and makea i 1 4
Presentation about it fo
grou :
]
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m»w-f ﬁ
T*’fzm
é‘m"*‘

organizatic

. Reported speech

is D> was’ - :
‘The company Is very
successful,’ _
She said that tht_e- s
company was very
successful, " -
does & did -
‘T'work foran - :
rnternatfonan' campany
He said that he wurked
*for an- mtematlonal
; company :
is doing - -) was a‘orn_q
We are bun'dmg a new
‘plant.’: :
Shé said that they were :
bmldlng anaw.piant..

did > had done’ .

.1 joined the c'omp'any '
three yedrs ago,’

‘He'said that he had

_Jomed the' company R
three years ago

C will > would

twill stay for another
. year” -

He added that he wouid

stay far angther year__ :
" has done < had done” -
. 'The company has S
- expanded:”, Falle

She, mentxoned that the
: cumpany had expanded

shauld and shou!dn’t
advice or .-
recummendations

5 punctuaﬂ' N
She said that ] should be
punctual :
‘Den‘t rnterrupt met”
He said that | shuuldn't

' mterrupt h|m

bw Grammiar referem:e page. 128

Phrasal verbs B
verh ¥ partlcle --
(pmpomtmn or adverb)
He {ooked at ‘the reporr

: Iiteral meamng

iam Iookmg forward to
meeting you.. >
“nan- ||tera| meanlng

. The directors closed the
compariy dowr. ;
The directors c.‘osed

- “down the: campany "i

: 5eparable i o
We need to deaf wmh
the problem_nuw i
non-separable -

I Grammar reference page 129

Test yourself: Reported speech

Complete the sentences from a company tour using reported speech.

k. %

;’ 1 The headquarters are in New York." )

{.., 3

—— ——

We rnade a proflt of $‘|00 mllhon last year )

\ 5 "We invest a lot of money inR

&D." )

She said

She said

She added that they
She continued that they

She explained that they
She mentioned

She said that they

She said

o=
o~ oy u

Test yourself: Phrasal verbs

Use the words below to make phrasal verbs 1o compiete each sentence.

with  for through up away into after up

We should look the environment, not poliute it.

Could you put me to customer complaints?

| can't cope any more work. | need a holiday.

If you want to be an entrepreneur, you shouldn't give when you have a
problem.

Organizations often run difficulties when they try to expand too quickly.
| want to set my own company, and be my own boss.

I'm looking a new job,

The company will give _______ 10,000 copies of the new software as part of its
marketing campaign.

B W=

o~ o

Match the phrasal verbs above with a definition.

a) totransferacall e) 1o give something without receiving money
b) to deal with f) to found

¢} to take care of something g) to start to have problems

d) to stop doing something h} to try to find something
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.""..i"_i_‘“?m Further interactive grammar practice on the DVD-ROM

6.3 Grammmar

'. Chrna, bisihess and o .
- advice; What othes 200
*infarmation can you i
*$ind about doing : |

"businiess In China?

Listening for gist

that she talks about in the correct order.

First meeting [ Names M Written contracts []
Talking about business [ ] Interrupting (]  Business cards

Listening for detail

halke hands with
She sald that you

- most senfor persor first.

She added that
“People don't falk business straight awiay
She stressed that

4 Siometlmes penple brmg a present i

She commented that

A good chmce“ f

She pointed out that

The Chmese prefe_ :

She explamed that

She sald that
8 ‘Dcm’t mmrmpl peopie m meetmgs :
She stressed that .

Phrasal verbs

Read the following extracts from Ms Wang's talk and report what she said.

_sent isan expens;ve ccwndg s

Match the beginning with the correct ending to make questions.

& 2:17 Listen to Helen Wang giving advice about doing business in China. Put the topics

Presents [

1 Who used to look a) up as soon as they meet a problem?
2 What do you do when somebody puts you b) through to the wrong department?
3 How do you cope c) with stress at work / university?
4 Who do you know that gives d) after you when you were a child?
5 What do you do when you run e} away in order to attract new customers?
6 What is it important to remember when ) up your own company?
you set g} for when you are when meeting a potential
7 What do you look business partner?
8 What kinds of gifts do companies give h) into problems at work / university?

With a partner, take it in turns to ask and answer the questions.

Fhe Buginess
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1e organization

Discussion

People often interrupt because they are not good listeners. Being a good listener is very
important in any communication. Do the guiz to find if you are a good listener. The results are
on page 110. Compare your score with your partner. Do you agree with the resulis?

. i Lo . H
'€ YOU a goot h@mﬂm@ .
1 Inever fInISh sentences for other people : : :' g
2 Itsno problem for me to listen to two conversatlons atthesametime. [ [
3 I focus my full attention on the other speaker Lo SRRRARIRN T NEay I I
4 | often interrupt other people _ = R D_' 3 ‘E]
5 1 never nod, smile or frown when | am talkmg RN B (RN I
- 6 1like to ask questions: = SR e B
- 7--1 usually think about what | want to say whn!e the other person is speaklng = E]“_
8 | sometimes lose the thread of the canversation. I igﬁ
9' tlike to do other things, like write emails, whzle people are speakmg L__| L
10 | repeat back what the speaker has said.- . TR L] b
11 If I don't understand what someone means, i ask for clarn‘lcatmn 2 O O
12 Body Ianguade is very lmportant in any communication.’ - ' ' R

L N, @W“‘*“ ¢

I e e

T «-s’*.w e,
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M Interactive pronunciation practice on the DVD-ROM 6.4 Speaking

Listening for gist

& 2:18 Listen to a meeting taking place in a company which produces radios and televisions.
Lisa Spinelli, John Forbes Tom Lee and Mary Riley are meeting to decide whether or not to open
a fitness centre for employees. Decide who is an expert listener, who is an average listener and
who is a terrible listener.

Lisa
John

Tom
Mary

Listening for detail

Listen to the meeting again and mark the statements T (true) or F {false).

1 Ms Sanchez definitely wants a fitness centre. [T

2 This is not the first time a fitness centre has been discussed. [l

3 The fitness centre should be outside the company. ]

4 The company would need to hire mare staff, £l

5 John thinks a fitness centre would be counterproductive. ]

6 There is a high illness rate only among production staff. U

Listen to the meeting again and complete the table with phrases for dealing with

interruptions.
Rejecting an interruption ~ - Polite interruptian Impol'ite interruption -
1 Iflcouldjustfinish . Maylinterrupt here? Let me speak for myself .
' - ' 2 Sorry to interrupt but I'd 3 Stop L. |
Coming back to a point ' Preventing an interruption Adding an opinion
As|wassaying. © - 5 I'd like to make & 1've got something -
4 Could we get backto before we all start talking. S '

Handling interruptions

Match a beginning with the correct ending.

1 Please allow me to finish and a) and I'd like the chance to explain why.
2 That's a very interesting point, which b} time is running short?

3 Can I ask you to be brief, as c} I'd like to come back to later,

4 That's not relevant to this discussion so d} then you can make your comments.

5 You've said quite a lot and now e) could we get back on track?

6 [ don't agree with your last point fy I'd like the chance to have my say.

Worlt in groups of three. Prepare a shert talk for the other members of your group. Be
prepared to answer any gquestions when they interrupt.

Student A look at page 116.
Student B look at page 114.
Student C look at page 115.
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Scan reading

can you find on an agenda?

eople hold meetings in business all
the time, but not every meeting is as

effective meeting is an agenda. People.
don't always know what the meeting
is about and an dgenda helps you -

" here. An agenda tells you why you are having the -

meeting and gives it a clear structure. Tt should be:
circulated before the meeting so that everybody
can plan and prepare. The agenda should state-
why the meeting is necessary, who will attend,

when and where it is, and what will be discussed.. '

Each item on the agenda is a task and should . -
contain a verb which tells the partlmpants what 5
- will happen. For example: "
Item 2: New advertising agency o
This doesn’t tell us very much. It is more etfective _
to write:
Item 2: Tony to present new advertlsmg agency
and costs. _
Team fo approve new agency and costs.
After Apologies for absence, the agenda should
start with routine items, such as Matters arising
from the last meeting. Difficult items which need

more discussion should be in the middle. Ideally,

8 g g

cffective as it could be. The basis of an.
" too recent to be included or the original agenda. -

- and given to the participants. Action minutes give

gt

Read the article on the importance of agendas for effective meetings. What information

the items should be timed so that the meeting
finishes on time with results. The agenda should
finish with Any other business. These are relevant
issues which need to be discussed but perhaps are

After the meeting, the minutes should be written . - '

a short summary of what was chscussed and who
w111 da what at which tllTlE :

v e T e T ot

i et T Ty T D S
e ¥
e g a2

Read the article again and mark the statements T (true) or F (false).

The participants get the agenda when they arrive at the meeting, [

The agenda tells you what the meeting is about. ]

You don’t know who is attending the meeting when you look at the agenda. [ ]
The items on the agenda tell you what will happen in the meeting. [

The agenda should start with dilficult items. [

You should male a written record of the meeting. [_]

Action minutes don'’t tell you who is responsible for which task. [

1
2
3
4
5
6
7

Agenda

Dater 4 September
Time: 3.30pm
Venue: Main conference room

: Matters arising

search for the keywords.

*“effective meetings to. -
find out more about. -

“what you need to'do to
run successful meetlngs

Firat to present new quataiions for building new canteen
Adrian to propose changes to staff newsletter
AOB

= N =
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:!i'_l..‘..'_?'ﬁ’ Further interactive writing practice and model business documents on the DVD-ROM 6.5 Wiriting

Writing action minutes

& 2:19 Action minutes give a short summary of what was discussed, and who will do what at

which time. Listen to the meeting and fill in the action minutes of the meeting,

Minutes of team meeting

Date: 4 September Present: Cristina, Firat, Lena and Adrian ‘

Time: 3.30pm Absent: Birgit z

Venue: Main conference room Minute taker: 1} :

Action steps . Who? When?

Point 1 Matters arising - staff

not happy about hot desking 2) Lena 3 g

Point 2 Quotations for new canteen | 4) 5) Next meeting 5

i

. Write a proposal of pros and cons . ,

Point 3 Changes to staff newsletter | %~ quarterly newslettar Adrian 6) !
Point 4 AQE - Christmas party n______ B 9)

Next Meeting: 10}
Venue: Main conference room

it R N BT I 0 gt

Reporting

B it B Ty e SRS E R

Sentences 1-8 report what somebody said. Sentences a)-h} are what the person said. In each

group of four match the sentences with similar meanings.

1 She disagreed with the idea.

1

a) ‘Let’s discuss this issue at the next meeting.

2 She suggested discussing the issue at the b} ‘T can have the report ready by 8 of

following meeting.

September.’

3 He recommended the Thompson proposal. c) ‘I believe the Thompson proposal is the
4 She promised to finish the report by &" better one.’

of September.

d) ‘I'm not in favour of that idea.’

5 She wondered if the Christmas party * ) ‘The company newsletter needs a lot of

could be held in the canteen.

time and energy.’

6 She warned that we had a problem with f)y ‘We all agree with the Thompson proposal.’

the atmosphere at worlk.

g) ‘The atmosphere at worlk is bad and getiing

7 He pointed out how much work went worse.”

into the company newsletter.

h} “Would it be possible to hold the Christmas

8 We approved the Thompson proposal. party in the new canteen?’

Adprian,

Writing

Turn to page 113 and read the full minutes from the meeting between Cristina Firat, Lena and

i Worl with a partner. Look at the notes taken from the follow-up meeting with Firat, Lena and

Adrian and write up full minutes,

Agenda

Date: 11 September
Time: 15,30
Venue: Main conference rocm

-

Matters arising L
2 Lena to present report on hot desking and -
make a proposal - oo
3 Firat to'present schedule for cantegn

building work L
4 Adrian to make proposal for quarter]
newsletter
Team to approve
5 Lena to report an Christmas party-

y e B RN .
T ko '<*' g S et et ey B R e

Yot deskﬁi».»:cd» varyy unpopular . Staff dewotivated, Not
raaEEH netescary, Probfem cas be solved b swodier
desks +or everuone, Some extra aoct ngﬂmg .

Put up 'a"&m,pamr'tﬁ- tewut For camteesn | November. Problem
- swall dighnaee to wali in gpes. Clear out 'fli'f“}'i--ngf;
of canteen 2-6 November. E'Mifdidta worg, - 20
Novewber. Opes new canteen 25 Novesmber,
Buarterly newsletter - prog - fese fime-consiming.
More wews Fo repert 5o more interesting. Less cos-p.
Cong - wot so up-to-date. Proposal - 8'“51;*'?'&1‘:@'3»
vewsletter. Temn approved fhis.

Hew conteen gpens an 258 November, Enougl, buffer
time if problews aeenr, Chrishmas Pnr-hg 1 Hew
confeen.
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Discussion

2 You and your partner want to start up your own business and you need money from the
bank. Think of four questions the banlk might ask you about your new business.

Listening for gist

B3 ™ so5n Listen to Cristiana Vatland, a business expert, explaining what a business plan is.
Add the items which are necessary for a business plan.

ltems Questions
Personal details a
1 Where is i{? Is it a partnership or sole trader?
Mission statement b
2 What specifically will the company do?
Preduct description 4
3 Where and how will you make the product? What
' equipment do you need?
Staif d
4 How much money do you need to start ug the business?

What is your estimated profit and loss account?




j Further interactive problem-solving on the DVD-ROM 6.6 Case siudy

Listening for detail
Listen to Cristiana again and complete the table with the questions about each item.

Maich the expressions from the listening with the correct definition.

1 cash flow forecast

2 mission statement

3 target group

4 profit and loss account
5 return on investment

a) the people you want to sell your product to

b) accounts which show income and expenditure

¢) estimate of how much money comes into the company from sales, and how much is spent
d) the money you expect to get back on the amount you invested

e) definition of why company exists

“Wark With'a partner.’
- 'S@arch for the:missi
-statements of weli-
© known companiés,’ -

What do the statements:
: tell you about the
r:r:ompame_r,7

Reading
Read the business plans below and answer the questions.

1 What do you think the main differences are between the two business plans?
2  Which company do you think is more lileely o succeed? Why?

1 Owner: Tim O'Conner, Date of birth: 2.04.82. B.A. Business Admlnlstratlon Diploma in Hotel and

- Catering. Five years’ experience working as head waiter in five star hotel, e :

2 Gourmet to Go. Sole trader. Company offices are located on MISSOUI‘I Bou!evard thtle Rock Arkansas, .
close to the business park. S

3  Mission statement: we make hlgh—class, gourmet dlnner party food usmg mgredlents from all over the ;
world to suit our customers demands You send your order to us and we deliver all of the food to your
event, '

4 Objectives: to cater for an average of 50 business functions a week at mid- mormng and Iunch trrne

5 Product description: Our USP is that we make customised Iunches for companies and corporate events
We use fresh ingredients flown in from all over the world and so can cater for any tastes or needs.

6 Production: Large kitchen of owner's own house eqmpped W|th necessary Work surfaces and cooklng

. utensils. e :
7 Staff:'three part-time members of staff One full tlrne
8 Finance: Start-up capital - $50 000. Bank loan necessary $100, 000

L B R
e MW"Q-«W“‘"‘* »,—mwmg« co

B TP N .y '_w B i T w”***“”’“wﬂ"f““www-- i "&«Mﬁe‘?"
SO'UP KITCHE_N_-----'
1 Owner: Nancy Macfadden. Date of bn'th 4 09. 50 5 Pmduct descr:ptmn our USPls to malce Pt
Full-limé motlier and grandmother. . wholesome soups using onily seasonal; local
2 Soup Kitchen. Sole trader. Company located in- -+ produce in-an environmentally fnendly way: We
- downtown Little Rock, close to the uruver51ty and ! alsouse bmclwmdable pots S0 that no waste s
central shopping area. . : . produced. ;
3 Mission statement: we aim to make he althy soups 6 Production: share kltchen fac;htles of Queen Hotel
using organic only ingredients at low cost. All of " in Arkansas. : R
the produce is locally-produced too, -0 77 7 Stafff one full- t!me IR
‘4 Objective; td sell an average ot 100 pute of soup 8 Finance: start-up capltal 42, 000 Bank loan :
. throughout the day T EREY - necessary 15,000 . A
[ e B . : s g 'mmhﬂ.-;.w;ﬁ. ‘;%@:’.;;‘;&w“xwww‘@ ”‘“’“"*""'"'“&We S
[ e SENTE RS S LRSS i s e LTI

R e o

Writing a business plan

Worlk in small groups. Brainstorm a business you would like to start in the food industry.
Now write a business plan. Use the table in 2 to help you. When you have finished, present your
business plan to the other groups who are all potential investors, Be prepared to answer any
questions they may have.

TheBusiness Bl




Use the words in the box to complete these phrases
from the article on page 39.

be a growing
receive a on eBay

a lot of money

branded sports clothes
a commercial

an audience

start a campaign

fulfil (= reach/achieve) a

spend large of money
attract people’s

1
2
3
4
]
6
7
8
9
0

i

Fill in the missing letters in these words related to
buying and selling.

1 A salesperson who knows a lot about their products is
very knowl____able,

2 A salesperson who you can trust is trustw____¥y.

3 A salesperson who is good at making the customer
believe in the product is pers___ive.

4 A salesperson who makes small talk isch___v.

5

A car which doesn’t cost much money to run is

econ____al.
6 Prices that are as low as similar products made by
rivals are comp____ive.

7 If you borrow money to buy a product, and then you
pay it back over time with no extra charge, you have
anint____t-freel __n.

8 If something is worth the price, then it is good
v___ef _-money.

9 If there is a reduction in the price of a product, then

there is a dis____t on the product.

An informal expression for ‘the current price’ of

something is the ‘go___-r__e’.

Fill in the gaps with words from the box.

1 If many customers are happy with the product, then

there is a high level of customer

2 If a company wants to encourage a customer to buy
something, they offer an

3 It is useful to have a detailed description of a typical
customer: the of the customer.

4 A customer program is aimed at trying to keep
existing customers.

5 If the customer keeps buying the same product, they
show to the brand.

Complete the dialogue using a comparative or
superlative form of the adjective in brackets. Extra words
lile the/than/niore/ less/most/least will also be needed.

A: I need to do a round-irip from Frankfurt to Paris next
weel. I'm thinking of taking my car.

B: Surely the train would be * (comfortable) your
car. And maybe * {(cheap) as well, when you
think about the petrol.

A: The cost doesn’t matter - the company is paying. The
main thing is time and convenience. I need to go by
3 (fast) possible means of transport, and I have to
travel from one meeting to the next in Paris.

B: Well then, why not fly? And use taxis for moving
around the city? It will be much * (stressful) your
car — you won't have to worry about finding the right
addresses. .

A: That's true, Paris is one of * (difficult) cities
I know for driving. I want to be relaxed and able to
concentrate in the meetings.

B: Okay, so the® {(good) option might be to take the
TGV train - the journey time is under four hours — and
then use taxis locally. That would be 7 (stressful)
option of all.

A: Yes, that’s not a bad idea.

Complete this dialogue by writing questions. Look
carefully at the answer, including the form of the verb.

A Where! ?

B: I live in Budapest.

A: How long? there?

B: I've been there for over ten years.

Al happy there?

B: Yes Iam, but I'm going to move soon,

A: Where ¢ move to?

B: I'm going to move to Vienna.

A: And why? that decision?

B: 1 made that decision because there's more work in
Vienna.

A: Are you sure? Who © that?

B: My friend told me. He warks there now.

Match the beginning to the end of the phrase to make
expressions used in negotiating.

1 Okay. Itsa suggest something,
2 That’s out of the condition that ...
3 I'dlike to deal.

4 Canyou go question.

5 I’d only pay that price on half way.

6 If [ understand you along with that?

7 Ican meet you correctly ...

Now write the phrase number 1-7 from exercise 6 next
to its use below.

Making proposals [ Malking concessions []
Bargaining Asking for agreement [
Accepting ] Clarifying L]
Rejecting ]

Male collocations used in negotiating by matching an
item on the left with une on the right.

1 trade price

2 lead \ of payment
3 pross discount

4 terms VAT

5 payment within time

6 inclusive of 30 days

B2

FheBusiness



Fill in the missing letters in these words. They all
appeared in the article on page 71.

1 Ifan entrepreneur sees an opportunity to produce
something that is not yet available, then they spot a
e m_____

2 An entrepreneur stdrts a business by investing their own
capital: this is the e___ty in the business.

3 Enfrepreneurs hater__ t___ — documents, rules or
processes that cause delays.

4 Money that you pay to a lawyer is called your
I__If s

5 The part of a job that involves keeping records and
writing reports is called the pap____rk

6 Every year a company has to show its trading results in
itsann___ acc____s.

7 Another word for the *head office’ of a company is its
‘headqu_____ 5.

8 The amount of money that the owner of a company
might lose if it goes bankrupt is their lia___ity.

£=4 Male collocations by matching an ftem on the left with
an item on the right.

1 set &) in agreement about something
2 make b) of paperwork
3 put ¢} up a business
4 be d) into trouble when things go wrong
5 run e) capital into a business
6 doalot f} a decision / a mistake
7 buy g) long hours
8 raise h) shares in a public company
9 lose 1) boss
10 vote i) capital in order to expand
11 beyourown k) atthe AGM
12 work ) money if the share price falls

Look at the actual words spoken, then write them
usmg reported speech.

1 “Iam tired”
She said that she

2 “We will open a factory in Poland next year”
He explained that they

3 “We have a subsidiary in China”
She mentioned that they

4 “The company is doing very well”
He said the company

5 “Arrive at the meeting on time!”
She said that I

6 “Don't agree to anything specific”
He said that we

Complete each sentence with one word from the left
column and one from the right.

cope after
give away
give for
look into
look through
put up

set up

run with

Can you me to customer services,
please?

When the baby is born I will stay at home for a year or
soto it.

You have so much work! How do you it
all?

Keep on trying! You can do it! Don't
now!

We sell a lot of goods to other companies, but we

sometimes trouble when we don’t get
paid on time.
It's a new company. She it just two years

ago but it’s already making a profit.
This instruction manual is so complicated. When 1
the information I need I can never find

it.
‘We have 1000 free samples to at the
trade fair.

The phrases below can be used during a meeting. But

the words in bold are in the wrong sentences. Put them
back into the correct place.

e B T I un ST b I

[#2]

1
2

3
4
5
6

If I could just finish what 1 was running.

I'd like to get back here,

Please like me to finish.

Could we come in to the first point?

Can I ask you to be track?

Time is saying short.

That’s an interesting point which I'd allow {0 come
bacl to later.

Can we get back on brief?

Look back at the sentences in exercise 5. Find:

One used to interrupt politely. ]

Two used to reject an interruption and continue
speaking. [_][]

One used to block discussion of a point temporarily. [ ]
One used to return to a previous point. [_]

One used when the discussion is not relevant., [ ]

Two used when there is little time remaining for the

meeting. ][]

Match the reporting verbs a-h with their meanings 1-8

below.

U RN~ o g

-

She disagreed with ... ¢ She recommended ...
He suggested that .... d He promised that ...
8

She wondered if ... She pointed out that
He warned that ....., h Heapproved ...

say that you will definitely do something [_]
have a different opinion to someone else [_]
offer an idea for other people to consider{ ]
advise that something should happen [_]

tell someone something they had not noticed [_]

think about something because you want to know more
facts, or are worried [

give official permission for something [

tell people about a possible problem, so that they can
avoid it[]

The Business

a3



Discussion

You and your partner own a small company and need money for a project. What do you
think are the pros and cons of borrowing money from:

1 family and friends
2 yourbank
3 aventure capital group?

Listening and note-taking

& 2:21-2:23 John and Gunter are discussing different ways of raising large amounts of
money. Listen to the conversation and make notes of the advantages and disadvantages of
i each way.

sl Advantages ' Disadvantages
Bankfoan . 1.0 T £

 Venture capital .

rnote abaut
Jhy.companies

Shares G

Vocabulary

. You are going to read an article about the Bertelsmann group. Before you read, maich a
word or phrase on the left with a definition.

1 to establish a) something that is necessary, or that a rule says you must do

2 unlisted public bj to start a company
company c} astatement showing the assets, liabilities, income and

3 requirement expenses that the parent company and its subsidiaries have

4 consolidated d) the shares of this company cannot be bought or sold on the
financial reports stock exchange

5 considerable e) buying something from the person you previously sold it to

6 stake f) the part of a husiness you own because you have invested in it

7 PO g) the first time a company’s shares are offered on the stock

8 buyback exchange

h) large in size

Reading for gist
Read the article opposite about Bertelsmann,

Find answers to the questions.

1 What kind of company is Bertelsmann?
2  What kind of company is Groupe Bruxelles Lambert?

84 TheBusiness



7.1 About business

world's largest media company. It
operates in 63 countries worldwide
and employs over 78,000 workers.

billion. It owns or has major holdings
in companies involved in book and -

' recording, online services and other
1 multimedia activities. : s
Bertelsmann was established i - o
Giitersloh, Germany in 1835 by
the printer and bookseller Carl -
Bertelsrhan. In 1887 the company. *
15 passed from Carl Bertelsmann’s son .
Heinrich to his son-in-law, Johannes. -
Moh. It has stayed in the hands of the
Mohn family ever since.
Bertelsmann became an AG (a
2 German public limited company) in
1971, but instead of offering shares to
the public on the stock exchange, the
Mohns decided to keep all the slnres

Reading for detail

THE BERTELSMANN GROUP is the -

5 In 2005 its turnover was almost €18

magazine publishing, film and music .

Bertelsmann isr ‘now
.€4.5 hillion poorer

. themselves and to become an unlisted
public company. .

Why? Normaily the only reason. -

* for a company to form an AG is to -

u raise capital to finance new projei:ts or -
ideas. However this also weakens the
power of the original owners because
the shareholders then wart the- -
company to represent their interests.

" 5 Moreover a company that is listed on

the stock exchange also has to meet
a lot of other requirements, such as
publishing its consolidated financial
reports every three months. Meetmg

' these requirements ¢an cost'a company

several million euros a year. .

On the other hand one considerable
advantage of being an AG is that you
can take over other companies without

s it costing you a single cent. Al you
need to do is to offer the owners some
of your shares in return for some Df
theirs. :

This is exactly what Bertelsmann did:

" s when they took over Groupe Bruxelles

Lambert, a financial group, in 2001.
They offered the owner, Albert Frére, a
25% stake in the Bertelsmann AG withi
an opton to sell those shares on the

s stock exchange later.

In 2005, Frére announced that
he wanted to do just that. This left
the Mohn family with only two ©
choices — they could either buy back
s Frére’s share of Bertelsmann to keep
everything in the family or let Frére do
an IPO {nitial Public Offering) and risk
having outside shareholders.
The Mohns decided on the buyback
s option. They offered Frére €4.5 billion
for his share of Bertelsmann AG and
Frére accepted.
As a result, the Berte]smmn Group
is now €4.5 billion poorer and may.. . .
# have to sell its 50% stake in Sony,
BMG Music Entertainment, one of the
world’s largest and most successful - -
- music publishers, to fmance the

o buyback

Waork with a partner and mark these sentences T (true) or F (false).

Bertelsmann was established in 1835 and started producing films and records. [_]

When the company went public in 1971, it did not offer its shares an the stock exchange [
The company is not listed on any stock exchange, [

It can cost a company millions of euros every year to meet a stock exchange’s requirements. [_]
The only way to talke over a successful company is to offer the owners a lot of money, []

The owners of Bertelsmann paid €4.5 billion to stop the company from heing listed on the
stock exchange. [_]

1
2
3
4
5
6

Discussion

Work in small groups. Were the Mohns right to pay so much money to buy the shares back?
Why? Why not?

The Business
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Saying numbers
Can you say the following numbers?

5th d tin4
2/3 g 13-17 years
c £199,184 [ 156,000,000 m? i

g 0.08 i 7.71%
h 6,000,000 days

550L3

o R

Complete the sentences using the numbers in 1.

1 Approximately 67%, or , of all start-up companies fail within the first five years.
2 In ayear the chances of becoming a victim of viruses, spyware or phishing are about
. The cost to business is estimated to be several hillion dollars a year.

3 The average UK household consumes ahout of tap water a year and can expect to
receive a water bill of about £440. That works out at p per litre,

4 According to research, stress s respotisible for lost anrtually in the UK

5 The average price of a house in the Ul is - that’s up by over last year.

6 The new economic city of Hail in Saudi Arabia will have an area of and house
some 80,000 people.

7 The Republicans voted against increasing the minimum wage for the
than a maonth.

8 The average lifespan of a car in the U has been estimated as between
Commission for Integrated Transport.

time in less

by the

Listening for detail

- The Federal Reserve ann’ouhc“éd. it would ﬁrnp st

" ']a[")an"esé industri'a] production increased slightly

~leey interest rate by (1) - ‘to(2) - This. ¢ by (9). - and unemployment fell by

 is the second drop in interest rates in the lastsix~ &« (10 te 2, 890, 000 last year. The yeri remams
‘months. Productivity grew by (3)_ R U strongat (11) yen to the dollar. Bank

- in the third quarter, compared with (4)____ in- .. lending rose by 2.4"u in the year to April, the

the first six months, Employers reported (5)_.
new jobs had been created in July. . .

- fastest increase in the last (12) years, -

A e b e BT e g

B U

e

: Ge.rinany"s job growth was- stronger than expected -'}obs in the service 1ndustry rose to (13) _last
© {n March. Unemploynient fell by (6)- to.. - _ year while jobs in manufacturing fell by"
4,370,000, Its trade surphis grew again in the first (14) . The National Statistical Office

quarter to (7)____. up 0.4% over the previous
quarter. The German car industry reported that
a record (8) vehicles were exported in the
first three months. ' :

T R g g St I B e b

reported that the number of jobs paid helow the:
.. national minimum wage has increased to approx.
©(15),.__ . Tt also réported that (16) jobs,
3.2% held by thase aged {17). were paid
below (18)__ an hour.

B o SR i T

=124
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(& Lhiua) Further interactive vocabulary practice on the DVD-ROM

K current ecori

o fmd out’ more ahout
T new developments in
: t__he_ world_of

5 MOUSE

Search fur the keywords “

Describing trends

direction of the trend.

% INFLATION - ) 'Exchange rates.

01I p!‘!GBS " INCREASES BY

. between the dollar -
- 5% INLAST12 - | and pound fluctuate
Shﬂﬂt “p @ . MONTHS. .. . Cwildly.

S & s B

e P e )

e

ré»

Proflts in the
- IT industry fall
e 'dramajtiCa]Iy.-' .

FIGURE UP-

3

PRICES

j‘-j: jannounces ¢
REMAIN | massive tax shght dmp LR “of huge rise in
STABLE. : GISEE Ly AL prnflt b nuclear WaSte

e . . - N s e L
S b s T S

|scu55|on Oh my :

a) is good news for young consumers

b) means goods and services have become more expensive

¢) means there are fewer jobs

d) means that people will have less money to spend in
future

e) is bad news if you have invested in companies like
Adobe or Dell

f} will affect the plastics industry and make thelr products
more expensive.

omic trends ;

business.

Adverbs and adjectives

Read the extracts below from economic reports.
Do the underlined adverbs and adjectives in the extracts
describe:

a big change? (A) a sudden or fast change? {C)
a small change? (B)  aslow change? (D)

You may need to use more than one letter.

v UNEMPLOYMENT - &3} Commercial TV -

- .- i stations dnnoiince
SIGNIFICANTLY La 20% decline i int :
OVER LAST YEAR - advertlsmg revenues. .

“W“Ww-w.w& m—m

“ Intel annnunces ﬁMlmsterg warn. i

ity 'WW S A,“_'&,_-l‘_,,,,{ e e T e e S i O e

Look at the newspaper headlines below describing trends and draw an arrow to show the

VI'HNO, it’s thé.

Worlk with a partner. Decide which headline: goodness! Is share price of the
that the patient’s company he owns.
blood pressure? He's feeling much

better now!

Trend

1 Unemployment in Germany has fallen slightly over the past 12 months. Band b
2 The overall cost for information technology shows a gradual decrease each year.
3 There has been a considerable rise in sales of smatler, more economical cars in the last year.
4 The share price fell dramatically after PGT announced it was planning to close its factory in China.
5 The market for consumer electronics designed for ‘older’ people will grow steadily over the next

few years.
6 The company has grown rapidly over the last five years. Profits are expected to be up 30% on last year.
7 The European Central Bank has said it is thinking of increasing its key fending rate fractionally in the

autumn,

Wages and salaries in the Indian IT industry have risen guijckly in the last few years

Discussion

are positive or negative for.
1 2 3 4 5 6 7 8

Look at the extracts above. Are the trends P (positive) or N (negative)? Think about who they

The Business
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Complete the dialogues below with 'If (= will} or won’t {= will not).

1 G Right then, Luigi, I'd like to know why you dont think wae (1) be
able to sell our pizzas in Italy. ! thought ltalians liked pizzas!

Luigi:  Well, JG | think the name's wrong. }G's Spity Pizza Grandy isn‘t Italian
and | don't think the name (2) appeal to italian consumers.

1G: 0K, so we change the name. No problem!

Luigi:  That's a good idea, JG, but 1 think we (3) still have a problem.
ltalians don't seem to like curry flavour pizzas!

2 Antonio: OK everyone, I'd like to hear your thoughts on the idea of taking over
RGB. Sheila.

Sheila:  Hmm... ] think it's a bit risky, Antonio. it {4) be cheap. it could
cost us between €2,500,000 and €3,200,000 to get a majority stake in
RGB. That’s a lot of money.

Peter:  Yes, Sheila, but RGB is an established company and if we can afford
that, we (5) have a company that has over 357,000 customers, a
turnover of €28,000,000 and a really good name,

Tam: Yes, but we (6} alsa have to invest about another €800,800 in
RGB. The management hasn't done anything for the last five years

3 Manuel: So, Jean, you think shares in the tourist industry (7) fall.

Jean:  Yep, that's right Manuel, unemployment is up again and that means a
lot more people (8) he able to afford a holiday. Fuel prices are up
s flights (9} be more expensive... and these reports about more
terrorist attacks {10} help.

Manuel: OK, so a lot of people (11) want to travel abroad, but what
about our local tourist Industry?

l—

Test yourself: be going to
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\We asked people on the street what they thought about these trends. What have they
decided to do? Complete the sentences below with the correct form of be going to.

A S e

i

Well, I'm worried about the effect this will have on jobs in Europe. A lot of my
friends have jobs that are connected with the car industry. | {1} buy a
Chinese car even if they are a lot cheaper,

If fewer and fewer people with jebs have ta pay for mare and more pensioners,
the government will have to increase taxes or cut pensions. My wife and |

{2) look into private pension schemes ~ | think that's the only thing we can
do if we want to have enough money to live on later.

If electricity prices go up, what (3) do? What can | do? Nothing much -
except buy a few energy saving lights. I'm certainly (4) install solar panels,
they cost too much.




H Turther interactive grammar practice on the DVD-ROM 7.3 Grammar

Search for the keywords
. what will happen toiecil
- read more about’ ‘what
" ‘people think the future ]
~will hold: Make a note: .
of three ideas that you |
~ think 'will happen and
three that you thmk
“won't happen,

Test yourself: First conditional

£8 Match the beginning on the left with the correct ending on the right.

1 Ifyou buy a dozen, a} unless we increase the size of the order.

2  Unless you drop your price by at b) if you want us to print your logo on
least 5% them.

3 They won't offer us a bigger discount ¢} I'm afraid we will have to reconsider your

order.

4 Wl cost another €150, d) we'll give you one pair free.

5 OK, we'li replace the parts for free, e) they waon't be prepared to seil their

6 If you buy this car now, shares to you.

7  We will have to look for another f} if you can't deliver sooner than that.
supplier, g) if you bring the car to us immediately.

8 Unless you are willing to offer h) 1'll throw in air-conditioning, winter
them at least €5 million tyres and a CD player.

Discussion

Work with a partner. Look at the topics below and discuss your options.

An old aunt of yours has died and left you a luxury villa in the Bahamas.

You are hoth unemployed and want to set up a company together.

You are planning a four-weelk holiday to the USA.

You have been asked to organize a one-day festival/event for teenagers in your area.

You are going to live on a desert island for three months. Decide what to take with you.

You run an organization which helps families wha live in poor parts of the world. You have a
monthly budget of €10,000 for a new project.

1
2
3
4
5
6

=1 Work with a partner. Read these extracts from reports and answer the questions below using
the first conditional.

China’s carmakers plan to increase production by over 500% in the next ten years
and have also announced that they will open new plants in Fastern Europe. .

PP e R - . B i o i iy T
T g . T o g B ey e d d

What do you think will happen to:
a) European carmakers? If more Chinese cars gre produced. ..

b) steel prices?
¢) CO,emissions?

' The British government has announced that it plans to clase 12 of Britain's 23 nuclc_ar
power plants over the next ten years. UK power plants currently generate a ﬁfth of -
the country ] electrlmty : :

o B,

B PSRN, o » B g g S s T

What do you think will happen to:

a) UK electricity prices?
b) the share price of alternative energy companies?
¢) manufacturing costs in the UK?

Over 25% of the German populaﬁon is older than 60 and this figuré is expected to
grow significantly in the next 20-30 years, Some prO}ULtmns show that by 2075 there
will be one worker for every three pensmners o

R P L L oo c. y e s, g e P LI
e |t St e e S * S

AT [, L e T .
g TS

What do you think will happen to:

a) wages and salaries in Germany?
b} povernment spending?
¢) immigration to Germany?

i
H
i
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Constrastive stress

| & 228 Listen to the recording and underline the words that are stressed.

a) Idon't think their turnover will fall, :
b) T don't think their turnover will fall.

a) 1told you to buy more shares in UPS if they went above US$ 70,

b) 1teld you to buy more shares in UPS if they went abave USS 70.

a} The share price hasn't gone up much yet.

b) The share price hasn’t gone up much yet.

a) 1think profits in the telecom industry will fall this year.

b) I think profits in the telecom industry will fall this year.

Now listen again and practise saying the sentences.

1
2
3
4

4

| Which of the sentences above means;

I don’t think their turnover will fall. T know it will fall.

I told you to buy more shares in UPS if they went above US$ 70. Not sell them.

The share price hasn't gone up much yet. But it soon wilL

I think profits in the telecom industry will fall this year. But you may not agree with me.

| Read the sentences below with the correct word siressed.

a) Sorry, bui [ ordered a glass of red wine (not white wine).

b) Sorry, but I ordered a glass of red wine (not a whole bottle).

a) Mario doesn’t want to talk about the problem, Pete (he wants to discuss the solution).

b} Mario doesn’t want to talk about the problem, Pete (Julia is the person who wants to
taik).

a) Idon’t think their turnover will fall (but maybe our turnover will).

b) Tdon't think their turnover will fali (but their profits might fall).

a) Ididn't ask you to finish the report by Friday (Tom asked you).

b) Ididn’t ask you to finish the report by Friday (I asked you to finish the accounts).

& 2:29 Now listen and check.

Listening for detail

] & 2:30 Listen to a negotiation between Antonio and Birgit as they negotiate over the

supply of new parts. Fill in the spaces:

Rirgit: OK, perhaps we should (1)

to business. Well, (2)
_____, Antonio, our new CEO is worried about our costs and he expects me to (3)
cheaper prices with all our suppliers.

Antonio: Cheaper prices! But you're already getting ...

B

A

B

W O rEEEE I

W o

Yes, I know, Antonio, you're selling us the parts at cost and you’ll be giving them away

(4) your prices any more. )
Exactly, Birgit, wages and salaries have gone up, energy prices have gone up ... t?verythmg’s
gone up, but you expect us to drop our prices. It (5) , Birgit! No way!

OK, Antonio. Let’s (6) to prices in a minute and look at some other
possibilities. What are our terms of payment? Six weeks?

Erm, no, eight weeks. Eight weeks is a long time to wait to be paid, Birgit.

Hmm ... well, if we shorten the terms of payment to, (7) , four weeks, will
that help?

Hmm ... yes, maybe a little, but ...

But not enough for you to drop your prices. Right?

Well ...

What about delivery times? If {8) another week or two, will that help?
OF course it helps, Birgit, but your production department always needs the parts ... the
day before yesterday!

OK, Antonio, (9) this idea? If we agree to pay you 3.5% mare for parts
delivered within seven days, 2% for parts delivered within 10 days and 1% if they are
delivered within 14 days, (10} to drop your prices slightly?

OK, maybe we can drop our price by 1%, but only if you pay within 14 days in future,
1.5% Antonio and I think we (11) .

OK, Birgit, if it helps make your new CEO happier, (12) 1.5%, then.
Oh, I'm sure pur CEO will be delighied Antonio. Now, how about lunch?
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'“’M Interactive pronunciation practice on the DVD-REOM 7.4 Speaking

1 Can we agree on payment within 30 days? a) I'm afraid we couldn’t agree to that. Our costs have
2 Let's come back to price later. \_ increased by over 3% in the last year,
3 Can you deliver within 14 working days? b} Yes, OK, but only if the price includes the shipping costs.
4 We'd like you to drop your price by 5%. ¢) I'm afraid that's not long enough. We need 28.
d) Yes, that’s a good idea. Perhaps we should look at
delivery times next,
5 So what kind of quantities are we talking about? e} They're covered by the guarantee for the first two years.
6 What about service and mainienance costs? f)y Good! It was great doing business with you.
7 If you pay late, we will charge another 2% for g) Hmim ... 1.5% and I think we have a deal.
every 30 days. h) Well, the first order would only be for 500 units, but if
8 OK, I think we have a deatl. we're happy with the quality ...

gl

to find ot moFe aboul
© Negotiating.:Make
- @ list of five tips te
i remember-when y

- successful negotiations:

Negotiating language
In each set of four match the sentences on the left with the responses on the right.

Negotiation

Work with a partner to negatiate the following situation. Student B turn to page 114. Student
A read below.

You would like to order some gifts with your company’s logo on them for an important trade fair
which will take place in 30 days’ time.

T e

Calculators R £€2,000
Cups . . ' ' €2,000
Key rings . €500

Teddy bears . . €300

£5,300

» The catalogue says that discounts for orders of more than 500 items are negotiable, but it is not
clear if that means 500 items of one product, or the total order.

+ The catalogue price would normally be €5,300. You would like a 10% discount for this order.

« Delivery times are normally 28 days, but you need everything to be delivered in the next 14-21
days. 14 days would be best.

s Payment is normally 10 days, you would like to pay within 28 days.

+ The catalogue says shipping costs are €150 for orders over €1,000, but you would like the order

delivered free.
Try to negotiate a deal that both you and the seller are happy with.
You start. Phone Student B.

When you reach an agreement Student A turn to page 116, Student B turn to page 117, Work out
how good your negotiation skills are.
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Discussion

Look at the line graph below. What does it show? What other types of graphs and charts
do you know?

Apr May Jun

Reading for detail
Read the description of the graph and mark the sentences T (true) or F {false).

- The Norweglan envn'onmental technolo gy company, N Tech ASA had a turbulent year last
© year. The share price stood at US$ 1,13 at the begmmng of Januiary, but fell 51gn1f1cantly in the
first five months and stood at US$ 0.63 in May. There was talk of a takeover bid by one of N
- Tech ASA’s competitors, Paterson, at: the end of February. This proved to. be false however and
* s many spetiilators lost interest in the company and sold their shares: .. 1. .
. At the beginning of ]une, CEQ Fredrik Bergy: announced the closure ofone of the factorles L
-and plans to lay off miore than 1,500 employees at its other plants Investors saw this as a way
“of cutting costs and unpmvmg the productmty As a result of this the share pnee rose to US$
0.89 in July:
- The rise was u.horl lived. In August N Tech announced it had lost a US$150 ml]hun r_'cmtract .
with the Department for Environment, Food and Rural Affairs and its share price plurnmeted _
" to US$ 0.48. Asa result more ]ob cuts Were announced in September and the share pnce rose
slightly to USS$ 0.56. SRR .
o In the last quarter the share price Tose dramatmally from US$ Q. 70 to USEB 1 15 ThlS ‘was due E
 to the anniouncement of a massive order for their methane gas-fired power s stations from China =
- - and the resiguation of Fredrik Berg who was replaced by top industrialist Matilda Inge.. 1 7107 ¢

1 The share price rose slightly at the end of February because of speculation that one of N

Tech's competitors wanted to buy the company. [

When N Tech announced job cuts in June, the share price fell. [ ]

3 When the company lost the contract with the Department for Environment, Food and
Rural Affairs its share price shot up. [_]

4 Fredrik Berg’s resignation had a positive effect on the company’s share price, [}

A8 ]
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PEEY Further interactive writing practice and model business documents on the DVD-ROM 7.5 Writing

Causes and effects
E2 Match the effects on the left with a cause on the right.

EFFECT CAUSE
.1 Sales of soft drinks increased by 22% last month &) as a result of the stronger euro.
-2 EU exports to the USA fell slightly last month b} due to a strike at the Toulouse plant.
3 Production fell by 150,000 units to 700,000 in June ¢} because of shortages in the supply of cil.
4 Heating costs rose by 10% in the last quarter d) because of a heat wave.
-5 House prices went up slightly last month e) as a result of increasing competition and Internet telephony.
-6 Telecom's profits fell by 18.4% last year f) duetothe fall in interest rates.

2.5 Complete these sentences with your own ideas. Use because of, due to oras a result of + a
noun to explain the cause.

1 Sales of film cameras have fallen dramatically since the 1990s...

2 The number of smokers in the EU has dropped by over 6% in the last 10 years...
3 Sales of convenience foods and ready meals have been growing steadily. ..

4  Share prices in the airfine industry fell significantly last weel,..

Describing figures

Work with a partner. You are going to write two halves of a short report describing the share
price of W.B. Rexford over the last year. This company manufactures outdoor clothing.

Student A read below. Student B turn to page 114

Write a report describing January to June. Use the graph below. Include a description of the trend
(it fell from... to..., it fell by... to...} and a reason for the trend (bad weather, a strike, etc). Invent
these reasons.

When you finish, swap reparts with your partner and read about the other half of the year. Discuss
together what actions the management could have talken at key moments.

The Businass
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The Business

Discussion

In small groups, discuss the questions about shares.

What are the advantages and disadvantages of investing in shares? }
Are there any types of company you would not want to have shares in?

Would you prefer to invest money in:

a} shares that are risky - i.e. you could make or lose a lot of money?

b) ‘safer’ shares of large, well-known companies (blue-chip companies)?

¢) bonds that guarantee fixed interest rates?

d) a mixture of all of the above? Why/why not?

1
2
3

Work with a partner. Lool at the companies below.

CanGas Corp. - a Canadian Gas Company

Cyberchip Plc - a British computer chip manufacturer

Zero Emission Cars - a German producer of electric vehicles

Feijdc Pretos SA - a Brazilian coffee producer

Genezap Inc. - a US biotech company which produces genetically-modified seed

Decide what kind of opportunities and threats there are for these companies. Think about
environmental factors, market stability and competitors.

Opportunities. . _ Threats

CanGas Corp. : R Gas supples will run aut soon

Cost of manufacturing has

Cyberchip Plc fallen

Zero Emission Cars AG

Feijao Pretos SA

Genezap Inc.

Reading for detail

Read the information about the five companies and add any other opportunities or threats
they mention to the table above.

Negotiating

Shares in the five companies are currently worth €100 each. You have €5,000 to spend on
shares. Decide with a partner which companies you are going to invest in.

Company No. of shares No. of shares after No. of shares after’ - Value
first report second report - ¢

CanGas Corp.

Cyberchip Plc

Zero Emission Cars

Feijao Pretos SA

Genezap Inc,
Total value: £5,000




““M Further interactive problem-solving on the DVD-ROM

P8 Cose ghudy

: temet

research

-‘Searc for the keywords‘, :
 trading basics toslearn: ::°
- more about when 1o
 buy and-sell sharss

| & 2:31 Now listen to an economic report and decide whether you would like to swap any of
the shares you have for other shares. Talk to other pairs and try to exchange shares.

& 2:32 Listen to a second report and decide whether you would like to make any further
swaps.

& 2:33 Now listen to an interview with stock market analyst Sarah Johnson and find out
how much your shares are worth and why.
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Search furthe keywords |
- subway franchiséto 7

' find 'out mdre:about: 7. !
- Subway and franchising. -

opportunities

leader
ina hig'h:-t_j:rc')wth s
industry. Low
investment, ng
experience needed.
Find out more today!

Be your own boss-

tomorrow, - -

Discussion
B Work with a pariner. Discuss the questions about franchising.

What is a franchise? Can you define it?

What types of businesses tend to be [ranchises?

How much control do you think the owner of a franchise has? Think about salary,
uniform, equipment and decoration.

L2 0 o B

Scan reading
| Read the article about the Subway franchise and answer the questions below.

Who is Fred DeLuca?

Approximately how much would you have to invest to open a Subway franchise?
Where was the first Subway franchise opened?

How many countries have Subway sandwich shops?

o L1 B pem

Reading for detail

Read the article about franchising and mark the sentences T (true) or F (false),

1 There are more McDonald’s restaurants in the USA than Subway sandwich shops.

2 A Hilton Hotel Corp franchise is very expensive in comparison to a Subway franchise.

3 A person who runs a franchise can decide what their employees wear.

4 Fred DeLuca’s first franchise shop was very far from his first shop.

5 Subway’s first overseas franchise was opened more than 20 years after the first shop was
opened.

6 The franchisor is responsible for all tax and legal matters within the country the franchise
is operating in.

7 Franchising has had a positive effect on Fred Del.uca’s company.

Vocabulary

A

In each set of four, match a word from the article with the correct meaning.

1 rapidly a) ashop or store that sells goods to the public

2 phenomenal b) very quickly

3 furniture and fittings c) extracrdinary

4 outlet d) equipment or fixtures

5 abroad @) income or revenue

6 consider f) abusiness which is owned by another company
7 subsidiary g) in a foreign country

8 turnover h) think about

Discussion

With a partner discuss the questions.

1 Do you think a franchisee is really his/her own boss? Make a list of the type of decisions a
franchisee can and cannot malke themselves.

2 Ifyou had the choice of buying a cup of colfee or a hamburger from a no-name company
or a well-known franchise, which would you choose? Why?

3 I you wanted to start your own business would you think about buying a franchise? Why/
Why not?

4 Do you think there any types of businesses that would not work as franchises? What are
they and why do you think they wouldn’t work?
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8.1 About business

if you would like

to he a glohal
player with outlets
in hundreds of
countries, perhaps
you should think
ahout setling up a
franchise business.

FRED DELUCA, the CEQ of Subway,
opened his first Subway restaurant in
Connecticut in 1965 with just US$1,000
borrawed from a friend of the famiiy.

s Subway now has more outleis in the USA

and Canada than MacDonald's. And the
company is growing rapidly with eight

new outleis opening worldwide every day.

One of the reasons for Subway's
w phenomenal growth is that the franchise
fee Is relatively cheap. A Subway
franchise fee costs less than €10,000
and unlike a franchise with

Hilten Hotels Corp, for example, you do

15 not have 1o invest a small fortune in
furniture and fittings. A subway shop can
cost less than €100,000 to equip.

What exactly is a franchise and how
does it work?

a0 Once a company like Subway has
established itself and can show that its
business model works, it can offer its
trademark or name to other companies
or individuals. They pay an initial

25 franchise fee to use the name and a
certain percentage of the gross profit
or turnover. The franchisee also has to
fulfil the franchisar's Cl* standards, for
example, the stores and outlets have to

u be equipped and fitted in a certain way
or the staff may have to wear a special
uniform. But the risk for the franchisee
s minimized - they are buying a well-

known and established brand with tried
s and tested products or services which
consumers can idertify with, They know
what to expect whether they are in
Beljing, Bombay or Boston.
Franchising is a simple, but effective
4 way of expanding rapidly, however,
as Fred Deluca discavered it takes
iime and a great deal of hard work to
establish your company’s name and
reputation. It took Fred Deluca nine
4 years before he felt the time was right
to open the first franchised Subway
sandwich shop ... and it wasn't on the
other side of the globe, hut just a 40-
minute drive from Fred's first shop, It
wasn't until 1984, almost 20 years after
going into business, that the first Subway
franchise opened abroad — and not in
Canada, Mexico or Europe as you might
expect, but Bahrain.
ss  As Subway soon discovered,
franchising is an excellent business
model if you are thinking of going global,
A franchisor does not need to worry
about the laws or taxes of the foreign
countries it operates in; it doesn't need
to relocate staff to set up and run
subsidiaries abroad; nor does it need to
offer language training or cross-cultural
caurses 1o staff. The franchisee is
responsible for running the business
ch a day-to-day hasis and making sure
it complies with the legisiation of the
country it operates in.
Subway currently operates in more
= than 86 countries ... so if you have a
good idea, such as how to make and
sell & submarine sandwich, perhaps you
should consider franchising if you want
to go global.

o
=

=]
o

=
G

They know what to sxpect whether they are in

* Cl = Corpor
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Discussion

With a partner, put these stages of researching a franchise into the correct order.

a) Shortlist two or three franchises and talk to some of the franchisees running these
businesses. How have these franchises developed? Are the franchisecs happy with the
support their franchisor provides? []

b} Pecide how much money you can afford to invest and how much money you feel you can
borrow. Be realistic!

c} When you are happy that you have all the information you need to make a decision,
complete the application form of the franchise you think is the most suitable for you. []

d) What are you good at? What do you enjoy doing? Identify the type of business you would
like to operate in.[]

e) Contact the franchises operating in that business and ask them to send you information
about their franchising agreements. [_]

f) Do some market research. Do the franchises you have shortlisted already have outlets in
your area? Is there a lot of competition? Does the area have enough customers or clients
for the product or service you want to sell? []

Listening for gist

] & 2:24 Listen to Maria Coetho talking to business journalist Dave Townley about her
EXpenf:nce of running a franchise. Answer the questions.

1  What kind of business does Maria run?
2 Where is her business?
3 Isthe business successful?

Listening for detail
| Listen to Maria again and complete a summary of her franchise.

Maria returned to Portugal and decided she wanted to be her (1) and
(2) ___ ateashop.

Maria flew to the UK four or five times to select the right (3) . She paid a
franchising (4) ____ of £12,000.

She took part in a two-week {5)

The franchiser’s European agent was unhappy about the location of the (6}

Maria had chosen. She spent another three months trying to find a more central outlet
she could afford to {7) ______

The bank agreed to (8) Maraa €50,000 and she (9) _______ anocther £50,000 from
the three Fs.

Maria persuaded the franchisor to let her have the (10) and (1) made
focally.

The business is now very successful; the (12) has increased by 50% over the

same period last year.
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Further interactive vocabulary practice on the DVD-ROM 2.7 VYooabulary

Collocations
% In each set of four below, match a verb on the left with a noun on the riglt.

Search for the keyiwords.. 1 run a) money
- global advertising . ¢ 2 fillin b) customers
“campaignito find 00 3 raise ¢) a business
coutmoreaboutwhy: 4 attract d) the paperwork
. tcompanies use global : -
‘advertising: i tes0 5 equip and fit e) acourse
9 6 attend f} an agreement

7 sign g) an expense

8 budget for h) ashop

Now use the collocations in 4 to say what these people are doing. Use the present continuous
(is / are + —ing).
1 A: Dol have to write my tax number in this box or the name of the tax office?
B: Erm, U'm not sure. Where is that list of instructions they sent?
She is

2 A: We can't put the drinks machine there because it’ll block the fire escape.
B: Yes, that's true, but we can’t put it over there either, unless we move the display.

They

3 A Ithink we'll need to spend about €1,000 a month on advertising,
B: OK, so I'll put €12,000 down for that.

They
4 A: What about offering free coffee for orders over $5.007
B: No, I think we should offer something that will appeal to kids.
They
5 A: Ttis very informative and I am learning a lot about customer care and the importance
of caorporate identity.
He
6 A: So the bank will only give us £25,000.
B: Yes, but maybe my grandfather will lend us the rest.
He

172 Below are words that are often used with the verbs do, make and take. Put them into the
correct column in the table.

' aprofit::aphone call: .-homewark ", business. - - market research: . a dedisi
- somebody a favour::;:a’hréeak: ;> achance::anarrahgement ;- -a risk
lovertime: s mendation- :: an excuse’ - an e et isariaus

make do Co o take
Discussion
§7& Use the verbs do, make and take to fill in the questions.
1 When was the last time you an excuse?
2 Have you a chance recently?
3  When was the last time somebody vou a favour?
4 Do you usually your homework?
5 Do you ever forget about arrangements you've ?
&

Which companies do you think are the biggest profits at the moment?

Now take it in turns to ask your partner the questions.
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__Past snmple TR
. They opened thefr frrst .
~shop in 2003:: '

:'_completed actlons L

P Grammar referénce page'izd :

Present prefect
“He Has worked at most
of the: major banks m

act:ons that started ln‘
the past and contmue_
mtu the: present

Petér- Brozek has ruin the
business for.ten years
for+ Iength af time:
for ter years, for ha n'f
an haur :

We have sr:u‘d more than
- 160,000 capies ofthe -
DVD srnce 2007 :

smce ¥ tlme the actlon
'5tarted SAREEES
- since 2007 srnce j
“March, smcef!eft '. 5
ceh‘ege i

Grammar reference page 132

Test yourself: Present perfect with for and since

1

. Complete the dialogue between Ruth and Paclo by putting for or since into the spaces.

R: So, Paulo, you're a sales manager at BD International, aren‘t you?
P: Yes, that's right. I'm responsible for international sales. |'ve been with BD
International {1) | left university in 1990.
R: How long have you been in London?
P! I've been here (2) almost ten years. | worked in our Madrid office before
that.
| guess you have to do a lot of travelllng o :
P. Ohyes, I've had to fly to Parls, New York and Shanghal (3)
'ofthemonth : AT .
'Shanghal’ : B I R R
Yes, we. have had a submdsary ll"l Shanghan (4)
there two or three tlmes a year

_the beglnnlng

2001 I usuaily have to fly

.i'm-""
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Further interactive grammar practice on the DVD-ROM 8.3 Grammar

Asking questions
Use kow long + the present perfect to make questions.

: "Search fi ‘the keywords ;
I company history to; - :
*find-out more about
a company you are
interested in. Tell you
partner what yau fi

Question . Answer”

He's been the European agent for the
franchise since 2005..

We've had outlets in Asla for over 15

2 :

; * years.
‘sue's known the CEQ of the American

3
. - division for about five years.
a They’ ve been in the cnl busmess slnce
1897, i S
o 'We've had an agreement WIth them for
o ten years. . Gl
> - |'ve seen this problem W|th the

European market comlng for some tlme

Read the facts about global companies and use the present perfect (have/has done) or past
simple (did} of the verbs in brackets.

1 McDonald’s (open) its first foreign outlet in Richmond, Canada in 1967. It now has
outlets in 120 countries.
2 The Bank of Tokyo-Mitsubishi UF], Ltd (be) the world’s largest bank since 2006. Tt has

assets of over US$1.7 trillion.

3 Lufthansa (take over) Swiss Air in March 2005. It is now Europe’s third largest airline
after British Airways and Air France.

4 De Beers {has) a monopoly of the world’s diamond market for decades. It controls
about 60% of the market.

5 Exxon Mobil, the world’s biggest oil company, {annournce) revenues of over US$298
billion in 2004, That is more than the GDPof a country such as Austria,

6 Wal-Mart ___ (be) a family-owned business since Sam Walton opened his first Wal-Mart
store in Arkansas in the USA in 1962, It is the world’s largest retailer.
7 Levi’s (close) mast of its factories in the USA and Canada and {move)

production to low-cost countries in the1990s.

8 Apple Inc. {decide) to drop the word ‘computer’ from its name Apple Computer, Inc,
in January 2007. Since the success of its iPod, Apple (focus) on expanding its range of
products in the consumer electronics market.

Asking for information

Siemens AG is one of the world’s biggest technology conglomerates. It has subsidiaries in 190
countries and employs almost half a million people worldwide.

‘Work in pairs. Ask your partner guestions to complete the first 120 years of the company’s history.

Student A: use the information below.
Student B: turn to page 115.
'Werner von Slemens estabilshed the Slemens and Halske Constructlon Company in Berhn in__" . {When?)
The company constructed the Indo-European telegraph line between London and Calcutta in 1870.
‘Siemens presented at the Berlin Trade Fair in 1879. (What") :
In 1919 Siemens formed a joint venture W|th two other manufacturers of ||gh‘c buibs The Jomt venture _
~ company was called Osram.
The company installed the flrst automatlc traﬁlc Irghts in_
Slemens started producmg the' electron microscope in 1939, - - - :
Reconstruction of the company began Over 80% of the ¢ compeny s assets were destroyed in WWII
Siemens developed a method to produce ... ‘ahd éntered the data processing industry in 1953, (What")
. In 1964 construction of the world's largest sateilute communications station in Bavaria, Germany began
Siemens became a German public ]lmItEd company; Siemens AG in’ (When") _
Slemens set up the company to produce household appliances in 1967 (Which?)
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Listening for detail

& 2:35 Listen to the first part of a presentation by Ingo Anspach, the press officer at
Munich airport, Complete the sentences below with the information you hear.

1 The decision to build the new airport was made in

2 The construction work began in

3 The airport was officially opened in

4 It has been voted the “Best Airport in Europe” for

5 Last year there were 30.8 million and more than 400,000 and landings.

6 The number of passengers has increased by and the number of flights by .

7 5% of the passengers fly class and 95% fly .

8 52% of the passengers say they are flying for purpases and 48% for purposes.
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UM Interactive pronunciation practics on the DVD-ROM B.4 Speaking

E & 2:36 Now listen to the question and answer (Q&A) session at the end of the presentation
and match the information on the left with the numbers and figures on the right.

- 'Search for the keywords. 1 Over people work at the airport. a) 2003
Héathfow Alportte. oo 2 Asecond terminal was openedin b) 250
fihd out more'about: ... 3 A new runway is planned for c) 27,400
~onedftheworlds: ... 4 The hotel will have OIS, dy 2011
:I-L:.z;srz;;nt?m?thpal 5 The hotel will be ready in e} 3,000
RO & In the last two and a half years new jobs have been created. fy 2009
7 Night-Flight, the disco, is big enough for guests, g} 2.10
8 Halfa litre of beer at the Airbriu brewery costs € . h) 4,000

Handling questions
i Put the press officer’s answers to the questions into the correct order.

1 You said that over 27,400 people work at the airport. What do they all do?
=2 agood That'’s very question.

2 What have been the most important developments at the airport since it opened?
= OK, glad asked I'm me you that.

3 Do you think the new runway that's planned for 2011 is really necessary?
= itisn't say people Some that, but...

4  Are you planning anything else?
2 Yes, of course. I my mentioned As in talk...

5 Have a lot of jobs been lost since September 11, 20017
< No, the on contrary...

6 What has the airport done to tighten security and malke flying safer for passengers?
2 J'm afraid can’t | the details go into here.

Listen to the Q&A session again and check your answers.

Answer the questions about the phrases for handling questions.

Which phrase can you use when you don't want to say any more about something?
Which two phrases can you use to introduce a negative answer?
Which two phrases can you use to introduge a positive answer?
Which phrase can you use to refer back to something that you talked about earlier?

1
2
3
4

Speaking

Work in pairs. Prepare to talk for two minutes about your studies, qualifications and work
experience. Prepare a list of questions to ask your partner. When you are talking use the phrases in
exercise 4 to deal with the questions.

A: I graduated from university in 2005, B: What did you study?
A: That’s a very good question, my mair...

Roleplay

At the moment your local airport only offers domestic flights, but it plans to expand and
become an international airport.

Your local newspaper has reported that:

the number of flights could increase by 30 a day to over 300 a day within the next five years.
a new railway line and motorway from the nearest city will have to be built,

two international hotels and a conference centre are planned.

a 24/7 shopping centre is planned.

the runway will be extended and a small forest will have to be cut down.

the groundwater in the area will have to be lowered because of the problem of {og in spring
and autumn.

e anew town may have to be built for all the exira employees the airport will employ.

Work in groups of three. Student A turn to page 114, B turn to page 113, student C turn to
page 116
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Discussion

Work with a partner. Have you ever had to write a report or make a written staternent?
What was it about? What kind of information or facts did you include?

Reading and analysis
Read these extracts from a report of recommendation. Find answers to the guestions.

1 What locations does the report cover?
2 How many selection criteria were used?
3 Which lacation does the report recommend?

This first part of this report looks at the advantages and disadvantages of relocating
production to various locations in Poland, the Czech Republic, Hungary, Bulgaria and
Romania.

The second part of the report looks at..

e T B s i
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: ‘ The selection criteria we used to compare the different locations were:

» local salaries 1
« gvailahility of skilled staff &
* land prices/rents E
* local infrastructure P
» availability of local suppliers i
. transportation costs ,_,«%%
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. land prices and rents are [|I<ely 10 rise and this could result in demands for higher wages
and salaries. However, we furecast that these costs are likely to increase far more guickly
in Iocatlons in the countries bordering Austria and Germany.
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The main dlsadvantages of settlng up a production facility in Romania are the higher
transportation costs to the western European markets. We would also be almost totally
dependent on ane local supplier for the electronic components we need. These could be
shipped from suppliers in Germany, Austria or the Czech Republic if there were a major
disruption at the suppfier’s factory.
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The blggest advantages of the Romanian sites are clearly the cost savings for skilled staff
and the local authorities’ offers of a free 99 year lease for the sites.
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.. the cost of mo\nng productlon to Romania could be covered by seiling the UK and
French factories. We suggest locating the plant in either Bucharest or Constanta ...
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The points below are typical of a report of recommendation. Which aorder would you
expect them to be in?

L1 list which points were taken into account [} identify possible future risks
{1 outiine the structure of the report {1 identify the pros and cons
(] malke a recommendation

Now read the extracts again. Does their order on the page match your order?

Match the phrases on the left with those on the right with a similar meaning,.

1 This first part of the report looks at.., a) FPactors used to select were...

2 The selection criteria we used were... b) We predict that..,

3 ... are likely to (rise / fall) and this ¢) The initial part of the report examines...
could resuli in.... d) ... could (increase / decrease) and

4 We forecast that.... this may lead to...

5 The main disadvaniages are... e) The most significant benefits...

6 The issues we looked at were... f) The questions we examined were...

7 The biggest advantages... g) We recommend..,

8 We sugpest... h} The higgest drawbacks are...
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J Further interactive writing practice and mode! business documents gn the DVD-ROM 8.5 Writing

Listening for detail

B2 2 2:37 Listen to Ajit Singh, a relocation consultant, talking about the problems of building
an electric motors factory in the location David Green has visited.

Make some notes about the positive or negative points you hear.

- Notes: U
Positive points o SR N‘eﬁa’rim points.
- Lapa_fiaﬁ :
- Iufrastrieture
{Ronds, miiwans)
Stadd
. S
- o
. g\ o 'S'Mppﬂi'ers
O Comsteaeting | e :
LRy Yt i L B [ e

Writing

e el K Worlk with a partner and use the information in the table above to write a shori report to
Search for the keywords: | David Green’s boss about the pros and cons of building the plant at this location and malke a
" report * (a subject you - recommendation.

are interested'in) toflnd
-some reports that have -

- “been written about it -
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Discussion

Worl in small groups. Would you like to set up and run your own business? Why/Why not?

7% Read the statements below and decide whether they would most likely be said by the
owner of a small business, an employee or both, Write O (owner), E (employee) or B (both)
next to each.

1 haven't had a holiday for almost two years, [

I've had to do a lot of overtime since the beginning of the month. []
We had to close the company for ten days last May because I was ill. []
Being a good listener is very important. | ]

There's no point in having good ideas, they just get ignored. []

H 1 didn’t take risks, nothing would ever change. []

I often have to take work home with me, []

I didn’t get a Christmas bonus last year. {_ |

00 ~1 O W B RS

Reading for detail

Read what franchisees had to say about their franchises and complete the table opposite
with the information that is missing.

5 FN
o

Lewis and | set up a Finnlay’s franchisein Mala'g'a ‘Spain two years-ago. Wa work fram
home, so the only costs we had wera for equipping the oftige. We probably pald less ihan
£7,000 for the PCs, phones, fax and furnifure,

Lewis does all the paperwork and | organize the staff,

We have a dozen care workers and almost 200 clienis.

Atat of elderly paople retire to Spain and they don't normally have famﬁy or irlends lo
support tham, 5o there is a big demand for home care hese. :

If you snjoy wurklng Wl h peﬂple nome care is a great buslness opportunlty and a very
rewardmg nb o

When Sally and | left cullege we demded we wanied o wnrk tugether and run Gur own -
business. We looked into several franchises; but most of {hem were oo expensive fof us,

Qui outlet has dong really well. We ware lucky; we found d shop near lhe unwersuy S0
near!y all our customers are studens.

 know have had difficuities because they opened uutleis in Iuca mns where ihere were g ready
2 lot of fast focd restaurants and cafes; - -

- The fast focd markel is very ccmpe mve 50 if you dun t f|nd the right Iocam}n you wunt
survwe for Iong .

Do et m,«k""
M " :,,w,.,.k... e, Mmmt;-wv w"
g

e e T T T b e S T AT T S e .
: A oy g

T

Lavraand | Iove what Vi are domg We both care ahout the envi ronment Elﬂd feel that

“what we dre doing.is helpmg the planet. Lots of paople buy clothes withaut thinking about
where the products come frem and we aim to provide pure cot tan clothes Ihal arg made in a
‘completely natural and ervironmen ally friendly way. e ;
- The husiness has grown quickly since we started and we now have nver 200 cusiomers
wha regularly order clothes from us. Most of them are in thair late twenties or thirties.

Most franchises open in small towns, away from the big shopping centres, but we also- -
deliver products to people’s homes. The clothing market can be difficult o break into
because lots of big chains are alrsady well- estahl;shed soil you don't flnd agapin the
markel, you won't survive for long.

o B g
o o,
S—

U o e Yo, e . - : B S S
’<‘ P g B A W e M.va ¢ i

Finding the.right locaticn is key in this buémess Several uf the Toastles franchlsees e : '
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i) Further interactive problem-solving on the DVD-ROM .6 Case study |

' Name of franchise - . - Finnley's Toasties” ' - Classic Cotton Clothes

Established . = 2000

Business area o " Convenience food

Franchise fee : oo - £18,000
Cost of fittings and equipment, etc, 7 -

No. of franchises 530 _

Typical customers. . . Disabled and/or older people - -0 -7

Growth potential T _ High

Listening for detail

i & 2:38-2:40 Listen to three presentations about the different franchises and add any

. ‘Search foF thé 'keywor ds information you hear to the table above.

: presentarron tips to fmd"i.

outhowyou canmake : - Discussion
youf presentatlons e

- ‘hetter in future. Choose

thred tips whlch are:

-useful for you. Tell your -

With a partner, decide which franchise above you would like to run and why.

.ol Imagine that you are running the franchise you chose in 5. Look at the questions below and
fill in the table about the opportunities and threats that you face.

Opportunities:

1 What are your strengths and why do you think they would help you to run this business?

2 What are the trends that will help your business grow (changes in politics, technology,
lifestyles, population, etc.}?

Threats:

1 Isthere a lot of competition in this market?

2 What changes (in politics, technology, lifestyles, population, etc.) could have a negative effect
on your business?

3 Could you have problems financing the business?

4  What weaknesses do you have that could have negative effects on your business?

Opportunities .. .. Threats

Presenting

With a partner, prepare a short presentation about the franchise you have chosen and what
the opportunities and threats are. Use the prompts below to help you.

Student A

Thank the audience for coming.

Say who you and your partner are.

Tell the audience what the topic of your presentation is.

Tell the audience how long the presentation will take and how it is structured.
Present the opportunities you think your franchise offers.

Hand over to your partner.

tudent B
Thank your partner.
Present the threats you think this franchise has.
Sum up the key points.
Thank your audience for listening.
Aslk if there are any questions.
Answer any guestions you are asked.

DU E U~ OO0 R W

TheBusiness 107




Review 7/

Complete each sentence with a pair of items from the

1 The part of a business that you own is your in
the company. The word is also used more generally
to mean ‘the degree to which you are involved in
something’. One part of the ownership of a business,
which can be bought and sold, is a
2 A small company can obtain funding from two sources:
a , which it has to pay back, or . which
means giving a large part of the shares to outside
investors in exchange for their money.
3 One type of company report is a Balance Sheet. Here,
the __  are everything that a company owns, and the
are all its debts.
4 Another type of company report is an Income
Statement (= Profit and Loss Account),
Here, the (= income) appears at the top, and the
(= costs) are taken away to give the profit.
5 The phrases and have the same meaning.
Another synonym, in the right context, is ‘list’ used as a
verb.

Write these numbers as words, exactly as you would
say them:

1 2/3

2 199,184

3 200,000m*
4 052%

Complete each sentence with a pair of items from the
box. The items may not be in the same order.

. decline/be stagnant - shoot
;ﬁ‘fl(.1c}:yéte”/remaih_:_stal;}txe.‘.

1 The words and
as ‘increase’ and ‘decrease’,

2 If profits , they increase quickly. If profits
they decrease guickly.

3 To means ‘to ga down’, To
grow or develop”.

4 If sales , they don’t go up and down very much.
If sales . they go up and down a lot.

have the same meaning

]

means ‘to not

Match the adverbs in sentences a-f with their best
definitions below.

a) Sales rose considerably.
b) Sales rose dramatically.
¢) Sales rose fractionally.
d) Sales rose gradually.

e) Sales rose slightly.

f) Sales rose steadily.

by a very, very small amount {_]

a little []

alot[ ]

suddenly and surprisingly [_]

slowly and in small stages []

slowly and at the same constant speed [_]

1
2
3
4
5
6

Match the questions to the answers.

1 Have you seen this article? []

2 Do you know what day it is next Friday? [
3 The printer cartridge needs changing.]_]

4 What do they intend to do? [_]

a) - Yes, [ do. It’ll be the 10" anniversary of the stock
marlket crash,

b} < Okay l'll doit.

¢) = They’re going to sell all their shares.

d) - Yes, it says that the stock market is probably going to
rise this year.

Look hack at the use of will and going fo in the
answers in exercise 5. Write the correct letter a-d below.

1 will used for a spontaneous decision made at the
moment of speaking

2 poing to used for a decision made before the moment of
speaking (i.e. it is a plan)

3 will used for a fact in the future

4 going to used for a prediction in the future with
evidence in the present situation

Complete the sentences with the correct form of the
verb in brackets, All the sentences are first conditionals.

1 1If the share price
the senior managers {get) a bonus.

2 Their protits {not/go up) unless they
{cut) costs dramatically.

(go up) by more than 10%, all

Complete the sentences used in negotiating with the
best words and phrases in the box.

Can we agree on ?

We'd like you to by 5%.

So, what are we talliing about?

If you pay late, we will ______ for every 30 days.
I'm afraid

Perhaps delivery times next.

These issues are covered

Olkay, I think we .

1
2
3
4
5
6
7
8

Malke three linking phrases with the same meaning
using each of these words: because, result, due, a, as, of,
of, to.

The price of cil went up by 5% yesterday /
/ the threat of a serious hurricane in the Gulf of
Mexico.
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Complete this text about franchising with the items in
the box.

name

1f you want to be a global player with your!

in hundreds of countries, perhaps you should think about
setting up a franchise business. Franchising is now very
common, from small retail * like Subway, to large
businesses like Hilton Hotels.

How does franchising work? First, the company has

to show that its 3 works. Then it can offer its
trademark or name to another company or individual

{the ‘franchisee’}. They pay an initial 4 to use the
name, and also agree to pay the parent company a certain
percentage of the 3 . The franchisee also has to fulfill
certain corporate identity 8 , such as those relating
to the” inside the store, or to staff uniforms. But the
advantages to the franchisee are many: they are buying a
well-known brand and the 8 is minimized.

For the franchisor, there are also many benefits. They don’t
have to worry about the ¢ of the foreign countries
they operate in, and they can leave all the ¥ running
of the business to the franchisee.

So, franchising works for both sides. It's a genuinely win-
win situation!

¢ Fill in the missing letters in these sentences.

1 If you complete some forms, then youf___inthep____
wark.

2 If you prepare an empty store before opening it to the
public, then you equ__ and £__ it.

3 If you decide how much money something will cost,
thenyoubu___tforanex____e.

4 If you think of ways to get customers to enter your
store, then you att . them.

5 All the day-to-day activities of keeping a business going
are called __nning the business.

6 If you go on a course, then youa____d it

7 Ifyou try to get money for a project or business, then
you r___e the money.

8 Before yous___ anag_____nt you should show it to
your lawyer.

| Complete each sentence with one of these words: do,
make, take.

1 Thope we a profit, not a loss.

2 Pl be there in five minutes, I just have to a
phone call first.

3 T've meet them and they seem honest. I think we can

business with them.

We have o a lot of market research before we

launch the product.

We're about halfway through the agenda. I think we

should a short break now.

I hate the end of the tax year. There is always so much

paperwork to

7 We don't have all the information we need, but we
have to move quickly. I think we should a risk
and go ahead with the project.

8 We've been discussing this for half an hour. I'd like to

a recommendation.

9 We don’t have the goods from our suppliers yet. |
could phone them to complain but they always
some excuse or other.

10 I'm on an MBA course. I
June.

my final exams next

Put the verb in brackets into either the past simple or
the present perfect. Use contractions where possible ({'ve
instead of I have).

1 So far this year (they/sell) more than 500
franchise licenses worldwide, That's a big increase on
last year, when (they/only/sell) 300.

2 Last week (I/see) the new Bond film. I think it's

one of the best action movies (I/ever/see).

3 “How long {yous/be) in this job?” = “About
two years. Before deing this (I/be) a burger-
flipper at McDonalds.”

4 1 know what happened last week and I understand why

{vou/do) it. In fact {I/do) it myself many

times before.

Fill in the gaps with either for or since.

I've been in this job the beginning of the year.
P've been in this job about nine months.

Pve been in this job a long time.

I've been in this job leaving university.

1
2
3
4

The phrases below are used for handling questions
after a presentation. Match the beginnings to the ends.

1 That'’s a very asked me that.

2 I'mglad you go into the details here.
3  As I mentioned on the contrary.

4 No, good question.

5 DI'mafraid I can’t in my talk, ...

Complete the sentences taken from a business report
with the words in the box.

the need to build a

1 The first part of this report
new factory.

2 The selection criteria we used to make our
location, cost and timescale,

3 Interms of location, the we examined were cost
of labour and distance from our main suppliers.

4 Labour costs are ditficult to quantify. They are
rise and this may a loss of competitive advantage
in the long term.

5 In relation to timescale, we that the whole
project will take around 15 months from beginning to
end.

6 The biggest of this propesal is its complexity

in terms of planning. The maost significant is its

greater flexibility for our future needs.

WEre
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1.4 Speaking
Making small talk (page 13, exercise 7)

Student A

You are at an international canference and it is the break
between two presentations. You don't know any of the
other people in your group and su need to make small tallk.

Get ready to make small talk about the weather.

You have five minutes to talk to all of the other members
of your group. Use phrases for beginning and ending smali
talk so that you speak to everyone in your group.

6.4 Speaking
Discussion (page 76, exercise 1)

ves2no 0
vesOno 2
ves2no 0
vesOno 2
yesOno 2
yes2no 0
yesOno 2
vesOno 2
yesOno2
10 yes2no0
11 yes2no0
12 yes2no0

Your score

0-8

You are a terrible listener! You need to worlt on your
listening skills. Perhaps you need to slow down and
make time to listen to people or you may need to pay
more gttention to what people are saying and react to
what they tell you. You will probably find that your
conversations are more successful if you do this.

9-16

You're an average listener. With a little extra effort you
could become a really good listener. Why not try using
body language a bit more when you are talking? Make
sure you keep eye contact with the person you are
talking to and always remember to smile, people always
respond well to a smile.

17-24

Well done! You are an expert listener! Your listening
skills are well developed and you always pay attention to
what other people are saying,

W oo~ WL Wb

Describing trends (page 35, exercise 10)
Student B

Graph 3 Road accidents

* Notes: most of the accidents occurred at the weekends,
especially at night, or on Tuesdays when the airport is
busiest.

* There were a few tropical storms in April and May.

90

70 b
80~
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40 -~
30 - :

e
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¥ B
Oclcher Januasry

T

N
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B
-

FY

Discussion (page 35, exercise 11)

Student B
The road between the airport and the town is full of holes.
There are no traffic lights or street lighting in the town or

on the airport road.
The town only has six police officers — they are all male.
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Agdditional materiai

1.4 Speaking
Making small talk (page 13, exercise 7)

Student B

You are at an international conference and it is the break
between two presentations. You don’t know any of the
other people in your group and so need to make small tatk.

Get ready to make small tallt about where you are from.

You have five minutes to talk to all of the other members
of your group. Use phrases for beginning and ending small
talk so that you speak to everyone in your group.

2.6 Case study
Discussion (page 29, exercise 6)

Student B

Read the hotel’s explanations for three of the problems
and then tell your partner.

1 Regular buses were provided to take guests to and
from the conference facilities. The buses only took ten
minutes and were completely free of charge.

2 All of the rooms in the hotel are non-smoking. The
guests from Electronics EDC were all together on the
same floor of the hotel. The air-conditioning system
connects all rooms and any smoky smells came from
other rooms on the same floor.

3 Electronics RDC only booked eight rooms and did not
tell the Panorama hotel that they needed another one.
The hotel was completely full when they arrived.

With your partner discuss what action the hotel should
take.

4.4 Speaking
Roleplay (page 51, exercise 9)

Student A

You are the manager of the IT department at EMF
engineering. Student B is one of your programmers and
today you are meeting for an appraisal.

Use your notes on Student B and the questions in 5 to help
you.

* Has worked for the company for three years.

+ Always punctual

» A little disorganized

* A number of important deadlines have been missed
recently.

+ Other members of the department complain that
Student B is unhelpful.

* Very creative and always has good ideas.

4.5 Case stusly
Debate (page 54, exercise 6)

Aristotle Onassis

But

Onassiss’ family money came from the tobacco business.
His own personal fortune was made through unscrupulous
and illegal whaling. He liked whaling and killed as many
whales as possible regardless of what kind they were,
including protected Blue Whales, He got into trouble for
whaling too close to the coast in Peru, and for starting the
hunt a month before the season began.

Lakshmi Mittal

But

In 2002 he was involved in a political scandal with British
Prime Minister Tony Blair; Mittal made a £2 million
donation to the Labour party in return for business favours.

Gianni Versace

But

Although the Versace label has increased sales since his
death, profit increase is at a much slower rate and the
company had {o announce a cost cutting programme,
Gianni’s bother and sister, Santo and Donatella now run
the company, but the sole heiress is Donatella’s daughter,
Allegra.

Coco Chanel

But

She had an affair with a Nazi officer in occupied Paris
during World War 2. He allowed her to stay in the

Paris Ritz with him. After the war she lived in exile in
Switzerland until her comeback into the fashion world in
1954, °

FheBusiness 111




1.4 Speaking
Making small talk (page 13, exercise 7)

Student C

You are at an international conference and it is the brealk
hetween two presentations. You don't know any of the
other people in your group and so need to make small talk.
Get ready to make small tallk about the hotel you are
staying in.

You have five minutes to talk to all of the other members
of your group. Use phrases for beginning and ending small
talk so that you speak to everyone in your group.

4.4 Speaking
Roleplay (page 51, exercise 9)

Student B

You are a programmer in the IT department at EMF
engineering. Student A is your manager and today you are
meeting for your annual appraisal,

Below are some notes to help you.

Always arrive on time.

Really enjoy my job and I am very good at it.

Very hardworking and creative.

Colleagues in my department always disturb me with
questions which stop me from working. [ try to help
them as much as I can but sometimes [ have too
much of my own worlk to do.

s The company needs to oller more training.

Roleplay (page 61, exercise 8}
Student A

You are a salesperson in a large computer showroom.
Student B is a customer who wants io buy a new laptop.
You need to:

ask why the customer needs this product and how much he
or she wants to pay.

ask questions to find out what your customer wants to buy.
recommend some models to the customer because they are
not sure which model they want.

offer some alternatives.

answer any questions the customer asks.

5.4 Spealting
Roleplay (page 65, exercise 7)

Student A
1 The company needs to save money

You think a good and easy way is that the company
canteen should no longer be subsidized. At the moment’
employees only pay €4.50 per meal, but the real cost is €8.
With 20,000 employees that's a saving of €40,000

2 The offices will be painted

You have read that pink is calming and malkes you feel
happy and secure. To reduce stress and illness at work you
suggest all offices are painted pink.

3 Company sponsorship

You want the company to sponsor the local ice-hockey
team, aithough it’s not playing well this season. It's an
engineering company and the tough image is a good fit.

iy
Iy

Describing trends (page 35, exercise 10)

Student A
Graph 2 Car hire

» Notes: 12% of people who hired cars had small
accidents.

e 8% of hire cars were stolen or broken into,

e There was a lot of rain in April.

o Many tourists came for beach haolidays in Tuly.

800 —
800
700
600 —
500 -
400 -
300 -
200 -
100

i i : i
January April July Qztoher January

Discussion (page 35, exercise 11)

Student A

The airport roof lealks and the arrival hall is very small.
There are no security-controlled car parks in the town.
The rail link from the town to the airport is very slow.

112 7heBusinsss



Additional material

1.4 Speaking
Making small talk {page 13, exercise 7)

Student D

You are at an international conference and it is the break
between two presentations. You don't know any of the
other people in your group and so need to make small talk,
Get ready to make small tallk about the journey here.

You have five minutes to talk to all of the other members
of your group. Use phrases for beginning and ending small
talk so that you speak to everyone in your group.

Student B

You are a customer in a large computer showroom, Student
A is a salesperson.

You need to:

decide why you want this product and how much you want
to pay.

ask questions because you are not sure which model you
warni.

answer all the questions the salesperson asks you.

think about the alternatives the salesperson offers you.

ask any more questions you can think of about the product.

5.4 Speaking
Roleplay (page 65, exercise 7)

Student B
1 The company needs to save money

You think the company canteen should stay subsidized as
a good meal at midday is very important. You think you
can save the same amount of money by installing vending
machines for drinks. At the moment drinks cost nothing.

2 The offices will be painted

You want the offices to be white as usual, you could go
along with a pale yellow, but pink is out of the question.
3 Company sponsorship

You warnt the company to sponsor the local ballet school.
It's very successful and sponsoring culture is always good.
The local hockey team is bottom of the league.

6.5 Writing
Reporting (page 79, exercise 5)

Minutes of meeting — 4* September

Venue: Main conference room

Present: Cristina (chair), Firat, Lena and Adrian
Apologies for absence:  Birgit

1 Maiters arising from previous meeting.
Hot desking.
Lena reported that the staff were still not happy about
this and warned that the atmosphere in the office was
bad and was getting worse. Firat agreed with this. Lena
agreed to write a report and promised to have it ready
for 8" September. -

2 New quotations for building new canteen.
Firat presented quotations from Turnbull Construction
Ltd and Haines Ltd. Everybody agreed that the Haines
proposal was better. Firat agreed to draw up a schedule
for the building work and to bring it to the next meeting.

3 Changes to staif newsletter
Adrian pointed out that a lot of work was needed for
the staff newsletter and that the quality was decreasing.
He suggested producing the newsletter every quarter.
Lena disagreed with the idea. Adrian agreed to write a
proposat of the pros and cons of a quarterly newsletter.
4 AOB
Christmas party
Lena wondered if the Christmas party could be held in
the canteen. She agreed to check the schedule and to
report back at the next meeting.
Next Meeting: September 11 in the main conference
rOOMmL.

8.4 Speaking
Roleplay (page 103, exercise 7)

Student B

You live close to the airport and are the manager of a
supermarket. The plans to expand could be very good for
your business, but they could also create problems for you.
Think of questions to ask C, the airport’s press officer.

-~
——
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7.4 Speaking
Negotiation (page 91, exercise 6)

Student B

You worl in the sales department. Your company specializes in printing logos
on gifts that companies give away to their customers or clients.

You normally offer a discount for orders of more than 500 items of one product,
but you can be flexible there if you think the total order is large enough.

Your delivery times are normally 28 days.

Your terms of payment for smaller orders (up to €2,500) are normally 10 days.
Shipping costs for orders over €1,000 are €150, but again you can be flexible.
Your orders were down 10% last month.

The standard prices in your catalogue for up to 500 items of the following
products are:

% caleulators

e Cups

Key rings

Teddy hears .

Try to negotiate a deal that both you and the customer can live with. Your
partner phones you.

7.5 Writing
Describing figures (page 93, exercise 6)

Student B
Write a report describing June to December. Use the graph below.

Include a description of the trend (it fell from ... to ..., it fell by ... t0...) and
a reason for the trend (bad weather, a strike, etc). Invent these reasons.

When you finish, swap reports with your partner and read about the other half
of the year. Discuss together what actions the management could have taken at
key moments.

“Feb’ Mar: Apr- May Jun: -Jul’ Aug: Sep Oct: Nov-

6.4 Speaking

Handling interruptions
(page 77, exercise 6)

Student B

Prepare a short talk on a company
that is successfu! all over the world.
Malke some notes. Think about what
the company does, why you think
they are successful and who their
main rivals are,

When you are ready give your talk to
the other two members of the group.
Be prepared to answer any questions
that they might have.

When the others give their talks try to
ask a question and interrupt once or
twice

8.4 Speaking
Roleplay (page 103, exercise 7)

Student A

You live close to the airport and your
house is between the airport and the
city. You are very worried about these
plans. What kind of negative impacts
could these plans have for you and
family? Think of questions to ask C,
the airport's press officer.
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Additional matariat

8.4 Speaking
Handling interruptions (page 77, exercise 6)

Student C

Prepare a short talk on the kind of company you would
like to set up. Make some notes. Think about what your
company would specialize in, why you want to set up this
kind of company and what you would do to make sure it is
successful,

When you are ready give your talk to the other two
members of the group. Be prepared to answer any
questions that they might have.

When the others give their talks try to ask a question and
interrupt once or twice

8.3 Grammar
Asking for information {page 101, exercise 5)

Student B

Ask your partner questions to complete the first 120 years
of the Siemens’ history.

© ® Werner von Siemens established the Siemensand |

" Halske Censtructlon Company in Berlin:in 1847

' ® The company constructed the Indo- European SN
e telegraph line bet\Neen London and Ca[cutta in’ -
(When") o '

@ 'Slemens presented the flrst electrlc rallway at tne' '
. Berlin Trade Falr in 1879. :

® In 1919 Siemens formed a jomt venture wnth two o
~+ - other manufacturers of light bulbs The joint:
(What")

@ The company mstal]ed the ﬂrst automatlc trafflc :'_
: I|ghts in Berlm in 1924, :

venture company was called:

® Slemens started producmg the e!ectron mlcroscope
in . {When?). S

@ Reconstructton of the company bega'n' Ov'er
: per cent of the company's assets were S
destroyed in WW iL. (How many’) o

@ Siemens developed a method to produce u!tra- : :'. g
pure silican and entered the data processmg R
: lndustry in: : : L

R [ N constructlon of the world s Iargest
. satelllte communications statlon beglns in Bavana
_ Germany began (When") “

@ Siemens became a German publlc Ilmlted
: company, Slemens AG in 1966.

@ 'Slemens set up the company Bosch Slemens to
produce household appl:ances

T . "ﬁm‘;&“‘»‘”"\% it
4 vaw,ﬁ&‘_f S el

.»e%mm»w,, ,-w“kmnmw e

2 Yocabulary
Descrlbmg trends (page 35, exercise 10)
Student C

Graph 4 Crime

+ Notes: the police know that pickpockets are working at
the markets and on the beach.
* The island’s festival week was in July.

1000 — -
apo
B0 — o
700
800 —|-
500 ~ -
400 fooe ol

aco -
/

200

ico 7 e
Janyary April JI.:W Unl::har Jan:mrv
B2 %Mﬁem
Discu55|on (page 35, exercise 11)
Student C

There are no lifeguards or security patrols on the beach.
The island only has one ambulance.
You should have everything ready before the music festival,
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7.4 $peaking 6.4 Speaking

Negotiation (page 91, exercise 6) Handling interruptions
Student A (page 77, exercise 6)
Use the table below to see how good your negotiation skills are. Student A

Prepare a short talk on an
organization that you would like to
- e work for. Malke some notes. Think
" Discount’ . - L% 5% 0% about what the crganization do, why
oh ' o ' you would like to work for them

OPaoints < 1 Polnt 2 Points 3 Ppiri't's' “\ Score

: P?n-\f-éry':' L 28 days : _24_--.;{-.33’..5'_'_? . 2idays ; ?5'-_"?‘3!51 S and what you imagine working there

within - - i would be like.

- Payment .- 10days  14days . 21days 28days When you are ready give your talk to

SRR NPT et the other two members of the group,

. Delivery .. 150 221000 0 0 50 Freeso Be prepared to answer any questions

Leosts R L that they might have,

' s i When the others give their talks try to

ask a question and interrupt once or

8.4 Speaking twice.

Roleplay (page 103, exercise 7)

Student C

You are the airport’s press officer, You have the following information:

The motorway is planned to go very close to A’s house, but no definite decision
has been taken yet.

The train line will be in a tunnel and will not have any environmental impacts
for A,

The motorway and train line will make it easier for local residents to get to the
city.

About 12,000 new jobs will he created.

4-5,000 new houses and flats will be needed in the area.

The products and goods in the 24/7 shopping centre will probably be 5-10%
more expensive than elsewhere.

Lowering the groundwater could have negative impacts for local plants and
animals and an environmental study is being done. You do not have the findings
yet.

The new town will probably be located close to B's supermarket, but a final
decision has not been made yet.

House and land prices are expected to increase in the next few years.
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7.4 Speaking
Negotiation (page 91, exercise 6}

Student B
Use the table below to see how good your negotiation skills are.

.. 3Points  ZPoints” - 1Point  OPaints - Score
5% 0%

Dlscount i 2%

_Payment - 10days  f4days . 21days  2Bdays
Delivery:

150 100 50 Free

Ccosts

2.6 Case study
Discussion (page 29, exercise 6)

Student A

Read the hotel’s explanations for three of the problems and then tell your
pariner,

1 The prices of the rooms at the hotel often change, Rooms booked a long
time before they are needed are cheaper. Cheaper rooms are also available if
you have no booking and just walk into the hotel. These prices are the ones
shown in reception.

2 As part of the hotel’s environmental policy, the heating in the rooms cannot
be changed by guests. There is one central thermostat which is controlled by
the hotel to stop guests turning the heating up and wasting energy.

3 All of the attendees of the Panorama conference from Electronics RDC were
in the same part of the hotel. The noise that some of the guests contplained
about was probably caused by their colleagues from Electronics RDC.

B3 with your partner discuss what action the hotel should take,
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Present simple

Look back at the last iwo lines of the dialogue in

[iE Complete the dialogue. Use contractions ({’m not exercise 1:
Frert; don’t not denot) where paossible. Does she go to school?
A: Where ! you work? Yes, she does. (NOT Yes, she goes.)
" B: Iwork in Lyon. Complete the replies to the questions below.
A: Lyon? But I thought you said you worked in Paris? 1 A Do you enjoy your work?
B: No,12_____ work in Paris, I work in Lyon, B: Yes I
A: Okay, so you work in Lyon, And 3 you married? 2 A: Do you know this restaurant?
B: Yes, 1*_____ . My wife's name is Zsi-Zsi. B: No,1
A: That's an unusual name.3__ she French? 3 A: Does your wife work?
B: No,she® French, she’_ Hungarian. B: No, she
A: And® ____ she have a job? 4 A: Does your daughter go to school?
| B: No, she?® have a job at the moment. We have B: Yes, she
s two young children and she stays at home to look after 5 A: Are you Hungarian?
o them, B: Yes, that’s right,
3 A: Two children! How wonderful! How old @ they? 6 A: Areyou Hungarian?
B: The girl is six, and the bay is just two years old. B: No, I _I'm Romanian.
A: Two years old! I imagine that you ! get much
sleep! Match examples 1-3 with the uses of the present simple
B: Yes,you®™____ right. I must look tired! a)-c). Choose the best answer if several are possible.
A: And what about the girfl? 3 _______she go to school? 1 Most days I leave home around 7.00. []
B: Yes, she " . 2 The Rhine meets the sea in the Netherlands. [J
- 3 Our company offers a range of investment products. [_]
i ;E;:ic: SImpre . a) present simple for facts such as what or where things
W¥ou/WelThey work. b) Iil;?esent simple for habits and routines
;. . i
' ﬁ:’gs;c?\’:{: works. _ - c) present simple for actions and situations that are
: IfYoulWelThey don’t work. S generally true (i.e. not temporary)
He/Shellt doesn‘t work. .
Questions _ _ : Adverbs of frequency
go "/l’hm’l"""‘;'ei TQWJ;‘;”‘:;’ k? Put the time adverbs on the frequency scale.
Qes ne/snelt !
Present simple: to be
Positive
Fm Hungarian. 100% !
You're/We're/They’re Hungarian. ™ :
He's/She'silt's Hungarian. ;
Negative 4__,____
I'm not Hungarian, Ssometimes
You're/We're/They're not Hungarian, ¥y
Or You/We/They aren't Hungarian, M ’
He's/shes/it's not Hungarian. 0% :
Qirsg Sihem fsn't fingaran. Fill in one of the gaps with the word often. Leave the
Am | Hungarian? other gap empty.
Are youlwelthey Hungarian? 1 He works late
Is hefshelit Hungarian? 2 He is late.
¢ Correct the mistakes in these sentences. ch\fprﬁ;? ﬁsf;iq::n;i;cr:;n ti:; f:(:’rm;r_:tt‘;.r e
1 Do you working for Siemens?
2 Idoesn't work for Siemens, I work for Bayer. o i
3 And your wife, do she work? Fill in the missing letters.
4 My wife work as a teacher. 1 Instead of saying ‘one time a year’' we cansay ‘o___ a
5 Sheis German? year’.
6 No, she not German, she’s Hungarian. 2 Instead of saying ‘two times a year’ we cansay ‘t____a
year’.
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Grammar ang practice

Times of the day Dates

a¢:8 Study how Brits and Americans say the time. Look at kTl Compare the UK and the USA:
the differences in bold.

T U S UsA
UK . usa - saying adate . . the third of July . .. July third.
10.00 ten o‘clock . ten o'clock - : . oo July the third RGNy
10.10 - . {fenpastten . ten after ten . - writingadate . 3July -0 July 30
.. ten-ten. . - ten-ten TR 37 July . TR
10.15 - aquarterpastten a quarter after ten S uly 39 R R T R
- .. ten-fifteen . . - ten-fifteen - - . . writing a full date = . DD/MM/YY-. .. .. MM/DD/YY
10.30 ~ halfpastten. half pastten - Co AR e
: "~ halften. .- . (notused) " Now write today’s date;
. ten-thirty - : ten-thirty . o
1040 - - twentytoeleven - - twenty to eleven ; Asa gnt wou%g Sasftlt'. Cin full:
_ ten-forty . ten-forty Asa ntwqu write it in ull:
10.45° a quarter to eleven a quarter to eleven 3 Asan American would say it:
) 4 As an American would write it in full:

ten- forty-ﬁ ve ten-forty-five

Prepositions of time: in, on, at
Fill in each gap with i, on, at, or ~ (no preposition),

Complete the table below.

_ British English: = 'American English 1 2007 10 Saturday
iy ; . 2 ten o’clock 11 the end of the year
8.10. ten ... eight - - ten ... eight —_— _—
en b g 3 yesterday 12 New Year’s Day
8.45 a quarter 3...... nine aquarter...... nine 4 Christmas 13 the 1990s
5 Christmas Day 14 a few days ago
6 28 July 15 July
Yesterday, today and tomorrow 7 last week 16 the afternoon
Read the information in the box then do the exercise 8 __ winter 17 the week after next
below. Hmation i te box 9 next April 18 the day before

yesterday

We say:  the day before yesterday, yesterday, today, : S e o :
. y tomonj'/om the 53}, afte.ftgmorrowf ¥ The rules for these prepositions are given below. But

' Wesay: the week before last, Jast week, this week, many people think it is easier to just see i they ‘sound
next week, the week after next right' rather than try to learn the rules. Use: .

+ In with parts of the day, months, seasons, years”

» On with dates, days of the week, special days

= At with religious festivals, hours of the clock

particular points in time
_ » No preposition for yesterdayftoday/tomorraw Iastl
tonight -~ - ' next, the day beforelafter.

tomorrow: tomorrow morning, tomorrow afternoon, Somie speakers of Amencan Engl:sh use other forms such
tomorrow evening, tomorrow night

And for parts of yesterday, today and tomorrow we say:
yesterday: yesterday morning, yesterday afterncon,

_ yesterday evening, last night:
today: this morning, this afternoon, this evemng,

ass :
- no preposmon for days of the week {I’II see you '
Try to remember the phrases. Then cover the table above Wednesday) ; :
with a piece of paper before continuing. - on the weekend.

The phrases in italics below are not English. Correct them
by writing a more appropriate phrase.

1 D'm busy tomorrow, but I can see you fomorrow plus
one day.

2 No, not last week, the week previous to last week.

We went to a great bar yesterday night.

4 Would you like to come to the restavrant with us today
in the evening?

5 The metro stops running at midnight this night.

L
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Countable and uncountable nouns

Read the information in the box then do the exercise
below.

Countable nouns

Countable nouns can be singular or plural: house(s),
colleague(s), file(s). team(s), man {(men), person (people).
We use countable nouns for separate things that we can
count. Many countable nouns are concrete {one product/
three products) but some are abstract (one idea/two
ideas). .

Uncountable nouns - _
Uncountable nouns enly have one form, without -s; air.
electricity, health, information, money, success.

We use uncountable nouns for things that do not

divide into separate units. Many uncountable nouns are
abstract (happiness) but some are concrete {(water).

Put these words into the correct column below:
dollar, money, luggage, bag, furniture, chair, hotel,
accommodation, job, work, wine, litre, time, week,
machine, machinery, information, fact, suggestion,
advice.

countable nouns uncountable nouns

B 1f the sentence is correct, put a tick (v). If it is
incorrect, put a cross (X).

Accommodation are difficult to find in this city.
Accommodations are difficult to find in this city.
Hotels are difficult to find in this city.

Time {s money.

The time is money.

I had several part-time warks while I was at university.
I had several part-time jobs while 1 was at university.
I'll go now. I know you have work to do.

I'll go now. [ know you have a work to do.

She gave me an advice.

11 She gave me some advice.

12 She gave me a suggestion,

13 She pave me some suiggestions.

14 I don't have much information to give you.

15 I don't have many information to give you.

16 1 don't have a lot of information to give you.

17 I don't have much facts to give you.

18 1don't have many facts to give you.

19 It only cost a little dollars.

20 It only cost a few dollars.

21 Would you like a little wine?

22 Would you like a few wine?

st
O W00~ R R

Uncountable nouns take a singular verb, not a plural
verb (so 1 and 2 are wrong).

Uncountable nouns do not have an —s form {so 2 is H
wrong).

Uncountable nouns used in a general way do not have
the or a {so 5, 9 and 10 are wrong).

Uncountable nouns cannot be counted (so 6 is wrong).
Uncountable nouns go with much, not many (so 15 is
wrong).

Countable nouns go with many, not much (so 17 is
wrong).

Countable nouns go with a few, not a little {so 19 is
wrong).

Uncountable nouns go with a fittle, not a few {so 22 is
wrong).

summary

* With countahle nouns we use a, some, a fot of, many,
a few.

* With uncountable nouns we use some, a lot of, much,
a littla.

* We do not use the before an uncountable noun used
in a general way.
Fhe life Is beautiful. X Life is beautiful. v

* [n positive sentences, a lot of is common.

* [n negative sentences and questions, many/much and
a few/a little are common.

some and any

Read the information in the box then do the exercise
below, Note that this information is true for both countable
and uncountable nouns.

Some is common in positive sentences.

| got some paper for the photocopier.

Any is common in negative sentences and guestions,
I didn’t get any paper for the photocopier.

Did you get any paper for the photocopier?

Complete each sentence with the most likely word, some
or any.

1 Da you have questions to ask me?

2 Yes, there are questions that I'd like to ask.

3 Olkay, that's all. I don’t have more questions to
ask you.

There are some exceptions. For example, we can use
some in a question if it is an offer or a request.

Would you like some more wine? (offer)

Could | have some more wine? (request)

And we can use any in a positive sentence if it means ‘no
limit".,

You can come any time - morning or afternoon.
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Graminar and practice

Can, could & would for polite questions

Read the information in the box then do the exercise
below.

To request that someone else does something, we use
can/could and would.

(informal} Can you pass the salt?
(neutral) Could you open the window, please?
(polite) Would you help me move this desk?

To request something for ourselves (permission), we use
can/could and may,

(informal) Can | ask a question?
(neutral) Could I borrow your pen?
(polite) May { come in?

Rewrite the first sentence in a more polite way using could,
would or may. There are two answers each time.

1 CanIask who is calling?
Could I ask who is calling?
May I ask who is calling?

2 Canyou give her a message?

?
3 Can I write down one or two details?

?

o
4 Can you explain that again?

?

?

Tip. Don’t tell people 10 do things, ask them,
Give-me-a-hand-plesse. (not polite, even with ‘please’}
Could you give me a hand? {better)

Could you give me a hand, please? {much better}

It is usually safer to use could in requests, particularly in
a business context where the person is not a personal
friend. Can is sometimes too direct and would is
sometimes too formal.

Read the information in the box then do the exercise
below,

To ask for something, use I'd fike, not Hwant. The word
want can sometimes be impolite in a request.

To offer something, use Would ... like...?

These uses of would like {meaning 'want’) are not the
same as like (meaning ‘enjoy’).

If the sentence is correct and polite, put a tick (v). If the
senterice can be made more polite with like, or if it is
grammatically wrong, correct it.

Does anyone want a drink?

Yes, I want a beer, please.

Yes, I like some mineral water, please.
Yes, I'd like a herbal tea, please.
Generally, I like white wine with fish.
Generzally, I'd like white wine with fish,

[y R ¥; IS S FL I S

Requests with 'mind’

If the sentence is correct, put a tick (v), If it is
incarrect, correct it.

Do you mind to call back later? [}
Would you mind to call back later? [_]
Do you mind calling back later? [[]
Would you mind calling back later? [_]

a1 B =

Put a tick (v) by correct and polite replies to the question
in italics. Put a cross {X} by incorrect or impaolite replies.

Would vou mind calling back later?

5 __ Yes, Imind.

Yes, | mind calling,
No, not at all.
Na, of course not.

6
7
3

» Requests with mind are followed by -ing.

Would you mind waiting for a moment while | get my
coat?

* This means /5 it a problem for you?. So an answer with
yes is impolite: it means yes, it is a problem. Instead,
use an answer with no like No, not at all.

* We can also use Would you mind if I ... to ask for
permission.

Would you mind if | sat here?

Polite requests and negative responses

if we have to give a negative response to a request, we
don‘t usually use the word na, Instead, we can follow
this formula:

I'm afraid/Actually/Sorry/l'm sorry but ... + reason +
suggest an alternative

The phrase 'm afraid ... is not used in this way in
American English.

After each polite request 1-4, write the two letters that
2o together to make a full response.

1 Can I ask you a few questions about this report? [@] 2]
2 Would you mind working late on Tuesday? []{]
3 Could you give us a discount if we order 1000 units? [_]

4  Would you mind opening the window? [_|{]

a) I'm sorry but I'm really busy right now.

b) Actually, the air conditioning is more efficient.

¢) DI'm afraid [ can’t, it's my daughter’s birthday.

d) Sorry, we only offer discounts to regular customers.

e} Why don't you ask Mariana? She said she was looking
for some overtime.

f) But we could give you more convenient terms of
payment — perhaps another 30 days credit.

g} Ask me again tomorrow. Ill have more time.

l) Pl turn it on now.

e Business 121




Present continuous

428 Study the form of the present continuous in the box.
The contractions shown (I'm for I am, You're for You
are) are the forms used most often in speech and informal
writing.

Present continuous
Pasitive
I'm working
You‘re/We’re/They're working
He's/She'siit's working
Negative
I'm not working
You‘re/We're/They're not working
Or You/We/They aren’t working
He’s/She'siit's not working
Or Ha/shelit isn‘t working
Questions
Am [ working?
Are youlweithey working?
Is hefshelit working?

Complete each sentence using the present continuous form
of the verb in brackets. Use contractions where possible.

1 We {redesign} our website.

2 (you/enjoy) the conference?

3 The photocopier {not/work) at the moment. Try
again later.

4 Is that Stephanie on the phone?
Paris?

51 (read) a great book about solutions to the
energy crisis.

6 They {(not/stay) at the Novotei this time, they've
chosen the Mercure instead.

{she/call) from

Match examples 1-3 with the uses of the present
continuous a-c. Choose the best answer if several are
possible.

1 Let’s go for lunch. I'll tell you about my news — I'm
working on a big project in Turkey. []

2 TI'll finish the spreadsheet in about half an hour. I'm
working as fast as T can, []

3 Developments in communication technology mean that
maore people are working from home. []

a) present continuous for an action happening right now,
at the moment of speaking

h) present continuous for an action happening around
now, but not at the exact moment of speaking

¢) present continuous for a current trend or slow change
happening over a longer time period

Note that uses a)-c) above are really just variations on
the one basic use of the present continuous: a temporary
activity in progress now.

Present simple and present continuous

+ Study the differences between the present simple (unit
, module 3) and the present continuous. )

Present simple Present continuous

permanent temporary _
habit activity in progress now
fact slow change

Complete each sentence by putting the verb inio the
present simple or present continuous,

1 We (sell) our products all over the world.

2 Fantastic offer! For one month only we (sell}
this product with a 20% discount for new customers,

3 They {change) their advertising agency — they
aren't happy with the usual one.

4 Of course, all companies

5 Bhe (work) for SAP.

6 Today she (work) from home.

(change) over time,

The present simple and present continuous are
associated with different time phrases. Underline the
correct alternative in italics.

1 This year/Every year we're building a new factory in
Turkey.

2 This year/Every year we increase our market share in
the Turkish market.

3 At the moment/Usually we're recruiting a lot of new
staff - business is going very well.

4 At the moment/Usually the factory closes for two
weeks over the summer for maintenance.

3 Right now/Tewice a year we're getting a lot of orders
from the Middle East.

6 Right now/Twice a year we organize a special event for
all our employees.

State verbs

Put a tick (v) if the sentence is possible, put a cross (X)
if it is not possible.

I lenow exactly what you mean.

I am knowing exactly what you are meaning.

That Lexus belongs to our Marketing Director.
That Lexus is belonging to our Marketing Director.
It costs €49.

It is costing €49,

[ RS U S I O

There are a number of verbs that describe states, not
actions, These verbs are not usually used in a continuous
form. State verbs include:;

agree, know, remember, think, understand

hate, like, need, want, wish

belong to, contain, own

appear, look like

be, exist

cost, depend, mean, measure, owe, weigh
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B Grammar and practice
[
Adverbs Here are the forms with the present simple:
Read the information in the box then do the exercise Active Passive
below. [ do it./He does it. It is done.
_ _ I don't do it./He doesn‘t do it. [t isn't done.
* Adjectives describe nouns, Adverbs describe verbs. Do I do it?/Does he do it? Is it done?
There was a significant increase in sales. Here are the forms with modals {can, must, will etc):
Sales increased significantly. : l/She can do it. it can be done.
* Most adverhs can be formed by adding -Iy, -y, -ally, -ity. i/5he can’'t do it. it can’t be done.
* Some adverbs and adjectives have the same form: Can she do it? - Can it be dane?
daily, early, fast, hard, late, quarterly. e o
* Good is an adjective. Well is an adverb. Complete each sentence using the words in brackets
and the passive, Use contractions where possible (it's not #
Make adverbs from the following adjectives. Think about i, car’t not cantret).
the spelling. 1 No, no, it's all wrong. (It/not/do) like that,
1 slow slowly 5 full —(it/do) like this.
2 dramatic 6 fast 2 a (ale/drink) in continental Europe?
3 hard 7 good b: Not very much. (It/mainly/drink) in the UK.
4 happy 8 bhad 3 a (any Korean cars/manufacture) in the Czech
Republic?
. . b: Yes, Hyundai cars (produce) at Nosovice,
Passive: present simple and modals although they (stili/not/mal)(e) in large
Underline the correct forms in italics in the following numbers.
text about beer. 4 a: You say that you need this item by the end of the
o _ _ weele. But (will/it really/need) so scon? The
i ' ' end of the week is diificult for us,
What is beer'? Beer makes/zs made fmm ]us‘E tour -k b It (must/deliver) by the end of the week,
- ingredients: water, barley, hop_s and yeast We 1] iook at . Friday at the latest. I'm sorry.
the last three in more detail. -
First there is barley, which is a grairi. Before it%can Match examples 1-3 with the uses of the passive a-c.
use/ can be.used to make beer, the barley Sgoes/is 80”3. Choose the best answer if several are possible,
' Eﬁngh a special process The seed grows a httie hut 1 First, the barley is seaked in water, then it is drained
n this growth process is stopped. . d leept at a temperature of 15 de This allows the
At this point the- barley *calls/is called maEt’ ::e p] ;npgrow M p grees. 1hIS allows
The malt is dried by raising the temperatue. The : e . ;
* flavour and colour of the beer depends a lut on the 2 r]ghe b_ariey zeefd groyvs.tzf&t th?’“’ po1é1_t ltt]s E“ed malt’. [
tempeérature during this drying process. 5 Beeris made from just lour ingredients.
Next we have hops ‘Hops are a type 'of ﬂowar and a) passive used because the subject refers back to a noun
they Sgive/are given flavour to the beer. Interestlngly, in the previous sentence
the hop plant Sclosely relates/is closely related to the. b) passive used to describe part of a process or procedure
man]uana plant: Hops contain/are contained acids, - c) passive used because the person who does the action is
which give beer its bitter taste, as well as 0115 that glve : not important or not known
beer some of its flavor dnd aroma; |
Finally, there'is yeast This is a Tmicro- orgamsm and 1s'- Saying who does the action: by
responsxble for creatmg the alcohol and carbon d10x1de 5 . L .
found in beer : i Read the information in the box then do the exercise
- Beer Scan ﬁnd/can be found in two torms ‘lager : below.
hke Heineken, Carlsburg and Budweiser, and ‘ale’ like . .
" the darker and less bubbly vanetles that 9drmk/are : If we want to say who does the action we use by.
drun k in the UI{ The car plant at Nosovice is run by Karean managers.
But in many cases it sounds strange or unnecessary to
;«J—mwwwww«mmwwmv S IR mention this.
: ' Ale s drunk By-peegle mainly in the UK.
Compare sentence a) and b): .
2) People make beer from just four ing redrents Cross out any phrases that are not necessary. If every
b) Beer is made from just four ingredients.. . . s hrase is necessary put a tick (/)
Sentence a) is called ‘active’. The person or thing domg P P ’
the action is the subject: people. - 1 The quality of the manufacturing process is checked by
Sentence b} is called ‘passive’. The person or thlng quality control inspectors every day.
atfected by the action is the SUb]ECt beer. 2 The quality of the manufacturing Process is checked by
a team of twenty people.
—
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Past simple

There are three different pronunciations of the regular

—ed past simple. First check that you can say the six
examples in the table below the box. Then write the words
in the box in the correct column,

P W 1/

moved focussed _ decided
opened asked wanted

There is a ‘rule’ for these endings, but you have to know
a little about pronunciation to understand it.

s A voiced sound at the end of a verb is followed by a
Hd/ sound for -ed. "Voiced' means that your vocal
chords vibrate as you produce it. Try tapping your
fingers lightly on your throat as you say the 'v' of
‘move’ and listen for the vibrating sound,

An unvoiced sound at the end of a verb is followed by
a /t/ sound for -ed. 'Unvoiced’ means that your vocal
chords do not vibrate as you produce it. Try tapping
your fingers lightly on your throat as you say the 's' of
“Focus’ — there is no vibrating sound.

The sounds /d/ and /tf at the end of a verb are followed

go 11 take 6

grow 12 tell 7 )

have R think w
W understand | ¥
18 write o

Complete the questions and answers about Google.
There are a mixture of past simple forms: positives,
negatives and questions.

1 a: What {be) the names of the founders of
Google?

b: Their names were Larry Page and Sergey Brin.
According to the company myth, they (not/
like) each other when they first {meet).

So when Larry and Sergey {meet)?

They {meet) in 1995 at Stanford University.

3 a: And where they (start) their
business?

b: They {start) in a garage with a staff of just
three — themselves and one other person. This first
‘office’ {not/be} very luxurious - it also

(contain) a washing machine and a dryer for
clothes.
4 a: When Google
first time?

b: It (make) a profit in 2001, although they
(not/have) a stock market listing until 2004.
5 a What {be) their source of income?

b: The company {grow) by developing a ‘cost

per click’ model of advertising, Advertisers
{pay) to have their names on the search page, and
then paid again when users (click) on the

g

(male) a profit for the

by an /1d/ sound for -ed. It would be impassible to

make either of the other two sounds.

Write the missing forms below.

How many irregular past simple forms do you know?

infinitive past simple infinitive past simple
become L leave w o
begin - lose v
| bring + make w o
buy r meet v
choose s pay »
cost & see a
fall r_ sell 2z
find 8 set B
forget £ speak » o
give w0 spend B

: They

link.

And why Google (have) so much
success compared to other search engines?

{have) a lot of success for two main
reasons. First, their search technology (find)
better results than the competitors. And second, in
the year 2000 they (introduce) an innovative
tool called Google Toolbar. This was a browser
plug-in that {malke) it possible to use Google
search without going first to the Google homepage.
The Toolbar also (highlight) key words

in search results, and (hlock) annoying
advertising pop-ups.

Past simple

Posit!

ive :

iYoulHelShe/ltiWelThey worked. .
Negative Co
IfYoulHelSheftt!WelThey didn't work. -
Questions :
Did liyoulhelshelitiwelthey work?
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Grammar and practice

Past continuous

5 Match the examples of the past continuous 14 with
their uses a) or b).

1 T was working at Estée Lauder from 2004 to 2006.

2 It was the summer of 2005 and I was working at Estée
Lauder,

3 That evening I decided to stay late at the office. Anyway,
it was 7pm and I was writing a report.

4 1 was writing the report yesterday afterncon. I was
exhausted by the end!

a) An activity in progress in the past. The past continuous
shows that we were in the middle of something. [ []

b) An activity in progress in the past. The past continuous
is used for the whole period. (][]

In which examples above could the past continuous be
replaced with the past simple? [

* The form of the past continuous is was/were + —ing.
Pasitive: { was working. We were working.
Negative: | wasn‘t working. We weren't working.
Questions: Was I working? Were we working?

= \We use the past continuous for an activity in progress
in the past.

= Usually the past continuous shows that we were in the
middle of something. But it can also be used for the
whole pericd,

Complete each sentence with the correct form of the
past continuous.

11 (walk) to the station after work when it
suddenly started to rain very heavily.

2 Yesterday, in the office, why {vou/look) at me in
that strange way? Did I do something wrong?

3 Miguel came to the presentation but he seemed very
distracted and he (not/listen) to anything that
the speaker said.

Past continuous and past simple

Look at the sentence in italics then choose the best
answers below.

While I was working at nty computer, I saw Rita fall to

the floor,

1 Which happened first: a} working at my computer or b)
seeing Rita fall? []

2 Which tooic longer: a) working at my computer or b)
seeing Rita fall? []

3 Isit likely that a) I continued working at my computer
or b) I stopped working? [}

Now continue in the same way.

While I was working at my computer, I saw Andy and his
expensive new suit,

4 Which happened first: a) working at my computer or b)
seeing Andy’s suit? []

5 Which took longer: a) working at my computer or b)
seeing Andy's suit? []

6 Isitlikely that a) I continued working at my computer
or b) I stopped working? (]

* We often use the past continuous {/ was working)
together with the past simple {f saw). The past
continuous gives the background to a story, and
the past simple gives the individual events that
happened.

¢ We often use whife with the past continuous, and in
this case the meaning is the same as when:
While/When | was working at my computer, | saw
Andy fall to the floor.

* The background activity {working) is interrupted by
another shorter action (saw). Sometimes the activity
continues, sometimes not — we only know by the
context.

Complete each sentence by putting one verb into the
past continuous and one into the past simple. These two
tenses might be in any order.

1 Whilel {check) the figures on the spreadsheet,
I (notice) that the sales total for June was
incorrect.

2 Whenl (join) the company, they

{expand) their activities in Central Europe.
3 The negotiations {go) very well until their boss
(arrive) on the scene.
4 Incredible! Someone (take) my bag while 1
(sit) at the table outside the café.

Used to

Read the information in the hox then do the exercise
below.

» Used to describes a long-term situation or a repeated
habit in the past. It suggests that the situation or
habit is no longer true.

! used to live in Dusseldorf, but now [ live in Koln.

» With negatives and questions used to becomes use fo,
There didn’t use to be so much crime.
bid you use to drive to work before they opened the
new metro line?

Complete each sentence with a form of used fo.

1 Where {vou/work) before you became a
freelance consultant?

2 In my twenties I (play) tennis most weekends,
but now I'm married and I don’t play at all.

3 To be honest, I {not/like) him very much, but
now I know him better and we get along very well.
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Comparatives

Comparatives and superlatives _ o

» \We use the comparative form of an adjECtIVE to
compare two separate things. Note the use of than.
This is a newer mode! than the one you're currently
sing.

« e use the superlative form of an adjective to
compare one thing in a group with ail the others.
Note the use of the, .

This is the newest model on the market Our
competitors don't have anything simifar. .

Each sentence has a mistake. Cross out the wrong
words and write the correct version.

Internet speeds are more fast than with the old model.
This perfume is expensiver than the other one.

This year we made a much biger profit than last year.
It's most expensive io fly to Brussels than to go by train.
Please make your desk look a bit tidyer - the CEO is
visiting our offices this afternoon.

Every year the situation is getting badder.

[ IS B

)]

Comparatives

short adjectives; small ~ sma!ler

doubling of consonant (when word ends in one vowel +
one consonant); hot - hotter

long adjectives: convenient - more/less convenient

-y changes to -i: heavy - heavier

irregular forms: good - better; bad — worse; far - further

Superlatives

Each sentence has a mistake. Cross out the wrong
words and write the correct version.

1 Of all the perfumes in this shop, this one is the
expensivest.

o

3 The most far place from here that we sell our products
is Turkey.

4  This is the more powerful engine we've ever produced.

5 Their head office is amazing - it’s one of the most
beautifulest buildings in the city.

6 The design looles like something from the seventies - it’s
one of the worse I've ever seen.

Superlatives

short adjectives: smalf — the smaﬂest

doubling of consonant (when word ends in one vowe] +
one consonant): hot — the hottest

long adjectives: convenient — the most/least convenient
-y changes to -i; heavy ~ the heaviest

irregular forms: good - the best; bad - the worst; far

- the furthest

That type of engine has the most high fuel consumption.

The information in the boxes above is true. But some
rules are more flexible than others! Try the following

exercise. )

Put a tick (v} if the form in italics is correct, put a cross (X)
if it is not,

1 The new system is a lot safer.

2 The new system is a lot more safe.

3 The improved graphics make this computer game
realer,

4 The improved graphics make this computer game more
real.

5 Customers who get good after-sales service are always
the pleasedest.

6 Customers who get good after-sales service are always
the most pleased.

7 InJapan you should give people your business card
using two hands - it's mmore polite.

8 1InJapan you should give people your business card
using two hands - it’s politer.

* Some short adjectives can have either —er/-est or
more/most. These include: clear, fair, free, proud, safe,
sure, true.

{(So 1and 2 above are both V)

* We do not use —er/-est with the word ‘real’ and with
short adjectives ending in ed like pleased' Instead,
we use more/most. - - .
{(So3isXand4isv;and 5 lsXand 6 15/)

* Some longer adjectives can have either —er/~est or
maorefmost, These include:! clever, common, handsomé,
likely, narrow, pohte, qmet secure, simple, stupid,
tired. .

{(So 7 and 8 above are both /)

| Complete each sentence using a form of the word in
brackets. Extra words like the/than/more/less/mast/ least
will also be needed.

Product: Handi -~ |Regula = [Apex
Price:’ . 35 65 - - 80."
We19ht 2kg. 4kg. Skg.
Delivery time; 1 week 4 weeks 3 weeks
1 Regulais {cheap) Apex.
2 Of all three products, Handi is {cheap).
3 Repulais {(expensive) Handi.
4 Handiis {expensive) Regula.
5 Of all three products, Apex is {(expensive).
6 Of all three products, Handiis ____ (expensive).
7 Apexis {(heavy) Regula.
8 Handi has {good) delivery time of all.
9 Regula has (bad) delivery time of all.

10 Apex is too complicated for our needs. Let’s order

Regula - it’s (simple).
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Question forms 4 Fernanda has already given her presentation.

B Put the words in the correct order to make a question.
Write your answers below - decide if it is a *Yes/No’
question or a ‘Wi’ question.

5 Pierre made a backup copy of the file.

6 Petra will be at the meeting tomorrow.

1 it does cost a lot of money?
2 how much it does cost?
3 use a Blackberry do you why? Complete each question with an item from the box.
4 use a Blackberry you will? ook at the reply for a clue.
3 I at your office can park?
6 where park I can?
7 our best salesperson who is?
8 Benedicte is our best salesperson? :
9 always you do buy DVDs online? 1 a did you meet during your trip?
10 do you how often buy DVDs online? b: Imet all our colleagues from the Paris office.
Yes/No questions 2 a do you travel abroad on business?
b: Oh, three or four times a year I suppose.
3 a are you going to do about it?
h: I'm going to call them in the morning,
4 a did they cancel their order?
b: Because we didn't have the items in stock.
. 5 a: does your flight [eave?
‘Wi and How questions b: Nine o’clockytomorrgow morning.
6 a: did you pay for those shoes?
b: About 150 euros. But I really like them.
7 a exactly is the meeting?
b: In the conference room an the second floar.
8 a newspaper is this?
Complete the table. Choose from these words: are, are, b: It’s mine, but you can read it if you want.
can, did, did, do, does, has, have, is, is, will. .
Questions .

= A yes/no guestion is formed with auxiliary verb +
subject + main verb:

‘to be’ 1 you a marketing specialist? Do you live here?
Did she pay a lot of money for her flight?

¢ A Wh-ar How question is formed in exactly the same

Present simple: 3 you like this product? way, but with a question word in front:

. : ; N Where do you live?

— she like this product? How much did she pay for her flight?

| Present continuous; | 3 you coming with us? * The question word whose is used to ask who

! something belongs to.

Yes/No guestions

2 he a marketing specialist?

*____he coming with us? Whose glass is this? Is it yours?
Past simple: 7 you buy it here? Whose idea was it? Was it Peter’s?
8 she buy it here?
Present perfect: 9 you ever been to Zurich? ) Study the information in the box, then complete the
sentences below with What or Which.
®___ he ever been to Zurich?
: Modals: T you speak German? What or Which?
What is more common
2 she be late? a) for things and activities
: b) where there is a wide choice.
Change each affirmative sentence into a ‘Yes/No’ Which is more common
question. a) for people and organizations

Lo oo b) where there is a limited choice. -
1 David is a communications consultant.

Is David a commutications consuitant?
2 Marketa is arriving tomorrow.

time does the meeting begin?

room is the meeting in - room 207 or room 208?
salesperson won ‘employee of the month’?

do you do in the evening?

3 Roberto thinks it’s a good idea.

EoR I e i
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Reported speech
Read the information in the box.

You hear Marta say 'sales are rising’, You can report this
comment to a colleague in two ways:

(1) Marta says (that) sales are rising. (no tense change)
(2} Marta said (that) sales were rising. (tense change)
There is no rule about whether to change tense or not,
but if we think Marta's original statement is still true and
relevant then we are likely to use no tense change (1).
By using a tense change (2) we can sound more formal
and objective — we are distancing ourselves from the
statement.

Making a tense change like in {2} is called ‘reported
speech’; some people call this ‘indirect speech’.

The word that is in brackets in the examples above
because we often leave it out.

With reported speech the original verb ‘moves back’ in
time. Study the verb tenses:

Actual words: 1t's a great idea.”
Reported: He said (that) it was a great idea,

Actual words: f work part-time.”
Reported: She said (that) she worked part-time.

Actual words: ‘Sales are rising.’
Reported: He said (that) safes were rising.

Actual words: Yeff started his own company.”
Reported: She said (that) Jeff started/had started his
own company.

Actual words: ‘Market share has grown.’
Reported: He said (that) market share had grown.

Actual words: “‘We will expand the husiness.’
Reported: She said (that) they would expand the
business.

Actual words: ‘We can deliver next week.’
Reported: He said (that) they could defiver next week.

Now read this extract from a presentation, then
complete the reported version below,

Actuoal words: ‘I'm very pleased to tell you that sales
this quarter have increased by 6% compared to the
same period last year, and I am confident that we can
maintain that rate of increase going forward. We have
an ambitious expansion plan, and we are moving
rapidly into the new markets of Central and Eastern
Europe. We will open new branches in Bucharest and
Sofia next year.’

Reported: Did you go to the presentation? No? Let’s see if
1 can remember what he said, Oh yes, he said that sales
this quarter 'had increased by 6% compared to last
year, and he 2 confident that the company
3 the same rate of increase, What else? Oh, ves,
I remember. He said that they * some ambitious
plans, and that they * into Central Europe in a

new branches in

big way. I think he said they 8
Romania and Bulgaria next year.

74 In all the examples above the reporting verb is say.
Study the information in the box.

Say, tell, and ask

We say something.

We say to someone, (NOT say-sameone)

We tell someone something. (NOT tesomeens)
To report a question we can use ask,

Now fill each space with said, fold or asked.

1 She me she was leaving the company.

2 She she was leaving the company.

3 Bhe me if I was happy working here, and |

‘yes’.

4 She to Michael that she was leaving the
company.

5 She Michael that she was leaving the company.

6 She Michael what he thought about the

her that he was happy here.

company, and he

=1 There are many other reporting verbs. Match each verb
1-8 to its closest meaning a-h below. Be careful — some are
very simifar!

He stated that ... (8]
He added that ... [}
He continued that ... ]
He explained that ... [_]

He claimed that ... ]
He insisted that ... (]
He stressed that ... []
He pointed out that ... []

O~ N =Wk

fu’]

He said something in a way that helped us to
understand it hetter.

He said something in a definite and formal way.
He said something more (and different).

He kept talking about the same thing.

He lkept saying very firmly that something is true.

He said that something is true, even though there is no

definite proof.

g He said something that we had not noticed or thought
about.

h He emphasized something such as an idea, fact or

detail,

Mo o0 o

We often use should/shouldn‘t to report an imperative:
Actual words: ‘Call back tamorrow, please.”
Reported: She said (that) I should call back tomorrow.

Complete the reported version of these imperatives.

1 ‘Include your mobile number on your CV.
She said I

2 ‘Don't list all your hobbies on your CV.
He said I
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Phrasal verbs
Bl Read the information in the box.

A phrasal verb is a verb + ‘a particle’. Don't worry about
the word particle — it just means adverb or preposition.
Compare these two sentences; .

(1) I took off my jacket because it was so hot.

(2} The plane took off.

In sentence {1) the verb ‘take’ and the adverb ‘off are
being used with their normal, literal meanings. -

In sentence {2) the meaning of 'take’ changes when it is
followed by ‘off'. The meaning is non-literal,

You probably already know some phrasal verbs, at Ieast
passively:

{wokeupatéo ciock this marnrng

I'm locking for a new job.

I deal with customers from all over the world. .
Many phrasal verbs are easy to understand, either from
the individual words or from the context: : -

We're going the wrong way - turn reund.

The factory is going to close down next year

We ran into trouble with our controversial advertfsmg
campaign.

But other phrasal verbs are not so chvicus and you ;ust
have to know them:

Don‘t worry about this problem. I'lf sort it out and get
back to you tomorrow. _ _

(= VI find an answer and contact you again)

Phrasal verbs are used a lot by native speakers, But don't
waorry if you don't use them yourself - there is nearly
always another, simpler way of saying the same thing.

Complete each sentence with a phrasal verb from the box.
The definitions are in brackets,

I made a complaint and they promised to the
matter. {investigate)

It's hard work to three children all day. (take
care of)

I don't like working for a large, bureaucratic

organization - I want to leave and my own

husiness. {start)

The production problems in the factory are going to
our plans by several weeks. (delay)

At the last meeting she a very interesting idea.

(suggest something so that other people can discuss it)

I'm sorry, I'm busy on Friday. Can we the

meeting until next week? (arrange to do something at a

later time)

Costs are increasing all the time and it’s difficult to
_ our budget. {do what you agreed to do)
Don't worry if you're not successful at first - just
trying, (continue)

Sometimes the phrasal verb is separable, other times
non-separable. Look at the words in bold and write a tick
(v) if the word order is possible, or a cross (X) if it i{s not.

1 Hello? Is that Citibank? Can you put me through to
the mortgage department please. [_]

2 Hello? Is that Citibank? Can you put through me to

the mortgage department please. [ ]

Can you pick up Patricia from the airport? [_]

Can you pick Patricia up from the airport? []

Don't worry, I'll deal with ii. []

Don't worry, I'll deal it with. []

Just give me a litfle more time - I'll figure out the

answer soon. [_]

Just give me a little more time - 'l figure the answer

out soon, [_]

~ ot W

[#s]

The easiest way to know if you can separate a phrasal
verb is just to say it and see if it sounds right. If you want
to know more about phirasal verb grammar read the
following bullet points.- -

* Some phrasal verbs are intransitive - that means
they have no object. Here the phrasal verb cannot™
be separable because there is no objer:t to put in the
middle! -
Sudden!y the frghts went out.

{ grew up in Hamburg. .

» Some phrasal verbs are transitive, Thls means that
they must have an object: :
I deal with customers from all over the world :

Il sort out the problem. :

* And some phrasal verbs can be used both with and
without anobject: -

We closed down the factory last year.
We closed down fast year.

» Usually, a phrasal verb with an object can be

separated:
Can you pick up Patricia? =~
Can you pick Patricia up? | -
We closed down the factory,
We closed the factory down.

¢ But sometimes a phrasal verb with an DbjECt cannot

be separated: .
I'll deal with Jt
{(NOT Hf—dea#—rt—wrt—h ) : '

e |f the phrasal verb is separab[e and the object isa
prangun, then it must come in the middle: .

Can you pick her up? (NOT Ean-yeupiek-up-her?)
We closed it down. (NOT We-clesed-down-it)

* When the object is a long ghrase, then the phrasal
verh is not separated:

Can you pick up a colleague from our Warsaw office
who is arriving at 7 this evening? :
(NOT Eaﬁ—yeﬂ—pffl&a—fe#eagb‘e—#em—eﬂﬁiﬂfaﬁaw-
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will
Read the information in the box then do the exercise
below,

Wrﬂ is used in several ways: : :
To talk about a future fact, somethlng we cannot control.
The company will celebrate its twent:eth anmversary
next year.
To make a gred:ctlon (here we of‘ten use I thmk B3

" I think the share price will be much hfgher one year from
now.:
To make an instant deusrou (somethmg we decide at the
moment of speaking).
It’s raining. Vil take an umbrelfa.
To make a promise, :
Don't worry, I'll speak to my boss abaut this tomorrow.
To make an offer of help (to say that we are willing to do
somethmg) :
Il carry your bags for you,
To make a request (to see if the other person is Wl!llng to
do something), .
will you g:ve me a hand w:th these bags7

Look at the six sentences below and decide how will is
used, After each one write one of these: fact, prediction,
instant decision, promise, offer of help or request,

1 Isn't it hotin here? I'll open the window.

2 She’ll be in Toulouse all next weelk, so there’s no point
calling her at the Hamburg office,

3 Will you call a taxi for me? Thanks.

4 T'lt look after your things while you go to the bathroom.

%)

I'll love you for ever.
6 [ think sales will probably improve next quarter.

Some of the examples above could have more than one
answer (e.g. 4 is probably an offer of help, but it could
be an instant decision or a promise). The important thing
is to realize that wilf is much more than just a simple
future.

Notice from the examp|es how will is of‘ten shortened to
"It in speech, particularly after pronouns (I'lf, he'll etc.).

! Read the information in the hox then do the exercise
below.

‘e The negative of will is woen‘t (will not).’
I won't be in Toulouse — I'm going to Lyon instead.

» Notice that we don't use won't after / think:
NOT: +Hhinkthe-name-won?t appeal to Italian customers,
INSTEAD, SAY: { don't think the name will appeal to
Italian customers.

= Be carefull Use a present tense NOT will, after these
words; if, when, before, after, as soon as.
NOT: I'lf give her your message when +willsee her.
INSTEAD, SAY: I'll give her your message when | see
her.

Cross out the error in each sentence and write the correct
form.

1 Sorry, I not be able to come to the meeting next wegk.

2 Ithink we won’t make a profit next year.

3 I will call you as soon as | will get the information.

4 [ should know whether we have funding for the project
after I will meet the bank manager.

be going to

Read the information in the box then do the exercise
below.

Be going to is used in two main ways:

* To make a prediction.
See that fence at the end of the garden? I'm sure it's
going to fall down soon.

* To talk about a plan or intention.
Fm going to start my own business.

Look at the four sentences below and decide how be going
to is used. After each one write either prediction or plan/
intention,

1 Joelle wants a salary increase — she’s going to speak to
her boss about it next week.

2 Have you seen the most recent opinion poll? I think the
Social Democrats are going to win the election.

5 Unemployment is going to increase if the government
cuts its spending program.

4 1 got some money from an inheritance. I'm going to
invest it in stocks and bonds.

Read the information in the box then do the exercise
below.

will and be gaing to

Predictions: Will and be going to are both used to make
predictions, and in many cases a native speaker could use
either one. But if there is strong evidence in the present
situation, then be going to is mare likely.

Look at the clouds. | think it’s going to rain,

Decisions: Note that will is used for instant decisions,
whereas be going to is used for a plan or intention
where the decision has already heen made.

Complete each sentence with a form of will or be going\to
and the verb in brackets. In every case both are possible,
but decide which form is most likely.

Predictions
1 Look at the time! We (be) late.
2 TI'msure it (be) nice weather at the weekend.

Decisions

3 Okay! That’s agreed! We {give) youa 2%
discount. But you have to place a minimum order of
1000 pieces.

4 Twas talking to my wife about this last week. We

{give) our daughter €500 a month while she’s at

university.
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Grammar and practice

First conditional

Read the information in the box then do the exercise
below,

* A sentence beginning with /7 ... is called a conditional.
There are different types of conditional. By far the -
most common is called a first conditional. It is used
when a future event is reasonably likely to happen:

If the venture capital company hkes our busrness plan,
they'll invest in our company: - :
If we decide to buy shares we'll have to accept some
risk. . :

« Notice the form of the examples above .

If + present simpfe, ... will (+ simplé infinitive}." "
A common mistake is to use will in the if ... clause.”
NOT if the venture cap.vtal company m#—:'fke our
busmess plan, ...

*» The /f... clause can come at the end
We'll have to accept some risk n‘ we decrde to buy
shares.

* We can use negatives. -

If the venture capital company hkes our busmess pn’an
we won‘t have to invest so much of our own money.
If the venture capital company doesn’t like our
business plan, we’ll have to take out a second
mortgage on the house. e

Correct the errors in these sentences. Each sentence has
two errors.

1 IHf the company will be successful, they list on the stock
marlcet.

2 IfIdon't will hear from them soon, I will to send them
an email.

3 Don't worry, I don't will say anything about your new
job if your coileagues will be in the bar with us this
evening.

Complete these sentences using a first conditional form
and the verbs in brackets, Use contractions (‘I not will)
where possible,

1 Ifyou {sign) today, 1 {give) you the items
at last year’s price.
2 Ifyou (take} our extended guarantee, you

{(not/have to) worry about service and spare
parts for four years.
3 We (miss) the deadline if we
any more money for the project.

{not/get)

Match the beginning of each sentence 1-3 with the
most likely ending a)-c).

1 If we're seeing the bank manager next week ...
2 Tt you're looking for a model with more features, ...
3 Ifyou've gota problem, ...

a) ring our Helpline.

b} we should think about how much money we need to
borrow.

¢) I can show you our new Alpha range.

Variations' | B : :

* In exercises 5 and 6 you saw that a first conditional
often has /f + present 5|mple followed by w:ﬂ inthe
result clause,

* Butin exercise 7 you can see that there are some ~
common variations. /f can be followed by other =
present tenses {present contlnuous 1/2 or present
perfect 3}, -

» And in the result clause we can use an lmperatwe (a)
or another modal besidas will {bic).

Read the information in the hox then do the exercise
below.,

Unless means if .. :
Unless we employ more part -time staff, we’li miss the
deadline. - -
If we don't ernploy more part time staff well miss the
deadline.

Rewrite the sentences using unless.

1 If we don’t pay more morney, we won't atiract people
with the right skills.
, we won't attract people with the right
slkills.
2 You'll get wet if you don’t take an umbrella,
You'll get wet

Read the information in the box then do the exercise
below,

by and until-

By means on or hefore,

! need your report by Friday.

Until means up to.

I'm out of the office until Fnday. .

Complete the sentences with by or until.

1 Ican give you the end of the month to pay your
first instalment.

2 We need the goods
latest.

3 The CEQ is over 65. I think he'll retire the end
of next year.

4 For a small additional payment we can extend your
warranty the end of next year,

the end of the month at the
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Complete the table below, The final column is needed

io malce irregular forms of the present perfect.

infinitive

; —
| past simple

past participle
become. . became 1
begin. . . began 2
bring . . brought brought
buy bought bought
choose chose 1
cost cost cost
fall fell 4
find found found
forget forgot 5
give gave g
go. went ’
grow grew 8
have had had
keep .- - kept kept
know knew 9
leave left left
lose lost lost
make made 1
meet met met
pay - .. paid paid
see saw n
sell sold sold
set set set
speak spoke 12
spend spent spent
take took E]
tell told told
think thought “‘
understand understood understood
write - wrote 15

Cover the right-hand column with a piece of paper and test
yourself, Repeat until you have learnt all the forms!

Present perfect

.73 Match the examples of the present perfect 1-4 with
their uses a)-d) below.

1 1've been to Prague 12 times this year. []

2 We've opened a new office in Prague. Our operations in
central Europe will be much more efficient now. [_]

3 The Prague office has been open for three months. [_]

4 I've never been to our office in Prague.

a) the present result of a past action
b} life experience up to now
c) repeated actions before now

d) a state lasting up to the present

* The form of the present perfect is hasshave + past
participle (third column of verb tables). Contractions
are common in speech. .

Affirmative: { have (I've) gone  He has (He s) gone
Negative; Ihave not (] haven t) gone, He has not {He

' Hasn't) gone. _
Questions: Have gane7 Has he gone? o

* The present perfect is neither a past tense, nor a
present tense, but both. It *looks back’ from the
present to the past.;

Study examples 1-4 agam Notice how they all look
back from the present to the past.

* We can use the past simple as well as the present
perfect for ‘the present result of a past action’. This is
very common (a} in American English and (b} with the
words just and already. . :

We have just opened a new offrce in Prague
OR We just opened a new cn‘ffce in Prague.

Complete the sentences by putting each verb into the

correct form of the present perfect. Use contractions where
possible,

1
2

3

(we/make) the right decision?

I had a headache but I {take) an aspirin and I
feel better now.

Da you know where Marta is? [
since lunchtime.

Do you think our Marketing Director is making the
right decisions? She (spend} half the advertising
budget on internet ads.

(not/see) her

Don't worry, you're not late, The meeting {not/
begin) yet.

We need to see Peter's market report. (he/write)
it?

(anyone/lose) their keys? I found these by the
water cooler just now.

Yes, I know I need to enter all the sales data into the
spreadsheet, Don’t worry, [ (not/forget).

The present perfect is often used with ever and never

to talk about general life experience. Write sentences using
the words in brackets.

1

2

3

you/ever/work/abroad?
Hawe you eper worked abroad?
I/never/be/to Istanbul, What's it like?
. What’s it like?

you/ever/forget/a client’s name?

Christine/never/tell/me about her family

you/ever/have/an argument with your boss?
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Grammar and practice

Present perfect and past simple

| Put the verb into either the past simple {/ did) or the
present perfect (I izve done). Decide whether the speaker
sees the action as completely in the past, or as linked to the
present.

1 a MyPC (crash) last week and so I'm using my
laptop.
b On no! My computer (crash)! What am I
going to do now?!?
2 a News isjust coming in. There {be} a serious
earthquake in San Francisco.
b There {be} a small earthquake just outside
San Francisco while we were there on holiday.
3 a She (act) in more than thirty movies during

her career, but now she’s retired and spends her time
working for charity.

b She (act) in more than thirty movies, but this
is her best film yet.
4 a ___ the meeting (start) yet? T hope I'm
not late.
b the meeting (start) on time? I wasn’t

there so I don't know.

t is very common to ask a question with the present
perfect and then reply with the past simple. Use this pattern
to complete the sentences.

1 a: How many customers have you served (you/serve)
this week?
b: Ok, loads. On Monday alone we _fiad_ (have) over
500 people in the shop.
(you/ever/be} to Germany?
Yes, I {be) in Frankfurt last year for a trade
show.
3 a: Howlong
b: For ages. We
a long time.
4 a: Why
your field.
b: You're right. But it (look) interesting on the
program.
{you/tinish) yet?
Yes, of course, [ {finish) ages ago.
(not/we/meet) somewhere before?
Yes, I remember you from the conference in
Chicago last year. You (give) a talk on direct
marketing.

ga

(vou/know) Roberto?
(work) together in London for

{you/come) to this talk? It's not really

o
FrR oW

If there is a time expression, then it controls the verh
tense. Complete the sentences by putting the verb into
either the past simple (I did) or the present perfect (I hawve
done).

1 a Lastyearwe (make) a profit of €4 million.
b This year we {make) a higger profit
- something close to €6 million.
2 a So far this month we (have) 15,000 hits on
our new website,
b A few months ago we only
of 8,000 hits per month.

(have) an average

3 a1 {never/visit) Rome, but I hope to go there
one day.
I___ (visit) Rome in 2002, for my honeymoon.
4 a1 (not/speak) to my boss yesterday - he was
really busy.

b I'm sorry, I still
do it this afternoon.
5 a our lawyer (look at) the contract yet?
b our lawyer {look at) the contract
before he went away on vacation?

{not/speak) to my boss. I'll

' Notlce from the exampEes above how
» Some time expressions go with the present perfect
because the time period includes the present: this .
year, so far this month, never, still, yet. :
» Some time expressions go with the past simple =
because the time period is in the past: Iastyear a few
months ago, in 2002, yesterday o

for and since

We often use for and since with the present perfect.
But we can use for with other tenses as well. Read the
information in the box then do the exercise helow.

* for+ Iength of time : :
present perfect: {'ve been here in London for two '
weeks.
past simple: ! lived in London fora yearjust after!
finished university.
present continuous: Fm staymg here in London fora
year. (= one year in total)

* since + point in time when the action started
present perfect: /'ve been here in London since the
beginning of the month.

Complete a part of Louisa’s email to a friend by:

* putting the verb into either the past simple or present
perfect
¢ underlining either for or since.

Hi Ana, how are things? I'm writing to you from Paris!
It’s my second time here. If you remember, the first time
was when I? (be) here on holiday *for/since two
weelks with Paulo. It seems like a long time ago!

Anyway, now I'm here for work experience, and I'm
staying for/since a year. Actually, T # (arrive) at
the beginning of January - more than two months ago!
Sorry that I ® (not/write) Sfor/since then.

Things are going well. I have a job in a bookshop and
I'm learning French - I speak it all the time. I 7

{meet) all sorts of interesting people #for/since I got
here, including a really nice guy called Alain. Let me
tell you about him. We

9 {meet} for the first time a couple of weeks ago.
He ¢ (come) into the shop and ...

TheBusiness 133




cordings

1 Living abroad

1.1 About business Working
abroad

& 1:01-1:04

Kiki
My name’s Kiki and T spend two months
every year in India buying supplies for my
jewellery business. When [ come to India |
spend time meeting local manufacturers in
different parts of the country, talking with
them and looking at their jewellery, India
is such a big country that it can sometimes
take two days to go from one city to
another. 'm in Jodhpur at the moment and
tomorrow I'm going to Delhi. When T find
some jewellery that I like, I buy it from the
manufacturer to sell in my shop in Hong
i{ong. 1 have a lot of very good contacts
here in India, and this is my tenth visit
fhiere, I always visit the same companies
and | know a lot of the managers very well.
When I first came here [ thought the food
was very strange, there wasn't very much
meat and the flavours were very dilterent
to the food in Hong Kong. But now [ love
the food and I always buy lots of spices io
add to my cooking back at home!

Anil
My name's Anil and I'm a software analyst
for LOG Software Systems. My company
often sends me abroad and I usualiy
spend more than half of each year away
from home. | go to companies around
the wortd and help them to install our
software systems. I then stay there to
train the emplayees how to use the new
system and {o help with any problems that
the company have. This process usually
taltes about six months from beginning
to end. Last year [ was in Venzuela for
seven months and at the moment I’'m in
Thailand so 1 see some very different and
interesting places. I'm sfaying in a really
nice hotel in the centre of Banglkols, it's
got five stars and has everything that [
need. [ reatly enjoy my job because I meet
a lot of people and 1 learn a lot about how
different countries do business.

Jean Marc
My name’s Jean Marc and I work abroad
for ten months every year. | work as a
dactor and I travel around the world
giving medical help alter natural disasters
such as droughts and tsunamis. 1 never
know where I am going next and that's
what malkes my job really exciting. At the
moment ['m working in Indonesia, on a
very small island. I'm going to be here for
about ten months. The journey here takes
four days because there are no roads, you
have to tly and then get a boat. I work in
a health centre giving medical {reatment
to local people and I'm also teaching the
young children about how important clean
water is. [ love working with the children
and the people here are all very friendly.
When my worlc here finishes 1 am going
to spend six weeks travelling around
Indonesia before | start my next joh, I
don't know where it will be though!

Marika

My university has links with engineering
firms in Germany. As part of my degree I'm
spending a year working for a petroleum
company near Munich, I'm warking in
their labs helping them develop new
equipment. At first it was difficult because
| had to learn a lot about the job and 1 also
missed my lriends and family. I soon made
lets of new friends though and stopped
feeling homesick. There are people

from all over the world worlding for the
organization and [ made lots of German
friends. I'm staying with a local family

and this really helped me when [ first
arrived. They made me feel at home. They
showed me around the city and gave me
lots of help with any prablems that 1 had.
I'm really enjoying working here and my
manager says that I am doing a good job.
Hopefully I will get & good reference when
T leave and this will help me find a good
position after university.

1.2 Vocabulary Living abroad

105168

Conversation 1

Bank manager; Come in, Mrs Silvera. Please
sit down.

Carmen: Thank you.

BM: Now, whai can I do for you?

C: I'd lile to open an account.

BM: Well I can hear that you're not from New
Zealand.

C: No, I'm not, I'm from Brazil but I'm
going to be in New Zealand for a year,
my company has sent me to work at their
subsidiary here.

BM: Oh, great, you're going to love it here, is
this your first visit to New Zealand?

C: Yes it is, but everyone at waork is very
friendly and the countryside is so beautiful.

BM: That’s good. Now, before T can open
an account I need to see some important
documents, do you have your passport?

C: Yes, here it is. [t's all in Portuguese though.

BM: That’s OI, I just need to check the
address and the photo. T also need to see a
letter or a contract from your company. Do
you have one?

C: Yes, here you are.

BM: Great. Does it give details of your salary?
Oh yes, I can sec it here. Good and it’s got
your address in New Zenland too. Now, |
need you to Bl in these forms and then we
can open the account for you. P'll go and
malke a copy of your documents while you
fill in the form. U'll be back in & couple of
minutes.

C: OK.

Conversation 2
Landlord: OK, so this is the apartment. If we
go through this door you'll see the living
room.
Petra: Wow look at the view, you can see right
across the harbour!
Kris: Yes, it’s beautiful.
L: Yes, the views are good. You can sce
that the apartment is fully furnished so
vou won't need to buy any furniture or
equipment.
: That's good, and the kitchen?
. Yes, through here is the kitchen.
. It's bigger than our old kitchen at hame!

a2 i~

K: And it's much more modern. How many
bedrooms are there?

L: There are two bedrooms in the apartment,
the door behind us opens into one of the
bedrooms, the other is back through the
hall.

I[{: Two bedrooms, that means we can have
visitors to stay! ,

P: I suppase the most important question is
about the rent. How much is it?

E: Well, it's €1,500 per month but that
includes all of the bilis.

P: And how much is the deposit?

L: One and a half month'’s rent, so that's €2,
250.

K: That's a lot of money, but my company
says that they will help us with the deposit
and the rent for the first month.

L: It might seem like a lot of money but it's a
lovely apartment, [ don't thinl yoerll find
anything cheaper in this area.

P: We need to think about it. Can we call you
back tomorrow?

L: Of course, hut don't take oo long, another
couple are coming to view the apartment
tater. You wouldn't want to lose it, would
you?

K: No, we'H be in touch soon, bye,

Conversation 3

Doctor: Come in, Mr Goodman, have a seat.

Mr Goodman: Thanks.

D: So what can I do for you today?

Mr G: Well, | arrived in Greece last weelc,
{'m working for Athens Bank on a year's
placement and they toid me that I need to
come and register with a doctor.

D: Yes, it's definitely a good idea. Before
we start the examination, do you have a
European Health Insurance Card?

Mr G: No, [ don't.

D: OK, here's the form. Fill this in and you
won't have te pay so much for your
medical treatment. You can give it to the
receptionist on the way out.

Mr G: OKL

D: Now there are a number of questions that
I need to asl you. Are you taking any
medicine at the moment?

Mr G: No I'm not.

D Good, now 1 need to check your weight
and your height, how tall are you?

Mr G: I'm one metre 65.

D: And your weight?

My G: I'm not sure.

D: Well if you can stand on the scales we can
checls, they're just over there...

Conversation 4

Sales assistant: Good afternoon, can I help
you?

Yuki: Yes, I'd liice to buy a mobile phone.

SA: Well, you're in the right place, we are the
largest mobite plione shop in Copenhagen.
What kind of phone do you need?

Y: I don't have a landline in my apartment
here so | need a cheap phone. Also I'm not
sure how long my company need me o
stay here and so 1 don't want a phone with
& contract.

SA: OK, we bave a lot of phones that come
with prepaid packages, there’s a lot of
choice,

Y: And is buying top-ups easy?
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or played back with interactive script,

i) The recordings are availabie as MP3 files on the DVD-ROM, to be downloaded

Hacordings

SA: Yes, lots of the phones come with free B: And did the children enjoy it? I go running everyday. It fact, I try to run in
minutes 5o that you can use them as soon A; Oh yes they love it when we go camping, at least two marathons a year, I'd love lorun a
as you huy them. This one, for example They didn't want to come home! marathon in another country one day. I want
comes with 400 minutes free talking time. B: Well, that sounds really nice, if you'll to go and work abroad so that I can learn
When you need to top the phone up you excuse me I've got to malie an important about living and working in a different culture
can come back to this shop to buy some phene call. See you soon. because [ want to experience sometling
more credit or you can call the provider A:; O, see you later, totally different and I want to see the world.

with your credit card and they will put

Conversation 2

Panayota

more credit on the phone foryou. Its very ¢ 1 can’t believe how busy it is. Hi, my name's Panayota, but that’s a hit
easy. D: No, me neither. I didn’t know so many difficuli so everyone calls me Pana. What can
¥: And what happens when I go back to peaple would be able to take the time to [ 1ell you about myself? Hmm, well, I come
Japan? ) travel to Thailand for this conference. from a large traditional Greek family. ! studied
8A: Well there is no contract so you don't C: Did you have a good journey here? geography at university in Athens but at the
have to pay when you don’t want the B: Well 1left home in Helsinki on Monday moment I'm working in my family’s taverna. [
phm}e.any more. but I had to stop in Abu Dhabi for a maostly serve in the restaurant, I love chatting
Y. That's just what I need, can you show me meeting so I arrived here on Wednesday. to the customers because I can practise my
some of the prepaid phones, please? C: Abu Dhabi, wow! What was it like? languages, 1 ean speak English, French and
SA: Of course, the most popular one s this D: Well the weather was really hot but it's a German and even a little Chinese, 1 also keep
one..... really interesting place, the accounts and organize the orders and
. C: Was it your first visit there? the deliveries. 'm good with figures and I'm
1.3 Gra.“‘_’maf Pre_sent simple and D: No, we do a lot of business out there very well organized. m nearly 28 years old
prepositions of time actually. and in Greece that means that all my sunts
2 1:09-1:15 C: Oh, really, where did you stay? leep asking “When are you getting married?”
. . . D: In a really nice hotel, right in the centre of I'm not ready for that yet. | would like to see
1 January the 26" is Australia’s official Abu Dhabi. something of the world first, although ene
HGUU“E}I holiday. It marlks the day that the C: Was it called the Continental? day I'd like to have a big family with lots of
first ships landed in Sydney Cove In 1788. 1y yog, | think it was. Why do you ask? children. My habbies? Well, T come from an
On t}lat day the prime minister makes a C: Oh I stayed there last month island so I have to say sailing and swimming.
special speech on the TV and people sct D: Really? I didn't know you did business Miroslay
Hrc\\jorks off in the evening. there. He[?os my name is Miroslav. I'm 27 vears old
2 Box-mg Day in the UK is the day after C: Yes, we do. I go there about three times a and si’n ]{2 I ]me aa dl‘rols . d o f fmat' ;
Christmas Day and so is the 26" of ar. Well. eniov the rest of the conference. gle. | av \Plomé In 1o ton
s . . year. Well, enjoy S .
December. It is a public holiday and in the technology from the technological college in
D: Yes. you too, bye. Bratislava. In my current job I design websites

UK it is common for sports events to fake
place.

Conversation 3

for expensive boutiques across Slovalkia. It

3 Groundhog Day is a traditional festival E: Where do you want to go? is important for the shops that their websites
that is celebrated in the United States and F: The Royal Hotel please. . lock gOOFl because maost of the custamers
Canada on February the 2™, A groundhog E: OK, no prob]erp. Are you here in Paris for shop_ online. As far as languages go, 1 speak
is a small animal that fives int a hole in the work or on holiday? . English .antl #lso Portuguese because my
ground, Peaple befieve that if a groundhog F: It's work actually. molhfar is from Portugal. When I'm not
sees its shad uw on this day there will be E: Oh, what do you da? . worl{mgll lave computers and spend lots of
six mote weeks of cold weather, F: I'm an engineer, { worl for a large Spanish my free time keeping my own website up-to—

4 Bastille Day is the French national holiday engineering company. I'm t?]e research and  date, The adci‘rcss is www.miroslavparty.sk. 1
and it is celebrated each year on the 14 develnpmen_t manager. I'm in charge of also lave parties anc.l going out, I have a lot of
of July. On this day in 1789 the Bastille, a a group of six sc1ex}t1sts who worlc-m the fr;cnds. who are designers qnd S0 we spe.nd a
prisort in Paris, was attacked by the local lab. We're responsible for developing new lot of time at nightclubs, discos and parties. |
residents. Every year there are military ideas and products for the company. reatly want to go and work abroad somewhere
parades. E: That .sourlds really interesting. Do you [ike exciting.

5 April Fool's Day, is not a real holiday, but your job? L ) Francesca
is celebrated i many countries on April F: Well, every d.ay_ts different, sa yes, | iovle . Ciao, my name’s Francesca and 'm 28 years
the 1* by playing jokes on friends and Some days I'm in the Ia,b white others I'm old. I learnt to speak English, Spanish and a
neighbours. out doing resca:r'c?. We're abways working little bit of French and Portuguese at one of

6 In Japan, April the 29% is Showa Day. This on new and exciting products so T never the hest universities in Italy. I studied modemn
was the Emperor's birthday and it begins a ha\:'c a chal_n:e to get bored, At the moment languages and as part of my degree I spent
week of festivals, called Golden Week. we're working on a new software program 4 year studying in Spain. | had a fantastic

7 The Day of the Dead in Mexico is the 1= for the Indian market. . time. You learn so much when you live away
of November, On this day people visit the E: Thﬂ_t ~fvﬂlmd_s very exciting. Are you going from home, that's why I want to da it again,
graves of their families and they also build lo wsft Inchla? After I graduated I spent four years working
and fly large kitcs, F: Yes, I'm flying out there next week. Have 4s a senior computer programmer for an IT

you been there? company in Rome. I was respansible for a
E: Yes, fast year I... team of twenty other programmers but to be

1.4 Speaking Making smalf talk

. ] _ . hoenest it was a little bit boring so last month
& 1:16-1:18 1.6 Case study Global Recruit I left. Now [ want to try living in another
Conv_ersatiun 1 o 119-1:22 country. In my free time T love to be outside,
A: Hi there. Tomas [ love walking in the mountains and cycling

B: Oh hi, how was your weekend?
A: Oh, it was great, we tock the kids

My name is Tomas. I'm 25 years old and come

so I'd like to go to a country where I can
continue to do those things.

from the Netherlands. I finished a degree in
Business Studics in Eindhoven one year ago.
I really enjoy working with people, in my last
job 1 worked for a mabile phone companry

in Germany but I finished there last month,

I had to offer advice to customers and help
them when they had a problem with their
phone. I'm pretty good at languages. I spealk
English, Flemish & French. My hobbies? Well

camping.

B: Wow, that sounds lovely. Did you have

good weather?
: Well, no, on Saturday it rained all
afternoon but it was much better on
Sunday, it was sunny and warm all day.
: So where did you go?
. We went up into the mountains and
camped on the shores of Lake Garda.
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Heidi: Hi there Dana, this is Heidi from the

recruitment department.

Dana: Hi there, how are you?

H:

sl e v

janw}

H:

[wiasgw an

I'm fine thanks, I'm calling with regard
to the applications for job numbers TC /
428 and WA / 926, I've got the references
for all of the four candidates that you
shortlisted. I thought you'd like 1o hear
about them immediately.

: Oh, excellent, that’s great. Can we start

with the Call Dubai job?

: QI first of all there was Mr Visser.
: Oh, yes Tomas. He was a very nice young

man. What did his reference say?

: Well it says that he was very hardworling

in his last job and he was popular with the
other members of staff.

: That's good.
: Yes it is but the reason he left was because

there was a problem with a customer,
The reference doesn't give any more
information. It just says “Tomas left

the company after a complaint from a
customer,’ Maybe the customer was very
difficult or maybe Tomas did something
wrong, 1 don’t know.

: That sounds a hit worrying, we’ll have to

talle to him about it. Now what about Ms
Mitropoulos, the lady from Greece?

: Well this is a little bit strange but because

she left university and worked in her
father's taverna there was no professional
reference for her. The reference that we
have is from her university professor. 1t
says that she was a very good student but
it doesn’t say anything about whether she
would be suitable for a job in Dubai.

: Ok, we need to have a think about her

too. What about WA / 926, the job at
MTM in Brazil?

: Well, the first person was Miroslav Kalata.

At the moment he is worlting as a web-
designer in Slovakia, His reference says
that he is very creative and he produces
some really great things on his website but
unfortunately he is often late for worlk and
is often tired. Last month he was more
than half an hour late on six occasians.

: That's quite & lot, but it's a problem that

isn't difficult to fix. And what about
Francesca, I think her surname was Di
Ponti.

: Well she has a lot of experience as a

manager, her reference said that she was
really good at her job. She was a senior
computer programmer for an IT company
in Rome.

: Yes, I remember her. [ thought she would

be ideal for the job in Brazil,

She has a lot of strengths but her reference
says that she was very unpopular with the
other employees. She worked well on her
own but when she had to work as part of &
team the resulis were not good.

; Well that's not great either. OK, thanks

for letting me know. Can you email the
references to me?

¢ Yes, I'l do it straightaway,

: Thanks a lot Heidi, that’s great.
: Not a problem, Dana. Bye now.
: Goodbye.

2 Dealing with customers

2.1 About business The shopping
experience

o 1224

Interviewer: Good afternoon and on Modern
Business today I am joined by Rafael
Fernandez. He is a market analyst and an
expert on luxury customer spending, Good
afternoon Rafael.

Rafael: Good afternoon Emilia.

I. So, Rafael could you start by telling us
what a typical consumer loolks for when
shopping in a luxury department store?

R: Well, the first is the product itself, They

want ta know that the product they

are buying is of a high quality and that

it is reliable. Sales assistants have to

remember to tell the consumer this. The

second impuortant factor is the experience
of buying these products. They want to
enjoy the experience and don’t want to
have any problems. Sales assistants need
to make the experience of shopping as
pleasurable as they can so they need to
make the consumer feel special. This could
invoive giving them personal attention,
calling them by their names and carrying
the shopping to the car. [t also means that
the assistants need to be able to dea] with
problems quickly and carefully. You've
heard the expression ‘the customer is
always right?”

Yes.

R: Well here it is really important. If the
customer doesn't feel they are getting the
service they are paying for they will go to
another store. That leads me onto the final
thing that these consumers look for, value
for money. Even though they are spending
a lot of money they still want to feel that
the things they are buying are worth the
maoney that they are spending.

I Wow, it sounds like luxury consumers are
very difficult to please,

R: Well, yes they can be, but remember, if
they come to your store and are pleased
with the service, they will come bacl again
and again.

I Wow, it sounds like they love to spend!
QK, thank you very much Rafael, now it’s
time for...

—

2.2 Yocahuiary Telephoning and
customer care

& 135127

Conversation 1

A: Good morning, Custom Computers, how
can I heip you?

B: Hello, I'm cailing about my new compuier
that was delivered last week,

A: QK can you tell me more about the
problem?

B: Yes, the computer was delivered to
the office last week, but we had some
problems setting it up. Lots of the cables
are missing.

A: Right, so the computer was delivered last
weelk but some parts are missing. This is
a prablem for our deliveries department.
Can you hold while I put you through?

B: Well I'm actually very busy, do you think
somebody could call me baclk?

Al

B:

Of course sir, I'll get somebody from
deliveries to call you bacl later this
morning, goodbye.

Oh, goodbye.

Conversation 2

A
B:

A:
: We ordered 25 boxes of paper for an

>

5 o

B:

Al
B:

Guood afternoon, Simpson Stationery, How
can [ help you?

Hello, I'm calling about my delivery of
stationery.

OK sir, what seems {o be the problem?

$X 279 laser printer. The delivery was
supposed to arrive this moming but it
didn’t. We've run out of paper for our
laser printer and so we can't print any
documents, This is going to have a huge
effect on our business!

: OK, so you ordered 25 boxes of printer

paper for an SX 279 printer and the order
was suppased to arrive this morming. Da
you have a reference number, sir?

: Yesit's 482 / 917,
: OK, 482 / 317 and what was the delivery

address?

: 27a Delta Avenue
: I'm just checking cn the computer now

sir. Oh, [ see what the problem is. Our
computer has the delivery address as 37a
Belta Avenue. It must be our driver’s fault;
he is always doing things like this. He
took your paper to 37a Delta Avenue. I'll
arrange for another driver to come and
deliver it later today, would that be QIC?
Yes that would be great, thank you very
much.

Thank you for calling, goodbye,
Guoodbye.

Conversation 3

Al

B:

SRS

= e m

Good morning, Inter-Europe hotels. How
can | help?

Good moming, I'm calling about a
reservation that 1 made with you last week.
My name’s Mr Lalo.

: Oh, do you have the details of the

reservation, Mr Lalo?

. Yes, | reserved six single rooms for

employees of my company as we are...

: No, I mean do you have a booking

reference number?

: Hold on, let me have a lool, yes, it's WA

B628.

: OK, can you tell me which of our hotels

the reservation was made for?

. Well we were going to stay at your hotel in

Warsaw...

: Yes and when did you need the rooms?
: Well, we needed six rooms for three

nights....

: Yes, I know that, but when did you heed

the rooms?

: We need the rooms from Tuesday the

seventeenth, and it was for three nights

: OK, so what's the problem?
: Well, one of our employees can'’t come to

the conference so [ need to cancel one of
the rooms.

: Right, I see. That's no problem. We can

change your reservation from six single
rooms to five. Your new reference number
is WA 8629,

. WA 8629. Thanks for all your help,
: You're welcome,

. Goodbye

: Goodbye Mr Lalo.
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2.4 speaking Telephoning-

Handling complaints

- 1:28-1:31

Conversation 1

Luca: Good morning HF Precision
Engineering, Luca speaking. How can [
help?

Paul: Hi there, this is Paul Rassi and I'm
calling about a delivery of five hundred
head cleaners.

L: I see, what’s the problem?

P: Well, the delivery date was yesterday but
nothing arrived. It's very inconvenient
because it’s holding up production at my
piant.

L: I'm sorry about that Mr Rossi, do you have
the reference number?

P: Yes, it's A]/96241

L: O, I'm just checking it now on our
system. Ah, here it is, delivery AJ/96241
should have arrived yesterday but there
was a problem at our distribution centre.
Unfortunately the wrong label was put on
your delivery so it was put an the wrong
lorry. Your delivery is currently in our
distribution centre in Milan but we can
deliver it to you before the end of the
weelt,

P: Well, this is very unsatisfactory, this is
defaying production and my company is
losing money because of this.

L: Iunderstand Mr Rossi and I am very sorry.
We are working hard to try and solve this
problem for you. Can we do anything to
help you with this?

P: 1thinlk that you could give me a discount
on the delivery to malce up for all the trade
that I have lost,

L: Ithink that's reasonable. Would a
discount of 10% be QI{?

P: Yes, I'd be happy with that.

L: OK. Y1l put a 10% discount on the
delivery notes and the parts will be with
you before the end of the week. I'm sorry
for the inconvenience.

P: That’s OK. Thanks for all your help. Bye.

L: Goodbye.

Conversation 2

IT support: Good morning IT support, how
can I help?

Bruna: Hi there, this is Bruna Perez and I'm
calling from the Finance department.

I'm having problems with our computer
systern this momning, 1 can't access the
accounts for the Asia group.

IT: That must be very frustrating, can you give
me some more details?

B: Well, when I start the computer everything
is OK and all of the other programs run
without any problems. When I try to open
the program that I use to run the accounts
for the Asia group I can't get into them.

IT: Can you access the accounts for the other
groups?

B: Idon't know, I haven't tried. I only ever
use the Asia accounts.

IT. Do you get a message on the screen?

B: Yes, it says ‘Error 27¢, unknown
command.’

IT OK, let me see what I can do. Are you OK
to hold the line for a minute?

B: Yes.

IT: Right I've found the problem, we need to
install the program again on your PC. T'lE
come up &nd do it now, are you on the
third floor?

B: Yes.

IT: OK, I'll be there in a minute. Goodbye,

B: Bye.

Conversation 3

Restaurant Manager; Hello, Restaurant
Exclusivo, how can I heip?

Mr Langenburg: Hi, my name is Mr
Langenburg and 1 came to your restaurant
last night with some very important guests
from Japan.

RM: I see.

Mr L: Well, the service was absolutely terrible!
It was really embarrassing,

RM: What was the problem?

Mr L: Well we waited more than an hour for
the food to be brought to the table. It was
great food but it wasn't hot enough. When
we complained to the waiter he said that
the restaurant was very busy and there was
nothing he could do.

RM: Oh dear.

Mr L: Also when [ asked to speak to the
manager he said that there was no
manager working last night. My guests
were very imporiani and so I didn't want
to upset them by becoming angry but
I want to let you know that | am very
disappointed.

RM: This is the first time that I have heard
about this but Pl look into it straight away
to find out which waiter it was.

Mr L: Good.

RM: Alsa to make things better what we could
do is give you a free meal for eight people
in our VIP section next Friday night.

Mr L: That would be great. Thank you.

Conversation 4

Jon: Good morning Laboratory Products, Jon
Lauffman spealing.

Ingrid: Hi there Jon, this is Ingrid Heller
calling from Scitech.

J: Oh, hi, Ingrid how can I help?

I Well, Jon there's a bit of a problem with
the machine that we ordered from you.

J: Really, what's the problem?

I: Well, you said that it would arrive on
Monday but it's now Thursday and it still
hasn*t arrived.

J: I'm sorry to heer that, that’s very strange.

I: Yesitis, we really need the machine so
that we can move on with our research. It’s
really urgent.

] OI, let me see whai | can do. Will you he
in the office ail moming?

I: Yes, Iwill

J: Right, I'll make some phone calls and 'l
get back to you on that,

I Alright, thanks for your help Jon.

J: No problem Ingrid, bye.

I: Goeodbye.

2.6 Case study The Panorama

conference

o 132

Receptionist: Good morning sir, welcome to
the Panorama Hotel, how can T help?

Van Der Vaart; Hi there, my name’s Jan Van
Der Vaart. I'm from Electronics RDDC and
I made a reservation for myself and some
colleagues. We're here for the Panorama
Conference.

R: Al, Mr Van Der Vaart, it's nice to see
you, let me check the details of your
reservation.

. OK

: 8o, you booked our eight premium class
rooms on the top floor of the hotel and
you're staying for the conference, that’s
from the 5% to the 8* of February, is this
correct?

V: Well, the dates are correct but there are
nine of us. We booked eight rooms on
the Internet but we had to bring another
colleague to the conference. Do you have
another premium class room availahle?

R: Weli we only have eight premium class
rooms in the hotel. Let me see if there
are any other rooms availahle, I'm really
sorry Mr Van der Vaart but the hotel is
completely full because of the conference.
I'm very sorry. We don'’t have any rooms
available in the whole hatel.

V. Are you sure nothing is available? We have
never had & problem like this and we've
brought extra guests before, Electronics
RDC use your hotels regularly, we stayed
in the Grand Hotel in Singapore last
manth and last weel we stayed in the
Grand Hotel in Lisbon. We are Gold Class
members and expect good service.

R: Tunderstand what you are saying, sir but
all our rooms are fully booked, This is a
very busy time of year and the conference
also means that owr luxury rooms are full.

V: What do you suggest we do then? 1
can't send one of my colleagues back to
Holland.

R: The only solution I can think of is for two
of your party to share a room. In each of
the premium class rooms there are two
king size heds and they are our most
luxurious rooms, Your colleagues wilt be
very comfortable.

V: Well it's not perfect but I suppose we don’t
have any choice if all of the rooms are
taken.

R: Ireally am sorry sir, now can | ask you
to fill in these forms with your passport
numbers and the names of your colleagues.
I'll organize for your bags to be taken to
your rooms.

= <
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3 Operations

3.1 About business Lean
manufacturing

< 133

Good afternoon and welcome to the first of

our lectures on the history of the arganization

of work in the UIL Throughout this course
we are going to focus on how working trends
have changed throughout history.

I'd like Lo start today with an overview
of the perlod, it's important that you ail
understand this. There are four main stages

in this introduction and they are the domestic

system, the worlishop system, the factory

system and the post-factory system, Let’s look

at each of them in a little more detail.

First of all was the domestic system. During

this time most peopie worked from home,
a bit like today but without the computers!
It was a very simple process and everything
was very basic. People bought the materials
that they needed and then made whatever
products they could, most people made
clothes or cloth products. The whole family
worked from home and then soid what they
made at market each week. Most families
were also farmers and so this was a way
that they could make exfra money, working
part-time. One result of this though was that
production was very slow.

The second stage was what we call the
wotkshop systent. This was very similar
to the first stage, people still worked from
home and stilt worlced part-tinie. The main

difference was that the people were organized

by a subcontractor, a bit like a manager. The
people didn't buy their own supplies, they
used the subcontractor’s, The subcontractor
paid the families to make the products but
kept any profit that was made when the
products were sold.

In the eighteenth century work moved

from the home into factories. The first factory

in the UK was built in 1769 by Richard
Arlewright. Around this time a lot of new

machines were developed. These were usually

large and so couldn’t fit inside people’s
homes. One advantage of the factories was

that production was much quicker but people

had to leave their homes to go to worl.
Working conditiens in the factories were also
quite bad.

We siill use the factory system today
but they are much nicer places to work in.
Many people refer to this as the post-factory
system, The system is largely the same but we
use much more advanced technology. This
reduces the need for humans because today

our computers can do almost anything! Many

people think that one day nobody will worl

to produce things in this way but 1 don't think

this is true, we need humans to check the
machines and we always need engincers to
mend them when they break down,

Now, who knows what I mean by......
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Baclc in the 1990s our company decided to
send a team of managers over 1o Japan to
learn about the TPS, or lean management
system, They came back full of enihugiasm
about this wonderful efficient system

and they wanted to imiplement it in our
company immediately. Well, the first thing

we did was to send all of our employees
to a series of workshops on figizen and
lean manufacturing, Six manths later we
intreduced the system to our factory floor,

Al first the emplayees were very keen
on the system. They could see the benefits
immediately. They liked being more involved,
they began to tuke mare pride in their worls,
and it was clear to them that their worlc was
iess stressful than before.

But soon the problems began. One ar two
employees felt uncomfortable having to make
decisions about production; decisions which
had previously been made by their supervisors
or managers. We had to repeat the workshops
and this cost a lot of time and money, Then a
rumour went around the company that one
of the owners was thinking about moving the
factory to Eastern Europe in order to save on
wage costs. Faith in the company was lost,
and when some of the employees decided to
g0 on strike, well, the end to working to a
lean management system was in sight.

Maybe employees in the West are unahle
to identify with their companies in the way
that Toyota’s employecs are able to in Japan.
[ don’t know. Whatever the reason, although
our expetience of lean manufacturing was
wonderful while it lasted we're now back to
mass production.

3.2 Vocabulary Trends and planning

& 138

Mr Ruby: ... and if we ool at recent
trends we can all see that the number of
internaticnal airports is increasing, and at
the same time, the number of people who
arc subjected to aircraft noise is rising,
Now, we ail know that as the cost of
airfares goes down, the demand for flights
goes up. Therefore we cannot ignore the
problems of aircraft noise any longer. This
is why we're interested in hearing about
the silent plane. Ms. Bloom, can you tell
us @ hit more about the project?

Ms Bloom: Thank you, Mr Ruby. Yes, we're
currently working on producing a silent
aircraft. Admittedly, the plane would not
be completely silent, but we are aiming to
decrease noise levels by 99%.

R: That's a significant amount.

B: Tndeed, and it's a big challenge. Most
people think that a plane’s engines
produce all the naise, but that's not
cotirely trie. At the moment almost lailf
the noise comes from the body of the
plane, although the other half does come
from the engines. Traditionally, a plane’s
engines are situated below the wings; we
intend to situate the engines abowve the
wings. This would keep the noise up in the
air and shield the people on the ground
from the noise. Of course, innovative
design and research costs moncey. And
while costs are growing, unfortunately our
level of funding is shrinking, And that's
why I'm here,

R: Could you tell my colleagues what the
benefits would be for us as an airline
company?

B: Well, apart from turning you into a good
neighbour to the people wha live near
airports, the silent plane could completely
change your pattern of operations. You
would, for example, be able to land

at night time, This would increase the
utilization of the aircraft and at the same
time decrease your overall costs. More
flights into and out of an airport would
increase the amount of jobs in the area
and that means that the local economy
would grow, So, good news alt round.

R: And when will this silent plane be
finished?

B: As long as we can get funding, we hope to
have a plane ready and flying by the year
2020 ...

o 136

Councillor: In the past, an average of 2,000
tourists visited our island every year. This
number stayed the same for many years.
Then, this year, with fights arriving from

six new destinations, the number of tourists
rose dramatically. In January we welcomed
550 tourists, which was normal for the

time of year, but then, after that television
programme about our island, more and

more tourists came. There was only a slow
increase at [first; by April the number rose to
just aver a thousand. However, the numbers
grew throughout the summer and pealed

in September at 7,000! From September

the number of tourists fell, but the numbers
didn’t go down that much. At the moment, in
November we still have about 3,000 tourists
on our island. Now, on the whole this is a
good thing. We are very happy about the
maney they bring to our island, our economy
is growing, but we also have some problems.
To malke matters more urgent, the first

island music festival is going 1o tale place
next August. As this was also announced

on the television programme we can expect
more visitors during that week. Ladies and
gentlemen of the council we currently have
2.5 million dollars in the bank and it's time we
put that money to good use.

3.4 Speaking Presentations

- signposts and stepping stones
@1 1:37

I'd like to start by ...

First of all ...

Moving on to ...

Let's go baclc and loolc at ...

I'd lile to finish by ...

Are there any questions?

Thank you for coming.

w 1:38

Good afternoon everyone. I'm glad you could
all malee it. My name's Sonia Padron Perez
and I'm the saies manager here at DMC
Wood. I'd like to start by giving you a shost
overvicw of today’s presentation.

First of all we’re going 1o look at the sales
figures for last year, Then we'll see how our
competitors did during the same period. After
that we'll look at how this has affected our
share prices, and finally we'll see what we
intend to do about this in the future,

H you bave any questions, I'll be happy to
answer them at the end of my presentation,

O, so let’s start with the sales figures.

On the first slide, you can see that our sales
figures fell dramatically last summer, As you
can see, the biggest fall was in June, sales
went up slightly in September, but then fell
again in October. Last summer was very

~1 Oy Gh o W b =
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unusual because that is usually when we
sell most of our products. We think that this
was becausc of the bad weather that we had
during the summer. We expected people io
buy much more of our garden furniture for
barbecues and garden parties but there was
a lot of rain in June and so people weren't
interested in being outdoors. The sales went
up in September and that was because the
weather was a little better, The summer was a
litele late but it eveniually arrived! Gur sales
did go back down again though in October
which was a bit of a surprise,

Let’s take a closer look at that fast point:
on the next slide you can see that our
competitors brought out a new product in
May ...

Moving on to our share prices: the next
slide shows us how our shares performed aver
the last year. As you can see, it wasn't a very
good year for our shareholders.

But it’s not all bad news, we can sce that
the share prices didn't increase very much but
we can sce that at the end of last year they
were slightly higher than they were at the
start. This is a very promising sign for next
year.

Now, let's go back and look at the first slide
again, Here you can see that our sales figures
rose in September. This is an indication that
we still have a chance to regain our position
as the market leader and that we can close
the gap.

I'd like to finish by showing you how
we aim to reach this target. Ladies and
gentlemen, let me introduce you to the new
GTQ luxury model ... Welcome to the future!

3.6 Case study ScotAir
o t39-ta

1 TI've been working for EvanAir for the
past 19 months and in that time I've seen
the company change in such a big way!
When I did my training we were told that
safety was the main concern for EvanAir.
Not any more! Some cabin crew don't
even have security passes! | don't mind
so much the tea and coffee being taken
away from us but they won't even provide
water for us. They hire cabin crew whose
first language is not English and they make
us pay £25 a month for our uniforms. We
work on average 10 and a half to 11 hours
a day and very often don’t have a break.

2 T worked for EvanAir for three months and
had to give up because I was extremely
tired. 1 often felt ill when I had 12 hours
flying per day without a breal plus three
hours per day just travelling to and from
home to work. Can you imagine starting
worl at five o’clocl in the morning and
spending 15 hours per day in uniform? I
was sad when [ left because [ really like
this job, but I think your health comes
first.

3 I can understand that for the employees

it might be better to waork for larger
traditional airlines where they are treated
better, receive better salaries and lots of
benefits. But EvanAir has revolutionized
air fravel and enabled everybody to fly, not
only the rich. It is EvanAir which gives

us this possibility, not the airlines which
provide all the extras for the employees.

There is & reason why EvanAir are one of
the most profitable airlines in Europe.

4 EvanAir may be uncomfortsble, but they’re
cheap and they get me to my meetings
quicker than travelling by train or car ever
did. 1 fly with them nearly cvery week.

For me, it’s just like taking the bus. It gets
me from A to B in a short time, and that's
good for my business.

5 EvanAir of course, wanis to make a profit,
but when the cabin crew gets so tired that
passengers start to notice, that's going too
far. Nobody forced these people to worlk
for EvanAir, but [ imagine cabin crew
employees can't just leave their jobs, given
the economic state of many airline carriers
today. 'm not going to fly with budget
airlines again. Safety and security is more
important than saving a few euros.

6 Britain’s CO, emissions from aircraft
doubled between 1950 and 2600, and they
are likely to double again by 2030, And it's
not just us; other European countries are
no better. One leng-haul return {light - say,
from London to Sydney - will, by iisell,
double most peaple's carbon foatprint for
the entire year. But short flights are even
worse as they use proportionally more
fuel for take-cff and landing, so, [or the
environment, flying short distances is the
worst way to travel.

4 Success stories

4,1 About business Business
leaders and success stories

o 445

Presenter: Hello and welcome {o today’s
three-minute podcast in the series ‘Great
husiness leaders of the twentieth century’.
Today we're going to hear about u beauty-
industry icon who literally changed the
face of the cosmetics industry; Estée
Lauder.

Josephine Esther Mentzer, known as
Estée, was born in Queens, New Yorlk
ir: 1908, the daughter of Hungarian and
Czech immigrants. From an early age she
was fascinated by the lotions and potions
developed by her uncle, a chemist, She
began her business career in the 1930s,
selling his skin care products to New York
beaudy salons and hotels,

In the 1940s, she founded the Estée
Lauder Company together with her
husband, Joseph Lauder. Her first major
breakthrough was in 1948, when she
managed to get counter space at New
Yorlk's prestigious Saks Fifth Avenue
department store.

Estée Lauder had a combination of
ambition and stubbornness that enabled
her o get ahead in the business world. A
risk-taker, she was the firsi sales person
to pioneer the idea of giving away free
product samples. This rislc paid off, and
she was able to expand her range of
slcin care products and introduced other
cosmetics and perfumes. In the 1960s, she
ventured into the male cosmetic marlet,
and brought out the very suceessfud Aramis
product line. Another of her brilliant
business ideas was the medically tested

and fragrance-free Clinique fine.

Today, the Estée Lauder Company
consists of many well-known brand
names such as M.A.C, Bobbi Brown,
Tommy Hilfiger, Donna Karan, and many,
many more, The products are sold in
130 countries around the world and the
company Lias a turnover of over six billion
dollars.

Her family was always very important
to Estée, and although the company went
public in 1995, the majority of the stock
is held by Lauder family members and the
campany is currently headed by one of her
grandsons.

Sadly Estée died in 2004, but she will be
remembered by all as an cntrepreneur who
was never willing to settle for anything but
the best.

4.2 ¥ocabuiary Describing yourself

and being successful

& 145

Interviewer: So Alan, your qualifications arc
all in order and you have already had some
experience in sales. Now I'd iike you to
tell me something about yourself. What
kind of person are you?

Alan: Well,  think I'm a positive person, 1
mean, 1 always i1y to look for the best in a
situation and I try to focus on the positive
things that are taking place arourd me.
For example in my last job the managers
introduced a new system for dividing up
the sales department. They decided that
every member of the sales department was
going to be given a new sales region. A lot
of my colleagues were angry because they
were given a new area with new clients. [
thought that it was good though because
we could all learn something new and face
new challenges.

I: ‘Well, I can understand that, there are lots
of peaple who don't like change. What
else can you ell me about yourself?

A: [ would probably say that I'm a helpful

person, if someone has a problem I try to

help them out. In my last company there
was a mentoring system. When somebody
new joined the company one person

was responsible for introducing the new

member of staff to their colleagues and

helping them with any problems. I often
voluniteered to do that, I thinik | did it
about four times.

Oh, really? And is there anything else?

A; Um, let me thinle. 1am also generally a

calm person and I'm able to worls well

under pressure. | don’t get nervous or
over-excited easily.

How do you manage that?

A: Well, actually, my muother is a yoga tcacher
and so she taught me and my sister how to
do yoga and meditate when we were very
yaung. Just two or three minutes of yoga
excrcises — you can do them at your desk,
na one will notice - can help you deal
with everyday stress at worlc.

I: Hm, I know a lot of people whe should
learn to do that.

A: Well, if T get the job, 1 would be happy to
teach them how.

I: That sounds like a pood idea.

—

—
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A: Oh and I almost forgot, some people say
I'm a lucley person, things often seem to
go right for me, but T don’t think it's luck. I
thinls T get positive results because I focus
on whai [ do and I'm organized. I always
use an online personal organizer so that 1
never miss meetings or deadlines. I think
that it's a really good way to make sure
that you know exactly what you are doing
and when you need to do it.

I: Yes, I would definitely agree with that, 1
wish more of our employees thought lilce
yoL.

4.3 Grammar Past simple, past
continuous and used to

& 147

Amina: Yes, Grameen Bank has made a
really big difference to our lives. My
business is making baskets. I work 12
hours a day making baskets. These days
I worlt together with ten other women
in the village. We used to work for other
people, and they would tell us, “we need
100 baskeis by next Tuesday”, and we
would have to malke them. Sometimes I
worked in the dark. It was very bad for my
eyes. Now, with Grameen's help, we have
formed a worlking group, a cooperative,
and this malees our work easier and more
fumn.

Before | heard about Grameen bank
and micro credit, I used 1o live below the
poverty line. Actually, I didn't even know
that there was such a thing as a poverty
line! Now I'm able to support my family
- my husband died two years ago, you
see, and so I have to provide food far
my children. I used to work for nothing,
Things are so much better now. In fact, I
even malce a small profit each month. It
makes such a difference.

When my husband died, I tock my
children out of school. Because I work all
day, my daughters had to look after the
home and their little brothers. Now they
all go to school regularly, even my twao
daughters! I hope they will study hard
and become doctors or business women.
Women in Bangladesh used to have many
children. It was the only way to make
sure that someone would look after you
when you are old and no longer able to
work, Now we Iknow that running a smail
business and seving money is a much
better way to plan for the future.

Before we received the loan from
Grameen to buy our materials, we always
had to borrow from maney lenders, Well,
it was terrible, the money lenders asked
for so much interest that we had to pay
nearly all our earnings bacl to them, if
we were lucly we had enough money left
over to feed our families, if not.... well, we
didn't eat. The start up loan from Grameen
released us from this vicious circle and
now we are even able to invest our profits
back into our business and save a little bit
of money in the banl,

And it's not only women’s cooperatives
that receive help. 1 know a woman called
Sufiya. She used to beg on the street; she
had a very hard life. Grameen gave her
a small loan and now she sells toys and

other small items. She’s still on the street
every day, but she’s not begging anymare.
Grameen has really made a huge difference
to the lives of the people in our village.

4.4 Speaking Appraisals
& 148

Galina: Sulki, can you help me with my
appraisal preparation form, please?

Sulki: Oh, I hate those, they’re a waste of time,
don't you think?

G: Well no, not completely, they can be
useful. I mean, they do make you think
about your job and yourself.

S: That's what I mean! Anyway, how can 1
help?

G: Well, for me, the mast difficult bit

is talking about my strengths and
weaknesses.

© So, let's be positive and start with your
strengths.

; Well, I think I'm hard-working...

That’s right. You cerfainly are!

: And P'm probably a team-player, too. What
do vou think?

: I'm not sure. You probably are, aithough
I think you wark better on your own, but
put it down anyway.

G: OK, and shall [ say that I'm a social

person?

8: Oh, definitely. Everyone says how friendly
you are, Everyone except Ben, that is.

G: Ben? Why? What did /e say?

S: Oh nothing. Forget him, he's just annoyed
because you won't go out with him,

G: Huh! That's another thing I couid put
down, I'm always calm, and I'm good at
working under pressure,

8: Absolutely. You sure are. Even with Ben in
the same office!

G: And what about my wealinesses?
Hmmmm, I don't think I'm very creative, I
could put that down.

§: Ican't agree with that. That's just nof true.
That Christmas card you designed was
brilliant.

G: Oh, I forgot about that, Shall I say that I'm
forgetful?

S: No, don't be silly. But maybe you're not
always focused.

G: Oh, do you really think so?

8: I'm afraid so. I mean, sometimes you arrive
later than the others.

G: But you all start at 7! That's far too early
for me!

8: Maybe, but it takes you & while to pet
down to your worl and that means you
can't always finish on time and have to
stay late.

G: That's true. Sao, I'll put down, not very
focused, and that I need to improve my
time management.

: That sounds about right.

: Thanks for your help.

: No problem. Anytime. Shall we go fora
drink now?

G: Sorry, I can't, I've still got a lot of work to

do.

S: Focus, Galing, and get that time
management under control!

pwen om

[#2]

mom

o 1:49

Manager; OK, so we've talled about your

job description, your responsibilities and
your duties. Now, moving on to the seli-
assessnient part of your appraisal; can you
tell me: what do you consider to be your
particular strengths?

Galina: Um, [ do think that I'm a hard- ’

M:
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worlking persan. 1 always try to get my job
done on time. I stick to deadlines; even if
they're fough, in fact [ think I'm good at
working under pressure; I mean, [ always
manage to stay calm.

From what I've seen, I'd say you get on
well with your colieagues. Would you
agree?

: Oh absolutely! People say that 'm a

friendly person, always ready to help

out. Yes, i think that's true; I think I'ma
friendly and helpful person. I'd say that
I'm a social person.

Your section leader, Alan, thinks that you
sometimes have problems working as part
of a team. Do you agree?

: Well no, not completeiy. I don't really see

it that way. T can be a team-player, but
maybe I'm just better at working on my
oW,

: Uh huh. 1 see. Now, we don't like to talk

about wealmesses here in this company,
but, as we all ltnow, nobody’s perfect,
so are there any skills you would like to
improve? ’

: Yes, there are. Although I'm good at

working under pressure, I would lilee to
improve my time management, 1 often
find that I have to stay longer than my
colleagues in the evenings in order to get
my work finished.

: And why do you think that is?
: Well, at home, in my country, people start

warlc later, that's what I'm used 1o, and so
I often come in later than the others. With
the {lexitime that's not a problem, but then,
I often find I can't start work immediately
- I allow myself to be distracted too easily,
So maybe I also need to be more focused.

: So would you agree that you need to work

on your time-management and learn to be
more focused?

G: Yes, I agree with that,
78
G: Well, maybe we could ...

Fine. So, how can we help you?

Selling

5.1 About business Advertising

- 2:01

A

mogrnw

Hello everyone. Today we're going to takk
about advertising again and in particular
USPs. So, to recap, why is advertising
necessary?

: To persuade people io buy products,
; To reach the right target group.

. Good. Anyihing else?

: To position products.

. And to create brands.

: Actually, I don't think adveriising is

necessary. I hate all the bype. [ only buy
what I need and I'm one hundred per cent
sure that ads den't influence me in any
way. They are a waste of maney.

”
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: Well, if more consumers thought like

you, then ads would be a waste of
money. Experts say that people are in fact
influenced by ads and we'll talk about
this next time. Right. Last week we spoke
about a medel of advertising from the
1920s to help us understand what it is.
Wheo can remember?

: It was the AIDA model which stands for

attention, interest and, oh, what comes
next?

Yes, A stands for atiention. Ads must
attract attention. I stands for interest, ads
must get peaple interested. The D is for
desire. The ad must create the desire to
have this product. And, most importanily,
the A stands for action - peoaple actually
go out and buy the product. So advertising
needs to include these points.

1 And to tell customers why a product is

pood and better than others.

: Yes, exactly. To tell customers why this

product is the bipgest, best, most attractive,
the one you absolutely must buy if you
want to feel happy and successful. But the
marlet is full of good-quality products, so
how does the consumer know which one
to buy?

: You need to dilferentiate your product.

You need differentiators so consumers
recognize your product,

: That's right. Products need to be different.

They should have a special something.
Something that no other product has;
something that people want - or think
they want — and are happy to pay for. In
reality, your product may be almost the
same &s the other products, but you need
to advertise a special something. This
special something is called a USP. Does
anyone lcnow what it stands for?

: Unique selling something?
: Almost right. It’s unique selling

proposition, but a lot of people say point.
It's not a new marleting concept; it was
used in the 1940s. In his book Reality

in Advertising Rosser Reeves gives a
definitivn of a USP. Firstly, each ad must
malke a clear prapaosition te the customer
which says ‘Buy this product and you will
get this benefit. Secondly, the proposition
you are offering must be unique - no other
product can give you this. And thirdly,

the proposition must be strong enough to
attract new customers, and to make people
change brands.

Now, if you open your boolss at page 53 ...

2 Vorabuiary Buying and selling

& noz

Salesman 1
Salesman: Good morning. My name is Simon

Harper. May [ help you or would you lile
to browse a little longer?

Mr Hunt: We're loolting for a small car for my

daughter here. She's going to university in
September.
Ch, well done, ...?

Julie: Julie.

Which university are you going to, Julie?
To Nottingham.

Nice town. A small car, you say. Which
model?

We're not really sure. This is the first dealer
we've tried.

Do you want a new car or 4 used one?

: 1t really depends on the price. We want

something economical with low running
costs.

S: What about you, Julie?

nE
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Well I like the BMW Mini, especially that
red one over there. [t looles great.

¢ Yes, it's nice. That one has a lot of optional

extras and it is quite pricey. I had the
impression you're looking for something
more reasonable.

: Reasonable! Cheaper you mean! Half that

price actually!

: No problem. We have a wide selection of

good three-year old used cars with a full
guarantee at very competitive prices. And,
of course, we have some very interesting
customer incentives for you.

: What, for example?
. Well, at the moment we're offering an

interest-free loan on sales over £12,000.

: 8o I can pay every month at no extra cost?

Exactly. Now, what about the engine? You
mentioned an economical car so maybe a
diesel?

Does it matter?

: Well, the diesel is more expensive but

more economical in the long term. With
the petrol engine you have more fuel
consumption. Are you planning to travel
long distances?

Np, not really,

: Then I think the petrol engine is fine, Two

or four doors?

: Oh, a two-door model is fine.

if you'd like to come with me, I can show
you a selection of cars which are very good
value for money. Would you lilce a cup of
coffee?

J: Could I have a Coke?

S:

I

Of course. So, what are you going to
study?
I'm goingto trainto bea ...

- 203
Salesman 2

S:

H:
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Looking for anything in particular?

We're looking for & small car for my
daughter here. She's going to university in
September,

New or used?

: We're not really sure. This is the first dealer

we've tried.

: Most customers have some idea before

they come in. They look on the Internet
or whatever for information. What do you
want to spend?

: Well, about £10,000.

Al least you know that. That limits your
choice quite a fot. You can forget these
cars, they’re way out of your price range.
Correct me if I'm wrong, but I think you're
looking for & three-year old used car, two-
door model with a small engine. Basic
model with no optional extras. Right?

: Quite right. What have you got in that

price range?

: Not much, to be honest. If you're prepared

to spend more, 1 could offer you this three-
year old Galf for £12,000.

: What about a discount?
. A discount! £12,000 is the going rate

for this car, You won't find it cheaper
anywhere else. If you want value for
money, you have to pay for it.

What about the colour?

: Good heavens, the colour! Yes, extremely
important. What colour would you lilce,
young lady?

Black if possible.

: Right. The used cars are over there. Go
and have a lock at them. If you find one
that you are interested in, come and tell
me. I'm going to spealt to those people
over there, They lool as if they might
actually buy something.

W

T

5.3 Grammar Comparatives,
superlatives and asking questions

@ 2:04

Esengul Badem: Excuse me, My name’s
Esengul and I'm conducting a customer
satisfaction survey. Have you got a few
minutes to answer some questions about
your shopping experience here?

Shopper: Oh, all right. Fire away,

E: OK, first of all, why do you come here to
do your shopping?

S: Well, it's the closest supermarket to my
house, and it’s not the most expensive.

E: And how often do you do your shopping
here?

8: At least once a week.

E: And who normally comes with you? Your
husband or your children?

5: Oh, 1 like to go alone. It takes longer if 1
have the kids with me.

E: And what do you think about the parlting
facilities?

8: Terrible! You have to walk so far to put
your trolley back.

E: And what about the selection of products?
Are you satisfied?

S: Isuppose so, although there sn't a good
selection of exotic fruit.

E: How about the display of the products?
Can you easily find things and reach
them?

8: Yes, no problem,

E: Do you think the store is clean and tidy
engugh?

8: It seemns clean enough; it could be tidier,
though. There are always a lot of empty
boxes in the way.

E: How satisfied are you with the speed of

the checlc out desk?

: I've never waited longer than five minutes.

: May I aslk you how much you normally

spend?

: Around €200.

: Where else do you go shopping?

You mean to which other supermarlet?

: Sorry, yes, that’s what 1 mean.

¢ THind Quidsin very reasonable.

: What time do you normally po shopping?

: 1like to go quite early in the morning, as

soon as the kids leave for schoal.

: What do you like the most about this

store?

§: Well, it's open 24/7 so I can pop in any

time if I've forgotten something.

: What do you like the least?

: Thete isn't a good selection of wine. [

always buy my wine somewhere else,

E: Thank you very much for your time.

E: You're welcome.

e mmaamopwm m
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5.4 Speaking Negotiating

D 2:05-2:07

Negaotiation 1

Husband: What about Majorca this summer?
We should start planning or everything will
be booled.

Wife: Oh, not another beach heliday! You

waint to go ta Majorca although you lknow
[ hate lying and doing nothing. I'd like to
suggest something active lilke irclcking in
the Alps.

: Walling up and down mountains, You

can't be serigus!

W- You don't know anything about it! Came
and have a look at the brochure. There’s a
lot of sun too in the Alps.

H: I don't want to know anything about it.

1 need two weeks to relax, eat too much
and do nothing, There's no way I'll wallc
arcund mountains, in spite of the sun.

W: I'H go to Majorcs for a week provided we
go to the Alps for a weelc.

H: No way!

W: We do what you want every year. Can't
you compromise this time?

H: I can meet you half way. Let’s find an
island with a mountain on it. That way you
can wander around on it and [ can lie on
the beach. Can you go along with that?

W: That's out of the question. Either we do
samething together or I don't want to go.
That’s my bottom line.

H: That makes two of us, That mesns that
neither of us is going on holiday this year.
Great!

Negotiation 2

Man; Thanks for showing me around, Tt'sa
beautiful house.

Seller: Yes, T know. | don’t want to sell it, but
my husband has got a job in New York so
we have to move.

M: So, how much are you asking for it?

S: I'd lilke €500,000,

M: Franldy, I think that's a lot for this house.
Is that your best offer?

S: 1think it's a fair price. Remember there is o
very big garden and a new garage,

M: True, but look at the windows. You need
to replace all of them. And the floor
downstairs doesn’t look good. T would
only pay thai price en condition that you
do alk the repairs.

S: You have a peint there, T should repair
the windows, However, 1 don't have time
to do all of the work. If T understand you
correctly, you will take the house if T lower
the price because of renovations?

M: Exactly. Look, you want a quick sale, and
I really like the house. If you go down to
€450,000, I'll tale it and you'lt have your
money at the end of the week,

S: Daone! Let’s draw up the contract.

1.
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Negotiation 3

Modelling agent: If you want Tania to model
your winter collection, if will cost €10,000
an hour.

Shop owner: That's far higher than 1 expected.
We only necd ber for two hours,

A: Fine. That'll cost €20,000 tor the evening.
1t's at your new shop in the centre of town,
isn't it? Nice location.

O: Look, the model [ beoked ean't make it.
Our new shop opens on Friday and [ really
need z model but can we tall about the
price again?

A: No, I don't want to discuss this. You lknow
Tania is almost a top model, €10,000 is the
price if you want a famous face. T can't go
any lower than that. Tale it or leave it.

O: T have no choice. But can't we tale a long
term view? If Friday is a success, then Fll
book Tania for the spring and summer
callection. Surely you can give me a
disccunt for three firm bookings?

A: 'Fraid not. As I said, Tania is in demand at
the moment.

O: Look, F'll pay the 20,000 as long as she
stays for an exira hour and chats to my
regular customers.

A: So what you're saying is you want more
than two hours work. No deal. You can
have Tania for two hours and not a second
longer. If you want extras, you have to pay
for them.

O: 1 think that's very unreasonable, but, OK,
its a deal. €20,000 for the two hours, but |
won't do business with you again.

5.6 Casa Study Coolhunters

o 2:08

Part one

Interviewer: In the latest in our series on new
businesses 1'm here with the managing
director of the company Coolhunters,
Gabriella Cortez. Good afternoon
Gabriella.

Gabriella Cortez: Hi, it's nice to be here.

1: So why did you set up Coolhunters,
Gabriella?

GC: Well after many years working as a
marketer 1 began to realize that young,
single people and couples with no children
today have more disposable income than
ever before, and they want to spend it. A
few years ago marketers didn't know what
these people wanted to spend their money
on.

1; Why was that?

GC: The main prablem was these groups
were no longer being influenced by
traditional methods of advertising, such
as commercial brealks on the TV, They
wanted absolutely up-to-date products, but
the products also had to be as individual
as they are. Companies were investing
a fot of money in trying to identify new
trends to give the right customer the right
product but by the time they had identified
and produced a new cool product it was
already out-oi-date. This was when I
decided that there was a gap in the market
for a cool hunting company,

I: So how do you know what the next big
trend is?

GC: Simple! I have a team of brilliant young
trendspotters. I have to admit that I find
it really difficult to identify what is cool
and what's not. Actually, they are led by
my nephew, who is 19 and so he has no
problems spotting new irends, They use
the Intemet and track down cool new
products before they become too popular
and everyone has them. Then they post
what they have found on my website.
Large companies contact me for more

information about the next big thing. Cool
hunting is basicaily the scarch for what's
not popular - yet.

I: How did cool hunters begin?

GC: Many coolliunters started their websites
by listing the products they liked, anything
from shoes to shampoa. They then
received tips from thousands of pepple
visiting the site, and the sites grew. OFf
course it wasn’t long hefore marketers
and hig companies started logging on
to see which producis were generating
attention. It is one of the most effective
wuys for marketers to understand what
young people wani. The Internet has
speeded up the process of trendspotting.
As soon as cool hunters spot a trend, they
have only a few seconds to tell the world.
And companies only have a short time to
react and mass produce this item. When
the product becomes really popular and
thousands of people start buying it, it's
fime for the cool hunter to identify the
next trend.

& 209

Part Two

I: What does a company need to do if they
wani to sell a new produoct?

GC: 1f you wanl to introduce a new product

or service and sell it, you need to know

and describe the buying behaviour of your
customers. Selling the right product to the
right customer is a complicated business,

Not all customers rush out and buy new

products as soon as they hit the market.

: Is this the ‘Adoption process®

GC: Exactly. How and why consumers buy
and accept new products is called the
“Adoption Process”. Let me explain. We
have, for cxample, the laggards. These
are consumers who are not interested
in the latest technology or complex,
multifunctional products. Laggards, also
known as traditionalists, talee a long
time to try out and accept new products,
perhaps never buying them - there are siill
a lot of people who have no PC or only
a very basic mobile phose. This group
males up #bout 16% of consumers.

Then at the other end of the spectrum
we have the innovatars, These are
individuals who really love anything
new or complex. They want to be the
first io own the product. Innovators, or
enthusiasts as they are sometimes called,
account for only 2.5% of consumers and
50 are not very important for companies.

I: These groups are both quite small, what
about the other groups?

GC: The biggest two groups are the early and
late majority. They have waited to see if
the product worls, if it's worth the money
and if they reaily want it. For this reason
they are also called pragmatists. These two
groups make up 34% each aad are very
important {or mass sales. The early and
late majority are very influenced by early
adaptors. This group is also quick to buy
new products and services and they malke
up approximately 13%. These people, also
krown as opinion leaders, can influence a
great many people and are very important
for companies.
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Apcordings

6 The organization
6.1 About business Entrepreneurs

) 2:10

Robin Hurd: So Ms Patel, you're a consultant
for prople starting up a business. What's
important at the beginning?

Ms Patel: You have to decide which sort of
business you want to start. Do you want
to work alone, or with a partner? There
are advantages and disadvantages for both
types. But for both you need to be an
entrepreneur.

R: What exactly is an entrepreneur?

P: First of all, we all have the potential {o
be an entrepreneur. An entrepreneur is
someone who has a good idea and sees
a chance to start a business with it. This
sounds simple, but to do it you need
creativily, vision, optimism and, very
importantly, you are willing to take a
tisk. If you ase afraid of failure, you can
never be an entrepreneur. You need a iot
of energy too, because you will work day
and night to get what you want. Also, you

It’s important for companies to grow,
create jobs and pay tax. The more peaple
there are in worlt, the more money they
spend and that's good for the economy.
And if people are happy with the
economic situation, they'll vole for me
again.

Some companies are too hig and powerful.
They pollute the environment and {est
their products on animals. They don’t
invest their big profits to stop global
wurming. [ think they should show more
responsibility lo the community.

The company should be as profitable as
possible so | can earn a dividend when the
profit is announced at the Annual General
Meeting. If the company does badly, T'lE
sell my shares or I will try and fire the
directors.

{ want the company to do well so that it
buys the components my company makes.
It the company doesn't pay me quickly
enough, I'll have cash flow problems and
1 can’t pay my workers or | may have o
close down.

6.4 Speaking Interrupting in
meetings

o 218

Lisa: As you know, Ms Sanchez, member of

the board for HR, has asked us to look
into the possibility of having our own
company fitness centre and ...

Joln: Not that again! We've discussed this

several times already and we always came
to the conclusion that ...

: I T could just finish what [ was saying! Ms

Sanchez is personally very interested in
sefting up a fitness centre on the company
premises because ...

Tom: May I interrupt here? This is a new

—

issue for me. 1'd like to know why John is
against the project,

. Well, the issue came up last year ...

Let me speak for myself. Have you any

idea what a fitness cenfre would cost? It's
not anly the building and eguipment, but
vou need {rained personnel worling there
and working until late in the evening. I ...

Mary: Sorgy to interrupt, but I'd lile to

come in here. | realise there’s a lot of cost

don’t give up easily. If things go wrong 6.3 Grammar Reported Speech

involved, but maybe in the long term we

at the beginning, you keep trying, even = 5.1 waould save money because employees
harder than before. ) w2 would be fitter, and less often illand T ...
R: T guess there are too many risles for most Helen Wang: Well, the first meeting is J:  Stop right there! What if people injure

people. Some countries seem io produce
more entrepreneurs than others. Why is
that?

P: Well, entrepreneurs usually thrive in
countries where there is only a very basic
social security system such as in America,
This means the individual is responsible
for finding and keeping a job, and if
you don't work, the state doesn’t help
you. This drives a lot of people to make
something out of their lives, and you have
nothing to fose. You have to believe that
this can happen - this is the American
Dream. It doesn't matter if you have a bad
start in life, anyone can become rich and
successful. You also need a legal system
where you can set up a company easily
and quickly without foo much red tape.
In this sort of system, it's usually easier
io get banks to finance you or to borrow
money from other people. In America,
Britain and Australia, where there is a ot
of entreprencurial activity, people are very
mabile. They don’t expect to live in the
same place all of their lives. They go where
the worl is.

R: Have you got any advice for would-be
entrepreneurs?

P: Yes. Don't sit around thinking about
starting a business - get up and do it now.

-

5.2 Yocabuiary Types of companies

& 2112115

1 A company should make good quality
producis at competitive prices. There
should be a good choice of products and
services. No eompany should have a
manopoly. If [ don't like a produci, I'll buy

important. You shalce hands with the most
senior person in the roem first, but not
too hard. You use the family name, not the
given name, so Lee Peng is Mr Lee.

When you eschange business cards, you
use both hands. Always read it and then
put it in a card case. Don't write any extra
information on it.

In China people don't takk business
straight away, they malie smadl talk.
Sometimes in the first meeting yvou don't
talk about business at all, you get {o know
your business partner.

You should be punctual and sometimes
people bring a present. A good choice of
present is an expensive cognac. Again, give
the present with both hands. If you receive
a present, take it with both hands and
unwrap it later.

The Chinese prefer face-to-face meetings
to emails or the phone, as it’s better for
the relationship. Don't intermupt and
don’t disagree openly or the other person
might lose face. Never say ‘No’. This is
toa direct. Say something like ‘We need
time." or “That will be difficult.” Don'i start
your presentation with a joke as this is too
informal.

Abaove all you need a lot of patience,
especially when you come to the writlen
contract. You may find that the detaiis in
the contract get changed all the time. This
is normal. A written contract is not as
importani as in the West.

themselves? We'll have more absenteeism
than before, and if it's a serious injury,
maybe they'll want o sue us!

Could we get back to the first point? I'd
likke to know what Ms Sancliez has in
mind.

: As | was saying, Ms Sanchez would like

io raise this issuc again. Now, I'd like to
make two points before we all start talking
apain. Firstly, Ms Sanchez is concerned
about the high rate of illness not only in
the production area but also among office
staff. Secondly, we are talking about a
possibility. We may come up with another
idea to ...

I've got something to say here. I've brought
some charts with me about illness rates
and their causes, which 1 think is very
relevant ...

6.5 Writing Agendas and action
minutes

o 219
Cristina; 8o, let’s male a start. Thank you

for coming. Present today are Lena, Firat
and Adrian. Birgit can’t come as she is in
another meeting, Firat, 1 thinl it’s your
turn to take the minutes. Right, item one
on our agenda today. Lena, I think you
want ta start with Matiers arising.

Lena: The office staff is not happy about the

C:

hot desking we agreed last time. The work
atmosphere is bad and getting worse. I
think we should review the situation.

Any comments?

Firat: Yes, [ agree with Lena ...

C:

. So, Lena, you will write a report to review
arother ane the next time. the situation. How long do you need?
2 I need my salary every month. I want t.h': L: 1can have it ready by the eighth of
company to do well so | can keep my job. September.
The company should give me job security, C: Good. Let‘;; move on to the next itermn.

sood working conditions and a fair salary.

Firat, are you ready to present?
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F: Yes, we had two quotations for building
a new canteen, ane from Turnbull
Contruction Ltd, and one from Haines
Ltd. Now let me show you the facts and
figures ...

F: So, I believe the Haines Ltd proposal is
better.

C: Do we all agree?

All: Yes.

C: We all agree with the Haines Ltd proposal
so we will go ahead with it. Firat, please
draw up a schedule for the building work
and let us have it at the next meeting. OK,
our last item today is about the company
newsletter. I know you wanted to point
out something, Adrian?

Adrian: Let me start by saying ihe newsletter
needs a lot of time and energy. The quality
of the articles is no longer very good, Why
don’t we produce the newsletter every
quarter, and not once a month?

L: I'm not in favour of that idea. It's very
important to ...

C: Right. We can't reach an agreement today.
Let’s discuss the issue again at the next
meeting. Adrian, please write a proposal
with the pros and cons of a quarterly
newsletter. That brings us to the end of the
meeting. Any other business?

L: Would it be possible to hald the Christmas
party in the new canteen?

C: Good idea, Check the building schedule
and report baclt next meeting. OK, the
next meeting is here on the eleventh of
September.

6.6 Case study Soup kitchen vs
Gourmet to go

< 2:20

Cristiana; QI you've got a great idea and
you're willing ta take a risk and be your
own boss. That's good, but you need to
plan carefully. You need a business plan to
show the details of starting and developing
your business. Most new business owners
need to borrow maney from the banlk,
The banl will want to see a business plan
which states how much start-up capital
you need, what resources you have, and a
cash flow forecast. You need to persuade
people that your business is a good
investment. So, what should a business
plan contain? It should answer a number
of questions.

Well, firstly, the personal details of
the owner of the company; what are the
qualifications and experience? Secoadly,
vou need the name and type of business;
where is it? Is it a partnership or a sole
trader? Thirdly, the mission statement;
what are the general aims of the business?
Then you need the objective; what
specifically will the company do? You
also need a product description; what is
your USP; who is your target group and
what competitors do you have? Then of
course you need details of the production;
where and how will you make the product;
what equipment do you need? Another
important detail is your staff. How many
people do you need to do the work?
Lastly, and perhaps most importantly
for the banl is your finance; how much
money do you need to start up the

business? What is your cash flow [orecast?
And what is your estimated profit and

lass account? The bank will aiso want to
lenow what return on investment they can
expect.

7 The stock markets

7.1 About business Keep it in the

family

< 2:21-2:23

Part 1

John: So, Gunter, can you tell us same of the
wiys companies raise money for new ideas
or projects?

Gunter; Yes, of course. There are basically
two ways for companies to do this. They
can ask for a loan from a bank or they can
offer shares in the company to individuals
or institutions.

J: OK, so what are the advantages and
disadvantages of borrowing the money
from a bank?

G: Well, the biggest disadvantage is that banks
are not always heppy about lending money
to new or small companies - especially if
the company cannot secure the loan.
Secure the loan?

: Yes, if a company asks for a loan of, let’s
say $200,000, the bank will want to see the
loan can be repaid. It may ask the owners
of the company to secure, or guarantee the
[pan with their own private savings ora
house, for example.

I see, so what are the advantages?

: Well, the advantage is that the loan is
usually for a certain number of years
— mayhe five or ten years - and the interest
rates are fixed, so a company knows
exactly how much it bas to pay for the
loan every year. There are nio hidden costs
OT SUrprises.

Part 2

} Can a company borrow money from other
institutions?

G: Yes, of course. They can also ask venture

capital companies for a loan. Venture

capitalists are often prepared to lend small

start-up companies money which no banlk

would, but they also want more maney for

the lvan than a bank does. Have you heard

of two and 207

No, I haven't. Two and 20, what’s that?

G: A venture capitalist company usually asks
for a management fee of 2% of the loan.

1. 2% - well, that's much lower than most
banlks asl for a loan.

G: Right, buf they also want 20% of any profit
the company makes.

J: Isee

Part 3

G: The other way to raise money is through
equity.

] Equity? Yes, what exactly is that?

G: Well, equity is basically money that
investors give a company in retumn for a
share of the profits it makes.

J: So they buy a share in the company.

G: Exactly.

J: And what are the advantages and
disadvantages for a company there?

0

o
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G: The main advantage is that the company
doesn't have to pay any interest for the
equity, just a share of its profits, in other
words, a dividend. The main disadvantage
is that if the original owners don't have
more than 50% of the company's shares,
the company can be taken over. Another
disadvantage for campanies listed gna
stock exchange is, of course, the cost of
meeting the financial reporting standards.

J:  Well, thanks very much, Guuter. It was
very interesting talling to you.

G: You're welcome.

7.2 ¥oeabuiary Dealing with

figures

& zra-zay

1 America
The Federal Reserve announced it would
drop its key inierest rate by 0.25% to
4,25%. This is the second drop in interest
rates in the last six months. Productivity
grew by 2.1% in the third quarter,
compared with 3.9% in the first six
months. Employers reported 123,000 new
jobs had been created in July.

2 Germany
Germany’s job growth was stronger than
expected in March, Unemployment fell
by 183,000 to 4,370,000. Its trade surplus
grew again in the first quarter to €18.4
bn. up 0.4% over the previous quarter.
The German car industry reported that a
record 750,000 vehicles were exported in
the first three months.

3 Japan

Japanese industrial production increased
slightly by 0.7% and unemployment fell
by 195,000 to 2,890,000 last year. The yen
remains strong at 111 yen to the dollar,
Bank lending rose by 2.4% in the year {o
Apri), the fastest increase in the last five
years.

4 The UK

Jobs in the service industry rose to

2.1 million last year while jobs in
manufacturing fell by 315,000. The
National Statistical Office reported that
the number of jobs paid below the national
minimum wage increased to approximately
338,000, 1t also reported that 57,000 jobs,
3.2% held by those aged 18 to 21 were
paid below £4.10 per hour.

7.4 Speaking Negotiations —

making offers, agreeing deadlines

< 2:28

1 a 1don't thinl their annual turnover will
fall.

b 1don' think their annual turnover will
foll.

2 a ltold you to buy more shares in UPS if

they went above USS 70.
b Itold you to buy more shares in UPS if
they went above US$ 70.

3 a The share price hasn't gone up much

yet.
b The share price hasn't gone up much

yet.

4 a [think profits in the telecom industry

will fall this year.
b I think profits in the telecom industry
will fall this year.
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& 229

1 Sorry, but I ordered a glass of red wine.

Sorry, but I ordered a glass of red wine.

Mario doesn’t want to falk about the

problem, Pete,

b Mario doesn't want to talk ghout the
problem, Pete.

a [don't think their turnover will fall.

b Idon't thinlt their turnover will fall.

I didn't ask you to finish the report by

Friday.

b 1didn't ask you to finish the report by

Friday.

o 2:30

Birgit: OK, perhaps we should get down to
business. Well, as you know, Antonio, our
new CEO is warried about our costs and
he expects me to negatiate cheaper prices
with all our suppliers.

Auntonio: Cheaper prices! But you're already
getting ...

B: Yes, | know, Antonio, you're selling us
the parts at cost and you'll be giving them
away if you drop your prices any more.

A: Exactly, Birgit, wages and salaries have
gone up, energy prices have gone up ...
everything’s gone up, but you expect us to
drop our prices. It can't be done, Birgit!
No way!

B: OK, Antonio. Let's come back to prices
in a minute and loolk at some other
possibilities. What are our terms of
payment? Six weeks?

A: Erm, no, eight weeks. Eight weeks is a
long time to wait to be paid, Birgit.

B: Hmm ... well, if we shorten the ierms of
payment to, let’s say, four weeks will that
help?

: Hmm ... yes, maybe a little, but ...

: But not enough for you to drop your
prices. Right?

rWell ...

: What about delivery times? I we give you
ancther week or two, will that help?

: Of course it helps, Birgit, but your
production department always needs the
parts the day before yesierday!

B: OK, Antonio, so how about this idea? if
we agree to pay you 3.5% more for parts
delivered within seven days, 2% for parts
delivered within 10 days and 1% if they
are delivered within 14 days, will you agree
to drop your prices slightly?

A: OK, maybe we can drop our price by
1%, but only if you pay within 14 days in
future,

B: 1.5% Antonio and I think we have a deal.

A: OK, Birgit, if it helps make your new CEQ
happier, let’s agree on 1.5%, then.

B: Oh, I'm sure our CEQ will be delighted
Antonio. Now, how about lunch?

o

e we

-

7.6 Case study Trading stocks

< 2T

Ecenomic report 1

Oil prices hit an all-time high today. A bamel
of oil was up USS 0.9 on yesterday at USS 80,
Analysts say the price could go even higher

if the terrorist attacks on ofl refineries in the
Middle East continue.

Intel announced it will be introducing a
new generation of processors next month. A
spokesman for Intel said the new chips will
cost under US$104.

The EU has announced that it will tighten
contrals of imported food. Many consumer

food contains genetically-manipulated
ingredients.

Tropical storms in Kenya have destroyed
many of the country’s crops this year. Tea and
coffee exports could be as much as 80% down
on last year.

& 232

Economic report 2

BP Amoco, Britain’s largest oil company
announced it has found a Jarge oil field 30
km from the Faeroes. A spokesman for the
company says the field could contain enough
oil and gas to cover Britain's energy needs for
the next 25 to 30 years.

The German government announced it
will drop road tax for emission-free cars
and lorries next year. Mr Braunling, the
new German environment minister says the
government hopes that 1 in 20 cars will be
emission free within the next 7 to 10 years,
The authorities in many larger German
cities have also announced that they plan ta
introduce & ban on petrol and diese] vehicles
if ozone levels go above 100 milligrams per
cubic metre.

India today announced they would
subsidize genetically-manipulated crops.
They say such crops will help to stop food
shortages. Last year heavy rain and flooding
destreyed a lot of crops in central and
southern India.

China could soon become the world's
largest chip producer. At the moment the
Chinese semiconductor industry only
produces about 10% of the chips used in
Chinese computers, but the government says
it will increase its financial support to the
industry significantly.

Consumers in North America and Europe
are worried about a new World Health
Organization report that up to 60% of tea and
coffee that is imported contains the dangerous
pesticide, Endasulian.

o 233

Part 1

David: So, Sarah, CanGas shares have
increased to €110 this week. BP Amoco’s
announcement hasn't affected CanGas’s
share price. Why's that?

Sarah: Well, David, you can only transport gas
in large quantities if you have a pipeline,
so the discovery of a large gas field in the
UK won't affect the gas supply in Canada.

D: OK, I see.

Part 2
S: How are Cyberchip shares doing?

B There's not much change there either,
Sarah. Investors are waiting to see if
Cyberchip can raise the money to finance
the new production plant, If they can, the
share price will probably rise significantly,
but at the moment they are trading at €120,

Part 3

D: I see the Brazilian coffee producer, Feijio
Pretos, is doing very well.

8: Yes, David. A lot of consumers are worried
about the reports on Endosulfan and have
switched to organic coffee brands. Feijao
Pretos share price is up by €10 to €£150.

Pari 4

D: Genezap's share price is also up €5 on last
weelk.

8: Yes, but there's a lot of speculation there.
It's still not clear if the Indian government
will pay subsidies on genetically-
manipulated seed that is imported or if
they will use the money to support local
biotech companies. At the moment,
Genezap's share price is €110, but it
could sheot up if the Indian government
announces it will also subsidize imported
seed,

Part 5

D Finally, Sarah, what aboui Zero Emission
Cars’ share price?

§: They are doing very well at the moment.
They are up €25 on last weelk at €175.
Analysis think the market share for
emission-free vehicles in Germany will
double in the next 12-18 months. It will
tale the big car producers at least three to
four years to introduce emission-free cars,
so shares in companies like ZEC are in
great demand at the moment.

8 Going global

milary Settingup a

Dave: So, Maria what made you decide to
open a teashop in Lisbon?

Maria: Well, Dave [ studied chemistry at
Cambridge University for three years, but
when I came back to Portugal five years
ago, | decided I didn't really want to he
an employee at some chemical company.

I wanied to be my own boss and run ny
own business,

D; OK, but why did you choose to runa
teashop, Maria? Are teashops popular
with the Portuguese?

: You'd be surprised, Dave! My bank
manager was a bit sceptical, but 1 love
spending iime in teashops and thought it
would be a great idea to open one here in
Lisban.

: And has it been a success, Maria?

: Well, ves and no, Dave. It was very hard
worl at the beginning and finding the right
franchise was a lot more difficult than I'd
thought it would be.

But you found one in the end.

: Yes, but I had to fly back to the UK five or
six times the following year for talks and
discussions with various franchisors before
1 finally found the right one.

D What other difficulties did you have?

M: Well, raising the franchise fee was OI it

M

z 0

28

The Business 145




was only £12,000 which is quite cheap
for a franchise, but T also had to attend a
two-week training programme inn London
which cost me another £2 500 which [
hadn't budgeted for.

: You had to pay a course fee?

: No, but the flight, the hotel and food ...
and, as you know Dave, London isn't
cheap.

D: What about opening and equipping the
shop? You opened three years ago, didn't
you?

: Yes, that was the next problem, Dave. The
franchisor’s European agent wasn't happy
with the site I'd chosen. He didn't thinle
it was central enough or in a prestigious
enough location.

D: 8o, the franchisor selects the iocation of

the outlet.

M: No, not really, but the site you select
has to meet certain standards before it is
approved, [t took me aimost three months
to find a more central site which I could
afford to rent, but by then I had spent most
of my savings and the biggest expense
- equipping and fitting the shop was stitl to
come.

I3: And how did you manage to raise the

money for that Maria?

My banlk agreed to lend me €50,000

after they'd seen my business plan and [

managed to borrow another €50,000 from

the three Fs.

: The three Fs?

: Yes, the three Fs, Dave — family, friends
and fools.

: 1 see and was that enough?

: Just, Dave, but only just. The franchiser
wanted to ship all the equipment and
figtings from the UK, but I persuaded
them that it would be cheaper to have
everything made here, It saved a lot of time
and money and ! was able to open the
shop within six weelts of signing the lease.

: 50 whao are your customers?

: The shop has been a real hit amongst the
business community here and, of course,
we also attract a lot of tourists during the
summer months. Our turnover is up 30%
over the same period last year.

D: Great! Well done, Maria ... and ... erm, is
there anything you regret about opening a
franchise®

M: No, not really. [ don't enjoy filling in
the paperworl and having to ring the
headguarters with a brealkdown of sales
every month, but who enjoys paperwork?

D: Hubh, yes, I know what you mean. Well,
thanlcs very much for taking the time to
tallc to me.

M: You're welcome, Dave ... and good luck
with the article.

D: Thanks.
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8.4 Speaking Presentations-

handling questions

& 2:35

Pari 1

Good morning, ladies and gentlemen and

thank you very much for coming today.

My name is [ngo Anspach and I'm in
charge of the press department here, Now,
belore we begin the tour, I would like to give
you some background information about the
airport.

The official decision to build a new airport
at this location was first made in 1969,

After o lot of protests against the decision
and court hearings its construction began in
1980.

The airport was officially opened on the
17% May 1892, 23 years later. It is now the
seventh larpgest airport in Europe and has
been named the ‘Best Airport in Europe’ for
the last two yeass.

Since the mid-90s the airport has become
more #nd more important for transit
passengers. Last year we had 30.8 millian
passengers and there were more than 400,000
take-offs and landings. For those of you
wha like statistics that means the number of
passengers using the airport has increased
by 156% and the number of talce-offs and
landings has gone up by 114% since the
airport first opened.

About 30% of the flights are domestic and
70% are international. Broken down amongst
business and economy class, we can say that
around 5% of passengers fly business class
and 95% economy. If we look at the reasons
for their flight, we can say that 52% aof our
passengers say they are flying for private
purpases and 48% are fiying for business
PUrPOSES.

Now let’s have a look at ...

,z# 2:36

Part 2

Inge: Right then, now if any of you have any
questions, I'd be happy to try and answer
them.

Questioner 1: Thank you Mr Anspach. That
was a very interesting presentation, You
said that over 27,400 people work at the
airport. What do they atl do?

I: 'That's a very good question. Please don't
forget that not everyone who works here
checles in luggage or talks to the pilots
from the control tower, In many ways
the airport is like & small city. Over 350
different companies and organizations
wark here - that males the airport the
second biggest place of work here in
Bavaria.

Questioner 2: What have been the most
important developments at the airport
since it opened?

I OK, I'm glad you asked me that. There
have obviously been a lat of important
technical developments, but in terms of
expanding our services and buildings; the
Kempinslki International hotel was opened
in 1994, the Munich Airport Centre which
includes & shopping mall was opened in
1999 and a second terminal was added in
2003.

Questioner 3: Do you think the new runway
that's planned for 2011 is really necessary?

I: Some people say that it isn't, but if the
number of passengers and flights continue
to grow as we forecast, we will need to
increase the maxirmum number of take-offs
and landings from 90 to 120 an hour and
that is only passible with a third runway.

Questioner 4: Are you planning anything
else? )

1. Yes, of course. As [ mentioned in my ialk,
we are planning to expand our multi-
functional service centre. That means more
shops, more restaurants, more conference
facilities and services such as doctors’ and
dentists’ practices. A new three-star hotel
with 250 rooms is also planned for 2009,

Questioner 5: Have a lot of jobs been lost
since September 11%, 20017

I: No, on the contrary. In fact, the airport has
created more than 4,000 new jobs in the
last two and a half years. That's four new
jobs every day.

Questioner 6: What has the airport done to
tighten security and make flying safer for
passengers?

I I'mafraid I can't go into the details
here, but I expect you know from the
newspapers and TV that a lot has been
done.

Questioner 7: Is there anything fun that
passengers and visitors can do when they
come here?

I I'm glad you asked me that. Yes, we have a
visitors' centre with an exhibition hall and
famous, old aircraft. We also have a disco
called Night-Flight which is big enough for
over 3,000 guesis and, of course, we have
our very own brewery called Airbréu. It
produces around 5,000 hectolitres of begr
a year. I'm sure some of you might like to
try it after your tour. Half a litre only costs
€2.10.

8.5 Writing Reports of

recommendation

S 237

David: Well, Ajit, I think this is the best
location ['ve seen since | arrived last weele,

Ajit: Yes, David, the land is very cheap. Your
company could buy a lot more land here
than the iocations we looked at in the
Mumbai arca.

D: Exactly. So we wouldn't have any
prablems if we wanted to expand later.

A: Yes, but I am a little worried there could
be a gooad reason why this land is so
cheap, David.

D: What's that then? What are you worried
ahout?

A: Tthinlk we should talk to the locals, David,
This area is very flat and there’s a large
river only a kilometre away.

D: Sp, you thinl there's a chance this area
could be fleoded.

A: Yes, we need to check on that. The
other problem here is the high humidiiy.
Materials and parts will have to be leept
in special buildings to stop them from
rusting,

D: OK, but | think we can live with that, Ajit.
Do you see any other problems?

A: Well, the town has good railway
connections to Mumbai, but the roads in
this area aren't good, especially, during the
monscon period.

146 7/ Business



>0 9

g 24O »U

: Yes, but there are plans to build a highway

to Mumbai, aren’t there?

: Yes, David, plans, but it could be years

before the highway is built.

: Hmm, what about finding stail?
: Well, there are a lot of small factories in

the area, so finding skilled workers will be
easy.

¢ Great! That’s good.
: Yes, but you will probably have ic invest in

some retraining programines.

: Yes, that’s clear.
: I've checleed to see if there are local

suppliers for the parts you need.

: And what’s the score there?
: That shouldn't be a probiem, but I couldn’t

find a local suppler for the control units
yau need. You might have to fly them in
from the UK at the beginning.

. OK, we'll have to think aboui that, Ajit,

thanlks. So, if we find the area doesn't
flood. How long do you think it will take
to build the factory here?

: WeH, the construction work and equipping

the factory shouldn’t take more than six

months, There are some very good local

construction companies in the area, but

first we need to do all the paperwork the
authorities need and that could take six

months to a year,

: Six months to a year? Can't you speed that

up?

: I can try, David, but | can’t male any

promises there.

8.6 Case study Choosing a
franchise

& 2:38-2:40

Finnley's

Lewis: Good morning, ladies and gentlemen.

Thanlk you for coming to my presentation
this morning, I'd just like to give you a
short overview of Finnley Care and some
of the epportunities a franchise with
Finnley Care can offer you.

Finnley Care has been in the care
business since 2000. We provide care
to help older and disabled people live
comfortably and securely in their own
homes. The UK care market is worth
more than £10 billion a year and this is
growing quickly. Home care, ladies and
gentlemen, is 4 high growth market with
great potential.

Our business model clearly works, We
now have over 280 franchises in the UK
and expanded into Europe three years
ago. And we have more than 20 franchises
in Spain, Portugal and France caring for
British and other foreign residents there.

You may not have any experience in
the care business, but Finnley Care will
provide you with all the support and
training you need to make your business
8 5UCCESS,

The franchising fee is very reascnable
- only £20,000 and includes training and a
business package to ensure your business
is successful.

Thanlt you for listening. Now I'd like to
hand you over to ...

Toasties

Sarah: ... Now I'd lile to hand over to my

colleague, Tom Darling, who will tell you
more about Toasties.

Tom; Thank you, Serah. OK, sc now that

Sarah has told us all about the franchising
concepi, I'd like {o give you some
background information about Toasties.

The first Toasties outlet opened in
Sydney in 1999, We have expanded rapidly
since then and we now have just over 330
outlets in 30 different countries.

We believe that providing an attractive
range of freshly toasted sandwiches in our
madern, warm and welcoming outlets is
what malres us different from the others in
this market.

Toasties customers are mainly young
professicnals, office workers and students.
Our business model has been a great

suceess as you can see from our rapid
growth and we make it easy for you to be
your own boss and start your very own
Toasties franchise. The initial franchise fee
costs £7,500 and fitting and equipping a
Toasties outlet can cost less than £60,000.

We want to make Toastiies the largest
and most successful independent snack
retailer in Europe within the next five
years.

Classic Cotton Ciothes
Laura: So, I'd like to move on now and ask:

Why is a franchise with Classic Cotton
Ciothes different? Well, it's different
becauge we really believe in our products,
we believe in our business model and

we believe that you can help us make
this world greener, cleaner and more
suslainable.

Classic Cotion Clothes has agreements
with 23 cotton farms around the world
and we have almost 100 franchises.

The first franchise was opened in 1989,
but it was not until the mid-90s when the
growth in organic goods began that our
concept took off. As you can see from
the diagram behind me, sales of organic
products in the UI first went above £1
billien in 2003 and they have grown by
25-30% every year since. Orpanic food
sales make up most of these figures but
environmentally-friendly clothing is
increasing steadily.

OK, so how does our franchise system
work? Well, most of our franchises are in
small towns, We encourage franchisees
to stay out of the large cities. In smaller
places there are fewer department stores
and so there is a greater chance of being
successful.

So, what do you need to start a
franchise? Well, you need to find suitable
premises where you can sefl the clothes
from, I'll talk a bit more about the
delivery side of the franchises later, but
the franchising fee costs £18,000 and
your total investment could cost between
£30,000 and £40,000.
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1 Living abroad

1.1 About business:
Working abroad

abroad /o'bro:d/ adverb in or to a foreign couniry We try to
go abroad at least once a year.

analyse /enolarz/ verb transitive] to study or examine
something in order to understand it or explain it the abil-
ity to analyse and evaluate information

application / xpli'keif(a)n/ noun [count/uncount]a formal
request for permission to do or have something His
application for membership of the club was rejected.

candidate /'kendident/ noun [count] one of the people
competing for a job The candidate must demonstrate
good communication skills.

career /ka'rie(r)/ noun [count] a job or profession that
you work at for some time Rosen had decided on an
academic career. He felt like having a career change
and went into teacliing,

chameleon /ka'mittian/ noun [count] a type of small
Hzard with skin that changes colour to match the colours
around it

competitive /kam'petativ/ adjective a competitive activity
is one in which companies cr teams ar competing against
each other the struggle to survive in a highly competitive
marketplace

cover letter /kova(r) leta(r)/ noun [count] a letter that you
send with something, to explain what you are sending or
to give extra information

culture /'kalifa(r)/ noun {uncount] activities involving
music, literature, and other arts If you're looking for
culture, then Paris is the place for you. Britain’s literary
culire

CV /su 'vi/ noun [count] BRITISH curriculum vitae: a
document giving details of your qualifications and the
jobs vou have had in the past that you send to someone
when you are applying for a job.

drought /dravt/ noun [count] a long period when there is
little or no rain

emergency /'mairidg{ansi/ noun [count/uncount]
an unexpected situation involving danger in which
immediate action is necessary We alwways carry a medical
kit for emergencies.

expect /ildspekt/ verb [transitive] to think that something
will happen We're expecting good weather at the
weekend.

handwrite /hendrant/ verb [transitive] to write something
with a pen or pencil

homesick /houm sik/ adjective feeling sad and alone
because you are far from home

manufacturer / manju'ficktfara/ noun Jcount] a person
or company that males a particular type of product,
especially in a factory

mirror /'nura/ verb [transitive] to match or express the
qualities, features, or feelings of someone or something

reference /rel{ajrans/ noun a statement giving information
about you that you ask someone who knows you or has
worlced with you to provide when you apply for a new job
Her former employer provided a reference for her.

relevant /'relav(a)nt/ adjective important and directly
connected with what is being discussed or considered
Hozw 1s that relevant to this discussion?

relocate / ri:lav'ket/ verb [intransitive/transitive] to move
to a different place, or to make somebody do this.

shortlist /'fa:t list/ [count] verb to make a list of people
from a larger group to decide who should get a job,
prize etc

straightforward / strert'farwad/ adjective not complicated
or difficult to understand & straightforward process

withdraw /w10'drai/ verb [intransitive] to no longer
take part in something: The injury has forced hin: to>
withdraw from the competition.

5 o
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bulletin board /'bulatin bad/ noun [count] COMPUTING
a place on a computer system or on the Internet where
you can leave and read messages

contract Skonerakt/ noun [count] a written legal
agreement between two people or organizations After six
months she was offered a contract of employnent.

deposit /di'pozit/ noun [count] an amount of money that
you pay when you rent something. You get the money
back if the thing is not damaged when you retura it.

exception /ildsepfio)n/ noun {count] someone or
something that is different and cannot be included in a
general statement There are sonie exceptions to every
grammatical rule.

insurance /mn'fuarans/ noun [uncount] an arrangement in
which you regularly pay a company an amount of money
so that they will give you money if something that you
own is damaged, lost, or stolen, or if you die or are ill or
injured Do you have insurance for the house yet?

landline /enid) lain/ noun [count] a telephone that is not
a maobile phone

landlord /en(d) l2:d/ noun [count] a man who owns a
house, flat, or room that people can rent

overdraft /suve draifi/ noun [count] an agreement with
your bank that allows you to spend money when you have
no money left in your account

prepaid / pri'perd/ something that is prepaid has already
been paid for before you use it prepaid postage

register /'redsista/ verb [intransitive/transitive] to put a
name or other information on an official list Births st
be registered within 42 days.

top-up /'tnp ap/ noun [count] BRITISH an amount of
money added to other money in order to reach the
necessary level a top-up loan

utility bifl /ju'ulati bill/ noun [count] a charge for a public
service such as gas, water, or electricity that is used by
everyone

1.3 Grammanr:
Present shmpie and prepositons of time

attend /o'tend/ verb [intransitive/transitive] to be present
at an event or activity Most of his colleagues attended
the wedding.

au pair /au'pes/ noun [count] a young woman who lives
with a family in a foreign country and helps to look after
their children

budget /badst/ noun [count] the amount of money a
person, organization, or government has to spend, or
their plan to spend it Trwo-thirds of their budget goes on
labour costs.

canteen /Lkien'tin/ noun [count] a room in a factory,
school, or hospital where meals are served
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Wordlist

fireworlks /'fuawaks/ noun {plural] objects that make loud
noises and coloured lights in the sky when they explode

grave /grerv/ noun [count] the place where a dead body
is buried in a deep hole in the ground He'’s never even
wisited his mother’s grave.

kite /lait/ noun {count] a toy that flies in the air while you
hold it by a long siring

parade /pa'reid/ noun [count] a public celebration in
which a large group of people moves through an area,
often with decorated vehicles and bands playing music

permanent /psinanant/ adjective happening or existing for
a long time, or for all time in the future The illness can
cause permanent blindness.

repay /r'per/ verb [transitive] to give someone back the
money that you horrowed from them

shadow /'[xdouw/ noun [count/uncount] an area of
darkness that is created when something blocks light The
dogs are always trying to chase their own shadows.

vacancy /'veikonsi/ noun [count] a job that is available We
have several vacancies to fill it the Sales Departinent,

winery /'wain{a)ri/ noun [count] a place where wine is
made

1.4 Spealing:

conference /konl{o)rans/ noun {count] a large meeting
where people who are interested in a particular subject
discuss ideas a conference hall/rooni/centre

corporate /kop(a)rat/ adjective relating to a corporation
corporale culture

divorce /di'vais/ noun [count/uncount] a legal way of
ending a marriage I want a divorce.

extremely /il'strimli/ adverb very He knows the area
extremely well,

icebreaker /as bretka{r)/ noun [count] something that you
say or do to make people feel more relaxed at a party or
other social event

have something in commeon /hev sam:y in 'komon/
phrase to have the same interests or opinions as someone
else We've gof such a lot in common.

networking /'netwakg/ noun [uncountj meeting people
in order to make friends who will be useful for your
business

technique /ick'nitk/ noun a method of doing something
using a special skill that you have developed surgical
technigues

upique /ju'nik/ adjective very special, unusual, or good It
is hier use of colowr that makes her work unigue.

1.5 Writing:
Formal and informal emails

agenda /2'dsenda/ noun [count] all the things that need to
be done or thought about Cuiting the number of workers
is not on the agenda.

attached /o'txift/ adjective joined or fixed to something

colleague /'knli:g/ noun [count] someone who works in
the same organization or department as you Friends and
colleagues will remember him with affection.

grateful /greitf(a)l/ adjective feeling that you want to
thank someone because they have given you something
or done something for you I'm very grateful for all your
help with the party.

reservation / reza'verf(a)n/ noun an arrangement to have
something such as a room in a hotel or a seat in a theatre
kept for you to use

1.6 Case study:
Global Reoruit

advisor /ad'vaizo(r)/ noun [count] someone whaose job is
to give advice on subjects that they know a lot about #:e
Prime Minister’s advisers

boutique /bw'tik/ noun [count] a small fashionable shop,
especially one that sells clothes

high-profile /'ha1 praufail/ adjective often seen or
mentioned in newspapers or on television a figh-profile
campaign/company/politician

leading /'li:dip/ adjective main, most important, or most
successtul He became a leading figure in the London art
world.

location /lav'ketf(2)n/ noun [count] the place or position
where someone or something is, or where something
happens The talks are taking place at a secret location.

opportunity /ppa'tjumati/ noun a chance to do something,
or a situation in which it is easy for you to do something
The trip sounds like a wonderful opportunity.

process /'prauses/ verb [transitive] to put information into
a computer in order to organize it Dafa is processed as it
Is received.

quaiification / kwolifi'keif(a)n/ noun [count] BRITISH
something such as a degree or a diploma that you get
when you successfully finish a course of study Simon lefi
school with no qualifications.

requirement /ri'kwaiomont/ noun [count} something that
is necessary, or that a rule or law says that you must do
list of safety requirements

taverna /ta'vama/ noun [count] a restaurant which serves
traditional Greek food

unemployed / anm'ploid/ adjective without a job Haze
vou been unemploved for a year or more?

Unit 2 Dealing with customers

2.1 About business:
The shopping experience

chain /tfemn/ noun [couni] a group of businesses that ail
belong to the same company Japan’s leading hotel chain

consultant /kan'saliant/ noun [count] an experl whose job
is to give help and advice on a particular subject

conventence /kon'viniens/ noun [uncount] a condition
that helps you to avoid wasting time or effort Her hair
was cut short for conwenience rather than fashion.

department store /di'paitment sio:/ noun [count] a large
shop that s divided into separate sections, with each
section selling a different type of thing

elegant /‘eligant/ adjective beautiful in a graceful simple
way She always looks so elegant,

exceptional /ik'sep{(a)nal/ adjective extremely good or
impressive in a way that is unusual Her scores were quite
exceptional.

facility /fa'sifati/ noun [count] a feature of a machine
or system that allows you to do something the text
messaging facility on your phone

flagship /'Negfip/ noun [count] the biggest, most
important, or best thing in a group




luxury /'1xkjari/ adjective very expensive and of the highest
quality a luxury hotel/item/car

reliable /r'lainb(a)l/ adjective able to be trusted o religble
workman/car

standard /'stendsd/ noun [count/uncount] a level of
quality or achievement, especially ane that most peaople
think is normal or acceptable What can be done to raise
standards in schools?

blame /blenm/ verb {transitive] to say or think that
someone or something is responsible for an accident,
problem, or bad situation If it ail goes wrong, don’t
blame me.

call centre /kol senta/ noun [count] a place where a large
number of people are employed to deal with customers by
telephone

calm /ka:m/ adjective not affected by strong emotions a
calm voice

confirm /ken'fam/ verb [intransitive or transitive] to tell
someone that something will definitely happen at the
tHime or in the way that has been arranged You can make
an appointment now, and then call nearer the time to
confirm.

dissatisfied /dis'sztis fard/ adjective annoyed because
something is not as good as you expected it to be a
dissatisfied customner

2.2 Gramumar:

Countable & uncountable nouns, requesis
!

& offers -

busy /'bizi/ adjective having a lot of things to do He is an
extremely busy man.

competence /kompitans/ noun [uncount] the ability to do
something well I am not questioning yvour competence.

direct number /dairekt 'namba/ noun [count] a
telephone number straight to a person and not through a
receptionist

extension /ik'stenf(2)n/ noun [count] a telephone line that
is one of two or more lines in the same building I'm on
extension 334.

household /'haus hould/ noun [count] the people who live
in a house or a flat

scale /skerl/ noun [singular/uncount] the size, rate, or level
of something Is the Government aware of the scale of
the problem (=ave they aware of how big it is)?

2.4 Speaking:
Telephoning ~ Handling complaints

broken down / braukan 'daun/ adjective ne longer
warking, or in very bad condition

distribution centre /distribjuif(s) sents/ noun a big
building where large amounts of goods are stored

double-book / dab(a)l '‘bukt/ verb [intransitive/transitive]
[often passive] to promise the same seat, table, or room to
two different people at the same time

credit /kredit/ verb [transitive] to add an amount of money
to an account - opposite DEBIT The money will be
credited to your account,

urgent /'a:ds(s)nt/ adjective urgent things are things that
you need to deal with immediately He had some nwrgent

business to attend to.

2.5 Writing:
Dealing with an email of complaint

component /kam'paunant/ noun [count] a part ofa
machine or piece of equipment )

exhibition / cksi'bif(a)n/ noun [count] a public show
where art or other interesting things are put so that people
can go and look at them an exfiibition hall/centre/space

non-refundable /non ri'fandab(a)l/ adjective if the money
that you pay for something is non-refundable, you cannot
get the money back for any reason non-refundable tickets

sincere /sin'si/ adjective showing that you really mean
what you say His apology seemed sincere.

submit /sob'mat/ verb [transitive] to formally give
something to someone so that they can make a decision
about it The plans will be submitted next week.

unacceptable / anok'septob(a}l/ adjective too bad to be
allowed to continue

2.5 Case studyy
The Panorama conferencs

blanket /'blegkie/ noun [count] a thick cover made of
wool or another material that you use to keep warm in
bed

check in /'tfek m/ noun [singular/uncount] the place that
you go to when you arrive at an airport or hotel, or the
process that you go through before you go to your flight
Or TOOMm

thermostat /'0a:mau stet/ noun [count] a piece of
equipment that controls the temperature in a building,
machine, or engine

Unit 3 Operations

3.1 About business:
Lean manufacturing

defect /'dufekt/ noun [count] a fault in someone or
something

domestic /da'mestik/ adjective relating to peaple’s homes
and family life domestic chores domestic appliances

efficient //'1f(a)nt/ adjective working well and producing
good results by using the available time, money, supplies
ete in the most effective way The new machine is far
more efficient than the old one.

eliminate /1'limrnert/ verb [transitive] to get rid of
something that is not wanted or needed Many infectious
diseases have been virtually eliminated.

enthusiasm /i'Bjuwzi ezom/ noun [uncount] the feeling
of being very interested in something or excited by it His
enthusiasm for niusic has stayed sirong,

Hlexible /'fleksab(o)l/ adjective able to make changes or
deal with a situation that is changing A more flexible
approach is needed.

implement /implyment/ verb [transitive] to make
something such as an idea, plan, system, or law start to
work and be used

freen /'kim / very interested in an activity that you do often
because you enjoy it a keen cyclist/gardener, Luke’s keen
on swinnning,

premises /'premisiz/ noun [plural] the buildings and land
that a business or organization uses
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rumour /'ruima/ noun [count or uncount] something that
people are saying that may or may not be true A student
had been spreading rumours about the teachers,

specific /spo'sifil/ adjective involving or limited to only
one particular thing or purpose You have to enter the
information in a specific order.

superior /su'ploria/ adjective of high quality, or better or
bigger than something else The hotel’s service is superior.

systematic / sista'mztik/ adjective done according to a
careful plan

turnover /'ta:(rnsuva(r)/ noun [count/uncount] the
value of the goods and services that a company sells in a
particufar period of time

warehouse /'wes haus/ noun Jeount] a big building where
large amounts of goods are stored

workshop /'wak fop/ noun [count] a room or building
where things are made using tools and machines

2.2 Vocabulary:
Trends and planning

aviation / ervi'ief(s)n/ noun [uncount] the activity of flying
or making planes

competitor /kam'petrta(r}/ noun {count] a company that
sells the same goods or services as another

destination / dest'merf(a)n/ noun [count] the place where
someone or something is going

hire /'haia/ verb [transitive/intransitive] to pay someone to
work for you I hired someone to paint the house.

leak /lid/ verb [transitive} to give secret information about
the organization you work for to a journalist or to the
public The story was leaked to the press.

lifeguard /'aifiga:d/ noun [count] someone whose job is to
save swimmers who are in danger

market leader / matkit 'li:da(r)/ noun [count] a company
that sells more of its products than any other company of
its type

pickpocket /'pik pokit/ noun [count] someone who steals
things from people’s pockets and bags in crowded places

subsidiary /ssb'sidisri/ noun [count] a company that is
owned by a larger company

3.2 Grammanr:
Present continuous, adverbs and present sim-
ple passive

conventional /ken'ven[(a)nal/ adjective using ordinary or
traditional methods, not new ideas or new technology
a conventional oven / conventional weapons (=not
nuclear or chemical weapons)

ingredient /m'grirdiant/ noun [count] one of the foods or
liquids that you use in making a particular meal Mix all
the ingredients together carefully.

laboratory /la'borat(a)ri/ noun {count] a building or
large room where people do scientitic research our new
research laboratory

organic /o' genk/ adjective organic food or drink is
produced without using artificial chemicals organic
apples/meat

pesticide /'pestrsard/ noun [count] a chemical used for
killing insects that damage crops

state /steit/ noun [count] a region of a country that has its
own government the state of Michigan

strict /strikt/ adjective strict rules or conditions must be

ubeyed completely They opemte zuzthm strzct trme_hnnts
Lynn gave us strict insty uctions to be good

3.4 Speaking:
Preseniatlens sngnposts and steppmg stones SO

cosmetic /koz'metilk/ adjective relating to the 1mprovement
of someone’s appearance cosmetic products

3.5 Writing:
Instructions and procedures for an exhibizion
stand

annual /'enjusl/ adjective happening once a year an
annual conference/festival/holiday

attendee /5 fen'di:/ noun [count] someone who is
present at an event or activity There were more than 600
attendees at the conference last month,

convention /kon'venf{a)n/ noun [count] a large meeting of
people from a particular profession or organization

costume /'kostju:m/ noun [count/uncount] clothes that the
actors wear in a play or film

expand /ik'spend/ verb [transitive/intransitive] if a
business or service expands, or if you expand it, it grows
by including more people and moving into new areas We
are expanding the programme to provide more student
places.

freebie /'fri:bi/ noun [count] something that someone
gives you that you do not have to pay for

focation /lau'keif(a)n/ noun [count] the place or position
where someone or something is, or where something
happens The talks are taking place at a secret location.

logistics /1a'dzskiks/ noun [plural] the practical
arrangements that are necessary in order to organize
something successfully

seminar /'seminair)/ noun {count] a meeting or class in
which a small group of people discuss a subject

showcase /'faukeis/ noun [count] an event that
emphasizes the good qualities of someone or something

3.6 Case study:
Seothir

budget airline /badsit 'ea(r)lam/ noun fcount] an air
company that has low fares but that doesn’t offer many
traditional passenger services

carbon footprint /kai(r)ban fatprmt/ noun [count] the total
amount of greenhouse gases that a service produces

crew /kru/ noun [count] the people who work on a ship,
aircraft etc: can be followed by a singular or plural verb
All the passengers and crew on board the jet were killed.

discomfort /dis'kamfa(r)t/ noun {count} something
that makes you feel slightly ill or uncomfortable the
discomforts of life in the desert

emmision /r'mf{a)n/ noun [count] a substance, especially
a gas, that goes into the air New laws are aimed at
reducing vehicle emnissions.

route /rut/ noun [count] the roads or paths that you use
when you go from one place to ancther The tunnel is the
route taken by most drivers.

second hand / sekand 'hend/ adjective owned or used by
someone else before you second-hand books/clothing

shart-haul /'fa:(r)t hal/ adjective travelling a short
distance, especially by air
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uniform /jun fx(1)m/ noun [count] a set of clothes
that you wear to show that you are part of a particular
organization or school He was still wearing his school
uniform.

Unit 4: Success stories
4.1 About business:

ambition /em'tif(2)n/ noun [uncount] determination to
become successful, rich, or famous

contact /'kontzkt/ noun [count or uncount]
communication between peaple, countries, or
organizations Do you and Jo still keep in contact?

dedication / dedrketf(a)n/ noun [uncount] the belief that
something is good or right that makes you spend a lot of
time and effort doing or supporting it /1is dedication to
the fight against AIDS

financial /far'nenf(s)l/ adjective involving money banks
and other financial institutions

icon /'arkon/ noun [count] someone who is very famous
and who people think represents a particular idea

immigrant /'tmigrant/ noun [count] sormeone who comes
to live in a country from another country

lipstick /'lip stik/ noun {count or uncount] a coloured
substance in the form of a small stick that women put on
their lips, or a stick of this

fuck /1ak/ noun [uncount] success that you have by chance
We'd all like to wish you luck in your new job.

motto /'mptou/ rloun [count] a short statement that
expresses a principle or aim

original /o'nds(e)nol/ adjective new, interesting, and
different from anything else a Irighly original design, a
very original songwriter

secrecy /'sikrasi/ noun [uncount] a situation in which you
lkeep something secret

sophisticated /sa'fisti kertid/ adjective knowing and
understanding a lot about a subject Consumers are
getting more sophisticated.

tip /up/ noun [count)] a useful suggestion or piece of
information that someone gives you The booklet gives
some good tips on getting the most out of your software.

waft /waft/ verb {intransitive] if a smell or a noise walts, it
floats through the air

cope /kaup/ verb [intransitive] to deal successtully with a
difficult situation Considering how bad her fnjuries are,
she’s coping very well, The safety system is designed to
cope with engine failure,

file /fall/ noun [count] a set of documents or records that
you keep because they contain information medical files

habit /'hzbit/ noun Jcount or uncount] something that you
do often healthy eating habits

risk /risk/ noun Jcount or uncount] the possibility that
something unpleasant or dangerous might happen The
risks to consumers are being analysed.

role model /raul 'mnd(z)l/ noun [count] someone whose
behaviour is a good example for other people to copy

stand out from the crowd / stznd aut from de 'kraud/
phrase to be different and easy to notice He's the kind of
man who stands out from the crowd

well-informed /wel m'f(r)md/ adjective knowing a lot
about a subject or a situation

4.3 Grammar: ?
Past simple, past coniinuous and used to

basket /'baslat’ noun [count] a container for carrying or
keeping things in, made from thin pieces of plastic, wire,
or wood woven together a laundry basket

collateral /ka'lt(a)ral/ noun [uncount] property that you
agree to give to a bank if you fail to pay back money that
you have borrowed

entrepreneur / pntopra'na{r)/ noun [count] someone who
uses maoney to start businesses and make business deals

found /faund/ verb [transitive] to start an organization or
institution The newspaper was founded in 1909.

taunch /lanif/ verb [transitive] to make a new product
available for the public to buy for the first time The
company will launch a new version of the software in
July.

poverty /'pova(r)ti/ noun [uncount] a situation in which
someore does not have enough money to pay for their
basic needs Half the world’s population is living in
poverty.

reality show /ri'zlati fou/ noun [count] television
programmes that do not use professional actors but show
real events and situations involving ordinary people

rural /'ruaral/ adjective relating to the countryside, or in
the countryside rural areas/roads/schools

vicious circle /'vifas sx:(r)k(2)l/ noun [singular] a process
in which the existence of a problem causes other
problems, and this makes the original problem worse

4.4 Speaking: Appraisals

element /elimant/ noun Jcount] an important basic part of
something, for example a system or plan Fieldwork is a
key element of this course. Advertising is not the only
element in the marketing process.

flexitime /'fleksitaim/ noun [uncount] BUSINESS
BRITISH a system in which workers choose the hours
each day that they worls, as long as the hours add up to
the same fixed number of hours every week or month

intern /m'ta:(r)n/ noun [count] a student who works in a
job in order to get experience

pressure /‘prefa(r)/ noun [count or uncount] attempts to
persuade or force someone to do something Pressure for
political change increased in the 1990s.

self-assessment / self a'sesment/ noun [uncount] the
process of forming your own opinion about something
that you have done
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4.5 Writing:
Profiles of business leaders

charity /'feroti/ noun [count or uncount] an organization
that gives money and help to people who need it

campaign /kem'pein/ noun [count] a series of actions that
are intended to achieve something such as a social or
political change: an election/advertising campaign

float /flaut/ verb [transitive] BUSINESS to start to sell a
company’s shares

limited edition /'lumitid 'dif{a)n/ noun [count] a book,
picture, etc that has been produced in very small numbers

merchandise /'ma:tf{o)n daiz/ noun Juncount] FORMAL
goods that people buy and sell

polio /'paulizu/ noun [uncount] a serious infectious disease
that mostly affects children and destroys muscles

shortage /'foir)teds/ noun [count/uncount) a lack of
something that you need or want Refugees are facing
serious food and fuel shortages.

trademark /'trerdma:(r)k/ noun [count] a name or design
that belongs to a particular company and is used on its
products

wheelchair /'witl fea/ noun [count] a chair with large
wheels that someone who cannot walk uses for moving
around

4.6 Lase study:
The English Academy

campus /'kempas/ noun [count or uncount] an area of
land containing all the main buildings of a university

hydroelectricity / hadraurlek'trisiti/ noun [uncount]
electricity that is made using water power

industrial estate /mdastrial r'stert/ noun [count] BRITISH
an area where there are a lot of factories

magnate /'mweg neit/ noun [count] a successful and
powerful person in a particular industry - compare
TYCOON an oil magnate

orphanage /'o:f(a)nids/ noun [count] a building where
orphans live and are looked after

outskirts /autsks:{r)ts/ noun [plural] the areas of a town
or city that are furthest from the centre a park on the
outslkirts of Edinburgh

patent /'pert{a)ut/ noun [count] an official document that
gives someone who has invented something the legal right
to make or sell that thing for a particular period of time,
and prevents anyone else from doing so

prestigious /pre'stidsas/ adjective admored and respected
by a lot of people

quality /'kwolati/ noun [count or uncount] the quality
of something is how good or how bad it is This cut in
funding will affect the quality of education in our
schools. The food is of the highest quality.

refugee / refju'dsii/ noun [count] someone who leaves
their country because of a war or other threatening event

steel /stizl/ noun [uncount] a strong metal made from a
mixture of iron and carbon

tanker /'tzpka/ noun [count] a large ship, truck or plane
that carries petrol or oil

tailor /'teila(r)/ noun [count] someone who makes clothes
for men

untimely /an'tarmli/ adjective happening earlier than you
expected

whaler /'weila(r) / noun [count] a large boat used for
hunting whales

Unit 5 Selling

5.1 About business:
Advertising

billboard /bl bo:(r)d/ noun [count] & large board for
advertisements

branded /'brendid/ adjective branded goods are made by
well-known companies, and have the company name on
them

desire /di'zara(r)/ noun [count or uncount] a strong feeling
of wanting to have or do something a desire for peace

differentiate / difo'renfiert/ verb [intransitive or transitive]
to see or show a difference between things Neil is colour-
blind and cannot differentiate between ved and green.

forehead /'fahed/ noun [count] the upper part of your
face, between your eyes and your hair

hype /harp/ noun [uncount] INFORMAL the use of a lot
of advertisements and information to interest people

lease /lis/ verb [transitive] to have a legal agreement in
which someone pays you to use your building, land, or
equipment

logo /'laugau/ noun [count] a symbol that represents an
organization or company

potential /potenfa)l/ adjective possible or likely in the
future a potential disaster The disease is a potential
killer.

proposition / propa'zif{a)n/ noun [count] a statement that
people can examine in order to decide whether it is true

run /ran/ verb [intransitive] if a piece of clothing or a
colour runs, the colour spreads when it hecomes wet

tasteful /'teistf(2)l/ adjective showing good judgment
about what is atiractive or suitable

taboo /t2'bu/ adjective if something is taboo, people
do not do it or talk about it because it is offensive or
shocking

waord of mouth / wad av 'mau)/ noun informal
conversations between people Most of our customers
hear about us by word of mouth.

characteristics / kerikte'nistiks/ noun [count] a typical
quality or feature the main characteristics of 20th-
century culture

complicated /komplikeitid/ adjective difficult to do, deal
with, or understand

potential /pa'tenf(s)l/ adjective passible or likely in the
future @ potential disaster

pricey /'praisi/ adjective INFORMAL expensive

rival /'rarv(s)l/ noun [count] a person, team, or business
that competes with another She scored twice as many
points as her rival.
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5.2 Grammar: Comparatives, superiatives and
aslting questions

5.5 Writing:
Negotiating by email

assure /»'{o/ verh [transitive] FORMAL to tell someone
that something is definitely true or will definitely happen
There’s no niistake, I can assure you,

breakdown /'bretk daun/ noun count a situation in which
a machine or vehicle stops working

detection /di'tekf(o)n/ noun [uncount] the process of
telling someone where something is aircraft capable of
avoiding detection

downloadable /daun'laudab(a)l/ adjective COMPUTING
if information is downloadable it can be moved to your
computer from a computer system or from the Internet

exotic /1g'zouk/ adjective interesting or exciting because of
being unusual or not familiar

helmet /'helmit/ noun [count] a hard hat that you wear to
protect your head

integrate /'mt greit/ verb [intransitive or transitive]
to become a full member of a society or group and be
involved completely in its activities, or to help someone to
do this

portable /'pxutsb(a}l/ adjective easy to carry or move a
portable television/heater

satellite /sets'lait/ noun [count] an object that is sent
into space to travel round the Earth in order to receive
and send information a spy/communications/weather
satellite

state-of-the-art /'steit av 8o ait/ adjective very new and
modern

steering wheel /'stiory witl/ noun [count] the wheel that
you hold and turn in order to control the direction that a
vehicle travels in

trolley /'troli/ noun [count] BRITISH a large container
with wheels that you push and use for carrying things in a
supermarket or at an airport

waterproof /'wats pruif/ adjective waterproof clothes or
materials do not let water pass through them

5.4 Spealdng:
Negotiating

agenda /3'gGenda/ noun [count] a list of things that people
will discuss at a meeting

ballet /'bzler/ noun [uncount] a type of complicated
dancing that is used for telling a story and is performed in
a theatre

compromise /kompra'marz/ noun [count/uncount] a way
of solving a disagreement in which both people accept
that they cannot have everything that they want Neither
of them is willing to make compromises.

subsidize /'sabsidarz/ verb [transitive] to pay some of
the cost of goods or services so that they can be sold to
people at a lower price

sum up /'sam ap/ verb to give a summary of something

trekking /'trekip/ noun a long and difficult journey on
foot. Some people go on holiday to do this He had
trekked across South Africa. She’s going trekking in
New Zealand.

etiquette /'ctiket/ noun {uncount] a set of rules for
behaving correctly in social situations

inclusive /in'klu:siv/ adjective including all costs

prompt /prompt/ adjective immediate or quick Prompt,
action is required.

5.6 Case study:
Coolihuniers

brochure /'braufa(r)/ noun [count] a small magazine
containing details of goods or services that you can buy

disposable /di'spauzab(a)l/ adjective designed to be thrown
away after being used once or a few times

innovative /'inavativ/ adjective new and advanced

pamper /'pzmpa(r)/ verb [transitive] to look after someone
very well, especially by making them feel very comfortable

relatively /'relotivli/ adverb in comparison with someone
or something similar a relatively small flat

status symbol /'steilas simb(a)l/ noun [count] a
possession that is a symbol of someone’s money or power

track down /'trzk daun/ phrasal verb to find someone or
something after a long search I finally managed to track
him down in Manchester.

trendspotter /'trendspota(r)/ noun [count] a person whose
job it is to identify things that will be popular in the future

Unit 6: The organization

6.1 About business:
Entrepreneurs

debis /dets/ noun [count] an amount of money that you
owe By this time we had debts of over £15,000.

expand /ik'spend/ verh [transitive/intransitive] to become
larger, or to make something larger The population is
expanding rapidly.

festivities /fe'strivatiz/ noun [plural] lively and enjoyable
activities in which people celehrate something

headquarters / hed'kwoita(r)z/ noun [plural] the place
where a company, organization, or military unit has its
main offices or its main centre of control

liability / laa'bilati/ noun [uncount] legal responsibility for
causing damage or injury, or for paying something

paperwori /'perps(r) wa:(nk/ noun [uncount] the part of a
job that involves producing reports, keeping records, and
writing letters

6.2 Vocabulary:
Types of companies

bhankrupt /'bzgkrapt/ adjective a person or business that is
bankrupt has officially admitted that they have no money
and cannot pay what they owe

diversify /dai'vaxr)st far/ verb [transitive/intransitive]
BUSINESS to develop additional products or activities

global warming /glaub{e)l 'wa:(r)min/ noun [uncount] the
increase in the temperature of the Earth that is caused
partly by increasing amounts of carbon dioxide in the
atmosphere

monopoly /ma'nopsli/ noun [count or uncount] complete
control over something by one organization or person
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pollute /pa'lut/ verb [transitive] to make air, water, or land
dirty and dangerous The oil spillage has polluted the
harbour,

8.3 Grammar;
Reported speach

cognac /'konjek/ noun Juncount] a type of French brandy
face to face /'feis to fors/ adjective involving two people
who are together in the same place a face to face meeting
interrupt / mta'rapt/ verb [intransitive or transitive] to
say or do something that stops someone when they are
speaking or concentrating on something Please don’t
interrupt her while she's working.

6.4 Spealing:
Interrupting in meetings

absenteeism / zbsan'ti;1z(s)m/ noun [uncount] the habit
of not being at school or work when you should be

clarification / klerafi'ketf(s)n/ noun [uncount] FORMAL
an explanation that makes something easier to understand

counterproductive / kaunta(r)pra'daktrv/ adjective having
the opposite resuit to the cne that you intended

frown /fraun/ verb [intransitive] to move your eyebrows
down and closer together because you are annoyed,
worried, or thinking hard

lose the thread /uz de Bred/ phrase to stop
concentrating so that you do not understand what
someone is saying More than once she lost the thread
and had to ask them to speak more slowly.

6.5 Writing:
Lgendas ard action minutes

atmosphere /'ztmas fia/ noun [singular] the mood that
exists in a place and affects the people there There is an
atmosphere of tension in the city today.

demotivated /diimoutvertid/ adjective someone who is
demotivated has lost their interest in something

hot desking / hot 'deskig/ noun [uncount] BUSINESS a
way of worlking in an office where people don’t have their
own desk but use any desk that is available

newsletter /'njuiz leto(r)/ noun [count] a short simple
magazine with information for members of an
organization

quarterly /'kwx(r)t=(dli/ adjective, adverb done or
produced four times a year

quotation /kwou'ter{(a)n/ noun [count] the price that
sameone says that they will charge you for doing a job

structure /'strakifa{r)/ noun [count or uncount] the way in
which the parts of something are organized or arranged
into a whale the structure of DNA, the changing
structure of agriculture in this country

surmary /'samari/ noun [count] a short account
of something that gives only the most important
information The text provides summaries of the plots of
Shakespeare’s plays.

temporary /'temp(a)rari/ adjective existing, done, or used
for only a limited period of time These measures are only
temporary.

£.5 Case study
Soup kitchen vs Gourmest o go

be located /bi lou'keitid/ phrase to exist in a particular
place The centre is conveniently located close to many
historical sites.

biodegradable / baioudi'greidob(s)l/adjective decaying
naturally in a way that is not harmful to the environment

cater /'kerta(r)/ verb [intransitive or transitive] to provide
food and drinks at an event such as a party or meeting

healthy /helbi/ adjective making you strong and not ill
- opposite UNHEALTRHY fhealthy food/a healthy diet/
lifestyle

organic /o(ngenk/ adjective organic food or drink is
produced without using artificial chemicals organic
apples/meat, organic farming

pot /pot/noun [count] a deep round container that you
cook or serve food in a set of pots and pans

utensil /ju'tens(o)l/ noun [count] something that you use
for cooking or eating with

wholesome /'hauls(a)m/ adjective wholesome food is good
for you

Unit 7 The stock markets

7.1 About business:
Keep it in the famity

buyback /'baibiek/ noun [count] an arrangement in which
someone agrees to buy bacl shares or goods that they
previously sold to someone a share buy-back

consolidated /kon'solidertid/ adjective several small things
that have been put together into one large unit

dividend /'dividend/ noun [count] a part of the profits of a
company that is paid to the people who own shares in the
company

secure /st'kjue(r)/ {transitive] FORMAL to get or achieve
something important The team secured their second
victory of the seasomn.

stock exchange / stok 'iksfemnds/ noun [count] a place
where people buy and sell shares in companies

s

A Yocsbulary:

Tioaling with figures

o’

4

annually /'znjuali/ adverb calculated over a period of one
year an annual salary

lifespan /'laif spen/ noun [count] the length of time that
someone lives for, or the length of time that something
exists

overtake /auva'telk/ verb [transitive] to become better,
bigger, or faster than someone or something else The
women studenis seem to be overtaking the men.

phishing /fifiy/ noun [uncount] trying to trick someone
into giving their secret bank information by sending them
an email that looks as if it comes from their bank and that
asks them to give their account number or password

productivity / prodak'ttvati/ noun Juncount] the rate at
which goods are produced, especially in relation to the
time, money, and workers that are needed to produce
them

surplus /'saplas/ noun [count/uncount] more of something
than is necessary a surplus of oil
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unemployment / anim'ploimant/ noun [uncount] a
situation in which peaple do not have jobs, or the fact
that someone does not have a job Unemploymernt rose
last month to its highest level in five years.

vehicle /'vink({s)l/ noun [count] a way of expressing
ideas or of making something happen He launched the
newspaper as a vehicle for his campaign.

virus /vairas/ noun [count] COMPUTING a program
that enters your compuier and damages or desiroys
information that you have stored Most viruses are spread
gver the Internet.

7.2 Granmmar:
will and worn't, be going o, First conditional

curry /‘kari/ noun [count/uncount] an Indian food
consisting of meat, fish, or vegetables cooled in a sauce
with a hot flavour

dozen /'daz{aln/ determiner a set of 12 things or peaple a
dozen red roses

nuclear /mjuklia(r)/ adjective relating to energy that is
produced by changing the structure of the central part of
an atom nuclear power/energy

pensioner /'penf(ana(r}/ noun {count] someone who
receives a pension

power plant /'paua(r) plent/ noun [count] a large building
that with machines which produce power, especially
electricity

risky /'riski/ adjective involving the possibility of danger,
harm, or failure

solar panel /'saula{r) pen(a)l/ noun [count] a piece of
equipment that uses energy from the Sun in order to
create power _

terrorist /'terarist/ noun [count] someone who uses
violence in order to achieve political aims a suspected/
convicted terrorist

villa /'vila/ noun {count] a large house, especially one used
for holidays

7.4 Speaking:
Megotiations: maldng offers and agreeing
deadlines

catalogue /'keets lng/ noun [count] a book that contains
pictures of things that you can buy a mail order
catalogue

guarantee / garon'ti/ verb [transitive] to make it certain
that something will happen or will exist The government
provides help for small businesses, but it cannot
guarantee their success.

maintenance /'memtanans/ noun [uncount] work that
is done to keep something in good condition aircraft
maintenance

turnover /tansuva(r)/ noun [count or uncount] the
value of the goods and services that a company sells in a
particular periad of time

7.5 Whyiting:
Describing figures

resignation / rezig'nerf{s)n/ noun [count or uncount]
the act of leaving a job permanently Rebel groups have
demanded the resignation of the government,

run out /ran 'aut/ phrasal verb to use all of something
and not have any left Many ltospitals are running out of
noney.

short-lived / [t ‘livd/ adjective lasting for a short period
of time

speculation / spekju'lerf(ain/ noun [count or uncount]
guesses about why something has happened or what
might happen

takeover /'teik suva(r)/ noun [count] a situation in
which one company or country takes comntrol of another
company or country

turbulent /tz:(rbjoulent/ adjective a turbulent situation,
place, or time is one in which there is a lot of
uncontrolled change the country’s turbulent history

7.8 Case study: Trading stocks

barrel /'bierai/ noun [count] a large round container with a
flat top and bottom, used for storing liguids

chip /tfip/ noun [count} a very small piece of silicon that
is marled with electronic connections. It is used in
computers and other machines

fabricate /'fabrikeit/ verb [transitive] BUSINESS to make
something such as a machine from different parts

field /fi:ld/ noun an area where gas, coal, oil, or other
useful substances are found

frost /frost/ noun funcount] a thin white layer of ice that
looks like powder and that forms on things outside when
the weather is very cold bushes covered with frost

gentetically-modified /g netikli 'modifaid/ adjective used
for describing crops whose genes have been changed, or
for describing foods made from these crops

pipeline /'pmp lain/ noun [count] a long underground pipe
that carries water, gas etc from one place to anather a
500-kilometre oil pipeline

plant /plent/ noun [count] a large factory a nuclear/
chemical plant

processed /'prousesd/ adjective to treat food or another
substance with chemicals or machines processed nieat/
cheese

profitability /profita'bilati/ noun [uncount} the degree to
which something makes a profit

refinery /rr'famari/ noun [count] a factory where things are
removed from a natural substance to make it pure

triple /'tp(2))/ adjective involving three things of the same
kind a triple killing

Unit 8: Going global

8.1 About business:
Franchising

corporate identity / kop(a)rst ar'dentiti/ noun [count] the
public image of a company We need to think of a new
corporate identity for the Asian market.

establish /1'sueblif/ verb [transitive] to start an
organization or company e company was established
in 1860.
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fulfil /ful'fil/ verb [transitive] to reach a particular standard
or have the qualities that are necessary for something Do
you fulfil the entry requirements for the course?

global player /'glauh(3)l plera(r)/ noun [count] a large and
influential multinational company

globe /gloub/ noun [count] a round object that has a map
of the world on it

legislation / ledsi'slerf(o)n/ noun [uncount] a law, or a set
of laws a complex piece of legislation

outlet /'autlet/ noun [count] a shop or place where a
particular product is sold

overseas / auva(r)'siiz/ adjective existing in, or coming
from, a country that is across the sea from your country
overseas visitors/students/markets

relocate / rilou'keit/ verb [intransitive/transitive] to move
to a different place, or to make someone do this

reputation / repju'te;f(a)n/ noun [count/uncount] the
opinion people have about how good or bad someone or
something is The town has a bad reputation,

tried and tested /trasd on 'tesud/ adjective known to be
good or effective

appeal /o'pul/ noun [count] an urgent request for people
to do something or give something There ftave been
several appeals for an end to the fighting.

contact /'kontekt/ verb [transitive] to communicate with
someone by phone, email, letter etc Please contact us if
vou hawve aty information,

market research / ma(r)kt ri'sa(r)tf/ noun {uncount] the
process of collecting information about what preducts
people like to buy, or what people like or dislike about a
particular product

persuade /pa(r)swerd/ verb {transitive] to make someone
agree to do something by giving them reasons why they
should He did finally come with us, although it took a
long time to persuade him.

prestigious /pre'sudsas/ adjective admired and respected
by a lot of people

realistic /ria'lisuly adjective based on facts and situations
as they really are - opposite UNREALISTIC Changing
your job is the only realistic solution. I doiw’t think it's
very realistic to expect her to help us.

sceptical /'skeptiksl/ adjective having doubts about
something that other people think is true or right "m very
sceptical about the results of the survey.

2.3 Grammar
Past simiple and past perfect

appliance /a'plaisns/ noun [count} a piece of electrical
equipment that you have in your home appliances such
as washing machines and refrigerators

asset /'zset/ noun [count] something such as money or
property that a company owns

diamond /'danmend/ noun [count or uncount} a very hard
clear colourless stone that is used in expensive jewellery a
diamond ring/necklace/bracelet

househald /'haus hauld/ noun feount] a piece of electrical
equipment that you have in vour home appliances such
as washing machines and refrigerators

joint venture / dzomt 'ventfa(r)/ noun [count] BUSINESS
an agreement between two companies to worlk together
on a particular job

light bulb /'lait balb/ noun {count] a glass object that you
put in an electric light to produce light

misunderstanding /'misanda'stendim/ noun [count or
uncount] a failure to understand someone or something
correctly There's been a misunderstanding: Mr Jones
isn’t expecting you until tomorrow.

radical /'redikl/ adjective a radical change or way of doing
something is new and very different from the usual way a
radical solution to the problem of juvenile crime

restructure /ri'strakifo(r)/ verb [transitive] to change the
way that a company is organized

sificon /'silikan/ noun [uncountf a chemical element, used
especially for making computer chips

8.4 Speaking:
Presentations: handling questicns

control tower /kon'traul toua(r)/ noun [count] a tail
buiiding at an airport from which planes are given
permission to take off and land

domestic /de'mestik/ adjective relating to a particular
country domestic politics

expand /ik'spend/ verb [intransitive or transitive]
to become larger, or to make something larger The
population is expanding rapidly. There are plans to
expand the national park.

fog /fog/ noun [uncount] thiclk clouds that form close to
the ground and are difficult to see through

groundwater /'graund wa:ta(r)/ noun [uncount] SCIENCE
water that collects under the ground

impact /'impzkt/ noun [count| an effect or influence
Internet shopping has begun to have a serious impact
on traditional bookshops.

runway /'ranwer/ noun [count] a long road that is used by
planes when they land and TAKE QFF

statistics /sto'istiks/ noun [plural] a group of numbers that
represent facts or describe a situation

terminal /ta(v)min(z)l/ noun [count] a part of an airport
where passengers arrive and leave

transit /'trenstt/ noun funcount] the movement of people
or things from one place to another Our suifcases were
damaged in transit.

8.5 Writinog:
Feports of recommendation

availability /o vela'bilsti/ noun [uncount] the state of
being able to be used Parents are concerned about the
availability of drugs in the school,

component /kom'paunant/ noun [count]a part of a
machine or piece of equipment

eriteria /krat'uaria/ noun [pural] standards that are used
for judging something or for malting a decision about
something Everyone whose qualifications meet our
criteria will be considered.

dependent /di'pendant/ adjective if one thing is dependent
on another, it is affected by the other thing and changes if
the other thing changes Your pay is dependent on your
work experience.

disruption /dis'tapf(a)n/ noun [count/uncount] a problem
or action that interrupts something and prevents it from
continuing
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drawback /'dro; bek/ noun [count] a feature of something
that malkes it less useful than it could be The main
drawback of the plan is its expense,

flood /flad/ nounfcount or uncount) a large amount
of water that covers an area that was dry before The
southwest of England has been badly hit by floods.

forecast /'fxr)ka:st/ verb [transitive] to malke a statement
about what is.likely to happen, usually relating to the
weather, business, or the economy

humidity /hju''midat/ noun [unceunt] the amount of water
that is in the air

infrastructure /'mirs strakifa(r)/ noun [count] the set of
systems in a country or organization that affect how well
it operates, for example telephone and transport systems

monsaon /mon'sum/ noun [count] a period of heavy rain
in India and Southeast Asia

rust /rast/ noun [uncount] the red substance that damages
the surface of metal

8.6 Case study:
Choosing & franchiss

bonus /'bounas/ noun [count] extra money that you are
paid in addition to your usual salary @ Christinas bonus

cotton /kot{a)n/ noun [uncountjcloth made from the white
fibres of a plant called a cotton plant a cotfon dress

disabled /dis'etb(a)ld/ adjective unable to use part of your
body or brain normally

overtime /'auva(r)taim/ noun [uncount] extra hours that
someone works at their job, or money that is paid for
working extra hours

vetire /m'tae(r)/ verb [intransitive] to siop working
permanently, especially when you are old He retired from
the army last month, :

sustainable /so'stenab(2)l/ adjective using methods that
do not harm the environment
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List of irregular verb forms

Infinitive Past simple Past participle Infinitive Past simple Past participle
be was/ were heen lay laid laid
beat beat heaten lead led led
become became become learnt learnt /learned learnt / learned
begin began begun leave left left
bend bent bent lend lent lent
bite bit bitten let let let
blow blew blown lose lost lost
break broke broken male made made
bring brought brought meet met met
build built built pay paid paid
burn burned / burnt  burned / burnt put put put
burst burst burst read read read
buy bought bought ride rode ridden
catch caught caught ring rang rung
choose chose chosen rise rose risen
come came come run ran run
cost cost cost say said said
cut cut cut see saw Seen
deal dealt dealt sell sald sold
dig dug dug send sent sent

do did done shake shook shaken
draw drew drawn shine shone shone
drink drank drunl¢ shoot shot shot
drive drove driven sing sang sung
eat ate eaten sink, sank sunk
fall fell fallen sit sat sat
feed fed fed sleep slept slept
feel felt felt speak spoke spoken
fight fought fought spend spent spent
find found found stand stood stood
fly flew flown steal stole stolen
forgive forgave forgiven stick stuck stuck
freeze froze frozen swim swam sWuIm
get got got take took taken
give gave given teach taught taught
g0 went gone tear tore torn
grow grew grown tell told told
hang hung hung thinl thought thought
hear heard heard throw threw thrown
hide hid hidden understand understood understood
hit hit hit wake woke woken
hold held held wear wore worn
hurt hurt hurt win won won
keep kept kept write wrote written
know knew known
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