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1) Travelling for work

Vocabulary Transport, accommodation and travel

1
1

2

2

Match the questions (1-8) with the answers (a-h).

Isyour flight on time? a lusedaridesharing app because

Where are you staying when you go to puklicBcanspar: (Bnigreat

Madrid? b |think they said we have to go to

How long will it take to get from Rome BN

to Miami? ¢ No, it's delayed by half an hour.

Are you going to hire a vehicle whenyou  d Ihave ameal or do a bit of shopping,
get there? then wait in the departure lounge.

Our flight leaves in half an hour. Where e |thinkit'saten-hour flight.

do we go now? : :
9 f I've gotareservation ata hotelin

What's his apartment like? the centre.

How did you get around when you were g It’sreally small, butit’sin a great
in the city? location, near all the shops.
What do you do when your flight is h No, we're going to use public
delayed? transport.

Complete the sentences with the words in the box.

abroad arrival departure landing local long-haul short-haul take-off

1 I've never been to another country. This is my first trip

2 The flight from Milan to Los Angeles takes almost fourteen hours.

3 We willarrive in Lisbon in about ten minutes. Please return to your seats
for

4 Pablo’s isat 10.30, so he needs to go to the airport now.

5 Whenyou're on the plane, you can’t get up or use the toilets during
or landing.

6 Their time was 9.30 but they were twenty minutes early, so they
had to wait for me to pick them up.

7 When | travel abroad, | like to try the food.

8 It'sa flight from Rome to Naples. | often go and come back the
same day.

3 Choose the correct option in italics.

1 Did you have a nice abroad / stay in New York?

2 Ritaworks in a holiday / youth resort near the beach.

3 Marco could only afford to stay in a budget / business hotel.

4 Tom always stays in a rented / resort apartment when he goes abroad.

5 The youth hostel / apartment was full of students from the USA.

6 The bed and breakfast / budget is cheaper than the hotel.

7 We're going to travel by coach / plane because our flight was cancelled.

8 MrTanaka would like to stay in a five-star luxury / lounge hotel during his visit.
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Grammar Comparatives and superlatives

1 Complete the table.

- Adjective Comparative Superlative
1 | hard havoler the hardest
2 | good
3 | small
4 | big
5 | expensive
6 | easy
7 | fun
8 | cheap
9 | bad
10 | formal

2 Match the comparatives and superlatives (1-8) with their opposite meanings (a-h).
1 best a more exciting
2 cheaper b more expensive
3 lessinteresting ¢ worse
4 most exciting d worst
5 less exciting e more difficult
6 most popular f leastexciting
7 easier g least popular
8 better h more interesting

o8}

Complete the questions with the correct form of the word in brackets. Use than
where necessary.

Isyour budget this year (small) last year?

What's (big) challenge when planning an event?

Do you think the red room is (good) the yellow room?
Are events like this one (easy) formal conferences?
Who is (organised) employee in your company?

Which was (fun): the circus theme or the beach theme?

Of all these, which is (good) sound system?

0 N o U1 B W N R

Who's (important) guest at the event tonight?

Match the questions in Exercise 3 (1-8) with these answers (a-h).
Yes, formal ones are harder.

c o &=

This one. The sound is great, but it’s the most expensive.

No, it's bigger.

a N

Both were great, but the beach theme was probably more successful.

I'think it’s getting the best team for the job.

-

Mr Templeton. He’s the Chief Executive.

Probably Chris. He’s the most experienced, too.

0 «a

No, I think it’s worse.

#



1 Travelling for work

Reading P

|
Careers focus: '

Dave Webster, Barnaby Kelly and Melissa Napier are Events Managers, but they got their jobs in
different ways. Dave studied events management at university and then got a job with a company that
organises conferences. He now manages a team of twenty. Barnaby left school and got an internship
with a company that organises business dinners and events. After six months, they offered him a job.
Following university, Melissa was a teacher for ten years before she decided to become a wedding
planner. She did a part-time course in events management and now she has her own company.

So, is this the career for you, too? Are you organised? Do you pay attention to detail? Do you have good
people skills? Can you manage a team and a budget? Are you good at schedules? Is your top priority
client satisfaction? If your answer to all these questions is ‘Yes’, then a career in events management
could be for you.

There are different types of jobs you can do as an Events Manager. You can work for an events
management company or for a large corporation like a bank or even a charity. Companies like these
have their own in-house planners who organise all their work events. Or you can work independently,
as a freelance planner. Many wedding planners, for example, are self-employed, helping individuals
rather than large corporations plan their parties and celebrations.

So, how do you become an Events Manager? Well, you could do a degree in events management at
university or you could do a shorter course — part-time if you're working. You could also volunteer or
get an internship with an events management company. Most internships are unpaid or very low paid,
but it is still a good way of finding out if it's the job for you. Getting some experience will also look good
on your CV and help you develop your career in the future.

If you're interested in learning more about a career in events management, please get in touch with
Nigel Brians at events4careers.

1 Read the article quickly. Complete the correct option to complete the title.
a Events management internships
b

Events management - is it for you?

(2]

Study events management at university

Read the first paragraph again and answer the questions.
Who has a degree in events management?

Who doesn’t have corporate clients?

Who didn’t go to university?

Who had a career change?

Who is responsible for a group of employees?
Who is self-employed?

Who is an employee? :

© N o u » w N = N

Who probably did unpaid work before getting a job?

Read the article again and decide if the sentences are true (T) or false (F).

= W

Big companies or corporations always use independent events management
companies to plan their conferences.

You need a university degree to get a job in events management.
You can learn how to manage events on part-time courses.
Doing unpaid work for events planners is a good way of getting experience.

Most successful Event Managers work for a large corporation.

o u A W N

Interns at events management companies are never paid a salary.
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Functional Making small talk

language 4

Complete the questions with the words in the box.

about(x2) come doing know live long prefer you
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How was your flight?

What are you in Brussels?
What do you know Coimbra?
Doyou Madrid?

Where do you from?

Where do you ?

What do you think this café?
Which do you ,Rome or Milan?
Do know Vasily?

Match the answers (a-i) with the questions in Exercise 1 (1-9).
Egypt. | was born in Cairo.

It's difficult to say. | like them both.
It was quick and easy - just over two hours.

No, I haven’t met him yet. I'm going to meet him tomorrow. ___
I'm giving a presentation at a conference.

I like it. The coffee is good and the food is OK.
No, I've never been to Spain, but I'd like to visit.
In Toulouse. I've lived in France for a year.

Well, I know it’s a very old university city in Portugal.

Explaining and solving IT problems

3A

4> 101 Match 1-10 with a-j to complete the sentences and questions from a
conversation between Elena and Ahmed from the IT department. Listen and check.

1 I'm having problems with a anew email account?

2 | don‘t know how b accesstheintranet.

3 Youneedtogo ¢ your new password.

4 Canyoutry going d my new laptop.

5 lcant e foryou.

6 I'm having trouble f toPrint Settings.

7 Try g emailaddress.

8 Ineedtogetanew h to Settings again?

9 Howdolsetup i toconnect to the network printer.
10 I'lldothat j connecting to the internet.

Look at the sentences in Exercise 3A again. Mark them ‘E’ if they are explaining
a problem or ‘S’ if they are solving a problem.

#



1 Travelling for work HEEDO

Writing Email - Asking for information

1 Match 1-10 with a-j to complete the phrases for an email asking for

information.
1 Dear a needs wi-fi...
2 |amwriting to ask for b thereisa..
3 Weare looking ¢ regards,
4 We needto d Sir/Madam,
5 Please can you confirm that e hearing from you
6 We would also like f have enoughroom ...
7 Each conference room g how far...
8 Could you let me know h foravenue...
9 Ilookforward to i tobook..
10 Kind j information ...

2 Choose the correct option in italics.

From: Annabelle Turner

To: The Manager, Regis Conference Centre
Subject: Venue facilities

Dear Sir/Madam,
| am writing to 'ask / enquire for information about Regis Conference Centre.

We are looking ?for / forward a venue for a three-day conference in September
this year. 3It needs / We need to have enough room for over 200 delegates in your
main conference room and we would also like three smaller conference rooms for
meetings. Each conference room “confirms / needs wi-fi as well. We need to have
coffee and tea available mid-morning and mid-afternoon, and we *will / would also
like to book your canteen for lunch on all three days.

Please could you éconfirm / tell that there is a car park available for at least forty
cars? Some of our delegates will drive. Could you also “tell / let me know if there are
any local hotels with discount rates for Regis clients or large groups? We will have
over 100 delegates each night.

| look &for / forward to hearing from you.
Kind regards,
Annabelle Turner, Events Manager

3 You are the Events Manager for your company. Write an email of approximately
120 words to a hotel asking for information about venues for a conference
dinner. Use the notes below.

Company celebrating 10th anniversary — 200 guests

Need:

¢ drinks and snack food in garden

¢ vound tables inside, 10~12 people at each table

o three-course meal, with vegetarian and vegan options
¢ band and space for dancing

* microphone and good sound system for speeches

Ask about: best pvice per person

>8¢«




2 ) Business location

Vocabulary Location
1 Match the places (1-8) with the descriptions (a-h).

1 factory a Shipsarrive and leave from here.

2 studio b People come here when they need to be in the main office.
3 lab ¢ Workers produce goods here.

4 car park d People drive between cities on this.

5 port e Artists work here.

6 warehouse f Companies store their products here.

7 motorway g People leave their cars here.

8 headquarters (HQ) h Scientists do tests here.
2 Choose the correct option in italics.

1 The city councilis going to access / locate the new airport close to the city centre.
2 This location isnt convenient / close because the train station is too far.

3 The peoplein this town don’'t have good access / port to a hospital.

4 The hotel facilities / factories included a fitness room, a spa and a restaurant.

5 Are there good transport links / warehouses in your country?

6 Headquarters/ Rents for commercial properties are so high that many shops

have closed.

~N

How close / convenient to the train station is the office?

8 We are going to open the new design (ab / studio next month.

3 Complete the extract from a memo to office staff with the words in the box.

access carpark closeto facilities headquarters links rents studio

MEMO

Our company has grown and our office space is too small now.

L have gone up in this area, so we are looking for new
offices outside the city centre where we can have better 2

including a gym and canteen. We need to find somewhere 3

an underground station, with good transport 4 to the
airport. We also need a ® for at least ten cars and
at for our designers. This office will be our 7

where we have our main offices, so it needs to be convenient for everyone.
Finally, we need easy @ to shops and restaurants.




2 Business location

Grammar enough and too

1 Match the sentences (1-6) with sentences (a-f) that have the same or

a similar meaning.

1 It'stooslow. a lItisn‘twarm enough.
2 Itisn‘t too difficult. b Itisn't long enough.
3 It'stoofar ¢ lItisn’t fast enough.
4 |t'stooshort. d It's quiet enough.
5 Itisn'ttoo noisy. e |tisnt close enough.
6 It'stoo cold. f It's easy enough.
2 Choose the correct option.
1 _ toflyfirstclass. 5 We___torun the business efficiently.
a I'mnotrich enough a haven't got too many staff
b Ihaven't got money enough b haven't got enough staff
2 Jo___todoany more work after the 6 There___ forustosolvein one meeting.
meeting so she went home. a are too many problems
a wastired enough b is too much problem
b g Yoo tred 7 The meeting ___to discuss everything
3 _ tobeontheboard of directors. on the agenda.
a He'stooyoung a wasn’t too much long
b Heisenoughyoung b wasn't long enough
4 There ___ hereforone person to do. 8 __ with heranalysis, so she has to

a istoo much work
b are too many work

write the report again.

a People enough disagreed
b Too many people disagreed

Complete the dialogue with one word in each gap.
: What do you think of this office space?
: It’s nice but I don't think it’s big ? for our company.
: Do you really thinkiit’s 2 small?
: Yes, and I'm not sure about the area either.

: Why is that?

W > @w > mw > W

: There are too 3 families living here, too * traffic and

4 enough parking spaces.
A: Butit’s such a nice part of town.

B: Yes, butit's®
underground station.

A: That's true. Itis®
better transport links.

noisy and it’s 7 close enough to the

far to walk. We need to find somewhere with

>10<




Listening 1
1
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#>201 Listen to a radio programme and choose the correct option.
The radio programme is mainly about

a cooking.

b restaurants.

c property.

Steve Harris helps people find the right place

a fortheir businesses.
b tolive.
¢ tohaveameal

Steve says that in an area with low footfall, there are

a many people.
b few people.
€ many amenities.

According to the interviewer, an area with high footfall has

a no other restaurants.
b lots of parking.
¢ lots of people walking there.

Steve explains that an expensive restaurant will do well in a part of town

a with cheap restaurants.
b with no other restaurants.
¢ with some expensive restaurants.

Another important consideration when choosing a location is

a transport links.
b traffic.
c size.

Listen again and decide if the statements are true (T) or false (F).
Steve Harris helps restaurant owners find city locations.

Most restaurants are still open after their first year.

It’s easy to open a successful restaurant.

It’s difficult to find the right area for your restaurant.

It's a good idea to choose an area with lots of competition.

You need to consider the amount of parking available.

Complete the interviewer’s notes with the words and phrases in the box.
There are two extra words. Then listen again and check your answers.

business location competition first high low price number rent second

A

Interview with Steve Harris - specialist in !

fewer than half of new restaurants succeed during their * Jear

footfall =2 of people walking past shop, restaurant or other business

new restaurant near other popular shops means * footfall

choose area with right kind of restaurants: right kind of food, and

customers

make sure there isn't too much © or you won't get enough customers!

other things to think about: transport links, parking and

#



2 Business location

Functional Checking and clarifying

language 4

1

o o N
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9
h

Put the words in the correct order to make questions.
immediately / you need someone / saying is / what you're / so / ?

that/ just confirm / canyou/ please / for us, / ?

you're looking / can | / with an MBA / just check / for someone /?

the benefits, / you be / yes, you mentioned / more specific / but could / ?

someone/ you need/ is that right / with experience, / ?

theright person/ do you mean /what /by /?

someone older / when you / do you mean / say experienced, / ?

one person / does that mean / more than / you need / ?

Match the questions in Exercise 1 (1-8) with the answers (a-h).

What | mean is, someone who will be good at this job.

Yes, of course. My appointment is at 2.30 p.m.

Yes, exactly, we are going to need two or three people.

Yes, what | mean is there’s a canteen and a free gym.

Yes, that’s right. We need someone right now.

Not necessarily older, but we want someone who has worked in this business.
Correct. We need someone who's been to Business School.

No, not necessarily, this could be their first job.

Opening a meeting, referring to the agenda and stating purpose

3

Complete the questions and sentences with the words in the box.

aim everyone goback like look moving reason see volunteer want

1
2
3
4
5
6
7
8
9

10

>12(

The reason | to have this meeting is to agree on a sales target.
Let’s at the last item on the agenda.

I'd to start at 9.30, please, so we can finish before lunch.

The main today is to find a solution to the packaging problem.
Does have a copy of the minutes from the last meeting?

Nice to everyone.

One for the meeting is to discuss the new marketing campaign.
Could I have a to do some research on warehouses for rent?
So, on toitem 6: let’s talk about the sales figures for the year.
Can we just toitem 4 on the agenda, please?




Writing Short communications

Hi Antonia,

I’'ve got an appointment to look at the location

1
1

2
3
4

N

3

Write the abbreviations for the phrases.

working from home WEH 5 bythe way

close of business 6 endofday

as soon as possible 7 foryour information

to be confirmed 8 estimated time of arrival
Choose the option that would be most appropriate for an informal text
message.

Not in office today. . 4 _ outside restaurant.

a WFH a We're meeting

b ETA b Meeting

¢ TBC ¢ I'llmeet

Onmyway. . 5 Everybodycomingto___ .
a lwillarrive in ten minutes a the conference

b Iwill be withyouin ten minutes b aconference

¢ Withyouinl0 ¢ conference

Need to speak to you. Call ___. 6 Needreportby .

a BTW a EOD

b ETA b the end of the day

¢ ASAP c FYI

Complete the email and text messages with the words in the box.

appointment EOD FYl rearrange see TBC thanks WFH

s o

Hi, Roberto. *
tomorrow afternoon, so any time in
the morning is fine. Thanks!

for the new factory tomorrow morning, time

1
2

. Is that OK with you, or shall |
for the afternoon? The owner

Great! ® confirmed
tomorrow 10.30 a.m.

is only here for a couple of days, so please let me 6 , three other
know by 3 . companies also interested.
Regards,
Roberto OK.” for telling me.

8

you tomorrow.

Write an informal email to a work colleague. Follow these steps.
Greet him/her.
Say your report is almost ready.

To finish it, you need last month’s sales figures. Ask him/her to send you the sales
figures for last month.

Tell him/her you will finish it by the end of the day and send it to him/her.
Remind him/her that you are working from home tomorrow.

End your email.

#



3) Retail

Vocabulary Shops and the shopping experience

1
1
2
3
4
5
6
7
8

2

Match 1-8 with a-h to complete the sentences.

There are three new clothes a centre near the office.

There isn't a department b customers after 11 p.m.

They are building a new shopping ¢ thebill because she didn’t have any money.
Waterstones is a chain of d aprofitin the first year of a new business.
Lisa didn't pay e shops on the High Street.

=

Vicente charged us €50 for his services.
The restaurant doesn’t serve g storein the centre of town.
h

It's difficult to make bookshops in the UK and Europe.

Complete the questions with the words in the box.

bakery branches butcher’s charge pharmacy profit serve VAT

0 N o U1 B W N R
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Is included in the bill?

[ buy all my meatat the next to the office.

Do they sell brown bread at the round the corner?

How many does your bank have in the city?

Do they extra for using a credit card instead of cash?

Does Valeria’s business make a good ?

How many customers did you today?

Can you buy me some cough medicine when you go to the , please?

Choose the correct option in italics.
Many online retailers dont charge / spend for delivery - it’s free.

The owners made / spent a lot of mistakes when they first opened the restaurant.
We order / serve more customers at weekends than on weekdays.

| prefer to buy / shop for clothes online.

I'm in a hurry, so I'm not going to order / spend any more to eat.

The biggest branch / chain of the fashion retailer Zara is in Madrid.

Did you have to pay / serve for your new work phone?

It costs / pays a lot of money to travel first class on the train.




Grammar PastSimple

1 Complete the dialogue with the correct Past Simple form of the verbs in brackets.
A: Hil That's a lovely jacket. Is it new?

B: Yes, It (buy) it yesterday because | need a smart jacket for my
presentation next week. | 2 (go) to that new shop on the High Street.

A: Did you?3 (there / be) a lot of people there?

B: Yes, * (there / be). It® (be) really busy.

A: ¢ (you / see) anybody you know there?

B: Actually, s (see) Ludwik, the new Sales Director. He was looking for
anew tie.

A: Ah, for his presentation tomorrow! And 8 (you / buy) anything else?

B: No, I° (decide) to go home after | 1© (pay) for the

jacket. It was really expensive!

2 Write sentences in the Past Simple. Do not change the order of the words.
1 they/meet/the Manager last week/ but/they / not meet/ the Finance Director

2 |/ notthink/the report/be/very interesting

3 Rafael/ring/when/you/be/out

4 Nami/write/areport/on oursales in Asia last year

5 Sarah/hear/the news/when/she/be/atwork

6 Hans/tryon/lotsof suits /but/he/not buy / any of them

Past Continuous

3 What were they doing at 3 o’clock yesterday afternoon? Complete the
paragraph with the correct Past Continuous form of the verbs in the box.

answer check have order talk(x2) tryon write

Carola’ a report. Marco and Frances 2 a meeting
with the Marketing Manager. Pedro 3 questions about the new
marketing plans. Sue * more paper for the office printer.
Bill ® to his boss about the latest sales figures. Matteo
6 clothes in the shopping mall. Harry and Rita ’
on the phone. Svetlana ® the sales figures for the month.
4 Match the questions (1-6) with the answers (a-f).
1 Did you buy anything? a ldidn‘tgo.lwasworking until late.
2 Whatwere they doing all morning? b Sorry! | wasn’t listening.
3 Didyouhearwhat | said? ¢ No, we were just looking at suits.
4 Do they know each other? d No, it wasn't. It was snowing!
5 Did you enjoy the party? e They were updating the software.
6 Wasitrainingin London? f Ithinkso. They were chatting like old friends.

#



3 Retail

= Ret a i | woh d "~ =y | Youmay not think of Lishon as a top shopping destination, but think

. . again. There are so many interesting and unusual shops in Lisbon
in Lisbon it's difficult to choose which to write about in my blog.

Bookshops, old and new
Let’s start with bookshops. Lisbon is full of bookshops. The Portuguese love reading! The oldest in the world,
Livraria Bertrand, is here. It opened in 1732, was destroyed in the earthquake in 1755, moved to another
building, and has now been in the same place in downtown Lisbon since 1773. The Bertrand has had many
different owners over the centuries and today it is a chain with over fifty bookshops in Portugal and Spain.

Less traditional and much newer is Livraria Ler Devagar, which translates as ‘The Read Slowly Bookshop'.

It opened in 1999 and people say it's one of the most beautiful bookshops in the world. It's full of books from
floor to ceiling, and there are two cafés where you can sit and relax, meet friends or just read a book. It also puts
on cultural events, including exhibitions, concerts and plays. It's much more than just a place to buy books.

Independent pop-ups

If bookshops aren’t for you, try something quite different. Go to Embaixada (‘Embassy’ in English), where you
can find original Portuguese design. It first opened in 2013 and is like a small shopping mall or department
store in a beautiful, nineteenth-century palace. Each room in the palace has an independent pop-up boutique
with different Portuguese brands and designs, including fashion, jewellery, cosmetics and interior design.
There is also a café and a restaurant with a garden terrace.

From the new to the very old

If you love open-air markets, go to Feira da Ladra. This is a flea market like Portobello Market in London or
Marché aux Puces de St-Ouen in Paris. Open twice a week, on Tuesdays and Saturdays, it is the place to go to
find second-hand clothes and antiques, coins, stamps and almost anything else you can think of. Over 800
years old, it's one of the oldest flea markets in Europe.

1 Read the blog post and tick the correct column.

. Livraria | Livraria Ler | Embaixada | Feira da
Bertrand | Devagar Ladra

1 | It openedin 2013.

2 | Itopened in 1999.

3 | It’'s more than 800 years old.

4 | Itis part of a chain.

5 | You can find Portuguese brands here.

6 | You can buy used clothes here.

2 Read the blog post again and choose the correct option in italics.

1 The author didn’t find it easy / difficult to choose which shops to write about.

2 Livraria Bertrand is in the centre of / near Lisbon.

3 Livraria Bertrand is / isn’t in its original building.

4 There are few / many bookshops called Bertrand in Spain and Portugal.

5 The pop-up shops in Embaixada are / aren’t part of a chain.

6 The newest / oldest store described in the blog post is Embaixada.

7 Feiradaladraisopen two/ three days a week.

8 Thereisa huge /isn’t much variety of goods to buy in Feira da Ladra.

3 How does the author of the blog post feel about Lisbon?

a She thinksit’s a strange place.

b She doesn’t thinkit'sa good shopping destination. ¢ She’s very positive about it.

>16 <«




Functional

language 4,

#

Solving problems

from another sentence.

What to we give yo

O 0 N o U1 A W N B

Signposting a pre

I'll see can Tariq can increase the budget.

u an extension?

sentation

Why don’t me ask Julie to make some calls?
Someone we help with calls would really speed things up.
Let make see if | can get IT to give you some support.

Having some help from IT would about a big difference.

An extra ten or fifteen percent if be a big help.

What else would we do to help you get it done on time?

How if getting someone to check the sales figures again?

The words in bold are in the wrong sentences. Replace each with a word in bold

we

#>3.01 Listen to four conversations and check your answers to Exercise 1A.

2 Read the sentences in the table and choose the correct option in italics.

b

c

d

I'd like to start *off /
on by talking about

Let’s move “off / on
to the results of our

So, just to ’add /
sumup, hereis

That®brings / takes
me to the end of the

our budget. survey. Arne with the main | presentation.
points.
Let’s jumpright2in/ | I'll*give / hand you | So, to recap fon/ Let'swrap it *up /

on with this list.

over to Kim to show
you the figures.

with the main
points so far, here
are the issues to
consider.

over there.

So, let’s*be / get
started.

Let’s look ¢at / on
the graph in more
detail.

3 Write the headings in the box in the correct column in the table in Exercise 2.

Continue PP

Repeat C

Start »

Stop [

4 Complete the sentences using the words and phrases in the box.

Finally Firstofall S

econdly Then

1

2

to the product.

4

to meet before we launch the product.

we'll splitinto groups to discuss solutions.

, I'd like to begin by presenting the results of the survey.

. I'll go on to talk about where we need to make improvements

,I'll provide a timetable of important dates and targets we need




3 Retail HEEDO

Writing An online review form

1A Putthe words in the correct order to make statements from an online hotel
review form.

1 isreasonable, / very convenient/is a car park. / the location is / and there / The price

2 stayat/once or twice a month. / We usually / the Hotel Atlantico

3 VYes./iseasy to/always park/ get to, / The Hotel Atlantico / and the rooms / are
comfortable. /you can

4 and sales conference. / had a marketing / Our company

5 isabit/and some of / Room service / the rooms / slow sometimes / are quite dark.

6 tendaysago./laststayed/ atthe hotel/ We

B Match the questions from an online hotel review form (a-f) with the answers
from Exercise 1A (1-6).

How often do you stay here?

o o2

When did you last stay here?

What was the purpose of your last visit?
What do you like about the hotel?

Is there anything you aren’t happy with?

- o Qa N

Would you recommend us?

2 What type of information do the answers in Exercise 1A (1-6) include? Read
them again and match the answers with the headings (1-4).

Background: __,
Good points: __

Bad points: ___

5 W N =

Recommendation:

3 Complete the online restaurant review form below. Use these notes.

+ Daisy's restaurant — once a month DAISY’S
* dinner — a week ago RESTAURANT REVIEW FORM

* dinner with boss and Sales Manager

. We value your feedback. Please leave your comments here.
to discuss new sales strategy

1 How often do you eat here?

* food: excellent; atmosphere: great
* service: sometimes slow later in 2 When did you last eat here?

evening; some tables too small

. 3 What was the purpose of your last visit?
* would recommend Daisy's for lunch s %

or early dinner

4 What do you like about our restaurant?

5 Is there anything you aren’t happy with?

6 Would you recommend us?

>18<(




4°Y Work patterns

Vocabulary Describing jobs and contracts

1
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Choose the word which CANNOT be used with the word in bold.
temporary / fixed / permanent worker

working day / shift / life
retired / full-time / part-time contract
permanent worker / intern / employee

flexible / patterns / fixed schedule

Add the missing letters to complete the words in the sentences.
F X e work patterns are great for students.

Myw ___ _ ingdayisfrom ten tosix.

There isn’t much variety in my working L __f__
Thereare300em __L__y___ sinthefactory.

The supermarket is one of the bestem __L__y____ sintown.

During the university holidays she workedasani____e__nina bank.

Choose the correct option in italics.
Emil did four ten-hour contracts / shifts last week.

There are more staff / worker in the restaurant in the summer months when the
tourists come.

Tina has always had a job. She’s never been full-time / unemployed.
Jorge is permanent / retired now - he’s 67 years old.
Pierre has always worked here. He’s had the same intern / employer for twenty years.

We don’t need full-time employees / schedules at the moment, but we could use
some part-time workers.

Veronica loves being self-employed / employed because she likes not having a boss.

Kenzo needs a permanent / temporary job for a few months until he goes to university.

click here for more pdf books https://t.me/EnglishZoneTextBooks
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4 Work patterns

Grammar Present Perfect Simple

1 Complete the sentences with the correct Present Perfect Simple form of the
verbs in the box.

enjoy notfind have give learn notreceive teach work

1 What lessons (you) in your new job?

2 My colleagues me a lot about the business.

3 We any information about the job. We don’t know anything
aboutit.

4 (your boss / ever) you too much work?

5 Tony in three different banks.

6 Yuki it easy to get a good job. She’s still unemployed.

7 We our job here very much. It’s been great!

8 (Gabi) time to read the report?

2 Complete the questions with the correct Present Perfect Simple form of the
verbs in brackets and ever.

(you / break) your laptop?

(you / drive) a bus?

(they / meet) the Chairman?

(Nadia/ give) a presentation?

(you /win) a contract?

o v B W N =

(Ji-Sung / write) a sales report?

U

Complete the short answers. Then match the answers with the questions in
Exercise 2.

No, they . They are going to meet her next week.

o

Yes, he . He wrote one last month.

Yes, | .I'had to buy a new one last week.

a N

No, | .1 hope I'llwin one soon.

No, | .l haven't got a driving licence.

-

Yes, she .She’s given lots of presentations.

Choose the correct option in italics.
Diana has / hasn’t never had a bonus.

Moritz has broke / broken his work phone.

Fabian has ever/ neversold a car.

Carlos has buy / bought many books about business.
Have they ever flew / flown business class?

Has Chang ever written / never wrote a financial report?

| haven’t / never have read her book about marketing. It’s too long.

©® N O U D W N =

Have you met / met ever all the employees in the office?
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Listening 1 4401 Listen to an interview with a student and tick the jobs she does.
1 working as a chef ]
2 taking food orders ]
3 serving food in restaurants ]
4 pouring drinks at events ]
5 delivering fast food ]
6 delivering parcels ]
7 working as a hotel receptionist ]
8 working in a pharmacy ]
9 working as a domestic cleaner ]
10 promoting holiday events ]
2 Listen again and decide if the statements are true (T) or false (F).
1 Amy doesn’'t have to pay rent. _
2 The flexibility of the gig economy is good for Amy. _
3 Amy doesn’t like working for the catering company. _
4 Theinterviewer doesn't think being a bike courier is safe. _
5 Amy often delivers food to office staff. _
6 After shefinishes university, Amy wants a job that offers training and a pension.
3 Listen again and complete the sentences with one word.
1 Amyisstudying at the moment.
2 Shewants to workin the industry when she graduates
from university.
3 She needs to earn money to pay and buy food and clothes.
4 When she has , she works less or stops working for a while.
5 Shesays that some of her are also working in the catering
and hospitality industry.
6 She hasdone a lot of cycling and has never had an
7 Asa courier, she often delivers parcels or
8 Sheis happy to carry on working in the economy while she is
astudent.
4 Choose the sentence which best describes Amy.
a She’s hard-working and wants an interesting and secure job in the future.
b She’srelaxed about work and would like to continue working for different companies.
¢ She’shappy to workin a dangerous environment.




4 Work patterns

Functional Facilitating a decision-making meeting

la nghage 1 Match 1-10 with a-j to complete the sentences and questions.
1 Wedon't have to a input, everybody.
2 Whatare your b you think.
3 We haven't heard much ¢ into anything.
4 Canwe goaway d take animmediate decision on this.
5 Id like to know what e apoint.
6 Doesanyone have anything f elsethey’d like to add?
7 Id like to get your input g thoughts on this?
8 Thanks for your h before we make a final decision.
9 Youmay have i andthinkaboutit?
10 Let’snotrush j fromyouJohn. What do you think?

2 Which sentences or questions in Exercise 1 ask for input from colleagues?

Rescheduling appointments on the phone

3 %402 Complete the dialogue between Pavel and Laila with the phrases in the
box. Then listen and check.

checkmyschedule doyoumindif I'mcallingabout itforward outforme
shortnotice soflexible toconfirm topostponeit whichisbetter

P: Pavel Orlov speaking.

L: Pavel, hi.It’s Laila.

P: Hi, Laila. What can | do for you?

L: Well,? our meeting on Tuesday next week.
P: You mean, the 12th? Do you want 2 ?

lis

No, no. It’s just that I've got a bit of a problem. You see, there’s a training session at our
head office on Tuesday and | really have to be there.

P: That's OK. Don'tworry.

L: I know it’s a bit?

P: No, that's fine.

L So* we fix another time to meet?

P: Fine.Let mejust® ... I'm free on Friday the 15th. How does the

morning suit you?

Oh sorry, Pavel. I'm busy all day on Friday. How about Thursday?
: No, sorry, Thursday’s © , I'm afraid. All-day meeting ...
OK...Um, can we bring’ , maybe? How about Monday the 11th?

: Yeah, Monday’s good.

Great.® foryou: morning or afternoon?

: Morning’s fine.

Right. So just® :the meeting will be on Monday the 11th.
: Yes, Monday morning. 9.30?

Perfect. Thanks for being *° , Pavel. | appreciate it.

PR RPRE IR IENR

: No problem. See you then.
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Writing Confirming arrangements

1 Read the email below and answer the questions.
When is the meeting?

What is the meeting about?

How long is the meeting?

1
2
3 Where is the meeting?
4
5

What does Kurt invite Ms Duarte to do?

N & 0
Dear Ms Duarte,

This is to confirm our meeting on Thursday 21st March at 4.30 p.m. to talk about
our plans for the new interns arriving next month. The meeting will take place in our
offices in Berlin.

The meeting will last until 6 p.m. and | would like to invite you to stay for dinner. Feel
free to call me if you have any questions.

| look forward to meeting you on Thursday.
Kind regards,
Kurt Mayer

2 Complete Ms Duarte’s reply with the words in the box.

able at best email far forward in unable

=
Dear Mr Mayer,
Thank you for your ! . | am delighted to confirm that | am
2 to attend the meeting on Thursday 21st March 3
4.30 p.m. Could you tell me how # your office is from my hotel?
Unfortunately, | am ° to stay for dinner as | am flying to Lisbon
& the evening and need to leave at 6.30 p.m. for a flight at 9 p.m.
I'look ” to our meeting on Friday!
All the & ,

Leonor Duarte

3 Write an email to your colleague Takashi confirming a meeting and inviting
him to do something after the meeting. Include the information below in
your email.

Subject — marketing plans

Time and date of meeting — 2.30 p.m. on Wednesday 3rd October
Place — conference centre

What time the meeting ends / How long it is — 430 p.m. / two hours
Invitation — tea or coffee

#



5% Money

Vocabulary Money

1 Match 1-7 with a-g to make collocations.

1 financial a economy

2 withdraw b by credit card
3 mobile € system

4 tax d register

5 cashless e cash

6 cash f revenue

7 payment g wallet

2 Complete the dialogues with the words in the box.

cash dispenser  cashlesseconomy  cashflow financialsystem mobile wallets
penny petty cash short of cash

: So people never use coinsina .Is thatright?
: Correct. They don’t use coins or paper money.

: Do you have any small change for the ticket machine?

: No, I don't have a in my wallet!

: Do you have to pay cash in this market?

N
m > W > W >

: No, they accept money via but you need to have the app on
your phone.

: Do you know where | can get some cash?

: Yes, there’s a in the shopping centre.

: Shall | get some coffee and snacks for the meeting?

: OK, you can take some money from the

: Canyou lend me €107

: Sorry, I'm a bit just now.

: There isn’t any money in the business account!

: I know, we've got a bit of a problem with at the moment.

: Isthe in their country similar to ours?

[-))
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: No, it's different. Their government has more control.

Choose the correct option in italics.

3
1 Dispenser/ Payment for goods under €10 has to be made in cash.
2 Payinthe local currency / revenue when you are abroad.

3

It's important for the government to increase tax flow / revenues for the whole
country.

-}

The cash crunch / short meant that there wasn’t enough paper money or coins in
the economy.

5 Please come this way to pay at the cash register / withdraw.
6 We have to pay cash on delivery / system. We can’t pay later.
7 I'm not going to flow / withdraw any cash until I'm paid.
8

When | was a student, | didn’t have a bank account so they paid me cash currency /
in hand.
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Grammar First conditional

=2
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Choose the correct option in italics.

You won't pay interest if you pay off / will pay off your credit card straightaway.

If you eat out all the time, you spend / will spend a lot on food and entertainment.
If you don’t / won’t want to borrow the money from the bank, I'll lend it to you.
You'll save money if you walk / will walk or cycle instead of using public transport.
If the banks stop / will stop lending money, they won't get any interest.

It will be cheaper to borrow money if interest rates go down / will go down.

If youworkin a team, you do / will do the job more quickly.

She won't lend you any money if she doesn’t / won't get the job.

Complete the sentences with the correct form of the verbs in the box.

ask be lend need(x2) pay save sell

Ifwe cash, we’ll get some from the cash dispenser across the road.
The government will get more tax if everyone for everything

with cards.

You'll have to accept debit or credit card payments if you

goods online.
If you haven't got any money, we you some.

| a lot of money every week if | take coffee to work instead of buying
itina café.

If they need to borrow a lot of money for the business, they for
financial advice before they make a decision.

Ifthere a lot of inflation, prices will go up.

You dollars if you trade with the USA.

Write first conditional sentences. Do not change the order of the words.
I/ pay/cash/if /they / not accept/ credit cards

if /we / need/a bigger office / we / move

I/ borrow / from the bank /if / 1/ need / more money to pay employees’ salaries

they /save/ a lot of money / if / they / not employ / many people

if /we / not get/ aloan/we/notbuy / the office space

if / he/ raise/ his prices / we / not shop / there / anymore




Reading

() /OU

Credit card ;////// cash%

1 Recently, | went on holiday abroad. | thought about getting 4

some local currency but decided to withdraw cash at the
airport when | arrived. You can often find a cash dispenser in
the baggage area. But | forgot, and it was only when | got on
the bus that | remembered. ‘No problem, said the driver. ‘You
can use your card!

2 Incredibly, | was away for a whole week and | never used cash

once. | paid for everything, from a cup of coffee to the hotel 5

bill, using my card. It was convenient and easy, and it was
secure. | had no cash on me - only cards. If | lose my card or if
somebody steals it, | ring the bank and cancel it immediately.
If I lose cash, then it is lost and | never see it again.

3 ‘But,/you ask, ‘isn't it easy to spend more when you are using 6

a card? With cash you always know how much you have!
That’s true, but it’s easy to check your bank balance and make
sure that you haven’t spent more than you can afford. You
can go online or even check at a cash dispenser.

/ T s %
~ 1)C =% o ' / 7//’, ,/////1 7

i/ .

|
‘///‘,J'I

So what other advantages are there to using credit cards
instead of cash? Well, we've discussed security and that is
a really big advantage. Not only if you get robbed, but also
if you buy something that is broken or faulty. If you pay by
credit card, the credit card company can help you get your
money back. If you pay cash, it's you against the seller and
you will have to fight very hard to get your money back.

Then there are all the credit card rewards that you get every
time you use your card. For example, you can earn points on
some store cards every time you buy something, so eventually
you get a small discount in that store; or there are travel
rewards that mean you can get free flights on a future holiday.

Finally, using a credit card means that you begin to have a
credit history, which you'll need if you want to get a mortgage
or borrow money to buy a car. The secret is to pay your credit
card bill immediately - this avoids interest charges or getting
into debt on your credit card. Then you'll have all the benefits
and none of the disadvantages of using a credit card.

1 Read the article and tick the correct column in the table.

Cash Credit card

less secure

you have to pay interest

easier to see how much you‘ve got

harder to get your money back on faulty goods

you get rewards

you create a credit history

Read the text again. Which paragraph (1-6) mentions the following?
what you need to do in order to be able to borrow in the future

an advantage of using only cash

buying a bus ticket with a credit or debit card

c
d anadvantage of using a credit card when you buy something thatisn’t perfect

why credit and debit cards are safer than carrying cash

-

a disadvantage of using credit and debit cards

not remembering to get any cash at the airport

= (=]

a disadvantage of paying for things in cash

i ways that you can save money if you use credit cards

Decide if these sentences are true (T) or false (F).
The author of the article thinks it’s better to use credit cards than cash.

She doesn’t think you need to pay your credit card billin full every month.

w N o= W

It makes no difference if you pay for things with cash or a credit card.
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Functional Agreeing on team roles in meetings

language 4

1

N

T 2

¢ Fine.ldon’t mind swapping with him.

Put the words in the correct order to make sentences and questions.
everyone / OK/is that / with /?

the presenter / I'd like / to be / you

doit/Id like /Kamal to / don't mind, / if you

you like / how would / the project plan/ to develop / with Camilla / ?

with Martin / how / you feel / swapping / about / would / ?

the team meetings / could / I was / you / thinking / chair

happy / that's fine by me / if you're both / the presentation, / to give / then

perhaps / and she can create the PowerPoint / could swap / you and Marta / for us

Match the sentences and questions in Exercise 1 (1-8) with these responses (a-h).
No, I don’t mind. He’ll do a good job.

That would be great. I'm not as good as Marta at creating PowerPoint slides.

No, not really. We're not all that happy with this plan.

Great! | don’t mind presenting on my own, but I'd prefer to do it with
someone else.

Sorry, but I'd rather not. I'm not very good at presenting.
Really? I'm not as experienced as Oscar at chairing meetings.

Great. We're good at working together.

Quoting figures in presentations

3

1
2
3
4

Match 1-8 with a-h to complete the sentences.

Have a look at these figures, which a getting things right for the Chinese

market.
As you can see, sales are up
To put thatin context, that’s almost b ?hlgbr;(\)re marketing in Burepe i in

To give you an idea of how much that is,

: ¢ show how much we’ve sold this year.
it comes

Perhaps the most surprising thing is that dl TRBHER SO0 TS hid Ry Weel
over e oursalesin other markets.

The key takeaway here is that we are f by 25 percent.

In summary, what we need is to increase g 30 percent of our products are going

This clearly means that we need to be to China.

doing h twice as much as we forecast.

#



Writing Letter about a price increase

1
1
2
3
4
5
6
7
8

2

Match 1-8 with a-h to make sentences from an email about a price increase.

As you know, we have not raised a if we do notraise prices.

Unfortunately, because of rising costs, b please do not hesitate to contact us.

The quality of our products will suffer ¢ sothatour prices still remain
competitive.

We are sure you will agree

We are keeping the rise small 4 AT rises for Wary s

We enclose a new price list e tosupplyingyou in the future.
If vou have anv duestions f we now need to increase our prices by
’ i ' 3 percent from 15th January.
Ygs;?g:vt;/%u for your business and g with i [esten

h that quality is very important.

Complete the email with the words in the box.

agree avoid hesitate increase price raised rise suffer supplying unfortunately

3
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SUpPLE AND soxs - Unit 12 Bowler Industrial Estate,
LEATHER Cardiff, CF83 3HX

The Purchasing Manager

Clare’s Shoes
Unit 6 Gardner Industrial Park
Glasgow G53 4HR

17th March 2(
Dear Sir/Madam,
As you know, we have not ! our prices for at least five years. 2 ;
because of rising costs, we now need to our prices by 3.5 percent from
1st June.
We have tried to 4 any increase but the quality of our leather will
5 if we do not raise prices. We are sure you will ¢ that quality
is very important so we need to continue to produce the best materials. We are keeping the
! small so that our prices still remain competitive.
Enclosed with this letteris a new ® list. If you have any questions, please do
not? to contact us.
We appreciate your business and hope that you will understand our situation. We look forward
to™ you in the future.
Yours faithfully,

Giovanna Batta

You are a wool supplier for clothing companies. Write a letter to your customers
explaining that your prices have to increase. Use the notes below.

Reason for writing (paragraph 1): price increase 6% from 10th October

Explanation (paragraph 2): increase in wool prices worldwide —
quality will suffer

Enclosures (paragraph 3): new price list

Positive conclusion (paragraph 4): thank you, appreciate your business;
look forward to supplying you in future




6 ) Teamwork

Vocabulary Teamwork

1
1

2

3

Choose the correct option in italics.
lagree / trust my colleagues to do their jobs well. | give them responsibility.

Kamalis a very experienced / reliable member of the team. He always meets
deadlines.

We need experienced / reliable people to do this job. We don’'t have time to train
anybody.

Renata is very good at dealing with / cooperating with complaints. She usually finds
a solution for the customer.

You really need to cooperate with / manage others if you want to work in a team.

The team are very good at conflict argument / management. Any issues are dealt
with quickly.

We have finally reached an agreement / argument. The contracts are ready.

| dont think the team has enough respect / agreement for their boss. They often
ignore him.

Complete the sentences so they have the same meaning as the sentence above.
We are in complete agreement.
We with each other completely.

Tom and José are usually very good at communication.
Tom and José usually very well.

The management of the team was very good.
They the team very well.

There wasn’t any trust between them.
They each otheratall

The team had an argument during the meeting.
The team during the meeting.

Is there cooperation between the directors?
Do the directors with each other?

Complete the sentences with the words in the box.

agreement argue conflict cooperation disagree experienced reliable respect

1

If you want to stop the argument with him, don’t with everything
he says.
If you want to have everybody’s ,you need to deal with difficult

issues quickly and fairly.
If they want to make progress as a team, they need to improve
If you all the time, it will be difficult to reach an agreement.

Our boss needs to be good at management because her group often
don’t agree with each other.

If he wants to get a better job, he needs to be more and do what he
says he’s going to do.

If everyone reaches a(n) on what we should do about pricing, we
can make a decision and end the meeting.

If you want a(n) manager, you should choose somebody who has
done the job before.

#



6 Teamwork

Grammar Pronouns with some- and every-

1 Choose the correct option in italics.

Why are the sales team so angry? Is it someone / something | said?

Someone / Everyone has taken my laptop by mistake.

| looked everywhere / somewhere for my glasses but | didn’t find them.
Somewhere / Someone told me the news about your new job. Congratulations!
Is something / somewhere wrong with this report?

Is somewhere / somebody meeting us at the airport?

| saw everything / everyone that happened in the office.

0 N o 1 A W N R

Everybody / Everywhere at the conference had a great time.

N

The words in bold are in the wrong sentences. Replace each with a word in bold
from another sentence.

Do you know everywitiere who can do this job? __comeone
Tina has got somebody very important to say.
Greg is something else this afternoon - he’s not in the office.

Is somewhere going to help me or do | have to write the report by myself?

u H W N =

Something in the office starts work at 9 a.m. because we want all the staff to come in
at the same time.

()]

| want to go everybody abroad to get some work experience.
7 Isthere someone | can do to help with this problem?

8 We want to sell our new products somewhere, not just here.

3 Complete the sentences with pronouns starting with some- or every-.
11s ready on the laptop for this presentation?

2 has arrived for the conference. We're all here.

3 I've been to find raw materials for our products. I've visited

every continent!

4 We need to find to do this job. We can’t do it ourselves.

5 Didyou see at our headquarters or only a few people?

6 People don't want our products anymore. They want different.
7 they said about my job was a lie.

8 lwanttowork smaller and closer to home.
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Listening 1
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6 The team-building activity isnt going to be competitive.

%601 Listen to a meeting to discuss team-building ideas for new employees
joining a company. Answer the questions.

What's happening to the business?

What needs to happen as quickly as possible?

What suggestions does the manager need?

Why aren’t they going out to lunch?

What could scare the new employees?

Who would be in each group of four or five employees?

Listen again and choose the correct option.

How many new employees are joining the sales team?

a five b ten c fifteen

How many new people will be employed in marketing?

a one b two c three

How many employees are joining the research and development team?
a two b three c five

In the team-building activity, how many things do the employees in each group have
to find in common?

a one b three c five

How long will each team have to complete the team-building activity?
a anhour b forty minutes ¢ thirty minutes

What prize could they win?

a lunch out b dinner ¢ chocolates

Decide if these sentences are true (T) or false (F). Listen again and check your
answers.

There will be more new people in the sales department than in the office.
There won’t be any new people in the production department.
The company may hire more staff in the near future.

The manager also asks participants to say which departments they think
need more staff.

The manager suggests holding the team-building activity at the weekend.




6 Teamwork

Functional Encouraging and motivating

language 4

1
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Choose the correct option in italics.
I know exactly how / why you feel!

Look on the bright / happy side.

That's too bad / worse!

I'm sorry it didn't work in / out for you.

| hope / wish you're not too disappointed.

It sounds as / like you put a lot of work into it.

I know how / what important it was to you.

If it makes you be / feel any better, | applied for fifty jobs before | got an interview.
Put it ahead / behind you and move on.

The question to ask yourself is: what can | learn / teach from this?

Which two expressions from Exercise 1 show that the person responding has
had a similar experience?

Supporting, building on and questioning ideas

3
1

>»32<C

Complete the words in the sentences.

While wereonthes___ j_ _ tofgraduate recruitment,w ____ don’t we offer more
formal training?

Thereisthep____ b__e__ofattracting more women into our profession. What can
wedoa____ _ tthat?

I'mjustw______e__i__gaboutthe budget for more paid internships. How can we

m__n__g__that?

And doingthatm ____ n__wecana____o offer more jobs with six months of
training in our headquarters in Japan.

Match a-d with i-iv to complete the sentences.

Perhaps we could go into schools and i aboutincreasing the budget for
encourage more girls internships.

You know, that might not be such a bad ii formal training means we would get
idea. Offering more graduates applying.

I really like that idea. If we do that, iii also offer Japanese language lessons.

P WEean iv to apply to study engineering at

Of course there is the problem of cost. university.
We'll need to talk to the board

#>6.02 Match the sentences in Exercise 3 (1-4) with the responses in Exercise 4
(a-d). Then listen and check.




Writing Making requests

1 Read the email and choose the correct option in italics.

From: Fabio Silva, Team Leader

To: Soft drinks team

Re: Instructions for choosing a new supplier

Hello team,

I’'m writing 'for / to let you know we have decided to look for a new glass bottle
supplier for our soft drinks range. Unfortunately, the supplier we’ve used ?to / for
the last ten years has increased its prices by 25 percent. This is too expensive and
makes a significant cut to our profits.

It also means we’ll need a new supplier %in / on three months’ time, so we need to
start looking immediately.

Mario, “would / if possible you make a list of glass bottle suppliers in Europe and
choose ten to visit ®about / by the end of the month? Then 8/°d like / could Ed, Kaori
and Susana to visit the factories and write a report comparing prices, quality and
how quickly they can deliver. 7I'd like / Could Susana take photos of the factories and
products too, please? After that, we’ll have a meeting to decide which supplier to
choose.

Finally, we’ll need to inform our present supplier of our decision to stop using their
products. Tina, would you émind / possible being responsible for that?

Do you °know / think | could have a list of suppliers on my desk by the end of next
week?

Thank you '°for / of your hard work, team!
Best,
Fabio

2 Complete the requests with one word.

1 I'd be grateful Simone could contact our clients and let them know
about the new range.

2 Doyou you could arrange for the team to send new samples to
our clients?
If possible, I'd Ruben to call our clients and take orders.

4 you ship the orders out at the beginning of the week?

5 Would you visiting our new supplier?

3 Write an email to your team giving them instructions to find a new supplier.
Use the information below. Try to use different phrases for making requests in
your email.

« You work in a factory that produces cotton shirts.

« You want to change your cotton supplier because the quality has gone down.

+ You need a new supplier in six months’time.

- Ask your team (Lisa, Enrique and Julio) to do the following: contact new
suppliers in China, India and Brazil; make appointments to visit suppliers;
write a report comparing price, quality and delivery.

#



7 Research & development

Vocabulary Research and development

1 write letters in the spaces to complete the words.

1 Before consumers can purchase the finishedp ____ d____t, it needs to be tested.
2 Thereweresomanydesignch__L___ _ g_ sthatittooka long time to finish.
3 Agroupofd__s__ g__ _ _ screatedand developed new product ideas.

4 I'mnotsurewhatthef__n__t__ _ nofthisproductis. Whatis it used for?

5 The product testers have sentustheirf___ d___ _ konourproducts.

6 Designersneedtofinds______ t___ nstothe problems identified in testing.

7 Theystillneed to makesomei__p__ _ v_ m__ _ _ stothefinal design before

they launch the product.

8 Before | make a final drawing, I'm going to make aroughs __ __ t__h of the design.

2 Match 1-6 with a-f to make phrases about research and development.
1 dealwith a fortesting
2 give b to the function of a product
3 make improvements ¢ problems and design challenges
4 make the product d product
5 produce afinal design e feedback on a prototype
6 purchase afinished f commercially available
3 Complete the sentences with the phrases in Exercise 2.
1 We asked a group of testers to of the
product we want to launch.
2 Customers can when it becomes
commercially available.
3 Ourdesigners are going to we already
manufacture.
4 The designers after the first design.
5 The company are going to when
they’ve finished final improvements to the design.
6 They will when they have found

solutions to the problems with the last designs.
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Grammar can, have to, need to

1 Match the sentences that go together.

1 I'vegotacar a |have to parkin the car park.

2 My car has broken down. b |can‘tdrive you to the conference.
3 Thereisnt a parking space on the street. ¢ Idon’t need to drive.

4 It's close enough to walk to the office. d Icandrive you to the airport.
2 Cross out the incorrect option(s) in each sentence. There may be two incorrect

options.
1 You have to/ can’t/ need to get to the office before 9 a.m. Work starts at 9 o'clock.
2 You need a degree to work here. You can / can’t / have to apply without one.

3 We need to/ can’t / don’t need to employ another manager. There are too many in
this department.

4 Netacan/can’t/ has to go to the conference in the USA. She hasn’t got a visa.
5 lcan/haveto/don’t need to come in to work early tomorrow if you need more help.
6 Joedoesn’t have to/can’t/ needs to start work at 8, but he always arrives before 8.
7 Wecan/ need to/don’t have to buy a new photocopying machine if this one is broken.
8 Don'tsend a letter of application. You need to / can / can’t apply for the job online.
3 Complete the dialogues with can/can’t, need to / have to, do/don't.
1 A:ldon’t have my credit card. you pay in cash in the new store?
B: Yes, you
2 A employees work flexible working hours at your company?
B: No, they .Everyone has to startat9 and finish at 5.
3 A wear a suit at the conference?
B: No, you . Casual clothes are fine.
4 A: Hannah work with other departments?
B: No, she .She works alone.
5 A: we work next weekend?
B: Yes, we .Sorry!
6 A: Sue check in to the hotel before tomorrow’s meeting if she
needs to?
B: No, she . Check-in is from midday.

4 Rewrite the sentences. Use the correct form of can/can’t, have to / need to or
don’t have to / don’t need to.

1 Itisnt necessary for Rita to finish the report today.

Rita doesn’t

2 It’snecessary for Tom and Henry to bring their passports.

3 Itisn’t possible for Bella to travel during the sales conference.

4 Itisn't necessary for Carlos to interview all the candidates.

5 It’spossible for Valerie to help you with your presentation.

6 Itisn't possible for Lizand Brian to go to the meeting.

#




7 Research & development

Listening 1 4701 Listen to the conversation between Marina and Karl about
a TV programme on robots and tick the subjects they talk about.

Robot(s) ...
design
engineering
in the hospitality industry
testing

1

2

3

4

5 waiters

6 inhospitals
7 incare homes
8 pets

9

doctors

ODogdooogdgd

10 experiments

2 Listen again and choose the correct option in italics.

1 The programme Marina watched included interviews with restaurant owners /
scientists.

Marina says that robots can / can’t talk to customers in restaurants.

Marina says that some restaurant customers find robots annoying / amusing.
Karl says that using robots will save money / time.

According to Marina, a robot can/ can’t help older people remember things.
The programme Karl watched was about robots in hospitals / care homes.

Karl says that robot pets are / aren’t popular with old people.

0 N o u1 A W N

Marina hopes that using robots will leave more time for human communication /
humans to do heavy work.

28]

Listen again and complete the sentences with one or two words in each gap.

1 The programme Marina watched was about robots in the industry,
in hospitals and care homes.

2 Somerestaurantsin , and are
already using robot waiters.

3 Some robot waiters look like

4 Robots in Japanese hospitals are used for transporting
and equipment.

5 Robots in care homes are becoming

6 InoneTV programme, the care home residents had a

4 Who is more positive about robots: Marina or Karl?
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Functional Explaining a procedure clearly and effectively
language 1 Complete the instructions with the words in the box.

begin by done last once step steps that then vyou

> FHoWtew» scan photos >

1 To , yoU'll need a USB cable for 6 Onceyou've that, preview the

your computer if your scanner isn't wireless. scan on your computer screen.
Z A

2 You start connecting the scanner 7 Then select the scan area in the

to your computer wirelessly or by using the scanner software.

USB cable.

8 you've selected the scan area, set

3 _____  youturnthe scanner on. other options such as colour or grayscale.
4 After __, place the photo or , O When you've completed all the

scan the image by clicking on the scan

| button on your computer.
%fllij{llllllllll!I.I_illlilllillilI!IIIIIIIIIIIII

10  The step is to save the scanned

?5 ﬁ butt th
W////'/////////////////////////////////////////C,,,,/’,,‘,Tiii,o)‘,ﬁﬁii,cf,riiiie,i,,,,,,,,,,,,,,,,,,‘

Signalling and dealing with technical problems

document you want to scan into the scanner

The next is té 7p7r

Choose the correct option in italics.

If you can just check/ checking that your webcam is on, please?
I'm afraid we can’t hear / hearing you very well.

Can you switch / switching off your webcam? We'll just use audio.
Could you be / move closer to the microphone?

I can hear a lot of background noise / noises.

Your screen is black / blank. Have you switched on your webcam?
There’s a bit / little of an echo.

Would you mind use / using your headphones?

O ® N o o A~ w N R~ N

You keep cut / cutting out. The connection is bad.

=
o

Can you move your mobile phone away of / from your computer?

W

4>7.02 Match the sentences and questions in Exercise 2 (1-10) with these
responses (a-j). Then listen and check.

a Sorry, I'monatrain. It’s quite noisy. I'll use the mute button.

o

Sorry, no, | haven't. | had to switch if off because my internet connection
was very slow.

Sure. I'll switch it on now. Can you see me?

a N

I'll check my volume settings. Is that better?

Good idea. The webcam was really slowing down my internet connection.

-

Yes, of course. | was a bit too far back. Can you hear me now?

Sure. Was there a lot of background noise? Is this better?

=0

Yes, the connection’s terrible. I'llhang up and call you back.

Sure. I'lL just putitin my bag.

j Oh.Sorry, that must be because my mobile phone’s right next to my
computer. I'll switch it off.

#
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7 Research & development

Writing Preparing slides

1 4703 Listen to three extracts from presentations (1-3) and match them with

these slides (A-C).

1 |
Price increase B Staffincrease
Reasons Reasons

. « increased?
« materials expense

1
« 1 expense )
P « production

- salaries
Need 8 new members
of staff:
« 5in3
« 3in office:

% , sales,

admin

Packaging
NO

5

+ non-recyclable
materials

+ glass

YES
recycled ©

2 Listen again and complete the slides in Exercise 1. Use one word in each gap.

3 Choose the most appropriate option in italics to complete the slides.

Staff problems Staff training
« 'long-term / a long-term « *new / the new IT system
sickness

« Snew product design /
the new design of our
products

« no *training offered by the
company / training

« 3late / to be late arriving
for work

« sales techniques

« “new / our new accounts

« dissatisfaction system

« “the atmosphere is bad /
bad atmosphere

Sales conference
Why?
« 8in order to improve /

improve new product
sales

 ‘improve / improving
sales of old stock

When?

September

Where?

YHQ / at our headquarters
Who?

+ sales and marketing
team

« design team

4 Read the extract from a presentation and prepare a slide to go with it.

The company needs to launch new products in order to continue to make

a profit in the market. Customers are beginning to buy other pasta sauces with
new and different ingredients. We need to do some research to make sure we

give customers what they want. We want to find out if customers still like our
traditional sauces. We should focus on new ingredients and new healthier options.




8 Green solutions

Vocabulary The environment

1 Match 1-6 with a-fto complete the sentences.

1 There are lots of caves a for bigger waves.

2 They put afence along the cliffs b into the ocean.

3 The government have created ¢ tostop people climbing down.

4 The river flows d thatgrow in the desert.

5 Cactiare the only plants e inthe mountains.

6 The surfers are waiting f anational park to protect wildlife.

2 Complete the sentences with the words in the box.

damage damaging destroyed destruction impact polluting pollution

protect

1 How much did the earthquake do to the buildings?

2 What has the new motorway had on local traffic?

3 Theair in the city has become much worse.

4 The amount of construction in the last ten years has areas of
the countryside.

5 Plastics are our oceans and could lead to the extinction of fish.

6 Aretheydoing enough to prevent the complete of our
environment?

7 The terrible weatheris a lot of roads in our area.

8 Whatcanwedoto our wildlife?

3 Complete the pairs of sentences with the correct form of the word in capitals.

PROTECT

1 The local community is the forest from destruction.

2 Thereis anew law for the of bees and other insects that are
essential to our survival.

CONSERVE

3 Animal isan important part of our environmental policy.

4 They water by collecting and storing rainwater.

REDUCE

5 lItisvery difficult to noise pollution in the city.

6 The city hasachieved a in air pollution by creating cycle lanes.

RECYCLE

7 The company plastics, cardboard, glass and paper. They don’t throw

anything away.

8 is a very important environmental issue for the government.

#



8 Green solutions

Grammar should and could for advice and suggestions

1 Put the words in the correct order to give advice or make suggestions.
1 should/work/1/you/ to/ think/walk

2 drive/every/your/you/shouldn’t/ car/ day

3 use/ people/ public/should / more / transport

4 hireacar/you/whenyouneed/ could/ somewhere / to drive

5 could/instead of driving / he / share rides / on his own

6 the/you/park/shouldn't/on/pavement

7 buy/they/ electric/ could/an/ car

8 should/ the government/ introduce / cycle lanes / more

2 Match the questions (1-8) with the answers (a-h).

1 Do you think we should walk a You could, but I like this one better.
there? b You could leave it in the car park behind the
2 What should we bring? office.
3 Should I offer to do the research? ¢ He could go now, but the traffic will be terrible.
4 Where should we leave our car? d Yes, I do. Or you could take the bus.
5 Do you think he should apply e No, Idon’t. He hasn't got the qualifications for it.
forthat job? fYes, you should. That would be very helpful
6 Shaula tney listen o hers g Yes, they should. She knows what she’s talking
7 Should I buy this laptop? about.
8 What time should he go into h You could bring your notes from the last
the city? meeting.
3 Complete the dialogue with could, should or shouldn’t.
A: I'm really worried. | don’t know what to do.
B: What's the problem?
A: I dont know if I stay at university or get a job.
B: You? do both. You? geta part-time job and
continue with your studies.
A: But | haven't got any money.
B: Maybe you* borrow some for a couple of months.
A: | don‘t think students ® borrow money ...
B: | agree, butyou® work in the holidays and save your salary.
A: That's true.
B: Youreally’ give up your studies now. You've only got another year.
A: Yes, you're right. ® [ look for a job right now?
B: Good idea!
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Reading

Green and pleasant Curitiba

Curitiba is city of over 1.8 million inhabitants in the south of
Brazil, and like many cities in South America, it grew very
fast. It was founded in 1693, but by the 1960s there was a huge
environmental problem. There were too many people, too
many vehicles on the roads and not enough public transport.

There were many other cities with similar problems, but
Curitiba managed to find a solution without destroying the

old city, without building all over green spaces or creating
more and wider roads for cars. On the contrary, the Mayor

of Curitiba at the time, Jaime Lerner, did the exact opposite.
Lerner is an architect and when he became Mayor, he decided
they should close a part of the city centre to cars. Shop owners
were very worried about this plan because they thought
nobody would come to their shops if they couldn’t drive there,
but Lerner did it anyway, very quickly and secretly, in just
three days. Luckily (and not surprisingly), everybody loved the
new pedestrian area and now it is like a huge outdoor mall, full
of people shopping and enjoying the city. There are hundreds
of shops and restaurants, and there are benches everywhere for
people to sit and watch the world go by.

Next, Lerner created a transport system that was
cheap and easy to complete. Instead of an expensive
underground system that would take many years to
finish, he created express bus lanes in the middle

of the city’s main avenues. Very big buses go in
both directions every few minutes, taking people to
work and back, quickly and cheaply. Eighty percent
of travellers use the buses, which means that there
is much less pollution and Curitiba is easier to get
around than any other city in Brazil.

Other environmental innovations include having
parks that absorb water during the rainy season

and so prevent flooding. These also provide around
fifty square metres of green space per person in

the city. There is also a unique system of recycling
and rubbish collection. The poorest in the city

can collect rubbish and bring it to neighbourhood
centres where they can exchange it for bus tickets
and food. This has helped make Curitiba a clean and
pleasant city, and the greenest in South America.

1
1

2 w N = N

Ul

Read the article and choose the correct answer.

What caused the environmental problems in Curitiba?

a populationincrease b the weather ¢ bad government
What did the mayor of Curitiba do in secret in the city centre?

a close shops b make a pedestrian area ¢ build an underground system
What is the main transport system in Curitiba?

a the underground b cars ¢ buses
What environmental problem do parks in Curitiba help to stop?

a rubbish b floods ¢ traffic

Read the article again and choose the correct option in italics.
Curitiba’s problems in the 1960s were common / not common.

Many other cities solved their problems by destroying / investing in the original city.
Jaime Lerner was a shop owner / an architect.

Lerner carried out his plan secretly because shop owners / the city council didn't
agree with it.

The pedestrian shopping area in Curitiba is popular / unpopular today.

6 The bussystem has/ hasn’t been very successful.

Collecting rubbish in Curitiba can help poor people pay for transport /
accommodation.

There are fewer / more environmental problems in Curitiba than in other Brazilian cities.

Which sentence best describes the author’s attitude towards Curitiba?
He thinks Curitiba should have a smaller population and be less polluted.

He thinks Curitiba is a great example of good environmental decision-making.

He thinks there is still a lot to do to make Curitiba green.

#



8 Green solutions

Functional Giving and receiving feedback
language 4

Choose the correct option in italics.

1 We'll start with the positive / negative feedback, then we’ll move on to areas for
improvement.

We're pleased for / with your progress.

You're greatin / with admin.

There are a couple of areas / places for improvement.

We think you could improve / increase your time management skills.
| have to point in / out some areas for development.

You have / make good communication skills.

0 N o 1 A W N

The reason we're concerned is, it could have a negative impact / reason on relations
with clients.

9 Would that be a fair / right assessment?
10 How did you feel it go / went?

2 Which sentences in Exercise 1 give positive feedback?

3 Complete the sentences responding to feedback with the words in the box.

agree appreciate good hear helpful idea problem try

1 I'mgladto that.

2 Your feedback is very

3 Imostly with your assessment.

4 | your comments.

5 Id like to and do thatin the future.

6 |acceptthatthisisa for me sometimes.

7 That's to know.

8 That'saninteresting , but I think it will be quite difficult.

Managing a Q&A session

4 put the words in the correct order to make sentences and questions.
1 there/are/any/questions/more/?

2 have/sorry, /don't/answer/ 1/ the

3 new/Hans/so/the/where/ offices / asked / are, right /?

4 asking/sorry, / where / are./ they /is thatright/ you're /?

5 what/I'm/you/sorry,/sure/I'm/ mean/ not

6 a/thanks/question,/good/it’s

7 question/answer / that/does/your/?

8 not/that/I'm/about/sure

) WPR ¢
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Writing An intranet update

1

o Q2

-~ M QO N

((=]

Complete the intranet update with phrases a-g.
This will reduce

We are therefore holding

We asked

As you know

We also plan to

Firstly, we are going to

Secondly, we are going to

Proposal for more eco-friendly offices

' weare trying to make our offices more eco-friendly. 2___ our staff for suggestions
and they have given us many good ideas. We have also asked environmental experts for
some tips and we are now ready to propose a number of changes.

8 askall our staff to turn their computers off at the end of the day. ___ the amount
of energy we use. °___ introduce separate drinking water taps so that staff stop bringing
plastic water bottles to work. We are going to ask everybody to use their own glasses
and mugs and not to bring coffee and tea into the office in paper cups. ©___ install solar
panels for heating and solar powered air conditioning to reduce energy consumption.

" ameeting next Friday to discuss the changes and answer any questions you have

.

2

Match the problems (1-4) with the possible solutions (a-d).

Problems

1
2
3
4

electricity bill too high
offices too cold in summer, too hotin winter
not enough parking spaces

food waste

Possible solutions

a
b

suggest car sharing and working from home

canteen staff to do research to find out how many people want meals every week

¢ turn heating and air conditioning down

turn lights and computers off

Imagine your company wants to become more eco-friendly and has identified
the workplace problems in Exercise 2. You have asked all your staff for
suggestions and possible solutions. Write an intranet update. Explain the
problems and solutions and suggest a time for a meeting.
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) Pronunciation

Unitl
1.2 The letter ‘r’

1 «P101 Canyou hear sentence A or B? Listen and tick (v) the sentences
you hear.

1 a Weneeda bigvenue.

b Weneed a bigger venue.

2 a Business lunches are hard, and weddings are hard.
b Business lunches are hard, and weddings are harder.
3 We need to choose a cheap venue.

T @

We need to choose a cheaper venue.
4 a Isaphone call easy foryou?

b Isaphone call easier for you?
2 Practise reading the sentences in Exercise 1.

3 «>P102 Listen to two versions of the sentences. Are there more ‘r's pronounced
in sentence A or B?

1 A 2 3 4 5

4 Listen again and circle the ‘r’s which are pronounced. Practice saying
the sentences.

1 a Aninfoomal mealis easier than a formal meal.
b Aninformal mealis easier than a formal meal.

For you, are any of the skills more important - or less important?

T @

For you, are any of the skills more important - or less important?

Was the circus event more difficult than your usual events?

T @

Was the circus event more difficult than your usual events?

The Metropole Hotel has a bigger dining room.

T @

The Metropole Hotel has a bigger dining room.
5 a Today’s weather is worse than yesterday’s weather.

b Today’s weather is worse than yesterday’s weather.

1.3 Showing interest in small talk

1 «>P103 Listen to two versions of each question. In which question does the
speaker show more interest; A or B?

Where do you come from? B
How are you today?

Which do you prefer, London or Dublin?

What do you know about the project?

How was your journey?

When did you arrive?

N o 1 B W N =

What do you think about the weather?

2 P04 Listen to the more interested versions again and underline the main
stress in each sentence.

3 Listen again and repeat the more interested versions.

> 44 ¢
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Unit 2
2.1 Syllables and stress

1

Write the words in the correct place in the table.

advice arrive based close companies design important interesting location
near nice people product quiet salaries services skilled space

1 syllable 2 syllables 3 syllables

based

2

o A w N R~ W

4

#>P201 Listen and check. Then listen again and practise saying the words.

Underline the stressed syllable in these words.

product 7 arrive 13 people
important 8 cities 14 quiet
funding 9 intern 15 salaries
design 10 distances 16 companies
services 11 vehicles 17 interesting
advice 12 location 18 hospital

#>P2.02 Listen and check. Then listen again and practise saying the words.

2.2 Stress in noun phrases

1
1

2
3
4
5
6
7
8

2
3
4

Underline the noun phrases in these sentences.
Do you know what a nature walk is?

There are family rooms at the hotel.

Two new conservation projects are starting.

I don’t think the air conditioning is working.

What facilities are there in the conference rooms?
Is the town centre very far from here?

The hotel offers great dining experiences.

What dessert options are there?
4> P2.03 Listen and circle the stressed word in the noun phrases.
Listen again. Circle the stressed syllable in each noun phrase.

Listen again and repeat the sentences.

#



Pronunciation

Unit 3
3.2 Past Simple

1 Write the Past Simple verbs in the correct group.

advised agreed arrived believed came caught cried heard learnt paid
played received saw served thought

/a1/asin price: _ndviced

/e1/ as in face:

/i1/ as in feel:

/31/ asin stir:

/21 asin north:

2 #0301 Listen and check. Then listen again and practise saying the verbs.

3 Look at the verbs in Exercise 1. What different spellings can you see?
/at/ L /31/

le1/ [a1/

fit/

4 4>P302 Listen to the sentences and write the verbs you hear.

1 We__cow  some nice conference 6 We__ atworkearly today.
Al 71 the whole dayin
2 |__ aboutthe conference from meetings.
a colleague. 8 Ireally the new canteen.
3 We often lunch together. 9 They usually thafull
4 | tohelphim. amount.
5 Where's the order | ? 10 We__ theorder last week.

5 Listen again and practise saying the sentences.

3.3 Stress in short sentences

1 4303 Listen and complete the sentences.

1 1__cawt believe it.

2 Areyou any ?

3 Wecan the

4 Whatif| you an ?

5 Who's going to with ?

6 I've up my

7 see what do.

8 give an assistant.

9 talk a moment?
10 help some the figures.
11 Perhaps plan schedule.

12 give me little time?

2 What is the difference between the missing words in sentences 1-6 and the
missing words in sentences 7-12?

3 Listen again and practise saying the sentences with the same stress as in
the recording.

> 46 €
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Unit 4
4.1 Vowel sounds: British English and American English

1 «P201 Listen and decide whether the words are spoken by British English or
American English speakers. Tick the correct flag.

N[ N[
vz L2 S
1 project v 6 top
2 contract 7 possible
3 aspects 8 conference
4 economy 9 happier
5 standard 10 operator
2 % P402 Listen and repeat the two ways of pronouncing the words. The first

version is British, the second is American. Which do you find easier?

3 «P403 Listen and decide whether the sentences are spoken by British English
or American English speakers. Tick the correct flag.

He likes having free time to work on his own projects.
Today’s global economy needs flexible work patterns.

The standard working day is Monday to Friday, nine to five.
This is just extra money on top of my pension.

Itisn‘t always possible to take breaks.

Disadvantages for a temporary worker include lack of job security.

N o u b W N R

I'ma much happier employee.

4.2 Present Perfect Simple

1 > r204 Listen and underline the sentence you hear.

1 Shesold afew cars. She’s sold a few cars.
2 We won a prize. We’ve won a prize.

3 The lesson started. The lesson’s started.
4 |heard aboutyou. I've heard about you.
5 Ifinished it. I've finished it.

#>P4.05 Listen and practise saying both sentences in each pair.

2
3 #>P206 Listen and complete the sentences.
1 _=hec worked inthree different countries.

2

s
A: Look - you this? It’s the new phone

yesterday.

B: Show me later - the lesson

3 you ? The company

two more branches.

4 never the presenter, but

read some of her books.
5 A this book you?
B: Yes,

6 written twenty emails today, and
twice that amount!

#




Pronunciation

Unit5
5.2 Intonation in conditionals

1
1
2
3
4
5
6
7
8
9

10

2

#> P5.01 Listen and underline the main stressed word in each clause.
If you leave your credit card at home, you won't spend so much.

If you buy your tickets online, you'll save money.

If | pay off my credit card, | won’t have any debt.

If you want to have a bigger place to live, you'll need to start earning more.
If you walk to work, you’ll save a lot on bus fares.

If people drive less and walk more, they’ll feel fitter.

If she buys a bigger house, her living costs will increase.

If he doesn’t prepare for the interview, he won't get the job.

If they don’t start saving now, they won't be able to go on holiday this year.

If interest rates go down, it’ll be good news for us.

Practise saying the sentences with the correct stress and intonation pattern.

5.4 Numbers and figures

1

o U1 B W N =

N

W ® N & U A~ W N = W

10
11

12

248 €

How are these numbers and figures pronounced?

33% 7 from 1990 to 2006

98.4 8 17946

69.68% 9 1911

22.6% 10 16.37 (=time)

16-21 year olds 11 086227 0409 (= phone number)
0.3% 12 room 603

4> P5.02 Listen and check. Then practise saying the numbers and figures in
Exercise 1.

#>P5.03 Listen and write the numbers and figures you hear.

This chart shows the results of a survey from to
Roughly of our customers prefer face-to-face communication.
We leave at and arrive at
The children were born in , and
Around of the people in the survey were -year-olds.
Almost of the audience were new employees.
This chart shows a growth of since
of -year-olds have signed up for the online service.
Between and there was an increase of over
The resultis , orin other words just over two thirds.
Rooms to ,302to and 401 to are

booked for the conference.

You can call me on

Practise saying the numbers and figures in Exercise 3.




Unit 6
6.1 Vowel sounds: /1/, /iz/, /a1/ and /1o/

1 Circle the word with a different vowel sound from the others in each group.

1 clean dealing ceally> team

2 client hire listen reliable
3 clear here metres zero

4 advice city guide night
5

competition finding practice skill

2 #P6.01 Listen and check. Then listen again and practise saying the groups

of words.
3 #>r602 Listen and complete the words.
1 /br'lizv/ belizcve 7 /hav/ h__
2 /klaim/ cl__mb 8 /'rolarz/ r__lise
3 /klre/ clr 9 /bizi/ b__sy
4 /rr'laobl/ rel__able 10 /hro/ h_e
5 /spitk/ sp__k 11 /kem'plizt/  compl__te
6 /baik/ b__ke 12 /mistiy/ m__ting
6.2 Linking between words
1 «P603 Listen and practise linking the parts of a phrase.
1 competition_is_always 9 years_ago
2 winning_jisn’t 10 part_of_any
3 most_important 11 sort_of
4 work_jis 12 signed_up
5 more_important 13 more_events
6 companies_organise_events 14 think_about
7 their_employees 15 lot_of
8 started_about 16 similar_ideas

#>P6.04 Listen and practise the phrases in sentences.
Competition_is_always good.

Winning_isn't the most_important thing.

Hard work_is more_important than natural talent.

Some companies_organise_events for their_employees.
Paul Smith started_about ten years_ago.

[twasn't part_of_any plan.

He signed_up for more_events at work.

He began to think_about how to inspire people.

O ® N & B A w N R~ N

A lot_of companies have similar_ideas for products.

#



Pronunciation

Unit7
7.2 can and can’t

1 #r7.01 Listen and complete the sentences.

1 Arobotis amachine that can move and do some of the work of a person.
2 Thereceptionist you all the information you need.
31 the information I'm looking for.
4 Ifyou your reservation number, you

at reception.
5 A: Doyou know if | aticket here?

B: Of course
6 A:We after midnight, ?

B: We can. checkin any time at all.
7 A breakfast here?

B: You , but go to a café round

the corner.
8 A: stay in our room until the afternoon,
?
B: | think . if we pay a late check-out fee.

2 Listen again and mark ‘W’ where you hear the weak form of can and ‘S’ where
you hear the strong form.

3 Practise saying the sentences in Exercise 1 with the correct weak and strong
forms.

7.3 Phrasing and pausing when giving instructions

1 4 p7.02 Listen to three versions of a set of instructions. Which one do you think
is clearest and most effective; 1, 2 or 3?

2 #>P7.03 Listen again to the clearest version and mark the pauses (/).

This coffee machine/is really easy to use./ Firstly you switch it on here, then you put your
water in here and your coffee beans in here. When you‘ve done that you just press this
button and wait for your coffee. When it’s ready you'll see a green light here, and you can
add milk or sugar by pressing these two buttons here. Don’t forget to switch the machine
off when you've finished.

3 Practise giving the instructions. Make sure you pause in the same places.

> 50 €




Unit 8
8.1 Vowel sounds: /3:/, /u/, /ui/ and /au/

1 «Ps01 Listen to these vowel sounds. Repeat the sounds and the words.
1 /3/ turn work learn
/vl foot put good

fui/ group who blue

S W N

/ov/ ng  open grow

Underline the example of each sound in the sentences.

/3:/ How do you conserve water?

/3:/ Human activity has negative effects on the land, air and water on Earth.
v/ The designers did everything they could to make the hotel special.

/u/ There’s been a big increase in bookings at the hotel.

fuz/ Construction plans include a small surf resort.

/ui/ The foundation is looking for solutions to these problems.

/ui/ What are some of the causes of pollution?

/ou/ The foundation is an organisation created by local people.

O ® N o 1 A w N R~ N

/ou/ Plastic affects oceans and marine life.

=
o

/ou/ Do you use clean towels every day in your hotel?
3 € Ps02 Listen and check.

4 Listen again and practise saying the sentences.

8.2 should and could

1 4 Ps03 Listen and underline the word you hear.
You should / shouldn’t read this book about travel.

1
2 We should / shouldn’t use driverless cars.

3 We should / shouldn’t encourage people to use trains and buses.
4

You should 7 shouldn’t believe everything you read in those books.

2 #>P804 Listen and mark ‘W’ where you hear the weak form of could or should,
and ‘S’ where you hear the strong form.

We could try and reduce congestion in the city.

We should reduce traffic on the roads.

We could use electric cars, but they don’t really solve the problem.

Do yourecycle plastic? | think you should.

Could you travel to work without your car?

Well, yes, | probably could.

N o0 1 A W N R

I think I should buy a bike.

3 Listen again and practise saying the sentences in Exercises 1 and 2.

#



) Answer key

Unitl 2 F-'you could do a shorter like a three-course meal with
course’, ‘You could also vegetarian and vegan options.
Vocabulary volunteer or get an We would also like to book
T 1c¢c 2f 3e 4h 5b internship with an events a band and we need to have
530 T Bl e eonen Peosa anyos confrm ha
; fc?rzoélfaul 4T there is a microphone and good
3 langing 5 F-'You can work for an sound system for speeches?
4 departure events management And finally, could you let me
5 take-off company or for a large know what your best price is
1 A 7
6 arrival corporation’, ‘Or you can per person: ‘
7 local work independently, as a I look forward to hearing from
8 short-haul 6 T:r?‘?ltflcr)]gteiﬁftaerrlr?set:ips are ?i)nuc.I regards
31 stay unpaid or very low paid’ Matteo Hasler, Events
2 holiday . Manager
3 budget Functional language
4 rented 11 long Unit 2
5 hostel 2 doing
6 breakfast 3 about Vocabulary
7 coach 4 know 11c 2e 3h 4g 5a
8 luxury 5 come 6f 7d 8b
Grammar g g\éiut 2 1 locate .
1 1 hard, the hardest 8 prefer ; convenient
2 better, the best 9 you 2 ?CC,T,S?
3 smaller, the smallest 21¢ 26 3i 44q 5 . l'acll ities
4 bigger, the biggest c € 31 g -2 . R'” S
5 more expensive, the most 6h 7f 8b 9d ents
expensive 3A 1d 2i 3f 4h 5b ; C105d¢
6 easier, the easiest 6j 7c 8g 9a 10e studio
7 more fun, the most fun B 1E 2FE 3S 4S 5E 31 Rents
8 cheaper, the cheapest 6E 7S 8FE 9FE 105 2 facilities
9 worse, the worst .. 3 closeto
10 more formal, the most Writing 4 links
formal 11d 2j 3h 4f 50 5 car park
21d 2b 3h 4f 5a 6i 7a 8g 9e 10c g;wdd'o :
g Te B¢ 2 1 ask 8 aSCaes(iuar -
3 1smallerthan 2 for
2 the biggest 3 We need to Grammar
3 better than & needs 11c 2f 3e 4b 54
4 easier than 5 would 6
5 the most organised 6 confirm
6 more fun / the most fun 7 let 2 éa ; E gz 4a 5b
7 the best 8 forward a
8 the most important 3 Model answer 3 1 enough
4 1c 2e 3h 4a 59 To: The Manager, Stille Hotel 2 too
6d 7b 8f From: Matteo Hasler 3 many
) Subject: Venue facilities for 4 much
Reading a conference dinner 5 not
Lb Dear Sir/Madam, 6 too
2 1 Dave I am writing to enquire 7 not
2 Melissa about possible venues for a 8 too
3 Barnaby confehrencledinnerin one of Listening
4 Melissa your hotess. L1b2a3bac5c6a
5 Dave We are looking for a venue for
6 Melissa 200 gues'gs to celebrate our 21T , .
7 Dave, Barnaby company’s 10th anniversary. 2 F-'We know that over fifty
8 Barnaby We would like to start with ]Eej[c'en:]ofr:c_ew restaurants
, - drinks and canapés in the ailin their first year.’
3 1r- Companlgs like these garden. Dinner needs to be 3 F-"It'saverydifficult
hlave their c;]wn |n—hc_)useu inside at round tables of ten business to get right.’
planners who organise a to twelve people. We would 4T

their work events.’



5 F-'Too many similar 3 1 TBC
restaurants in the 2 rearrange she was at work.
area means too much 3 EOD 6 Hans tried on lots of suits but
competition and it might 4 WFH he didn’t buy any of them.
be difficult to get enough 5 Appointment 3 1 waswriting
people to come to your 6 FYI 2 were having
restaurant”’ 7 Thanks 3 was answering
6T 8 See 4 wasordering
1 business location 4 Model answer 5 was talking
2 first (Words in brackets are optional) 6 was trying on
3 number Hi Lee, 7 were talking
4 high (The) Report is almost ready. (1) 8 was checking
5 price Need the sales figures for last 4 1c2e3b4afs5a6d
6 competition month to finish it - can you .
7 rent send (them) please? (1) Will Reading

5 Sarah heard the news when

Functional language finish (it/(the) report) by EOD 1 1 Embaixada

53

) and send (it) to you. 2 Livraria Ler Devagar
11 Sowhat you're saying BTW, (you) remember I'm WFH 3 FeiradaLadra
is you need someone tomorrow (, don‘t you)? 4 Livraria Bertrand
immediately? See you next week! 5 Embaixada
2 Canyou just confirm that for Paulo 6 Feiradaladra
us, please? 2 1 eas
3 Canljust check you're Unit 3 > int?w,e centre of
looking for someone with 3 isn't
an MBA? Vocabulary 2
4 Yes, you mentioned the T1e 2 g 3a 4h 5¢ 5 maan
benefits, but could you be 6f 7b 8d 6 ?1re?/cest
more specific?
5 You need someone with 2 ; \tﬁﬂcher’s ; it;Naohu o
experience, is that right? 3 baker 3 g
6 What do you mean by the 3 branc%es c
right person? . 5 charge Functional language
7 When you say experienced, 6 fi 1a/
do you mean someone profit A/B )
older? 7 serve 1 Why don’t we ask Julie to
8 Does that mean you need 8 pharmacy make some calls?
more than one person? 3 1 charge 2 Someoneto help Wlth calls
le 2b 3g 4d 5h g S;ar\c/i: \l/vaould really speed things
6a 7f 8¢ 4 shop 3 LetmeseeiflcangetITto
1 want 5 order give you some support.
2 look 6 branch 4 Having some help from
3 like 7 pay IT would make a big
4 aim 8 costs difference.
5 everyone 5 I'llsee if Tariq can increase
6 see Grammar the budget.
7 reason 1 1 bought 6 An extra ten or fifteen
8 volunteer 2 went percent would be a big
9 moving 3 Were there help.
10 go back 4 there were 7 What if we give you an
it 5 was extension?
Writing 6 Did yousee 8 What else can we do to help
1 1 wrH 7 saw you get it done on time?
2 COB 8 did you buy 9 How about getting
3 ASAP 9 decided someone to check the sales
4 TBC 10 paid figures again?
: Eg\é)v 21 They met the Manager last 21 pf‘f
7 BVl week but they didn’t meet 2.n
8 ETA the Finance Director. 3 get
2 | didn't think the report was 4 on
la 2c 3c 4b 5¢ very interesting. 5 hand
6a 3 Rafael rang when you were 6 at
out. 7 sum
4 Nami wrote a report on our 8 on
sales in Asia last year. 9 brings
10 up
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3 a

Start

b Continue

c
d

4
2
3
4

Repeat
Stop
First of all
Secondly
Then
Finally

Writing

1A 1

= R WNRER =

N

6

The price is reasonable, the
location is very convenient
and there is a car park.

We usually stay at the Hotel
Atlantico once or twice a
month.

Yes. The Hotel Atlantico

is easy to get to, you can
always park and the rooms
are comfortable.

Our company had a
marketing and sales
conference.

Room service is a bit slow
sometimes and some of the
rooms are quite dark.

We last stayed at the hotel
ten days ago.

2 b6 ¢4 d1 e5

4,6

wulk N W

We go to Daisy’s restaurant
once a month.

We had dinner there a week
ago.

I'had dinner with my boss
and the Sales Manager

to discuss our new sales
strategy.

The food is excellent and
the atmosphere is great.
The service is sometimes
slow later in the evening
and some of the tables are
too small.

Yes, I'd recommend Daisy’s
for lunch or an early dinner.

Unit 4
Vocabulary

11

N
OUBWNR TAWN

fixed
shift
retired
intern
staff

Flexible
working
life
employees
employers
intern

3

OoNOGOUV R WNR

shifts

staff
unemployed
retired
employer
employees
self-employed
temporary

Grammar

11

w
ONOUBAWNFR OUVUBRWNE OUBRWNER ONOUBRWN

have you learnt/learned
have taught

haven’t received

Has your boss ever given
has worked

hasn’t found

have enjoyed

Has Gabi had

Have you ever broken
Have you ever driven
Have they ever met

Has Nadia ever given
Have you ever won

Has Ji-Sung ever written

¢ have

e haven’t
a haven’t
f has

d haven’t
b has

has

broken
never
bought
flown

ever written
haven't
met

Listening

1

21

2
3

4
5

AU hHWNEFE O

7
8

4 a

3,4,6

F - ('l have a lot of expenses
- rent, food, clothes, books’)
T

F-(lt'sgood. ... I've never
had a problem, really. And
I've enjoyed it.)

T

F- ('l don’t deliver meals or
pizza or anything like that.’)
T

physics

oil

rent

exams

friends

accident

documents

gig

Functional language

1

WN
[y

1

1d

N
(=]

cuwVvwoNOGOUVIA~W
A Mmoo Jhog ——

N

,3.4,5,6,7

I'm calling about
to postpone it
short notice

do you mind if
check my schedule
out for me

it forward

Which is better

to confirm

0 soflexible

voOoNGOTUT A WNR

Writing

1

1 on Thursday 21st March at
430p.m.

2 plans for the new interns

arriving next month

in the offices in Berlin

an hour and a half, from

430 until 6 p.m.

stay for dinner

hw

email
able

at

far
unable
in
forward
best

Model answer

Dear Takashi,

This is to confirm our meeting
on Wednesday 3rd October
at 2.30 p.m. to present our
new marketing plans. The
meeting will take place in the
conference centre.

The meeting will last until
4.30 p.m. and I would like

to invite you to tea or coffee
afterwards. Feel free to call
me if you have any questions.
| look forward to seeing you
on Wednesday.

Kind regards,

Patricia

coONOGOUV AR WNERERE U
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Unit5

Vocabulary

11c 2e 3g 4f 5a
6d 7b

2 1 cashless economy

penny

mobile wallets

cash dispenser

petty cash

short of cash

cash flow

financial system

Payment
currency
revenues
crunch
register

on delivery
withdraw
in hand

(V)
ONOUBAWNKHK ONOU DB WN K

Grammar
11 pay off
will spend
dont
walk
stop

go down
will do
doesn’t

need

pays

sell

will lend

will save

will ask

is

will need

I'll pay cash if they don’t

accept credit cards.

2 If we need a bigger office,
we’ll move.

3 I'llborrow from the bank if
I need more money to pay
employees’ salaries.

4 They’ll save a lot of money
if they don’t employ many
people.

5 If we don’t get a loan, we
won't buy the office space.

6 If he raises his prices, we

won't shop there anymore.

H ONOOURARAWNRE ONOOUTRWN

Reading

1 1 cash
2 credit card
3 cash
4 cash
5 credit card
6 credit card
a
f

6 b3 cl1 d4 e?2
3 g1 h4 i5

31T
2F
3F

Functional language

1 1 isthat OK with everyone?
(Is everyone OK with that?)

2 I'd like you to be the
presenter.

3 If you don’t mind, I'd like
Kamaltodoit.

4 How would you like to
develop the project plan
with Camilla?

5 How would you feel about
swapping with Martin?

6 |was thinking you could
chair the team meetings.

7 Ifyou're both happy to
give the presentation, then
that’s fine by me.

8 Perhapsyou and Marta
could swap and she can

create the PowerPoint for us.

21d 2f 3a 4h 5¢
6g 7e 8b
1c 2f 3h 4d 5¢
6a 7e 8b
Writing
11d 2f 3a 4h 5S¢
6g 7b 8e
2 1 raised
2 Unfortunately
3 increase
4 avoid
5 suffer
6 agree
7 rise
8 price
9 hesitate

10 supplying

3 Model answer
Dear Sir/Madam,
As you know, we have not
increased our prices for three
years. Unfortunately, because
of the increase in wool prices
worldwide, we now need to
increase our prices by
6 percent from 10th October.
We have tried to avoid any
increase but the quality of
our wool will suffer if we do
not raise prices. We are sure
you will agree that quality is
very important so we need
to continue to provide the
best wool for your clothing
business. We are keeping the
increase small so that our

prices still remain competitive.

Enclosed with this letter is
a new price list. If you have
any questions, please do not

hesitate to contact us.

We thank you for your
business and look forward to
supplying you in the future.
Yours faithfully,

Marzena WozZniak

Unit 6

Vocabulary

1 1 trust
reliable
experienced
dealing with
cooperate with
management
agreement
respect
agree
communicate
managed
didn’t trust
argued
cooperate
disagree
respect
cooperation
argue
conflict
reliable
agreement
experienced

ONOUVPAPAWNEFEKF OOUPRARWNERE ONOCULRARWN

Grammar

11 something
Someone
everywhere
Someone
something
somebody
everything
Everybody

someone/somebody
something
somewhere
somebody/someone
Everybody
somewhere
something
everywhere
everything
Everybody/Everyone
everywhere
somebody/someone
everyone/everybody
something
Everything
somewhere

ONOUBAWNRE ONOUTRARARWNRE ONOUBRWN

Listening
1 11s expanding / getting
bigger.
2 They need to make new
members of staff feel they
are part of the company.



21if

3 ways of making everyone

feel part of the team, ways

of getting everyone to work

together

They are too busy.

achallenge / a team-

building activity

6 one or two new employees
with two or three
employees who already
work there

1b2b3ad4b 5c 6c¢C

17

2 F-('We're also planning to
employ more staff in the
office: two more people
in marketing, one more in
production ...")

3T

4 F - (She only asks them to
‘suggest ways of making
everyone feel part of
the team’” and ‘ways of
getting everyone to work
together’)

5 F-('We could do it after our
usual update on a Friday.)

6 F-(Thereisa prize ('The
most interesting or unusual
or the funniest could win
a prize - something small,
like a box of chocolates.’), so
itis competitive.)

vl B

Functional language

1

2
3

4
5

1 how
2 bright
3 bad

4 out

5 hope
6 like

7 how
8 feel

9 behind
10 learn

land8

1 subject, why

2 problem, about

3 wondering, manage
4 means, also

aiv bii ciii di
1b 2a 3d 4c

Writing

1

56

1to
2 for
in
would
by
I'd like
Could
mind
think
10 for

vooNGOT AW

2 think

3 like

4 Can/Could/Would
5 mind

Model answer

Hello team,

I'm writing to let you know
that we've decided to look for
a new cotton supplier for our
cotton shirts. Unfortunately,
the quality of the cotton that
our current supplier is sending
us isnt good enough.

This means we'll need to

find another supplier in six
months’ time. Lisa, would you
mind making a list of cotton
suppliersin China, India and
Brazil and choose six to visit
next month? Then, can you
make appointments to visit
them? If possible, I'd like
Enrique and Julio to visit the
factories and write a report
comparing prices, quality and
how quickly they can deliver.
Could Julio take photos of the
factories and products too,
please? After that, we'll have

a meeting to decide which
supplier to choose. Finally,
we’ll need to inform our
present supplier of our decision
to stop using their cotton.
Enrique, would you do that?
I'd be grateful if I could have a
list of suppliers on my desk by
the end of next week. Is that
possible?

Thank you for your hard work,
team!

Best,

Unit 7

Vocabulary
11 product

challenges
designers
function
feedback
solutions
improvements
sketch

c2e3b4f5a6d

give feedback on a prototype
purchase a finished product
make improvements to the
function of a product

deal with problems and
design challenges

make the product
commercially available

6 produce a final design for
testing

WINEHE R ONOOUWVARWN

IS

Ul

Grammar
11d 2b 3a 4c

2 1 can't

can, have to

need to

can, has to

have to, don’t need to

can’t, needs to

don‘t have to

can't

3 1A Can 1B can
2B Can/Do 2B can’t/don’t
3A Do, haveto/ need to
3B don’t
4A Does, haveto/ need to
4B doesn’t
5A Do, have to/ need to
5B do
6A Can 6Bcan't

4. 1 Ritadoesn't have to / need
to finish the report today.

2 Tom and Henry have
to / need to bring their
passports.

3 Bella can't travel during the
sales conference.

4 Carlos doesn’t have to/
need to interview all the
candidates.

5 Valerie can help you with
your presentation.

6 Lizand Brian can’t go to the
meeting.

oNOGOuUVlBAWN

Listening
1 355678

2 1 scientists

can’t

amusing

money

can

care homes

are

human communication

hospitality

China, India, Australia (in

any order)

toys

4 food, medicine(s) (in any
order)

5 common

6 robotdog

4 Marina s a bit more positive.

NH= OONOOUVBA_WN

w

Functional language
11 begin
by
Then
that
step
done
you
Once
steps
last

cwvwoNOOUVLTARWN

=
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2

VoOONGOUVT R WNR

10

31
6

check
hear
switch
move
noise
blank
bit
using
cutting
from

c 2d 3e 4f 5a
b 7j 8g 9h 10i

Writing

11
21

vVoOONOOCUVBRARWNEFE U BRWN

10

c 2A 3B

transport
sales
factory
marketing
plastics
cardboard

long-term

training

late

bad atmosphere
new

new product design
new

improve

improve

HQ

4 Model answer
New product research

W

hy?

- continue to make profit
+ customers buying other

w

products
hat?
what customers want

- customer opinions of

traditional sauces

+ new ingredients
« healthier options

Unit 8
Vocabulary

11

N
(=

W
ONOUBRWNK ONOUHWN

e2c3f4b5de6a

damage
impact
pollution
destroyed
polluting
destruction
damaging
protect

protecting
protection
conservation
conserve
reduce
reduction
recycles
Recycling

Grammar

1 1 i think you should walk to
work.

2 You shouldn’t drive your car

every day.

3 People should use public
transport more.

4 You could hire a car
when you need to drive
somewhere./ When you
need to drive somewhere
you could hire a car.

5 He could share rides instead

of driving on his own. /
Instead of driving on his
own he could share rides.

6 Youshouldn't park on the
pavement.

7 They could buy an electric
car.

8 The government should

introduce more cycle lanes.

1d 2h 3f 4b 5e

6g 7a 8¢

1 should

2 could/should

3 could/should

4 could/should

5 should

6 could

7 shouldn’t

8 Should
Reading

11a 2b 3c ab

2 1 common
2 destroying
3 anarchitect
4 shop owners
5 popular
6 has
7 transport
8 fewer

3b

Functional language
11 positive
with
with
areas
improve
out
have
impact
fair

10 went
2 23,7

voeoNOTUVTRARWN

3

hear
helpful
agree
appreciate
try
problem
good

idea

H OONOGOCUVTRARWNR

Are there any more

questions?

Sorry, | dont have the

answer.

3 SoHans asked where the
new offices are, right?

4 Sorry, you're asking where
they are. Is that right?

5 I'msorry, I'm not sure what
you mean.

6 It's a good question, thanks.

7 Does that answer your
question?

8 I'm not sure about that.

N

Writing

1

2
3

1d 2c 3f 4a 5¢g
6e 7b

1d 2c 3a 4b
Model answer

As you know, the company
would like to become

more ‘eco-friendly’ and has
identified a number of issues
in our offices that are not
helpful to the environment.
We invited all staff to make
suggestions and we can now
share some simple ideas that
can help a little.

Firstly, we would like
everybody to turn off their
lights and computers at the
end of the day to reduce our
electricity bill. Secondly, we
plan to turn the heating and
air conditioning down because
our offices are too cold in
summer and too hot in winter.
In addition, we are going to
encourage car sharing or
working from home to increase
the amount of car parking
available for staff. Finally, to
reduce food waste, we are
going to ask canteen staff to do
research to find out how many
people want meals every week.
We are holding a meeting

next Thursday to discuss the
changes in more detail and
answer any questions you have.



58

Pronunciation

Unitl
1.2

11b 2a 3b 4b

2b 3b 4a 5a

a Aninfofmal mealis easiep

than a fogmal meal.

b Aninformal mealis easier
than a formal meal.

2 a Foryou, are any of the
skills more impoftant - or
less important?

b Fopyou, ate any of the
skills mofe impogtant - of
less impoftant?

3 a Was the circus event
more difficult than your
usual events?

b Was the cifcus event
moge difficult than youp
usual events?

4 a The Metiopole Hotel has
a biggepdining coom.

b The Metropole Hotel has
a bigger dining oom.

5 a Today’s weathefis
wofse than yestefday’s
weathef,

b Today’s weather is worse

than yesterday’s weather.

[
Y

3
4

o

2b 3a 4a 5a
7 a

b Where do you come
from?

b How are you today?

3 a Which do you prefer,

London or Dublin?

4 a Whatdo you know about

the project?

How was your journey?

When did you arrive?

7 a What do you think about

the weather?

Unit 2
2.1
1/2

N =P
= o
o

N

[ W]
o o

1syllable |2syllables |3 syllables

based advice companies

close arrive important

near design interesting

nice people location

skilled product salaries

space quiet services

3/4

1 product
3 funding
5 services
7 arrive

2 important
4 design

6 advice

8 cities

10 distances
11 vehicles 12 location

13 people 14 guiet

15 salaries 16 companies
17 interesting 18 hospital

2.2

1 100 you know what a nature

walk is?

2 There are family rooms at
the hotel.

3 Two new conservation
projects are starting.

4 | don’t think the air_
conditioning is working.

5 What facilities are there in
the conference rooms?

6 Is the town centre very far
from here?

7 The hotel offers great

dining experiences.
8 What dessert options are
there?
nature 2 family
conservation 4 air
conference 6 centre
7 dining 8 dessert

31 re walk
2 ily rooms
3 conseration projects
4 @inconditioning
5 (conference rooms

6 town(entre

7 dining experiences

8 desserboptions

Unit 3
3.2
1/2

/a1/ as in price: advised
arrived cried

/er/ asin face: came played

paid

agreed

believed

received

heard learnt

served

/o1/ as in narth: caught saw
thought

9 intern

Ul w =

/iz/ as in feel:

/31/ as in stir:

3 jav iie
fer/ a ai ay
/i ee ei ie
/31 ea e
/o:/ au aw ou

4 1 saw 2 heard
3 had 4 agreed
5 sent 6 arrived
7 spent 8 liked
9 paid 10 received

3.3
1 1 Icantbelieveit.
2 Are you making any
progress?

3 We can postpone the
deadline.
4 Whatif | give you an
extension?
5 Who's going to deal with
accounts?
6 I've definitely made up my
mind.
7 I'll see what]can do.
8 | could giveyou an
assistant.
9 Can | talk to you for
amoment?
10 [ could help you with some
of the figures.
11 Perhaps we should plan
the schedule.
12 Canyou give me a little
more time?

2 Insentences 1-6 the missing
words are the stressed words,
mainly content words.

In sentences 7-12 the missing
words are unstressed words,
mainly grammatical words.

Unit4

41

1 18 2 AmE 3 AmE
4 Bre 5 BrE 6 BrE
7 AmE 8 BrE 9 AmE
10 AmE 11 BrE 12 BrE
1
4
7

3 18BE 2 BrE 3 AmE
BrE 5 BrE 6 AmE

Brk 8 AmE

4.2

1 1 She'ssoldafew cars.
We’ve won a prize.
The lesson started.
I've heard about you.

I've finished it.

She’s worked

have you seen, | bought,

‘s started.

Have you heard, ’s sold

I've (never) met, | have read
Has (this book) helped, it
has

6 I've, received

Unit5
5.2
1

N BB WNR

ul B~ w

home, spend
online, money
credit, debt
live, earning
walk, bus
walk, fitter
house, living
interview, job
now, holiday
10 down, us

VoONOOCUPAWNR



5.4
1/2

1 thirty-three percent
2 ninety-eight point four
3 sixty-nine point six eight
percent
4 twenty-two point six percent
5 sixteen- to twenty-one-
year-olds
6 oh point three percent/
nought point three percent /
zero point three percent
7 from nineteen ninety to two
thousand and six
8 ahundred and seventy-nine
point four six
9 nineteen eleven
10 sixteen thirty-seven
11 oh eight six, two two seven,
oh four oh nine

12 room six oh three
3 1 1991;1993
2 55%
3 12.25;14.40
4 1998; 2000; 2006
5 80%; 20-30
6 25%
7 8.34%; 2011
8 75%; over-60
9 2001; 2018; 50%
10 67.03%
11 201; 210;302;320; 401,418
12 092 336 2060
Unit 6
6.1
1/2
1 really 2 listen 3 metres
4 city 5 finding
31 believe 2 climb
3 clear 4 reliable
5 speak 6 bike
7 high/hi 8 realise
9 busy 10 here
11 complete 12 meeting
Unit 7
7.2
1 1 can move
2 cangive you
3 | can’tfind
4 can't remember, can ask
5 can buy, you can
6 can't checkin, can we,

We can
Can | have, can't, you can
8 We can't, can we,

we can

~N

2 1 Arobot isamachine that
can (W) move and do some
of the work of a person.

2 The receptionist can (W)
give you all the information
you need.

3 Ican'tfind the information
I'm looking for. (no weak or
strong form of ‘can’)

4 If you can’t remember your
reservation number, you
can (W) ask at reception.

5 A:Do you know if | can (W)

buy a ticket here?

B: Of course you can (S).

6 A:We can’t checkin after

midnight, can (S) we?

B: We can (S). We can (W)
checkin any time at all.

7 A:Can (W) | have breakfast

here?

B: You can’t, but you can
(W) go to a café round
the corner.

8 A:We can'tstay in our room

until the afternoon, can
(S) we?

B: | think we can (S), if we

pay a late check-out fee.

7.3

1 Version3is clearest and most
effective.

2 This coffee machine - is really
easy to use. - Firstly - you
switch it on here, - then you
put your water in here - and
your coffee beans in here. -
When you’ve done that - you
just press this button - and
wait for your coffee. - When
it's ready - you’ll see a green
light here, - and you can add
milk or sugar - by pressing
these two buttons here. -
Don‘t forget - to switch the
machine off - when you've
finished.

Unit 8

8.1

2/3
1 conserve 2 Earth
3 could 4 bookings
5 include 6 solutions
7 pollution 8 local
9 oceans 10 hotel

8
1
2

.2

1
3
1

2

3

should 2 shouldn’t
should 4 shouldn’t

We could (W) try and reduce
congestion.

We should (W) reduce
traffic on the roads.

We could (S) use electric
cars, but they don’t really
solve the problem.

Do you recycle plastic?

I think you should (S).

Could (W) you travel to
work without your car?
Well, yes, I probably could
(S).

I think | should (W) probably
buy a bike.
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