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UNIT ONE

O Listen

A telex from Mr Green

‘Lesson 1

It's a telex from
Mr Green.
It's from Cairo.

Good
morning,
Miss Dunn.

[

Good morning, —
Mr Blake. Cairo? But Mr Green

is in Rome Today.

1 What's this? 2 Who's this?

194444 HOTSUN UN
293111 TSLLDN G

—
CALRO 30 JUN &S5 [

SURROE

RRIVED SUN HOTEL.
ANGE OF PLAN. Al

i:ETlNG TODAY WITH AHMED ALIl.

MORE LATER.

REGARDS
GREEN

194444 HOTSUN UN
292111 TSLLON G

It's Mr Green.
Heisn't in Rome today
He's in Cairo.

It's a telex.
It's from Mr Green.

- telex (n) [teleks] mdy té-léch
- attn (abbr) for the attention of (n) [£5:00 o'ten/n ov] su gui cho

- to change (v) [tu: Ueind3] thay déi

- to arrive (V) [tu: 8'raiv] dén, di dén



Lesson1

@® Ask and answer

1 What's this?

UNIT ONE

file 1 telephone 3 package
2 Who's this?

, He's ) It's Bob Jones. It's Tomiko Satashi.
It's.... Ghes theagentin.... | Hoosh, agent in New York. She’s the agent in Tokyo.
Bob Jones Z— Andrew Cheong

TRAVEL
SERVICES
LONDON
1 NEW YORK

Carlos Duran

&

9 MEXICO

Fernando Diaz

2 HONG KONG

Tomiko Satashi

3 TOKYO

Selma Mubarak

Jacques Duclos o Mohamd Zaki 4 BAHRAIN
Fontanelli
8 RIO
7 PARIS 5 CAIRO
ROME

- file (n) [fail] 0 dung tai liéu, kep tai liéu

- package (n) [ peckid3] gf')i hang, Ihlt‘mg hang

- travel service (n) [treevl o:vis] d!(?h vu dy l%ch

- agent (n) [eid3ent | dai ly, dai dién



UNIT ONE Lesson 2

Grammar summary

To be

YES NO

fam I'm [am not I'm not
You are You're You are not Youaren't
He iz He's He is not He isn't
Sheis She's She is not She isn't
Itis It's It is not Itisn't

O Study | afthe

£5 LIMITED

THAVEL SEFN'-C
Mr Benson is the Managing Director.

Mr Hudd is the Accountant.
Mr Blake is a manager.
He’s the Saies Manager.

74§

©® Read and complete

Lis T

FE_LELS
. , 3TAL
1 MrsBardis.. .. manager. She’s....Tours Manager. wanmgarti DIFEESOF
2 MrHuddis ... Accountant. we R. Benson Toura ManagEr
3 Miss Atkinson is. . . . secretary. e b 5;‘;‘:“ Sales m:ser
M E.C- ACCountan .
4 MrBlake.... D s N oanel SUpErYiior
5 Rose Pimm ... wa H. PiOM Sales E,“_‘.E.E-w
6 MissDunn. .. we 1. Green Secretary
wigs . Atiinson Tepretary
Wips H. Dunn Sierk
® Ask and answer

Me §. WATROD o4 Lipist

1 s Mrs Bard a manager? Yes, she is.
2 Is MrHudd a manager? No, he isn't. . . ..the Accountant.
3 Is Mr Benson the Managing Director? Yes. . . .. _

Now ask and answer questions about:
Miss Atkinson; Ms Pimm: Miss Dunn; Mr Blake.

HILUTE T LU TR RO

@ Write £ REMEMBER s
Look at A. Write about Travel Services staff. Mrs Bard §
@ Ask each other £
Hello, What's your name? §
Hello. My name is. . . . ; * £
student - kY £
Areyoua manager ? E LINCR =
typist Yes, I am. = My name is What's your =
No,I'mnot.I'ma.... Z Mrs Bard. name? =
NIRRT i
- managing director {n) [.meanid3im direkte ] gidm doc diéu hanh
- accountant (n) [o'kauntont] nhin vién ké todn
- persontiel supervisor (n) [ po:sa'ncl supoavaize] gidm sit nhan su
- staff list (n) [sta:flist] danh sdch ¢dn bd
- clerk (n) [kla:k] thu ky

6



Lesson 3 : UNIT NE

O Say
ABCDDEFGHIJKLMNOPQRSTUVWXYZ
abedefghijklmnopgrstuvwzxys:z
seEeE2ECOOCB 2

@ Say and spell 2 ececeeszrer
_ , jjeccceeogecoe®
file telephone letter capital telex manager IR ®ocpceeeeReaal

- -

® Write in capitals

sales accounts tours director supervisor staff
pead
¢® Read and complete o
i} : Ram Blmon M
This is a business card. ——» Ronen Bame Ahmed Alt %}7/
Wanso B3 './‘
§

TRI—\VEL SFFWICES LINTED

raree R D s
'v e \ BT

LWMTED
TRAVEL Sﬁwﬁi o
1 Berter 1 o w175

1o .;urablﬁ‘
Al
-AV P M‘sﬂﬂ
-y

RS

S e

- TS san,
)

NEW vomy

[

Mr Benson is the Managing
Director of Travel Services, London.,
‘Mr Green is the Sales Executive of Travel Services, London. Dawid 7. Bigys
Paula Goretti is the Training Supervisor of Interco, Rome, et
Ahmed Altisthe . . ..
Alan P. Mason isthe . . ..

O Lo o DN

WORLD 80X C0 LTD

E ] Look at the cards in .
Copy and complete in capitals

Name Initials Comnpany City
1. Bensom R “Traved Seruces Longlon
2.
3.
4.
5.
6.
" 1o spell (v) [tu: spel] dinh vidn
- sale executive (n) [igizekjutiv] diéu hanh kinh doanh
- accounts {n) [ekaunt] bo phan k€ todr
- initial (n) [inL ! chir ddu (cha ho, tén)

- vice president (abbr); VP (n) ['vaisprezident] phd cha tich



UNIT ONE Lesson 4

© Read, say and remember

one 1 SiX b

two 2 seven 7 :

three 3 eight 8

four 4 nine 9 TELEPHONE L1sy

five 5 ten 10 \
N

© Study ame Room Extension

Number

Mr Bensen 1s in Reom 3. His
extension number is 650, Mrs

Mc R. Benson

Bard is 1n Reom 3. Her Mrs A. Barg 3 650 (say 6~5on)
extension number is 645 Mr E.G. Blake f 645
. Mr F.D. Hudd 4 631
Look at the telephone list. Me R. Pimm 604
Talk about: Mr Blake: Mr Mr J. Green 8 627
Hudd: Rose Pimm; Mr Green. Mr L. Jonn 7 610
Len Johnsen son 7 528

@ Listen and answer

Drill One

Is Mr Green in Roarn 97 No. he isn't. He's in Room 7.
2 Is Ms Pimm in Room 17 No. she isn’t. She's in Room 6.
3 IsMrHudd in Roomn 27 R
4 Is Mrs Bard in Reom 37
5 Is Len Johnsen in Room 47

Drill Two
1 1Is Mr Benson in Room 37 Yes. he s, and his extension number is 650,
2 Is Mrs Bard in Room 57 Yes, she ts, und her extension number is 645,
3 s Mr Blake in Room 17 .
4 s Mr Hudd in Room 47 _ _
§ 1s Ms Pimm in Room &7 = NS UN N =
6 1s Mr Green in Room 77 £ REMEMBER . =
E  MrBenson his reom =
Drill Three g =
Copy and complete this table. E @ E
Initials | Ext. no. - 2 | =
RB Who s RB? E  MrsBard her room =
AB [t's Mr Benson. = o P =
16 What's his extension number? £ -ﬂh&% s
FDH I£'s 650, E D b l =
EGB Whais....? = T =
RP Z nnsni s S
- extension number (n) fiks'ten/n ‘nAmbs] s6 mdy phu, s& mdy nhdnh
- telephone list (n) [telifoun list] danh sdch dién thoai
- to drill (v) [tu: dril] luyén tap
- to talk (v) [tu: to:k] noi, nodi vé



Lesson 5] .
: Where's the Telex
from Mr Green? J

O Listen Il 3R Its I‘::ghﬁfa?;sk'
In the office .
; )

® Ask and answer

Where's Mr Green? He's in the Sun Hotel.
Where's the Sun Hotel? {75 in Cairo,
Where's the letter? It's . ., |
Where's Miss Dunn? She’s . . . .
Where's Cairp? It's. . ..

Where's the map? It's 24a the wall,
Where's the file? It's g the shelf.
Where's the telephone? It's . . . .
Where's the telex? It's . . ..

10 Where's the room number? It's . . . .

® Ask each other

Sun Hotel.
Where's that?

LI DU A Wk

Where'sthe . ... ? :
He's .
Shes | '™ | the.. .
It's on
1 letter 2 telephone
envelope desk
4 secr:tary ; o file / 6 manager
room 7 _ chair office
- 1n the office [in 88 2 fis] trong va‘n phong
- letter envelop (n) [Teto in'velap] phong_, bi thu _
- telephone desk (n) [telifoun desk] ban dién thoai '
- pen drawer (n) {pen ‘dro.j ngan kéo dimg but
- shelf (n) [felf] ké séch, gid sich



UNIT ONE Lesson 6

O Read, say and remember

eleven 11 sixteen 16 one secretary {wo secretaries
twelve 12 seventeen 17 one typist two typists
thirteen 13 eighteen 18 one employee two employees
fourteen 14 nineteen 19 one office two offices
fifteen 15 twenty 20 one address two addresses
© Read

Mr Benson is the Managing Director of Travel Services.

Travel Services is a small company. The head office is in London.
The addressia 13, Bolton Street, London WC2 4AX. The telephone
number is 01-636-4511. The number of employees is about fifteen.

[5 i1 true? Say 'yes’ or 'no’.

1 Mr Benson is the Managing Director of Travel

Services. @NO

2 The head office is in Oxford. : YES/NO

3 The telephone number is 01-636-4511. YES/NO TRAVEL
SERVICES

4 The postcode is WC1 4AX. YES/NO = >

5 The address is 3. Bolton Street. YES/NO

6 The number of employees is about fifteen. YES/NO

® Copy and complete

Copy and complete this file card. qERVICES LID

TRAVEL

_r LONDON
frice: &9
cor: K. BENSON tiead O
. ctor: &
anaging Dire

Address:

- ol - 369 5t TR UGN

a manager an accountant
FWLTRER AR IR LR AL TR L AL ORI IEH NI E LRI

City: Tel. No: § REMEMBER af/an %
itys = =
. wcz 4AK £ astreet an office =

postcode £ asecretary  anemployee s
jayees: E acity anaddres_s =

No. of erP = acompany an extension number =

- employee (n) Limploriz] ngudi lao dong, ngudi lam
- head office (1) [hed 5fis] van phong chinh

- postcode (n) [ poustkoud] ma thu tin

- address (n) fodres] dia chi

10



-
Language Focus __UNIT ONE
== - > UNII ONE |

I am I'm I'm not Days of the week
you are you're you cren't }
he/she/it is not he'sishe'siit’s itisn't Monday Friday
we we're we aren’t Tuesday Saturday
you are you're you aren’t Wednesday Sunday
they they're they aren't Thursday
1 Make questions Make plurals
1 New York/in the USA 1 initial initials
Is New York in the JSA? 2, city
2 WC1 4AXra posteode 3 envelope
3 this/your telephone number 4 desk
4 HRose Pimm/a secretary 5 telephone
5 Mr Green/in Rome 6 room
6 we/in Rome T street
T youw/manager 8 employee
8 they/Travel Services 9 package
2 Make gquestions with Where? }[1) ncour:';nxr:y
1 Mr Green is in Cairo. .
Where is Mr Green? Pronunciation

Your chair is in room 8.

She's in the street.

The head office is in Bahrain.
The pens are in my drawer.

The names are in the file.

His card is on the desk.

The number is on the telephone.

3 Make questions with Wh.?

1 The agent is here. (Who?)
Who is here?

2 The telex is on your desk (What?)

s RS W R B U ]

3 The director isn't in his office { Who?"
4 The postcode isn’t on the envelope (What?)
5 Mrs Bard is the Tours Manager (Who?)

4 Make sentences with pronouns

1 The head office is in London.

Itis in London.

Miss Atkinson isn't a manager.
The secretaries are in Room 7.

His initials are on the file.

Mr Blake and [ are managers.

The address isn't on the envelope.
Ahmed Ali is the manager.

Ms Pimm and you are in Personnel.

06 =3 G an e O3 0

[-51 [-2] (-iz]

streets (-s]

rooms [-z}

cities [-iz}

NOTE: ph = [-f-] (telephone)

Say the pilurals in Exercise 5.
7 Stress

tfpist addréss
package
P
P extension
telephone acoountant

manager

4 .
supervisor
secretary

11



Interaction [ausweuueii |

Tours
& S Two weeks in Europe . . !
Look at all the information. S —
ONLY £950 | -

': {\/fw o N
Plan your gwntour .. ..
B ¥ My tour of Europe

Choose from nine cities . .
' DAY 1MON ...

DAY 2TUES ... Panres

Q
Nl pay 3wep .Parvg

DAY 4THURS .Muevch
DAY SFRI ... Geaeum... . ..

London

Amsterdam

Paris DAY “&SAT il

DAY 7SUN ..o

° | DAY 8MON ..o

° Munich DAY 9TUES ...oocoorvri
Geneva ® |l paviowep ...

Vienna
DAY 11 THURS ..o

DAY 12FRI oo,
DAY 13SAT oo
DAY 14 SUN e o bini s

Travel Services Ltd
13 Bolton Street

London WC2 4AX

@ Decide

Plan your tour.

Copy and complete the table.
Where is your tour on Day 67
Where is your tour on Day 10?

® Askeachother

Where is your tour on Day 8?
My tour is in Vienna.
Where is your tour on Day 13?

My tourisin. . . J
V
L ] LA
- interaction (n) /,intor'zk/n] SY tuong tic - to plan (v) ftu: plzen] 1ap k€ hoach, dat k& hoach
-tochoose (v)  [ftu: t/u:z] ~ chon,luachon - own (adj) foun] cta minh, cta chinh minh

- information (n) /,infa'mei/nj thong tin

12



Lesson 1

1 This is
@ Listen Len Johnson.
) He's our sales
A new receptionist (‘ assistant,

( Hello, Alison. |
¢ EFy
%

I Good morning,

I everybody. This is I : AgﬁrTgLssE e
> Alison.She's our | 2 Alison. -

new receptionist.

And Mr Green And this is
is outr sales Mr Hudd.
execufive. He's | Hesour |

in Cairo at the |

| accountant.

‘'moment This

is his desk.
@ Study
Alison is the new receptionist. Frank Hudd is the accountant. Travel Services is a company.
She is eighteen. This is her This is his calculator. This is its letterhead.
first job.

TRAVEL SERVICES LIMITEC
13 Bollon Street, London, WCZ 4AX
/ Tel: 01-636-4511 Telex: 293111

Registered in England No. 109752 ‘
Direclors: R. Benson P.D, Benson M.Wils

V——/\\_’_‘_j—
! IIIIIHIIHIIIIIIIIIIIIIIIIIIIIIIIIII[IIIIIIIIIIIIIIIIm
REMEMBER

Now lock at A. E E
Talk about the people and their office. _ S Possessive adjectives =
Use these words: typewriter telephone notepad chair Z Singular Plural =
S my our =
® Ask and answer 2 youb your =
. =  his =
Isthismy.. .. : S her thuir =
your....: Yes, it is. s its g
No. it isn't. I L L T
- receptionist (n) [ri'sep/anist ] nhén vién 1é tan
- sales assistant (n) [seil a'sistont] tro 1y kinh doanh
- at the moment [zt do ‘moument] lic nay
- calculator (n) [kzelkjuleita] mady tinh
- letterhead(n) [letohed | phén in ddu gidy viét thu (tén, dia chi...)
- notepad (n) [‘noutpaed] tap gidy dung dé ghi chép

13



UNIT TWO Lesson 2

Grammar summary

To have
I { I :
You } have Pve 3 You } have not You } haven't
You've
He He's He He
She } has  got She's L got She } hasnot got | She } hasn't got
It It's It It
We've
We You've We We
You } have They've ] You } have not You } havent
They They They
A Study To Alison Wells ‘I
From Personnel Supervisor memo
re ’
Welcome to your new job! Tra
Servicea 18 1 zmall company . Hv::‘
offices in London and Oxford. In London
“e have about fifteen employees. We have
tvo derartments: TOURS and SALES. The
coAvany has agents in many countries.
® Ask and answer
1 Has the company got an office in Oxford? Yes, it has.
2 Has the company got an office in Birmingham? No, it hasn’t.
3 Hasit got agents in many countries? Yes,.... |
4 Has it got about twenty employees in London? No, ... .
Ithas....
5 Hasitgot....departments? Yes/no. ...
O Write

Look at A. Write about Travel Services.

() Ask each other

1 ajob?
i anofficein....?
Have yougot | many employees?
i many departments? 1
| a....department? Yes, | yo | have
Nao, I haven't.
we

- welcome 1o (inter) ['welkam] hoan nghénh, chao dén
- department (n) {dipa.tmoent] phong, ban
- memo (n) {memo pad) [memou] s ghi nhd

14



Lesson 3 UNIT TWO
e __________UNIT TWO

@ Read, say and remember

ABCDEFGHl-}KLMNOPQRST{JVWXYZ

Ist first 5th fifth Tth seventh
2nd second 6th sixth 8th eighth
3rd third 9th ninth
4th fourth 10th tenth

@® Copy and complete

Use capital letters. Write on the lines.

Fillin the post book,
please, Alison.

POST BOOK

of tne week.
Day O_OF « OESTINATION

N
LE
NAME DEPT NEW Yo&K

CAl
1 BARD  TOURS Z

© Ask and answer

1 What's the first name in the post book? Bard R
Spell it, please. B-A-R-D Y,

2 What'sthe. ... name?
Spell it, please.

4 .
@ Write
Put in alphabetical order.

Hong Kong Cairo Rome Kuwait New York London Bahrain
- tofill (v) [ tu: fil] dién, dién vao (don tir)
- destination (n) [, desti'nei/n] noi dén, diém dén
- post book (n) [poust buk] sO ghi chép lugng van thu
- order (n) [2:de] thit tu

15



UNIT TWO Lesson 4

) Read, say and remember

midnight

It’s one o'clock. It’s four o'clock. it's twelve o'clock.

© Listen and answer
Drill One

1 What time is it in London?
It's one o'clock.

2 Whattime is it in Tokyo?
3 What time ig it in Singapore?
4 What time is it in Bahrain?
5 What time is it in Egypt?
6§ Whattime is it in Luxembourg?
Drill Two
1 What time is it in London?
IV's eleven o'clock in the morning.
2 What timae is it in Cairo? LONDON 11.00 am
I¢'s one o'clock in the afternoon. CAIRQ 1.00 pm
3 What time is it in Bahrain? BAHRAIN 2.00 pm
4 What time is it in New York? NEW YORK 6.00 am
5 What time is it in Caracas? CARACAS 7.00 am
6 What time is it in Mexico? P S0 am
7 What time is it in Athens? - em
a.m. = in the morning
p-m. = in the aiterncon/
Drill Three evening
GMT is London time.
What time is it in Toronto? LONDON (GMT}
Its GMT minus five, Toronto = GMT —05.00 {minus five)
Cairo +02.00 {plus two)
What time is it in Cairo? Mexico —06.00
It's GMT plus two. Tokyo +09.00
Paris +01.00
; gt 9 Caracas —04.00
What time isitin,...? Bahrain +03.00
Buenos Aires -03.00

16



Lesson 5 | UNIT TWO

O Listen
Alison’s first day in the office

Er..
Excuse me,
Mr Hudd.
| haven't
gotachai

# achair? Find hera
L Chair, pkkase, Len.

| haven't gora
personnel number,
Mr Hudd.

By the way, Alison...

kS
i OFFICE RULES
Yes, do. No, don't.
Please arrive on time. Please don't leave early.
Please be tidy. Please don't smoke in the office.
Please make tea and coffee jn. Please don't cook food in the
the kitchen. office.
® — &

© Write Write rules for these signs.

@ Listen and do

Listen to the teacher.
Follow the instruction
Draw or write.

- to excuse (v) [tuzikskju:z]  Xin16i

- to find (v) [tu: faind] tim, tim ki€m

- tidy (adj) [taidi] gon gang, ngan nap, trat tu

- kitchen (n) [kit/in] bép

- food (n) [fu:d] dé an, thic an, mén an

- rule (n) [ru:l] nguyén tic, luat lé

17



UNIT TWO

© Read

Lesson 6

Alison is eighteen. This is her first job. She is the new receptionist at Travel Services. Her typing is

good (60 words per minute). She has a typing certificate. She also has certificates in French and
Spanish. She has a driving licence.

Is this Alison? Is this Alison? Is this Alison?
1 2 3
APPLICATION FORM APPLICATION FORM APPLICATION FORM
for Aeceptomst for. Recephamist for: Recepuorist
Name . Name: Name:
rge 78 Age. \B Age* IR
First |0b:@\10 First job. @NO First job: YES@
DOther languages: Cther languages: Other languages:
FENCH Fercn, Spanish St ok [ 1 Eahanm,
Typing speéd: Typing speed: Typing speed:
50 WP, 0w p-m. 55 w.p.m.

1s it true? Say "ves' or 'no’

1 Alison is 20. YES(VG) 4 She s the new receptionist. YES/NO
2 She hasn't got a drivinglicence. YES/NO 5 Thisis her third job. YES/NO

3 Her typing ia good.
©® Copy and complete

YES/NO

6 She has got a certificate in Italian. YES/NO

Here ia a letter from Alison to Travel Services.

Dear sir,

... elghteen. I
i . -..eaatl.y-pi.ng certificate.
Spanish. ««¢- @ driving licence-
Jobs at Travel Services-

Youge faithfully,

od .
: ment. -+ LYPIng is go
oo OV 3 000 ata;'_ha: ..o  certificates in French and

Flease send ne information about

® Write
Application form number 3 is from Linda Todd. Write her letter 1o Travel S8ervices.

- certificate (n) [sotifikit] vin bing, chimg c}_ﬁ
- driving license (n) [‘draivin, laisans] gidy phép 141 xe, bang ldi
- application form (n) [eplikel/n't>.:m] don xin viéc
- job (n) [d3ob] viéc lam, cong viéc
- typing speed (n) [taipm spi:d}] toc d¢ danh may

18



Language Focus UNIT TWO
= LA T————ssh a e

21 twenty-one 30 thirty 70 seventy Months of the year
22 twenty-two 40 forty 80 eighty

23 twenty-three 50 fifty 90 ninety January July

24  twenty-four 60 sixty 100 one hundred February  August

25 twenty-five March September
26 twenty-six April October
27 twenty-seven May November
28 twenty-eight June December
29 twenty-nine

1 Masake sentences with possessives. 4 Write these sums in full.
1 Alison has got a desk. 1 14+7=21
It's her desk. Fourteen plus seven equals twenty-on
2 Mr Blake has got a notepad. 2 11-5=8
3 The employees have got a kitchen, 3. 25+ 13 =38 + plus
4 The company has got offices. 4 63 - }2 =5l ~ minus
5 You and Jill have got jobs. 5 44 +22 = 66 = equals
6 The Tours Department has got a manager. 2 zg : :5322 =
(She....} =
7 The receptionist has got a post book. 8 36+353=
8 Youhave got an assistant. 5 Make sentences,
(He...)
1 January
January is the first month of the year.
2 Make questions and answers from
Exercise 1. 2 May
3 August
1 Has Alison got a desk? 4 July
Yes, she has. 5 February
6 June
2 T September
6 Pronunciation
3 Make words.
{- 0] [-0- [-u:-]
Paper for typing is typing paper. post book rule
i ; Rome room  food
;nkix;uct;:?;efmm Salesisa telephone cook afternoon
' hotel good Kuwait
3 Thedepartment for toursisthe . . .. S
4 Abook forpostisa. ... 7 Stress
5 The managerofa hotelisa.. .. P ’ . s
h - notepad typewriter  departtent
? igﬁ‘d:ﬂ;‘:ﬁ? :&sﬁl'?:a' Tt pencil alphabet receptionist
pe o thirty L’ assistant
8 Anemployeeof acompanyisa.... thirtéen

- sum (n) [sAmj  baiwdnsdhoc - minus (prep)  [imaines] dAull(-)
- possessive (adj) /fpa’zesiv] O hiu - equat (adj) [ikwel] bang, ngang bang
- ptus (prep) [pids] dau cong (+) - alphabet {(n) [welfobit] bang chit cdi
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Interaction :

ROLE PLAY (two students)

Student A Look stthetelex.
You are in the London office.
The telex is from New Yori.
Ask Student B:
‘Have we got one place on the UK tour in May?
‘Havewegot... . places.... 7
Student B You are in the tours department.
Look at the UK tour bookings.

Answer Student A:
Yes, we have. We've got . . . . places.
, The tour is full.
No, we haven’t. We've got. ... places.
289937 NEWBLZ
:2 ‘i UK TOUR BOCOKINGS 293111 TSLLDN
MARCH-NOVEMBER

20/6/83
MaxX BOOKED

ATTN MRS BARD

MARCH <7 T - S
APHIE :: 39 196 TAVE YOU 80T PLACES ON UK TOURS?
MAY 55 50 5 '
JUNE 55 50 15 N e LY
JULY 60 50 10 Sin - AUGUST
AUGUST 60 58 2 WO - SE"Tﬁgg‘E_:
SEPTEMBER 50 45 5 O N — NOVEMBER.
OCTOBER 45 45 0
NOVEMBER 45 25 20 AL EASE TELEX REPLY.
Booking Clerk Please correct booking sheel every day
THANKS .
20/6/83 RON.
ATTN BLAKE

ATHROW « PLEASE

e
-

HE
SDRAY ATH
gET MR ALl 1800 HQURS TUE
PLERASE B

This telex is from Mr. Green in Cairo.

THANKS «
Read the message.
QREEN.
aga; 4 Hn"
L \ > J

- role play {n) [roulplei] sIr sAm val
- place (n) [pleis] noi chén, dia diém
- full (adj) [ful] day, ddy da, tron ven
- to book (v} [tu: buk] dat vé: mua vé
- mnessage {n) ['mesid3] tin nhin, thong bio
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O Listen
At the airport
Mr Blake meets Mr Ali at London Airport.

Mr Blake:
Mr Ali;
Mr Blake:

Excuse me, are you Mr Ali?

Welcome to London.
Are those your suitcases over there?

Mr Ali: No, those are my suitcases here.
Mr Blake: Is this your first visit to London?
Mr Ali:  No, I come to London every year. This is my eleventh
visit, in fact!

Yes, I am. Are you from Travel Services? ¥
That’s right. I'm Edward Blake, the sales manager.

~ A@= Mr Blake: This is the way out.
i, gilocs ‘{ Mr Ali: What's that over there?
' Mr Blake: 1It's the new terminal.
This is my
car.

Mr Blake:
Mr Ali:

What are these?

study the information.

@ Tell each other
Talk about the office.

They're files about our project. Please

??} "3,- i

2. These are the customer Those are the agent

files.

T T T TR

11
S REMEMBER =
S Singular  Plural =
£ this these =
E that those =
I

=l

L T T T T T

- airport (n) [eapo:t]
- suitcase (n) [sutkeis]
- way out (n) [‘wei aut]
- terminal (n) [to:minlj
- in tray (n) [intrei]

- out tray (n) [aut'trei]

sdn bay, phi truong
cdivali

16i ra

nha ga, dén khich ¢ san bay
khay dung cong van dén
khay dung cong van di
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UNIT THREE __Lesson2

Grammar summary

Present tense Question Short answer
I v He arrives you v you d '
You arnve Dea we type? 8, | we o
(i pe No don't
We g She { goes they * | they
You buy he he
They sell It buys Does { she drive? Yes, she does .
sells it No, it doesn't
O Read

METALCQ is a company in Birmingham. The company makes metal products. [t imports steel from
Europe. [t exports its products to Africa and South America. It sells a small number of producta in

the UK.

(@ Ask and answer

1

Yes, it does,

Does it itnport steel?

Yes, it does.

Does it export to North America®

No, itdoesn't.

.. .Metalco . .to Africa?

. . plas t:g products?
. buy &el from Europe?

2

o ~1 3 AN e

@ Read and complete

Dces Metaleo make metal products?

L sell products in South America?

Use these words: arrive leave sit use eat work

LenJohnson. . .
athisdesk all day. He. . .
office at five in the evening.

0 Write

.for Travel Services. He is a sales assistant. He. .
. the telephone. He doesn't goout for lunch. He. . .

Look at C. Write about your day at work,

.. at(900in the morning.He. ...

.asandwich. He .. . . the

(@ Ask each other
What do you do? Doyou....?
Twork.... Yes, Ido.
No, Idon't.
- metal products (n) ['metl prodakts] sin ph:l'm kim loai
- 10 import (v} fuimpo:t] nhap khdu
- steel (n) fstid] thép
- 1o export (v) [tu: ‘ekspo:t] xudt khdu
- plastic {n/adj) [plestik] nhya, lam bing nhya
- sandwich (n) [senwid3] binh xdng-dych
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Lesson 3 UNIT THREE

O Study

Look at the cases. They've got labels.

Look at the labels. They've got the letters LHR.
What does LHR mean?

It means LONDON HEATHROW,
1t’s the name of the airport.

It's the destination.
@ Listen and say Abbrevistior
Look at the list.
. LONDON HEATHROW LHA
Repeat the name of the airport. PARIS CHARLES DE GAULLE cOG
Say the letters of the abbreviation. NEW YORK JOMN F KENNEDY JFK
AMSTERDAM SCHIPOL SCH
ROM ROM
@ Askand answer CE,RS CA
1 What does R-O-M mean?
1t means Rome girport. 4 What does S-C-H mean?
2 What does L-H-R mean? 5 What does.J-F-K mean?
3 What does C-D-G mean? 6 Whatdoes C-A-1 mean?

® Copy and complete

John Green is on Flight MS229. The flight goes from Cairo to Paris. DG
This is the label on his cases. L

Draw four Labels in your book.

Fill in labels for these passengers. :
1 Linda Black'is on Flight GF104 from London to New York.
2 Bob Lang is on Flight BA291 from Rome toc Amsterdam.
3 Sue Peters is on Flight BA678 from Paris to Cairo,

4 Bill Henderson is on Flight AF412 from Paris to London.

(@ Askeach other

Who's the first passenger?
The first passenger is Linda Black.
Her flight number is GF104.
The flight goes from London to New York.
E second E
Who'sthe | third 1| passenger?
' fourth

The....

- case (n) [keis] truong hop, tinh huéng - abbreviation (n) [a,bri:vi'ei/n] chir vict tat
-label (n)  /Yespfj  nhén, nhan hiéu - flight (n) [flait] chuyén bay
-to mean (V) fru: mi:n] nghiala. c6 nghia la - passenger (n)  [paesindjs] hanh khiach
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UNIT THREE Lesson 4

O Read, say and remember )

100 Say ‘a hundred or one hundred’
200 Say 'two hundred’
325 Sav ‘three hundred and twenty-five’

NILE TOuRs

650 Say six hundred and fifty’ PRICE LisT
© Study HOTEL ! week
LT Sun 2 wegky
425
X ; b Read Se 750
price lisf, ee 350 600
Mr Blake " Globe 250
LY ~ 425
— Pyrarnig 150
{ ) v . 275
AR Thank uou, Sphunx 100
@ Listen and answer . Y MY Al Prices nclude begt ng e
Al Prces are wn mm??;{f:r

Drill One

I One week at the Sun Hotel costs £425. How much does ¢ne week cost?

Tt costs £425.
2 One week at the Red Sea Hotel costs £350. How much does one week cost? Please file
3 One week at the Globe Hotel costs £250. How much does one week cost? the price list,
4 One week at the Pyramid Hotel costs £150. How much does one week cost? Alison.
5 One week at the Sphinx Hotel costs £100. How much does one week cost?
Drill Two

Listen to the question. Look at the price list. Answer the question.

1 How much does one week cost at the Pyramid Hotel?
One week coste £150.

How much do two weeks cost at the Red Sea Hotel?
Two weeks cost £600.

How much does one week cost at the Globe Hotel?

[

3

4 How much do two weeks cost at the Sphinx Hotel?

5 How much does one week cost at the Red Sea Hotel?

6 How much do two weeks cost at the Sun Hotal?

. *

Drill Three ‘one star’ means caecp
*

Tell me about the Pyramid Hotel. twd :tar’ means guergge

Well, it's a "two star’ hotel. Inthe
vy means expensive agent file

What doea that mean? ‘three star’ g

It means ‘averuge’. Herokk ,

had “four star’ meansy very expensive

Tell me about the . . . . Hotel.

-price (n) /prajs]  gid. gidca - cheap (adj) [tip] ré‘
-list(n)  fisyy *  danh sich - expensive (ad}} [fiks'pensiv] dat
- to cost (V) fru: kose] tri gid, gid - average (adj)  [wvaridj] trung binh

-to file (v) ffarl] Iuu vio hd so
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Lesson 5 UNIT THREE

'0 Listen e 2
Atthe hotel
1**";

MrAliisin London. He arrives at his hotel.

Receptionist:  Here's your kev, Mr Al
Your room number is 103.

MrAli: [don’t want a noisv room.
I'd like a guiet room. please.

Recepticrust: Don’t worry. [t's a very quiet room.
Mr Al Good.
Receptionist: Do you want breakfast in your room?

Mr Ali: Yes, please. I'd like a Continental
breakfast.

Receptionist:  What time?

Mr Ali:  Ateighto'clock. please.

@ Study #7% HOTEL SCRVICES

Mr Aliisin his room. B

He w;ntsc:la telephone number. He rings the operator on 02. Rétiiion Desk o3
® Read and complete Operator 02
Look at B. Laundry 03
1 Mr Ali wants a taxi. Herings. .. .on. ... Rest t (R Service) 04
2 Mr Ali wants a clean shirt. Herings. .. .on. .. enrursnt foom ekl

3 Mr Ali wants a snack in hisroom. Herings . .. .on. .

'

® ROLE PLAY (two students)

Student A You are a hotel guest. Ring 04.
Student B Answer the telephone.

Hello, this is room service. |

Hello, this is room 105. I'd like
a snack in my room, please.

Yes, sir. What do you want?
Id like some ... and .. ..

Look at the menu. Choose a snack and a drink.

- noisy (adj) [noizi] 6n ao

- quiet (adj) [kwait] yén tinh

- continental breakfast (n) [ konti'nent! ‘brekfost] bita di€ém tam gém c6 ca phe,
banh mi va mut

- to ring (V) [tu: rin] goi dién thoai, rung chudng
- operator (n) [opereite ] ngudi truc tdng dai dién thoai
- yoghurt (n) [jouge:t] sita chua

- beefburger (n) ['bi:fbo:ga] thit bd bam vién 25



UNIT THREE Lesson 6

© Read

A photocopier is an expensive machine. Some photacopiers are
very large and very expensive.

Aphotocopier makes fast copies. It makes copiesof
letters, forms or documents. Some machines make ten
copies per minute. Fast machines make fifty or sixty
copies per minute.

A photocopier i3 very useful in the office.

Itis true? Say 'ves’ or ‘no’.

1 Photocopiers are cheap. YES@

2 Some photocopiers are very expensive. YES/NO

3 A photocopier makes copies. YES/NO

4 Some machines make two copies per minute. YES/NO

5 A photocopier is not very useful in the office. YES/INO

© Tell each other

Talk about these machines.

Use the words in the liat.

cheap expensive small ‘large quiet noisy
fi slow new old

ACALCULATOR A DICTATING MACHINE AN ADDING MACHINE

® Write Write about one of the machines.

- machine (n) [fmoein] may moc, may

- document (n} [dokjumant] tai liéu, van kién
- useful (adj) - [yu:sA] hitu ich

- dictaling machine {n) [djk’{ej{jq me¥in] mdy ghi diéu loc
- adding-machine [edinme,/i:n] mdy cdng
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Language Focus UNIT THREE

1 Make negatives. $ Pronunciation
1 Our company imports from Europe. [-::.] [-1-]
Our company doesn’t import from Europe.
2 He sells photocopiers, week drink
3  We eat breakfast at eight. eat. import
4 They file the papers. machine sit
5 She rings every day. cheap ring
6 The price is high. English
7 You make plastic products.
8 The photocopier works fast. 6 Stress
2 Make questions and answers from product machine
Exercise 1. breakfast
plastic
1 Does our company import from Europe? metal
Yes, it does. ,
2 ... customer
cdlculato
3 Make correct sentences. ph:t"‘o:opirer
1 The flight/leave from Heathrow. destinati
The flight leaves from Heathrow. SEbroviation
2 Theylexport machines,
. 3 She/drink orange juice.
4 That company/make calculators.
6 Those initials/mean London time.
6 The customer/want grey files.
7 The secretary/go at five.
8 My asgistant/do the filing,
9 The post/come in the morning.
4 Add the adjective.
1 It'sacalculator. (cheap)
It's a cheap calculator.
2 Do you want a drink? (hot)
3 TI'dlike a room. (quiet)
4 Please file these letters. (old}
5 He's a customer. (new)
& The suitcase is there. (grey)
7 Thosee labels are here. (blue)
8 Wae sell products. (metal)
- 1o eat (V) [ iy an
- to work (v) [t wack ] lam, lam viéc
- orange juice (n) [orind} d3u:s] nudc cam
- customer (n) [kAstema] khach hang
- post (n) [poust] thu, buu kién
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S

A

O Study

LDOk at th-ls r
page of a cal’.a.log'l.le I.ook at the reiemnce p

3 ALARM CLOCK/RADIO

1 WATCH/PEN 2 DICTAPHONE
140 mm 90 x 20 x 15 mm 180 x 100 x 50 mm
ADL 5390 £20 DP 1903 K £35.75 DC 1953M  £15.95

4 CALCULATOR 5 DIGITAL ALARM CLOCK 6 POCKET MINI CAMERA
60 x 0 x5mm: 90 x 30 x 5 mm 100 x 60 x 30 mm
Cla7eoP £7.99 RB1398C £24.50 FM3579M E55

7 FADK/CASSETTE
150 x 100 x 40 mm
RC2538 E£40

@® Complete

® Decide

ITEM
:ﬁFERENCE You have £70.
Give the Alarm clock/radio What do you need on a business trip?
reference = DC19s3pm | Choose some items from th p?
sumbers aphone Make a list. Add u them vabigag :
l'i:!: these Watch/pen £ S
ms: :!ini-camra — ©® Ask each other
adio/cassette
Digital aiarm clock What do you want from the catalogue?
-
- catalog (n)  [%keetol an liét ké -
atolog] ban liét ké muc luc - watch
- reference ! 5 R : (n) wol/, do 0 4
number (n) [ﬁggns so#lham klmo - dictaphone (n) ?’b’fﬁ?jfou moéng 1;10 qfio tay
- pocket mini /naki a:] _ 50 tham chiéu - item (n) ’ o e e e
GCASL ML [pokit mini mdy anh bo tii [aitom] khoan, muc
camera (n)  kaemors] - alarm clock (n) /a%a:m’ 5 S ha
[e'la:mk/>k] dong hd bdo thiic
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Lesson1 UNIT FOUR

An appointment

Mr Ali comes to the office.
Alison: Good afternoon, sir.

Ali:  Good afternoon. T have an appointment with
Mr Blake. My name is Ahmed Ali.

Alison: Ah yes, your appointment is at 4.15.
Can you wait a moment, please, Mr Ali?

Ali:  Yes, of course.

Alison rings Mr Blake.

Mr Blake
welcomes Mr Ali.

Blake: Now, Mr Ali, what's on the agenda?

Ali: Well, Mr Blake, I really want to talk about money. We
need finance for our new hotel in Egypt. We need your
investment. You've got all the information. Can you
please make your decision today?

Blake: TI'msorry, Mr Ali, I can't. Of course we want to invest.
The problem is . . . . we need money from Paris for this
project.

Ali: lsn’t John Green in Paris now?
Blake: Yes, he's got a meeting with Jacques Duclos.
Ali: And is Mr Duclos interested?

Blake: Idon’t know, Mr Ali, I don’t know. Can you possibly
wait a few days?

©® Study Making and answering requests

C e
“Blo this ltzztﬁr? 1 Yes, of course.
wai_t a moment? I Tt
fill in this form? \ Thaven't got time.
make four copies? No, 'msorry. ! He'sout today.
answer the telephone? | He’s on the phone.
ring Mr Banks of Stilco? i She's vesy-busy.
©® Ask each other
Make and answer requests.
- appointment (n) [e paintmont] cudc hen, hen gap
- To wait (fOI) (v) [[u_' wej{j dCfl, cho
- of course (expr) [ov ko:s] tat nhién, di nhién
- agenda (n) [e'd3ends] chuong trinh nghi su
- finance (n) ['fainzens] tai chinh
- investment (n) [in'vestmont] su ddu tu, von dédu tu
- decision (n) [di'si3n] su quyét dinh

- to be interested in [tu: bi: 'intristid in] thich, quan tim dén 29



UNIT FOUR Lesson 2

Grammar summary
some/any countables uncountables
negative
a pen some paper any paper
SINGULAR a file some breakfast any breakfast
some tea any tea
some negative
PLURAL pens any pens NO PLURAL
some files £l
any files

f Alison,can you

O Study | some/any check the stationery,
please?
We need some red pens.
We don’t need any pencils.

We've got some typing paper. LTS
We haven't got any carbon paper. "

Can you please make some coffee?
Don't make any tea.

I'd like some breakfast.
Idon’t want any breakfast.

® Tell each other

Check the stationery, please.

We need some. . ..
Wedon't needany. ...

We've got some.. . . .
Wehaven't gotany. . ..

® Write

Write a memo about the stationery.

- countable (ad)) [kauntebl] 6 thé dém duoc

- singular (adj) ['singjulo] thudc sé it

- plural (adj) [pluaral] thudc s6 nhiéu

- typing paper (n) [taipin peipa] gidy danh mdy

- carbon paper (n) [ka:bon peipa] gidy than, giﬁ'}f cac-bon
- stationery (n) ['steifonri] \’i'll:l phong pham

- to check (v) [tu: t/ek] kiém tra
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How many dol

To Alison
From Mr Bla.ke
Stationery

re

e Copy and Comp]ete

Copy the order form. Fill in the form.
ORDER FORM

Customer's name: ...
Customer’s address:

DESCRIFTION
Red. pers

1.

2.
3.
4.
5.

® Write

order, Mr Blake?

er some paner—-clips .

ITEM

Staples

e~ ey
blue
black

[EPURUOO 0 2| - ERREEE
REF NO QUANTITY PRICE
gR4CE D bores £1.70
TOTAL VALUE OF ORDER

Faperciips

H“bber bands

Rubber bangs
%“fe&d
S2ing ping

UNIT FOUR

L] ‘_.-I.

Oh, order five
fiffeen boxesof
staples and a

dozen boxes of
drawing pins.

u ord : :
cina. {23, blue ink, dra,umg.pu:;ea.n |
:'edppens? The prices are 1n |
- CATALOGUE

U,"ﬁce Sfaﬁbnery

P 8108
R 2469
BR 406
BL 407
88 408
OR 2310
ST 1564
IR 603
IL 604

blue
black

b %
.“:\\'
/MEJ

PRICE
Q_U_g_l_'u__m

Office Supplies. Lta.

VALUE

Two dozen
boxes.

OfﬁCe
Supplies (.
Ltg &

5650 Box of 100
£1 739 Packet of 10
£195 Soxof20
£1. S Boxof 20
.75 80;( Of 20
57p  Box of 100
£ 85p Box Of%
£3 350 Bottle (500c))
: Bottle (500c))

fes0

Write Mr Blake's memo again. Give the quantities of the items.

- staple (n)
- drawing_p‘m (n)

- paper clip (n)

- rubber band (n)
- quantity (n)

- value (n)

- description (n)

[steipl]
[dro:inpin]

[ peipoklip]
[TAba'baend]
[kwontati]
[veelju:]
[diskrip/n]

ghim dap gidy

dinh rép, dinh dn (dé dinh gidy vé

vao ban vé)
kep gidy

day chun, day cao su
s0 lugng

gid tri

hang, loai
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NIT FOUR Lesson 4

O Study
Look at Mr Benson’s diary.

Frday

8 MARCH
® Listen and answer 9.00 a5 Mr Hopkins
c —
You are a receptionist. 1000 W Sullon

N0 ) g Miss Tadel
1200
00
2.00
2.00
4.00

Drill One Greeting a visitor

Good morning.
Good morning, can [ help you?

Good afternoon.
Good afternaon, can I help you?

Drill Two

Listen to the visitor. Look at the diary. Check the time of the ,
appointment.

1 My name is Mr Hopkins. L have an appointment with
Mr Benson.

Ak yes. Your appointment isat 9.15.
2 My name is Mr Sutton. [ have an appointment with Mr Benaon.
Ah yes. Your appointment . . . .

3
4
5

Drill Three Making appointments

Can I make an appointment with Mr Benson, Can I make an appointment with Mr Benson,
please? please?
When do you want your appointment? When do you want your appointment?
At 1145, At 12.00.
Pm sorry. He's busy then, Yes, that's fine. What name is it please?
- diary (n) ['daiori] s6 nhat k¥, lich ghi nhé
- greeting (n) [erictin ] a1 chao hoi al
- busy (adj) [bizi] bén, ban ron
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R .
Lesson 5 UNIT FOUR

_— YNNI FUUR
O Listen

Atl h .
ane Alison is in a cafe. It's lunchtime. She is with Jill Atkinson.
Jill works for Travel Services, too. She is a secretary.

Jill: How's the new job, Alison?

Alison: Well, I'm terribly busy. Every day [
meet lots of people.
But I do lots of typing and filing, too.

Jill: Don’t you like being a receptionist?

Alison: Oh, [ enjoy meeting people. And [ like
answering the phone. But [ hate typing.
And I can’t stand filing.

Jill: You can go to college, you know.
Why don'’t you study for a year?

Alison: What do you mean?

Jill: 1mean, you can do a course in business
studies. After a year, you get a
certificate. Then you can apply for lots
of different jobs.

Alison: That's a good idea. I like studying.

Jill: Why don’t you get a prospectus?

©® Study Talking about likes and dislikes

Alison enjoys meeting people. She likes answering the phone. She
likes studying. 4

Alison doesn't like typing. She hates typing. She can't stand filing.

® Askeach other

Yes, [ do.
No, I don't.

® Write

Write about your likes and dislikes.

- cafe (n) [keeter] tiém ca phé, quan an

- college (n) [kolid3] trudng dai hoc

- to apply (for) (v) [tu: a)plai] ap dung, xin (viéc)

- prospectus (n) [pros pektas] 10 quang cdo, t& rao hang
- can’t stand [ka:nt stznd] khong chiu ndi
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UNIT FOUR

Lesson 6

Q@ Study

Look at the diagram. It shows the company organisation.

TRAVEL SERVICES LIMITED

|

Menaging Director:

H. Benacn
Personal Assistant: Anne Piti

-

|

TOURS DEPT
Manager: Mrs Bard
Secratary: 1

Copy Typist: 1
Clerk: O

Urivers: 2

SALES DEPT

Manager: £. Blake
Executive: J. Green
Assistant: 1
Secretary: 1

Copy Typist: O

PERSONNEL

SECTION

ACCOUNTS
SECTION

© Read

There are two main departments in the company: Sales and Tours.

There are also two small sections: Personnel and Accounts.
The Sales Manager is Mr Blake. There are four people in the

department. There are three men and one woman. There isn'ta
copy typist at the moment, but there is a secretary.

® Ask and answer

1 How many people are there in Sales? There are four people.
2 Inth ' ? o’
S s thore a serm :_Lp_;? st hemoment?  No, there ian'. OO OSSR
4 How many departments are there in the company? S REMEMBER =
& How many people are there in Tours? = =
6 Isthere an executive in Sales? = =
7 Isthere aclerk in Tours at the moment? = Irregular plurals =
S man men =
@ Write = woman women =
E person peopie =
Look at A. Write about the Tours Department. [ T T L T L I
- organization (n) [o.gonai'zei/n] 16 chiic
- managing director (n) [ maenidiin ditektd] gidm doc diéu hanh

34

- personal assistant (n)

- section (n)
- personnel (n)

[sek/n]
Lpa:sanel]

[pa:soni a'sistant]

thu k¥ riéng, trg ly
b phén, phong ban
nhan su



Language Focus __ | UNIT FOUR

500 five hundred 21st
600 six hundred 22nd
700 seven hundred 23rd
800 eight hundred 24th
900 nine hundred 25th
1000 one thousand 26th

1 Make negatives.

1 There ia sgoms tea.

There isn't any tea.

We've got some boxes.

I8 there some coffee?

I've got some typing.

They need some order forms.
Have you got some messages?
There is some post for you,

I want some salad, please.

Qo o~ O Lo QOB

twenty-first

twenty-sacond
twenty-third
twenty-fourth

twenty-Afth

27th
28th
29th
30th
3ist

twenty-seventh
twenty-eighth
twenty-ninth
thirtyth
thirty-first

twenty-sixth

4 Write these times in full.

1

[= R I I )

It leaves at 7.56.

It leaves at seven fifty-five.

The office shuts at 5.00.

We meet at 5.35.

Please come at §.15.

Your appointment is at 11.04.
Lunchtime is from 12.30 to0 1.30.

5 Write correct sentences with wani (o) or

need (to)
2 Find the opposite.
Look at t:g two lists of words, 1 ablue file (want)
Find wordn with opposite meanings. 1 want a blue file.
2 buy afile (want)
leave . I want to buy a file.
import 3 see the director (need)
g0 cold 4 aphotocopy {need)
cheap hate 5 some coffee (want)
like slow 6 make some tea (want)
hot noisy
iet
2:;?-_,“ :;u;fl 6 Pronunciaton
large expensive C1q]
fast -1
typing
filin
. . : studying
3 Write with correct capitals. meeting
1 monday
Monday 7 Stress
2 april 7 .2
3 hong kong item invest
4 gmt lunchtime apply
5 travel services ltd. , ¢
6 rmrrbenson quantity appointment
T excelsior hotel drawing pin ’
8 tuesday december lst certificate
- order form (n) [>.def>:m] don dat hang
- make some fca [meik sAm 1] pha tra
- to shut (v) ftu: SAL] dong, khép
- lunchtime (n) fiAnt/taim] gid dn trua
- pronunciation {n) [pre,nAnsi‘ei/n] phat 4m
- GMT (Greenwich Mean Time) [ d3i- em ] gid chudn GMT
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. Stockroom Postroom Kitchen

O Study

Look at the plan of the office.

Look at the new items and the delivery

note.

F514315

©® Decide

Where do you want to put the new items?

(® Ask each other

Where is the new photocopier?
Itsin....

Where is thenew ... .?
It'sin....

&

DELIVERY NOTE — MULTI-STORE LTD

ITEM QUANTITY CHECKED

LETTER SCALES 1
N 68268

COFFEE TABLE 1
F 727800

COFFEE MACHINE 2
AL 53102

DESK 2
F 514315

SWITCHBOARD 1
SW 53902

PHOTOCOPLER 1
PCL13590

PAPER F 9050 10

DESK CALCULATOR 1
C85602

AN N U U O N

- delivery note (n)
- plan (n)

- switchboard (n)
- scales (n)
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[di'livari'nout]
[pleen]
[swit/bo:d]
[skeilz]

phi€u giao hang
so do, ké hoach
tong dai dién thoai
cdi can



LLesson 1 “assac=sis S nT  GNIT FIVE® |

O Listen

Working late Alison has a lot of work.

Jill: Come on, Alison. Let's go. It's five thirty.
You're terribly late,

Alison: Tknow, Jill. But I've got to do all these jobs.
Jill:  'What have you got to do?

\ Alison: TD've got to type these letters. I've got to file
these reports. And I've got to tidy the
stockroom.,

Jill:  Are these the reports? I can file them
for you.

88 Alison:  Oh, thanks, Jill. But what about the

2 stockroom?

Jill: Let's tidy it
together.

@ Study

This is ! 'the stockroom. Alison has got to tidy {it. }
———

These are (’t-He reports. ’ She has got to
This is rbrdr Duclos. ’ Mr Green has got to meeti him! in Paris.
This is (’;\—lisun.*} ‘W—e've got to help] her. l}

© Tell each other

Use this and these.
1 letters/Alison/to file These are the letters.
Alison has got to file them. e T e e
2 desk/secretary/to tidy This is the desk. ‘ E REMEMBER =
The secretary has got to tidy it. = E
£ Object =
3 Mr Duclos/Mr Green/to meet = Beck-prongns =
4 Alison/We/to help E me =
5 account book/Mr Hudd/to check 2 you =
6 phone/receptionist/to answer E him/her/it §
S us =
Wri E you E
o Write E them =
Write all the sentences in C. AT
- report (n) [ripo:t] bén\, bdocio \ '
- stockroom (n) [stokrum] budng, kh? dé hang hod
-accountbook (n)  fo'kaunt buzk] 6 sich ké todn
- terribly (adv) ['terobli] rdt t¢, qud chimg
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UNIT FIVE Lesson 2

Grammar summary
Adverbs of frequency
always always
[am never late. never arrive on time.
sometimes sometimes
O Study
Office hours begin at 9.00 a.m. WEEKLY TIMESHEET
Miss D\_.lnn is always the first Times of arrival
person in the office. She always Name Mon Tua Wed Thur Fri
arrives very early. She is never
late.
:e on 1 ’ H. Dunn 820 40 845 G40 &
n Johnson always arrives i . . ) :
late. He is never on time. B J?hnson 304 90z 90F 903 905
- 0 P___ ' R. Pimm 855 BSF 903 846 9ol
se Pimm, the Personne ) . i 3 i ;
Supervisor, sometimes arrives ok F‘htkmson 857 %Sk &% 855 857
late. She has to travel to work J. Watson 20Z 903 9o 201 204
by train. The trains are F. Hudd 47T 842 €51 2352 %<0
sometimes late. P. Greenwood 858 ®52 8% 8% 902
A. Wells §54 855 853 8% °ES5F
©® Read and complete

1 Frank Hudd travels by bicycle.
He never arrives late.

2 Pat Greenwood travels by bus.
She. ... arrives late.

3 Jim Watson travels by motorbike.
He....late.

4 Alison walks to work.
She. . ..late.

Now make sentences using: on time.
Frank Hudd is always on time.

@ Tell each other

My class

office hours | Peginsat. ...

Itravelby....

© Write

Write about yourself. What time do you begin work? How do
you travel to work?

- office-hours (n) ['2fis ausz] gio lam viéc (co quan)

- on time (expr) [on taim] dﬂng gig
- motorbike (n) [‘moutabaik] Xe gan rr'uiy
- late (adv) [leit] muon tré
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Llesson3 _ UNIT FIVE

e ——— et e et e e e e SR
O Read

Filling in a form.

*Always read the instructions first.

*Always use capital letters. Your writing must be neat and clear,

*Always write in the correct space. Don't write outside the space.

*Always answer all the questions. Don't leave empty spaces,

*Always check the form. Read all the questions and answers again.

©® Copy and complete

Gopy this form.
Compiete the form for your partner.
Ask questions. For names, say "Can you spell your name,

please?

PERSONAL INFORMATION \

plese complete the form in capitals.

SUMNAME ... Pirstname ..o Mr/Mrs/ Miss/Mis.

Dateof bith ......cccccoiiiiee,

AAFess ... Age ... Place of binth ...
__________________________________________ Nationnality ....ooevvevecereiiii e

Postcode ., Tel. no

Profession or 0CCUPAION ..o e e

Employer's name and adadress: ... e,

(Students: put addressoT .......ccoiiii e )

ACNCOI OF COHBGRY ...ooviiiiiiii e e e,

Exchange the completed forms. Check the information and
spelling.

- instruction (n) fin’sirAk/n] suhudng ddn - profession (n) fpro'fe/n} nghé, nghé nghiép
-neat (adj) /oy sach gon,nganndp - occupation (n) fek/Upei/n] cong viée, viée lam
- correct (adj) fka'reky] ding, chinh xdc - nationality (n) f,naefenaliti] quéc tich

- space (n)  [Spers] chdtdng
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UNIT FIVE _ esson

Tourism Convention (SEl=:1 £
in Rio, please, '
Alison?

CAL
Event ~=ENDAR OF Evenrs
Place
! Winter g ) Month
-1 2ports
= : 32 Trave| Exhibition Innshryck y

. I'm sorry, ' Ta*-'Way Fair Tunig Aaf'?h'ary

| don't know, 5. oS Convengop, Toronto i

Mr Blake. ' F“’OGEan Gameg Rio ay

& estival Atheng gulv

Munich €ptember

©® Listen and say l

October

Drill One Drill Two

Read and say these dates: 1 There are Winter Sports in Innsbruck in January.
2 There's a Travel Exhibition in Tunis in April.

; %?m):: 2Alu§:;i 3 There’s a Railway Fairin....in....

3 Friday, 11 January ; %2;2 :r.‘é 1

4 Wednedsy, 1 May 6 There's . Jﬁif’ l’ /’

5 Saturday, 30 September T -’ F: f,rM

6 Tuesday, 22 March R Ay N

7 Monday, 15 April RO

8 Thursday, 31 July i .

9 Sunday, 3 February

Drill Three

Look at Alison’s notes.

When are the Winter Sports?

The-Winter Sports are from 10-20 January.
(from the tenth to the twentieth of . . ..)

When is the Travel Exhibition?
The Travel Exhibition is on 15 April.
(on the fifteenth of April)

© Write

Write a memo to Mr Blake. Give the dates of the Tourism
Convention. Put today's date on the memo.

- date (n) [deit] ngay lhé;ng

- exhibition (n) [.eksi'bi/n] cuoc trién lam

- convention (n) [ken'ven/n] hoi nghi

- conference (n) [konforans] hoi nghi, cudc hop
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Lesson5 ~ UNITFIVE _

) Listen
An urgent job

Mr Blake:

Alison:
Mr Blake:
Alison;
Mr Blgke:

Jill:
Mr Blahke:

Jim:

Mr Blake:

@ Study  Asking the time: What's the time?

Can you all help me, please? This is very urgent. We
must finish these documenta for Cairo. The messenger
comes at five o clock.

What’s the time now, Mr Blake?
It's a quarter to five. We've got fifteen minutes.
What have we got to do?

Alison, can you please type out this short letter? Would

you type an address labe] as well?
What can [ do?

Ah, Jill. You can photocopy these pages for me and
staple them.

Can I do anything?

Yes, Jim. Would you please check these figures for me.
They ve got to be right. Oh dear, look at the time!
We must be ready, and it’s nearly ten to five!

Would you please tell me the time? (polite)

1 It's a quarter to five.

2 It's a quarter past five.

3 It's half past five,

4 It's twenty to six.
® Ask eachother

What's the time, please?
It's....

5 It'sten tosix.

6 It's five past six.

NGNGBRI
REMEMBER

It's nearly ten to five.

| Would you please tell me the time?

M
ANHINHINHINEHAHEIE

It's just after ten to five.

Yes,its. . .. TN LR VDT
- urgent (adj) [o:d3em] khdn cdp, cap bich, gip
- 10 staple (v) [tu: steipl] dap ghim
- figure (n) ['fige] con s&
- ready (adj) [redi] sdn sang
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UNIT FIVE Lesson 6

Q Study

EXPRESS NTERNATIONAL DELIVERYy 5 SPEEDAIR/

Sending a parcel o documents
YOU MUST

L

(orGocimarns. v s psee e

e €nts. use a padded envelopa) o e s o

: 1 198 prt ge report losses or damage within 21
16 the parcel or package with string

fill in ang attach the S
i ol
fill in the despat oo

Instructions

oy SPEEDAIR;

days

M-245-8818 {nignts) (5 o m. Ham

Use a dictionary.
What do these new words mean?

goods attach string wrap seal despatch losses receipt

© Ask and answer
Give each other information about SPEEDAIR,
We want to send some documents by SPEEDAIR:
1 Have we got to wrap the documents? 4 Have we got to fill in any forms?

Yes. Use a padded envelope. 5 Wewanttoring at 11 a.m. What is the correct
2 Have we got to seal them? telephone number?
Yes. Seal them with . . . . 6 Do we get a receipt?
3 Have we got to use string? 7 Can we report losses or damage?
® Write
You work in a post office. Write some instructions for sending:
a letter a telegram
NTETNLHEHREHRRnRnEuoon oo
@ ROLE PLAY (two students) = REMEMBER £
Student A works in a post office. E g
Student B is a customer. S ...tapeandstaples.... E
The customer wants to send a telegram. Hefshe askas =. ... parcel or package . ... £
questions. = . =
The post office clerk answers the questions. He/she = Find other examples £
gives information. BRI SR
- express (ad)) [1ks pres] nhanh, hoa t&c, téc hanh
- parcel (n) [pas(a)l] buu kién, chuyén hang
- goods (n) [gudz] hiang hoa
- to wrap {v) Jtu: reep] 261, boc
- despatch (n) [dis’petf] guidi
- padded envelope (n)  [paedid] pi}ong bi cé 1Gp 16t trong
- to seal {v) [si:l] gan xi, niém phong
- string (n) [strin] day
- 1o attach (v [a'tet/] ddn lai, budc lai
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Language Focus UNIT FIVE
St ekt A —— ]\ 1 A J

Years

1001 one thousand and one
1100 one thousand one hundred
1110 one thousand one hundred and ten

1980 nineteen eighty
1985 nineteen eighty-five
1990 nineteen ninety

1 Make sentences with object pronouns. 4 Write these times using half and

a quarter.
1 Please tidy the room. 1 0B.45
Please tidy it. . :
2 Photocopy the decuments. 2 Tf,fgﬁer fonine
3 Please help John and me. 1 10.30
4 Ring Mrs Bard. 4 (}3‘45
5 Makethe tea. 5 09. 30
6 Begin your letters. 6 11.45
7 Wrapthe parcel. 7 1215
8 Write the initials. 8 645
2 Add the adverb. 5 Pronunciation
1 We write reports. (sometimes) (-] (e}
We sometimes write reports. time Bper
2 1helpthe secretaries. (always) like ﬁ'&’;a
3 Ilarnivelate. (never) motorbike  agent
4 Heisneat. (always) apply ~ wait
& The prices are high. (sometimes) flight take
8 That room is noisy. (never) file late
7 Put the date. (always) midoight
8 & messenger comaes early. (sometimes)
3 Write these dates in full NOTE
stient -}-:
1 4/3/81 walk talk
4 March 1981
2 13/6/79
3 5/9/84 6 Strees
¢
; ?f{}%& minute profe’ssion
6 19/9/82 travel employer
rd
; g‘;ﬁ‘g& bicycle attich
document despatch
N recelpt
.This exercise shows British usage: day/month/year nationility
American usage is: month/day/year occupation
- 10 put (v) [tu: put] dat, dé
- 10 begin (v) [tu: bi'gin] bat dau
- receip[ {n) [rf‘:g‘f:'[] bién lai
- half (n) (ha:f] mot nira
- quarter {n) [kwo:ta] m4t phdn (u
- employer (n) [implaia] ong chtt
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A=

v

r,'f

ROLE PLAY (two students)

Student A You are in a post office. You have seven items.

You want to post them. Study Section A. The other
student is the clerk in the post office. Answer his/her
questions. Ask about the cost of each item.

Student B You are a clerk in the post office. Study Section B.

The other student is a customer. He/she wanta to post
sorne items. Ask about the items. Give information
about the cost.

Student A

1 To Korea ismall packet) 10 g 2 ToHong Kong (letter)8 g

3 To Australia (letter)5 g 4 To Japan (small packet} 30 g
b To Qatar {letter — urgent) 10 g 6 To Brazil (newspaper)d0g
Write down the cost of each item and the total amount.

Student B

Each sxtre 108

109
_zoes SR
A %p 14p
B 280 15p
c p
A 18 3‘;
8 20'40 fp
c 2170
3
A 14p 4‘;
8 ien 50
c 7w
Zone An CRpress s_ervice
, Fee payable n
Augtralia g sp EEDA’R addition 1o posiage:
Brail 8 £1.50.
Hong Kang 8
India C
Korea A
Oman A
Gatar B
Singapora 8

USA
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- postoffice (n) [poust’>£is] buu dién

- newspaper (n) [ nju:zpeipa ] bdo, 1& bao

- fee (n) /1] 1¢ phi

- addition (n) [o'di/n} phan thém, thém vao
- zone (1) [zoun] ving, mién, khu vuc



@ Listen

A meeting in Paris

John Green is in Paris. He meets Jacques Duclos.

Jacques:
John:

o i
% o
, Jacques:

John:

Jacques:
John:

« \Jacques:

©® Study | Comparing things

1 This restaurant is large and noisy.
It's a new restaurant.
The prices are low.

2 This restaurant is small and quiet.
It’s an old restaurant.
It's expensive.

® Read and complete

Look at tlee words for comparing on page 51

Come in, John. It's good to see you.

It's good to see vou, too, Jacques. How are things?
Oh, fine. Sit down, John. Do you want a coffee?
No thanks, it’s nearly lunchtime.

Well, what's happening in London these days?

Ch, things are getting better. We're doing a lot of new
business.

You've got this new project in Egypt.

That'sright. I want todiscuss it with you. Ahmed Ali is
waiting for a decision.

Yes, we must discuss the whole project. [ need to report
to my board. By the way, what are you doing for lunch?

I haven't got any plans.

Good. You must have lunch with me. There are some
good restaurants near here. Do you like fish?

Yes, [do. Very much . ...

Excellent. [ know a little place. It's small and quiet.
We can talk there.

1 The first restaurant is larger than the second one.
2 The first restaurant is noisier than the second one.
3 The second restaurantis. . . .than the first one.
4 The second restaurantis. .. .than the first one.
- to compare (v) [tu: kempea] so sanh
- happening (n) [‘hacpenin] su viéc xay ra, chuyén xay ra
- to discuss (v) [tu: diskAs] ban bac, thao luan
- board (n) [bo:d] ban, uy ban, bo
- excellent (adj) [‘eksalont] tuyét, hay quéd
- restaurant (n) [restront] nha hang, tiém an
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UNIT SIX Lesson 2

Grammar sumnmary

Present Continuous
[ am working We are working
You are -ing  You are -ing
He s They are -ing
She is
It is

O Study

Extract from the Chairman's Report

- lh_e moment, the company s expanding. Dur sales sre rising. We are selting our producta in new rarkets, ang
we ars investing in new plant. In addition, we are building a4 new haad office, METALCQ is becoming a larger
company. METALCO is becoming a more profitable company . .. .
I METALCO Herrt b MeTalco C METALCO °
1
. t
N 1 7]
Ll —L !
SALES 3 . PROFITS ] INVESTMENTS ]
©® Ask and answer
1 Isthe company expanding? HUEA I IRV NN
Yes, itis. REMEMBER
2 Are sales rising? )
Yes, they are. Add -ing:
3 Are profits falling? .
No, they aren’t. work working
4 Is METALCO becoming smaller? do doing
5 Aresalesfalling? .
6 Are investments rising? Drop-e Add-ing:
7 IsMETALCO becoming more profitable?

leave  leaving
come coming

(® Ask each other

TGO R U T R GHTUT T
TN TN AU

use uging
What is your company doing these days?
My companyis. ... Add consonant +ing:
. Weare....
® Write get getting
. sit sitting
Write about your company OR close your book and write begin  beginning
about METALCO.
R LR T TR RV DA )
- extract {n) [ekstreoke - iks'treekt] trich din, doan trich
- rising {n) [raizin] dang gia tang, dang 1ang ¥én
- in addition [in 8'di/n] ngoai ra, thém vao dé
- to expand (V) [t ikspend] morong
- profitable (adj) [profitabl] ¢6 1ai, sinh loi
- 10 fall (v) [tu: £:lf giam, tyt xuong
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B June-guy
JUNE-Juy

0 Study 26 Leave London .I
John Green 1s now on a business trip. 27 g

He always takes travellers’ cheques. Each
cheque is for $100. Each cheque has got a
number. The numbers are from 3031 to 3045.
Look at his diary. He cashes two cheques at Rome
airport on 28 June. He writes the numberson the
slip.

® Copy and complete

Copy the slip. Fill in the information from
John Green's diary.

29 Rome Hatel

30 %ﬂoég{(cm}‘

i‘—{—llQQ_)\ -:.'.

DATE PLACE AMOUNT CHEQUE NUMBERS
b Local currency
28/6/85 Rorme Airport ,’200 3030‘/3032_
Look at the table in C.

How much does John Green get for his dollars in Rome? in Cairo? in Paris?
Now fill in the amounts in local currency.

® Ask and answer
How many lire do you get for one dollar?
You get 1500 lire.
EXCHANGE RATES ey
o i RE Ml ' » S\ RENYMBER
TALY A Lue SPAIN Peselas
: " } Pounds
i sterhing 28)“6;“85 Dikine-

SWITZERLAND | Francs . KINGDUM

‘the twenty-eighth of June,
nineteen eighty-five’

1.25-
say ‘one point two five’

TS O T

! Yen
FHANCE Francs JAPAN
A EGYPT Pounds
CANADA Duliars
\ Dhinars
AUSTRIA Sclhings KUWAIT

T
TR

- business trip (n) [‘biznis trip] chuyén cong tic

- traveller's cheque (n) [trzevies t/ek] nhan phiéu du lich
- cash (n) [k/] tién mat

- slip (n) [slip] miéng gidy nho

- exchange rate (n) [iks't/eind] reit] ty gid héi dodi

- currency (n) [kArensi] tién, tién té

- lira (n) [lieri] déng Li-ro (tién Y)
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UNIT SIX ' Lesson 4

O Study

Look at this week’s currency movements.

us s € sterling Japanese yen Franch frenc 1 Deutschmark Italian lira

1 2 3 4 5 6
@ Listen end angwer

Drill One Drill Two

Look at A. Look at A,

1 What's the doliar doing this week? 1 Isthe French franc stronger this week?
Ifs falling. Yes, it is.

2 What's the pound sterling doing this week? 2 Isthe yen stronger?
It's rising. No, it isn’t, It's weaker,

3 What's the yen doing this week? 3 Isthe dollar stronger?

4 What's the French franc doing this week? 4 Isthelira weaker?

5 What's the Deutschmark deing this week? 5 Is the Deutschmark stronger?

6 What's the lira doing this week? 6 [Is the pound sterling weaker?

Drill Three

Look at this week's commodity movements.

rubber copper sugar cotton nn coffee
1 2 3 4 5 6
What's happening in the rubber market? What's happening in thecopper market?
Prices are rising. They're higher than last week. Prices are falling. T'hey're lower than last week.
@ Write
Write sbout this week's commodity movements.
- commodity (n) [ko'moditi] hang hoa ]
- movement (n) ['mu:vment] su bién dong, su dich chuyén
- copper (n) [kopa] dc‘%ng (kim loai)
- sterling (n) ['sta:lin] dong Pao, déng bing Anh
- tin {n) [tin] thiéc
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Lesson 5 MG RRRET St woek UNIT SIX

0O Listen

A business lunch

Jacques: Are you enjoying your meal?
John: I'm enjoying it very much. This fish is excellent.

Jacques: Good. Now tell me about the Egyptian project.

John: It'savery good investment, I think. Do you know
the Sun Hotel?

Jacques: Iknow it well. I always stay there.

John: The new hotel is bigger and more luxurious. And
it’s in a better position. In my opinion they're
building the best hotel in Egypt.

Jacques: What about finance?

John: The total investment is £30 million. Ali needs

£3 million from us.
f Jacques: Do you mean pounds sterling?
John: Yes, that's right. Our share is ten percent. We

receive eight percent of the profits. In addition,
we get special terms for our tours.

Jacques: I'm becoming more interested. Have you got all
the information with you?

John: Yes, I've got the papers here.
Jacques: Let'shave a look.

©® Ask and answer

1 Isthe new hotel smaller than the Sun 3 Isthe Sun Hotel in a better position?
Hotel? 4 Isthetotal investment higher than
No, itisn't. £2 millien?

2 Isthe new hotel more luxurious than 5 Is Travel Services' share larger than 25%”
the Sun Hotel? 6 IsJacques becoming more interested?
Yes, it is.

0 Tell each Other 0 wl.ite gl!llIII"I!!I"IIIIIII‘IIIlIl!IIlllllllllllillllilll»'
Talk about a new hotel in your town. Write about one of § REMEMBER
Compare it with other hotels. these: =
Use these words for comparing: g '

anew hotel/anewoffice ~ 5 Rood better
bigger more expensive anew college/anewbank £ paq worse
better more luxurious |
larger more modern =
quieter more comfortable SOt
enjoy (v) : thich opinion (n) Ly kién
meal (n) : blra &n share (n) : phén, cé phan
investment (n) ' sy dau tu receive (v) : nhan dugc
luxurious (adj) : sang trong profit (n) : tién 16i, Igi nhuan
position (n) i tri
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UNIT SIX - Lesson 6

@ Read

Jim Watson wants to buy a new .
motorbike. The motorbike costa , o WAL

£750. Jim can borrow the s name and address
money from his bank. Or he can Emplove 87 rvrces 0 _
buy the motorbike on credit. Trevel XNE ¥ “LAK,
This means he can pay every 13 Bolten A EANETILIE Finbank PLG
month. But he must pay a C ETEQ Lo
deposit of £150. APPLICATION FoRM
Jyrs hd Name- *
@ Copy and complete ‘ pu"“’- Tem fotsan
nt & &AL rpose of )

Jim has got to make a decision. Monthly payme — munt;lh’"' Newr Mubor bike
He compares the terms of the Lapply for creditoRthe ® can: #7850

D .
two loans. He makes a checklist. eposHt:

P .
eriodg of ‘epayment. & Pl

Copy and fillin the ey
checklist for him. :""'Mvvamm: £/9.35
Slal pavmenys: !n”‘f-oa

I ller ofepnit %—%@&—

- ism_&é(@m&gcm}mf_._m_ -
—ong '-!’M—Q‘_Cm wment -
~Lower total cort ’
@ Tell each other :
Compare the two loans. Is the Finbank loan better than the
Road Machines loan? Tell each other your opinion.
Wy are you chgosing
At last, m buying a ntw :h.r:dbi: ::r:'lw%m
matorbike. The bank i3 lending is Wﬁ?ﬂ_
me £750. The terms are very pay £22.90 f,ve.r!;
good. | have To pay over a month. And wou
pcriod of five years, | don't mwm years,

have to pay a deposit.

i)-'s

Why am | choosing the bank loan?

Jim discusses the loans with Because The ferms are better.

afriend. He chooses the loan

. « I'm choosing the bank loon because
antl;tzim% Is this the _ ldont have 10 pay a deposit:
Discuss.
- to borrow (V) Jtu: ‘Barou] meon, vay - loan (n) floun] ti_ﬁin cho vay,
-buy sthon  /pai’sAm@inon mua chiu cdi gi tién cho mugn
credit  %redit] - repayment(n) [ri: peimont] sy tra lai,
-deposit(n)  [drpozitf tién dat coc hoén tra
-tolend (v)  ftu: fend] cho vay, cho mugn
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{.anguage Focus UNIT SIX
e - ~———— Ml OIA

Words for comparing

Add -er: Add -r:
smaller newer gquieter lower larger later
Add -ier:

noisy/neisier basy/busier tidy/tidier

Add consonant + -er:
big/bigger hot/hotier

more expensive
more difficult
more useful

Add more + (long word}):

1

Make correct sentences with the present
continuous.

—

We/meet in the office.
We are meeting in the office.

She/read the documents.

They/discuss the terms.

You/build a new hotel.

Blake and Green/work late,

Profits/fall every month.

The company/borrow a lot of money.
The department/expand at the moment.

o~} O ON o QOO

2 Make questions and answers from

Exercise 1.
1 Arewe meeting in the office?

4 Dictionary exercise

What do these words mean in commerce?

Use a dictionary.

credit
deposit
terms

loan

rate
investment
comumodity
company

[« JEn Fn 2 RS R R o

5 Pronunciation

[r-1

[v-]

Yes, we are.
ferry very
2 fall value
bg‘eak{ast mnyest
3 Make comparatives with -er or more. difficult reservation
1 expensive
more expensive 6 Stress
2 busy 4 ¢ nd
busier signature exchange
3 weak 7 cheap clirrency pos{ti.on
4 luxurious 8 profitable travellers’ cheques  deposit
5 careless 9 new
6 strong 10 tidy préfitable
- To expand (v) [t tks'paend] md& rong, phat trién
- commerce {n) [komo.s] thuong mai, sy buon bin
- rate (n) [reit] ty gid, ty 1¢
- ferry (n) ['feri] bén pha, pha
- reservation (n) f.reze'vei/n] sy dat trudc
- signature {n) ['signot/o] chir ky
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ROLE PLAY (two students)

Student A You are in a shop. You are a customer. The shop
sells office equipment. Study Section A. Ask

questions.

You are the shop assistant. Study Section B. Listen

tothe customer. Answer questions, Help and advise
the customer.

Student A
A

Student B

You work for a small company. You want to buy a phatocopier.

You don't want to spend more than £1600. You can pay extra
for service.

In the office, you sometimes want copies on A3 paper. Youdoen't
need a very fast copier. A mobile machine is useful. The office ia
very small. The cost per copy must be low.

Ask questions, Listen to the shop assistant. Make a decision.

Student B
B You are the shop assistant. You have two photocopiers at the
right price.
MODEL A MODEL B
Made in Japsan Germany
Prica £1300 £1600
Capies per minute 15 25
Size of machine Small Large
Type of machine Mobile Not mobile
Service contract in the price Extra
Paper size A4 only A4 and A3
Guarantes 12 months 24 months
Cost per copy 11 pance 12 pence
- office equipment (n) [ffs ikwipment] thi€t bi van phdng
- shop-assistant (n) [/op,a'sistont] nguoi bar! hang
- to advise (v) [tu: od'vaiz] khuyen bao, khuyén
- guarantee (n) [ewron'ti:] su bao hanh
- price {n) [prais] gid cd
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Lesson 1

UNIT SEVEN *

O Listen
A change of plan

Mr Blake gets a cable. MrBlake: Good morning, Alison. Ah, are you sorting today's
. e post? Is there anything for me?

Alison: Yes, thereissomething. There’s a cable for you. No, in
this pile here. That's Mr Benson's post.

MrBlake: Let's have alook. Hm, perhaps it’s urgent. (He opens
the cable.) Oh, dear! This changes everything. Now
I've got to change all my plans.

Alison: Why, Mr Blake?

MrBlake: Because I've got to be in Munich on Monday. And I've
already got a ticket to Rio. The Tourism Convention in
Rio begins on Tuesday. Wait a minute, though.
Doesn'’t John Green get back today?

Alison: Yes, he arrives at midday from Paris.

8l MrBlake: Good.He can go to Riofor me. The business in Munich
i is very important. [ must go to Munich. Alison, please
ring the airline and change the ticket. Book the seat
to Rio in Mr Green’s name. And book a seat to Munich
in my name. [ want an early flight on Monday

morning.
LTl ]
©® Read and complete
Alison sorts the post every day. These  pigecn holes are for the post.
She puts the letters, telexes and packages in the correct holes. F— —
1 There is something for Mr Benson, but there isn’t anything for
Mr Hudd.
2 Thereis....for Rose Pimm but thereisn't. . .. for Mrs Bard.
3 There....John Greenbut....Jim Watson. ) TR
4 There....Alisonbut....Jill
® Ask eachother . - i
Whose post is this?
It's Mr Benson's post. Py
Whose post is this? REMEMBER
. today’s post
© Write Mr Benson’s office
Write about today’s post at Travel Services. Mr Green’s name
- cable (n) [keibl] dién tin, Idit}n bdo
- to sort (v) [tu: s2:t] phan fOi_iJl‘
- midday (n) [‘middei] trua, budi trua
- pigeon-hole (n) [pid3inho 1] ngan kéo, hoc ta
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UNIT SEVEN Lesson 2

Grammar swunmary

Possessive 's/s’

Possessive pronouns
Whose office is this? It's mine
yours
his/hers
Whose letters ure these? | They're ours
theirs
O Ask and answer
MRS, BARD
TOURS MANAGER
TRAVEL SEAVICES Lrﬁb
Rttt
1 business card/Mrs Bard
Whose business card ig this?
It's Mrs Bard's,
3 files/you
!
93TITSLLON G |
CAIRD 20 AUG 8s
¢ ATTRL i &y
2 addresses/the agents
Whose addresses are these?

They're the agenis’.
Write some of your questions and answers.

© Ask each other

. your

Is this my
his/her R
our

Are these their

SINGULAR

Thia is Mr Green's suitcase.

I3 this Mrs Bard’s signature?

Yes, it's hers,

{s this stationery yours? No,
it's Mr Blake's.

Have you got yesterday's

- paper?

Are these the agents’
telephone numbers?

We need the employees’
signatures.

The managers’ offices are
larger than the secretaries’
offices,

4 teiex nﬁmberf
Travel Services

Yes/No

‘ METALCO ENGINEEHING LTo P
UM B A

6 photocopier/Tours Dept

- possesive pronoun {n)
- address (n)

- head office (n)

- agent (n)
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[a'dres]
[hed 2 fis]

. mine
Is this yours
his/hers ?
ours
Arethese | hei
Yes/No
[po'zesiv ‘prounaun]  dai tlt sG hin
dia chi
tru s& chinh
dai ly

[eidlent ]



Lesson 3 e ' UNIT SEVEN
0O Study -

After his trip, John Green has to fill in an expenses claim. | want o claim

my expenses.
Can | have a
form, please?

“* [ Hello, I'm John Green.
1 Are you the new
receptionist?

These are John Green's
receipts. The amount in pounds
sterling is at the top of each

receipt. All the taxi fares are on

® Copy and complete
Complete the claim form for
John Green. First copy the

form in your book. Put
today’s date at the bottom.

© Ask each other
Who signs the form? John Green does.

Who approves the claim?
Who pays the claim?
- expense claim (n) [iks pens kleim] ban xdc nhan chi tiéu
- separate (adj) ['seprot] riéng 1, riéng biét
- to approve (V) [tu:apru: 7] phé chuan, chuin y
- amount (n) [o'maunt; s0 lugng, khoan
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UNIT SEVEN Lesson4

What's the
weather |ike in
Paris, Mr Green?

Look at the weather table.
Todav's weather
TEMPERATURE (*C) CONDITIONS
Amsterdam 2 raining very hot
Athens 17 sunny
Brussels ] raining
Cairo n sunny
London 3 sunny
Madrid IR sunny
Paris 5 cloudy
Rio de Janeiro 24 sunny
Stockholm 0 (zero) snowing
Washington 15 cloudy
Zurich 9 cloudy cold
°C means ‘degrees Centigrade very cold

@ Listen and answer

Drill One Drill Two
What'’s the temperature in Athens today? What's the weather like in Paris today?
It's 17 degrees. Its cloudy.
What's the temperature in. . . . ? What's the weather like in . . . . today?
It's....degrees. It's....
Drill Three .
@® Write

What's the weather like in Paris today?
It's cloudy and it’s cold. Write about today’s weather in:
What's the weather like in . . . . today? your town;
It's....andits.... one of the cities in the table above.

- weather (n) ['weda] thoi tiét

- temperature (n) [‘temprat/a] nhiét do

- condition (n) [kon'di/n] tinh hinh, diéu kién

- degree (n) [di'gri:] do

- centigrade (adj) ['sentigreid] bach phan
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UNIT SEVEN

0 Listen
An unexpected trip

Alison:

Mr Green:

Alison:

Mr Green:
Alison:

Mr Green:
Alison:
N :
Mr Green:

-Alison:
Mr Green:
Alison:

Mr Green:

> Alison:
Mr Green:
s

® Study
The board meeting is on Wednesday morning.

The AGM is on August 12th (say: the 12th) at 10 a.m.

The staff seminar begins on July 30th.
It finishes on August 1st.

©® Ask each other

Your expenses claim is ready, Mr Green. Would you
sign it, please?

Thank you, Alison. I'm sorry there’s a lot of work. I've
got to be in Brazil at the weekend.

Yes, I've got your ticket. [t’s business class. [s that all
right?

That’s very good. The seats are more comfortable.

You're on Flight BA315 at 1.45 on Sunday afternoon.
Here are some luggage labels for you.

By the way, I can't find the file on Brazil. Are you
using it?

Yes, I'm photocopying the list of agents for you. But
youcan have it now.

Thanks. I must study the file. I don’t know Brazil. It's
my first visit to Latin America.

Can you speak Portuguese?
No, I can't. But [ can speak a little Spanish.
When does the Convention begin?

It begins on Tuesday at ten in the morning. I arrive on
Sunday evening.

Is Rio very hot in July?

Yes, [ think so. It's very hot there in summer. It's
much hotter than London.

When is the board meeting? o

The board meeting. . . . '-i-
When does the staff seminar begin? : .

It begins.. ..
® Write
Write about the events on the notice board.

- business class (n) [‘biznis kla:s] hang thuong gia
- luggage (n) [1Agid3] hanh ly
- unexpected (adj) [, Aniks pektid] ngoai mong doi, dot xuat
- seminar (n) ['semina:] hoi thiao

- portuguese (n)

Lpo:yugiz]

ti€éng B6 Dao Nha
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UNIT SEVEN - Lesson 6

O Read

Hece is a description of Brazil.

. Brazil is the Igr

sargest coy i
aouth America, The "7 18 the centreof the coupyy
o nocrgsa;es the_ country Air servyj .
o T Lhn . The climate iy partg of t.hece‘i o nect all
€ Dorth, it ig ye ir iy, For long

dlstanoes, air ig the begy

: m tr
tountains apre jp, the west Exf::ﬂ:g{h:;‘;l‘.”’el‘e are
. . suen 8in
_ One third of the opulation Major citjeg. all the

lives on the coast

o - The twgp Brazj .
s i o rosaa g
o (population 19 world Coﬁlron orein the

million) and ee, cot
million), mescz%:aul,o (12.5 and sugar are jtg ::gétcoc“

capita] is Brasj]ia ( 8 Important exports, [t also

"y ulati ex ;
000). Brasiliais g ngw oot POrts automobiles,

_-_--—--'_""-—--.
Ia is true? Say 'ves’ or 'no’.
1 Brazil is the biggest country in South America. FENO
2 Most of the population lives on the coast. YES/NO
3 The largest city is Rio. YES/NO
4 The population of SacPauloistwelve anda half million. YES/NO
5 Brasilia isn’t a new city. YES/NO
6 Brasilia is in the centre of the country. YES/NO
7 There are good air services. YES/NO
8 You can stay in excellent hotels everywhere. %ﬁ g
$ Brazil exports y different products. [LUEED LTI DI T BT R TR
© Write = REMEMBER =
ri oy, . . =
£ big bigger biggest =
Write about your country. E large larger largest =
. g more most £
Write about the following: ' = impo ¢ important important =
population hotels and tourism = good better best =
major cities industries £ =
climate importa and exports T DO L T R S
transport
- equator {n) [ikwerts | xich dao
- climate (n) [klaimit] khi hau, thot tiét
- humid (adj) [hju:mid] am, 4m udt
- mountain (n) ['mauntin] nili N
- population (n) Lpopiulei/m] dan s0 o
- To connect (v) [tu: ko'nekt] ndi, ndi lai, chap nbi
- distance () ['distans] khodng cich
- coast (n) [koust] ving duyén hai
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LLanguage Focus UNIT SEVEN
et et A — ) 2 0~ | 204 S B

Prepositions of time

in 1985
in summer/winter/spring/autumn
in April

on Tuesday

on Tuesday morning/afternoon/evening

on March 8 (say March the 8th}

1 Make correct possessives.

1 The director/telephone.
The director’s telephone

The staff/timetable
John/trip

Mr Benson/lunch
Alison/pay

Mr Ali/suitcases

Mr Benson/signature
Mrs Bard/cheques

- N A ]

Make questions and answers from
 Exercise 1.

1 Whose telephone is it?
It's his.

Make sentences with the correct
preposition.

1 Hetravels/the summer
He travels in the summer.

I'm here/Tuesday

The meeting is/8 March

We see him/11 o'clock

My birthday is/May

These are my plans/1984

Please come/11.15

The flight leaves/Friday evening.

80 =1 oo L2 b0

at the weekend
at ten o'clock

4 Dictionary exercise

Find the correct adjective for each
nationality.

England English

France

Spain

Portugal

Italy

America

Switzerland

Brazil

Venezuela

Egypt

Pronunciation

Final [-»}

weather exporter
manager

signature

temperature calculator

Stress

waather appréve

climate connect

sterling experices

Excellent impc')rtant
conditions

cdmfortable ,

temperature population
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O Study

Look at these items of clothing.

raincoat

aunhat

g nnamy

winter skirt

© Decide

These people are travelling today.
They have to pack.
They have to take the right clothing.

What do they need to take?
Look at the weather table on p. 36.

® Askeach other

What does. . . . need to take?

He/she needs to take . . . .
What's the weather likein....?
It's. in
s
- sandal (n) [szendl] dép, xang dan
- raincoat {n) ['reinkout] do mua
- overcoat (n) [ouvekout] 4o khoic
- summer dress (n) ['sAmo dres] trang phuc hé
- glove(s) (n) [glAv (2)] gang tay, bao tay
- scarf (n) [ska:f] khan quang ¢o
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Lesson1 =~~~ UNIT EIGHT |

O Listen
Arriving in a new country
John Green arrives in Brazil.

. . Immigration Officer:
. | John Green:
Immigration Officer:
| John Green:
Immugration Officer:
Customs Officer:
John Green:
Customs Officer:
Y John Green:
Passer-by:
John Green:
Passer-by: '
Understanding instructions | J/ohn Green:

Can I see your passport, please?
Here it is.

What is the purpose of your visit?
I'm here for the Tourism Convention.

Right (he stamps the passport). Your visa is
for one week only. Please go through
Customs.

L

Have you anything to declare?
No, nothing.
All right then. You can go.

* w x =

Excuse me. Do you speak English?
Yes, a little.

Can you help me, please? I want to telephone
the Beach Hotel. Where can find a
telephone?

Over there. Next to the foreign exchange.
Thank you very much.

Read these instructions. Look up the

g

new words in a dictionary.

rTo make a telephone callJ

?

® ROLE PLAY (two students)

Work in pairs.

One student is arriving in a new country
He/she asks: ‘What does . . . . mean?'
The other is a passer-by.

He/she answers: "It means. ... or
‘I'm sorry Ican’t speak. ...

CENTRO Dg

INFOR A
TumsrchAOON

After the call, (replace I__ 2
the receiver .
y,
- passport (n) [pa:spo.:t/ ho chiéu
- to declare (v) [tu: diklea] khai bdo
- foreign exchange [Porin iks't/eind3] phong ngoai hoi
- to dial (v) [tu: daial] quay s6 dién thoai
- to replace (v) [ri’pleis] thay thé, dat lai
- receiver (n) [ri'si:va] ong nghe
- passer-by (n) [.pa:se'bai ] ngudi qua dudng
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UNIT EIGHT ‘ Lesson 2

Grammar summary
Future . goingto.
I'm . study this evening
Yoy re Foing to write a letter LOmOrrow
He's leave next week
etr. meet somenng
Canscan’t
Can you finish these letters? No, I can't. There 1sn't any paper.
Can you open the drawer lor me? Yes. [ can. ['ve got the kev.

LA Study N E John Green is at Rio Airport. The hotel reservation 1s m Mr Blake's
E 'F o - name. There isn't a reservation in John Green's name. He is trving

E L L to explain on the telepbone. but the hotel doesn't understand.
T et Hello. Isthat The | There aren't any more rooms. The hotel is full. What is he going to
o Beach Hotel?...No

da? What can he do?
reservation”?

What am
| going
todo?

He can go to the hotel. He can explain about the reservation. But
he can’t speak Portuguese.

He can send a telex to Mr Blake. Mr Blake can tell the hotel about
the change. But where can he find a telex machine?

He can look for another hotel. He can ask a taxi-driver. But the
taxi-drivers can’t speak English very well. And the hotels are full

because of the Convention.
Qeach

~Hote}

Can he do anything else?

BOOKING FoRm
-_‘-‘-“-__‘-—___—-l—u_

Name (Fipgt NAME/ 4

Date of arrivaf.

L Jwer 4955

Datg of departy ——

re: “‘LB&Z_L?_L
No. of Persons:; _\

[U SINGLE

( Tell each other

You are John Green. What are you going to do?

look for a telex machine.
Zo to the Beach Hotel.
I'm going to ring the British Council.
go to the Tourist Office.

D DOuBLE

- io explain (v) {tu: iks'plein] giai thich, giang thich - to be full [tu: bi: ful]  day, chat
- 1o understand (V) /ru: Ando'stend] hiéu, ndm duge - first name (n) [fa:stneim] 1€nthdnh
-tolook for (v} [fru: Tuk £.] tim kiém - last name (n) [Ja:stneim] ©€nho
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0 Copy and completell

Copy and complete John Green’s
egistration form. Some of the information is in his passport.

Fiad the oth

ind the otherinformation in this book. (Put today's

date.)

The registration form. |

We understand the problem
now, Mr Green. You can
have Mr Blake's room.

Thank you. Would
you please fill in

Hotel Registration Form

.. HOTEFL
Al visitors must complete this torm on arrival.
NAME ey FIRSTNAME connssrimmnenns s
| (SSUED IN vovee :
e DATE OF ISSUE. ...
NATIONALITY ...

LENGTH OF VISIT: FROM oo

ARRIVING FROM oociaccammmmmessesmsssissmnnnes

® Complete

Complete this dialogue. The hotel receptionist is asking John

Green some questions.

Receptionist: What is your occupation?

Johu Green: I'masales. .. ..

Receptionist: Whatisyour. ... ?
Green: London

Receptionist: Which . . . . do you live in?
Green: The United Kingdom.

Receptionist: Whatis your. .. .?
Green: 14 March 1953.

- registration form (n)
- to complete (v)

- to issue (V)

- length of visit (n)

- place of birth (n)

- to expire (V)

[kempli:t]
[isju;]

[len@ ov 'vizit]
[pleis av ba.0]
[tu: iks paia]

[,red3i'strei/n f5:m]

mau dang ky
hoan tat, hoan thanh
phdt hanh

thoi gian tham, thoi han
noi sinh

hét hiéu luc, man han

L S—

Plnn.“'“

X4290

2
E"“"’M
Lonag,

O fz)ss
Rontonee Uk

o [ 8oy

'(

Ay hay
B AL BT i

84s X

Thank You very
much You speak
English very weil,
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UNIT EIGHT

Lesson 4

O Look

1100 hrs = 11 o'clock {11 a.m.}
or 11 hours

O Study

Look at the plan and the programme.

1500 tirs =

3o'clock (3 p.m.)
or 15 hours

THIRD INTERNATIONAL TOURISM CONVENTION 11—14 JULY

CUNFERENCE PROGRAMME Duy 1

Tima HesBiln Lanalivn

T4INHL Lipening speeph by Man HLadl
Direvtar uf Planning,
Jouguim Uurae,

1156 Introdurtion by Liasgen Main Halk
Brandt, Gierman Tirisl Board

1100 COFFEE Luu ngse

103 Group meetingy Howms 1-5

1240 st plant

1245 LUNCH New Huikding

1130-. irnup meetings Hooms 1 -5

1530 -see plan:

1540 COFFEE Loungse

1500 Lecture: “Taurism in Maun Hall
Japan' Yushiv Suruki

1o NEW
WLDENG

ROOM
GHOUP A 11110 hrs

LOUNGE

poowd 1.
LROUP 11440 pTé

GROI E (1300 brss

ROUM 3
GROVP 11400 Rt

GROUP B 1200 hew!

® Listen and answer

Drill One Drill Two
1 Where is Group A going to meet? . . .
Group A is going to meet in Room 1, 1 What time is the Director of Planning

going to speak?

2 Whers is Group B going to meet? He's going to speak at 10 o'clock.
3 Where is Group E going to meet? . . .
4 Where is Group C going to meet? 2 What time is Yoshio Suzuki going to speak??
5 Where is Group D going to meet? 3 What time is Imogen Brandt going to speak?
Drill Three
What's going to happen in Room 4 at 12007
Group B is going to meet.
What's going to happenin....at....?
® Write
Write about the Convention programme.
- location (n) [loukei/n] dia diém, vi tri
- introduction (n) [intre'dAk/n] gidi thléu‘_ ‘
- lounge {n) [laund3] phong ngdi chai & khich san
- main entrance (n} [mein ‘entrens] cir.j:: v‘:‘{o chinh
- speech (n) [spi:t/} bai dién van
- lecture (n) [lekt/o] bai thuyél trinh
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Lesson5 " UNIT EIGHT |

0 Listen

In the Convention lounge

American: Hi, I'm Robert Baker from New York.
John Green: Hello. My name is John Green. I'm from London,

Baker: Pleased to meet you, John. What do you think ofthe
Convention, then?

Green: Oh, m enjoying it. What about you?

Baker [ think it's very useful. And 1like meeting all these
people. Are you in the hotel business? +;

Green: Not exactly, I work in travel. But we work closely
vrith hotels. At the moment, we're looking for new
contacts in the States.

Baker: Parhaps I can help you. 1 do a lot of business there.
Green: What's your line of business?

Baker: T'min the construction industry. We build alotof 4
hotels in Florida. Look, why don’t you take my card?
Perhaps we can get in touch again. A

Green: Thank you. And here's my card.
Baker: Well, glad to know you, John,

© Study

Robert Baker is a civil engineer in the construction industry.
Giovanni Laverde is a chemist in the oil industry.

Jane Williams is a designer in the electronics industry.
Anne Jones is a techaician in the aviation industry.

® Ask and answer

What does Jane Williarns do? She's a designer.
What's her line of business? She's in electronics,

What does ... do? He's/she'sa. ...
What's his/her line of business? He's/she'sin . . . .

® Ask each other

What do you do? What's your line of business?
fea.... min..
- exactly (adv) [ig'zekili] ding, chinh xédc
- contact (n) [kontekt] s ti€p xuic, lién lac
- to get in touch [uu: get in tAL] lién lac, quan he
- civil engineer (n) [sivil end3inio] k¥ su dan dung
- construction industry (n) cong nghiép xay dung
- designer {n) [di’zaine] nha thiét k&

fad =4



UNIT EIGHT Lesson 6
O Read

Mr Suzuki works for the Japanese Tourist Organisation. He comes
from Tokyo.

This is an extract from his speech to the Conventian,

. We want 1o expand tourism in Japan. The numb.r
of foreign tourists 10 Japan j0creases Cvery yeur. We
are working on many projects. [n the next five years,
we are going to build many new hoteis. At the moment.
we are consiructing new information centres. These are
going to upen soon. _

We also have 1o spend more on promotion, This
year's budgetis 00 million yen. Nexi year's budget is
poing (o be higher.”

Is it true? Say 'yes' or 'no’,

What is Mr Suzuki saying?

There are too many tourists in Japan. YE@
The number of hatels is going to rise. YES/
They must spend more on promotion. YES/NO
Next year's budget is going to be lower. YES/NO
They are building new information centres. YES/NO
The centres are aiready open. YES/NO
O Write

Study the facts and figures about METALCO.
Write about METALCO's plans for next year.

FACTS AND FIGURES ABOUT METALCO ENGINEERING
“METALCO is becoming a bigger
and more profitable company.”

Chairman’s Report

THIS YEAR NEXT YEAR
Metal imports 6000 tonnes 8000 tonnes
Output 5100 tennes 7500 tonnes
Mo, of ernployees 350 625
Total sales £1.540.250 £1.850.000

- to increase (v) feu: 'inkri:s] tang lén

- promotion (n) [pre'mou/n | sy quang cdo

- budget (n) [bAd3it] ngan sach, ngan quy

- engineering (n) fend3iniarin} khoa cong trinh

- output () [autput] san phim, san lugng

- total sales (n) [tout! scilz} 1dng s6 kinh doanh

66



Language Focus UNIT EIGHT

Prepositions of place
beside in to near under
on from far from over

1 Look at the picture. Make sentences with
the correct preposition.

1 The file/the desk
The file is under the desk
2 The light/the typewriter
3 The typewriter/the desk
4 The paper/the typewriter
5  The chair/the desk
6 The desk/the door
2 Make questions with Who?
1 Mrs Bard is a manager.
Who is a manager?
2 Robert Baker is a businessman. 5 Make questions with What? from
3 The manager is Brazilian. Exercise 4.
4 This man is the Customs Officer.
5 My assistant is here with me. 1 What does the assistant do?
& Joaquim Durao is giving a speech. 2 type?
T The taxi drivers are waiting.
8 Quragent isn't coming today. .
6 Pronunciation
3 Make questions with What?
1 He's an executive, [-=-] [-e-]
What is he? pad pen
2 He's giving a speech. & 2
What is he giving? map desk
3 They're reading the programme. black ;;?nth:r
4 I'mexplaining the budget. package d_nc
5 She’s joining our group. packet address
6 Bhe's the president,
7 This s the registration form, 7 Stress
8 We're attending the Convention.
rd I
4 Make questions with Who? customs declare
. ) viza explain
1 The assistant does the filing. lecture expand
Who does the filing? budget enjoy
2 The clerk types the letters. ,
3 My accountant reads the accounts. résidence ublicit
4 Our agents sell the products. el P o
5 Your supervisor tells you everything. immigration
6 The messenger takes the packages. registration
- preposition (n) Lprepazi/nf gisir
- customs officer (n) [kAstamz '>fisa] cin bo _ha: quan
- 10 join (v) [tu: d3oin] tham gia. gia nhap
- president () [ prezidant] chu I;_ch . .
- messenger (n) [miesind3a] nguoi dua tin, st gid
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Interaction

the Convention fimishes on Friday at midday. John Green’

ROLE PLAY (two students)
Student A You are John Green. Talk to Robert Baker. What
does he like doing”? Does he want to have lunch or
supper with you? You like shopping. going 1o
muscums and listening to music.

Studlent B You are Robert Baker. Talk to John Green. You

want to eat a Brazilian meal. You like good food
going to the cinemz, swimming and dancing
Students A and B.

Look at the information below. Discuss your plans for the
afternoon and everning.

BRAZILIAN CUISINE
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- (Trocadero Holsl)
¢ Conde 5 Bomkm 304 [Truca) XX Mosnds Copacabanal

I

Ave !
Bt v N 5 oo Copacamana, 708 2571604 Open rom 12 roce ]
Coour aanal et 728400 Aasua )
et Puldcio - 1 Conge g0 Bonken. 408 (Tca) LM* - wocs W uj_zm,wunmm.m
o Pusacie Mt ¢ Siva AaDe, 20 (hdawer). : » Daran

Prassic
loods Wk, Muquecs mals (sssicod
L..-‘w“tﬂm

o
h on peopes Oba-Oba - ¢ Visconos de Pumh, 498
[y M-‘M joned m“ (panema), i 2392487 |mmw:
:::ﬂm ATAD Liachie w.r:m ;wmw*w“ .w,.;mm MonGays s
|~ _.-Mmsm ' Remo. 302 Gende od BN COCONUL Mk, Served will  musK, : pOpula e
- KXt pr ’ oo (Leson) e 2942296, 1000 ™ 0
« Vwconos o Prah 37 pa-  od shimp cassarow, Siewsd - 'tmm
iy et 1 ¢ Abewo Ferers M
.p:— o Amacs Cassces 05 avyo  Quende™  Cuscul baba o8 MOCE. ::,m“ e e 1
COCOn, puddng woRon).
,::l&f'.’%mw 179 (T 1008 m. ve Gand MuAC,
267205 xx Sambdo s Sinha Sambba 3inha ‘W""’nr" ""‘"_d_‘“'
Cingan o e Angeecs. 83 Uoa oo Comstanie a;\:. ‘mnlw V&0 rm'_c mu“
s e 2375368 Open lor dnnet ioved on Mordars
a1 Conde Borsm 138 (Tyucs). o %Ompmu%ﬂ:’: ﬂr : O
"re o e 1 wm s Shows
2.—-:- W 5 da Copacabara. 1381 (Lo “"“““2"" h?‘mw""‘" “"m‘ o} . ‘?‘“l”a
W.I.-",MWM"'M Moo, ohe can e 4 Laculsr HAMOS W,m“”c,.'m'“-; naz,
1 a Pisoo B e " baduk s and 3h ) 1Sk Com N
Ng.m"zu.”‘c‘an-w 24 Tyn dancers The lcod, whh comas from L1 Humadd 110 [nmlo
z:nm‘ ' Ea - .wsﬂ'&m.-um;m """"J_m"‘“-;.““,"m
- G Dantas. 1207 1A arecs The hued Zrce yviem Sundays, we band
1 .."ui‘?-ﬁ"" - '::-n \n s reslauiant. Some ol e
E:-ann 1 eadaock Lodo. 43 (Tyeca)

PODUlS M
Bshes served are. Chchen unum &
-
] : Baman Nl 300 MaM wilh pump
¢ Fguaeedo Magh

. A rnoeme  ~ishew Pl 1 clul
rien 186 [Copacanans] e 2552810 vataoa (brea i Nigh
Gt mimns © ende bs

Carinhoso - 1 Viaconoe D8 Puaa 22

(ipanema), tel 2870302 11 00pm ©

5 008 ™ |, el OFCHEEINE Musd

ew Jiwu - ¢ Sauews Campos 12 A

(Copacabana), s 2555864, 10 00p m

m

. av Boiges o8 Medeiod

(Lagoa). e 274-7999. 11 00pm

™

708 - av Amuilc o8 Pava TO8 (Letion)

i 2T4-4196, V100pm W 400am
mand musc

l;:-:ld “—‘ Progenis O8 Moras, 179

(ipanema] el 787-7148 aD0pm W

5008 m _ wed D300 T

flight leaves on Saturday morning. He has got an afternoon and
evening. Robert Baker is also free. What are they going to do?
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- supper (n)  [sApa] bita an t6i - to swim (V)

- museum (n) /[mju:ziam] bao tang - to dance
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[tu: swim]  boi 101

[tu: da:ns]  khiéu vi, nhay




Alison, can | see you
in my office, please?

Of course MrBlake: Come in, Alison, and sit down.
Mr Blake. Alison: Thank you.
MrBlake: Did Mr Green get to Rio all right?
Alison: Yes, hedid. I changed the reservation. [ booked the
ticket in Mr Green's name.
MrBlake: Anddid you change the hotel booking?
Alison: Ohno,ldidn't. Oh dear, I'm terribly sorry, Mr Blake.
MrBlake: Ahwell, wecan'tdo anything now. I'm sure he's all
right. Now, I wanted to see you. [ wanted to discuss
your work.
Alison: Well, I'm sorry I didn't change the booking, Mr Blake.
MrBlake: Don't worry, Alison. Perhaps [ didn’t remind you. In
fact we're very happy with your work. You started
work here six months ago. Is that right?
Alison: Yes, that's right.
MrBlake: 1discussed your pay with Mr Benson yesterday. He
approved a pay rise for you. How much did you earn
last month?
Alison: Tearned about £260.
MrBlake: Well, you're going to get a rise of £30 a month.
Alison: Oh, that's very good. | wanted more money because . . .
MrBlake: Yes, why?
Alison: Because . . . because I'm going to apply for a course
next year.
MrBlake: Ah, you must tell me about this.
l_IIIIIIIIIIIIIIIIIIIIIIIIIIIII|I[|IIIIIIIIIIIIIIIIIIIllIIIIIIw
E REMEMBER E
@ Tell each other Apologising and accepting an apology g Actions in the past g
g book +ed: booked %
[ arrived late = want+ted: wanted =
) [ typed the wrong address ] earn+ed: earned =
Fmsocsy. Joy oot change the booking | . = arrive+d: arrived =
idu ORH Wt S file+d: filed =
[ didn’t answer the letter Navar mind = e+d: e =
[t doesn’t matter s type+d: Ky =
L
- to rise (v) [tu: raiz] moc, ndi lén, xuat hién
- to apply for (v) [tu: o)plai £>:] Xin, dp dung
- course (n) [ko:s] khod hoc
- to earn (V) [tu: o:n] ki€m tién

- to tell sb about st

- to worry (v)

[t: tel SAmbodi obaut s mBin] néi véi ai vé cdi gi, viec gi

[tu: 'wAri] lo lang, ban khoan
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M

UNITNINE _______ lLesson2

Grammar Summary

Past tense Questinns & short answers
Positive Negative Were you in Kuwait last month?
. ) Yes, I was,
[ was iwasn't)
To be You were | weren't} Was Mr Blalfe in Rome?
He/shesit was fwasn't) No. he wasn't.
Weiyou/they were iweren't} Was there a problem in Rio?
Yes, there was.
There was (wasn't} )
There we iweren't) Was there a telephone call for me?
il T eren No, there wasn't.
[ 1 Did he approve the pay rise?
Regular You earned 'didn't earn) Yes, he did.
past He/she/it arrived didn't arrive) Did you earn £300 last month?
Weiyou/they No, [ didn't. :
0O Stud o managing Birector memo
udy From <. dlake 517785

Read the memos on this page.

® Ask and answer

® Ask each other

70

Did Mr Blake write a memo to the

can 1 ape you apout Al1son Wel1s?
{ne company si
hard . last moOn

10t of work: t .
treen- She earned s266 last month

to discusB her pay¥ with you- &.

th ahe worked

she joined
She always Works
yate. There wah

nn
Last week she helped i‘fd ke

Managing Director?

Yes, he did.

Was the memo about Jil17

No, it wasn't. It was about Alison.

Did Alison join the company a year ago?
No, she didn't. She joined it six months ago.
Why did she work late last month?
Because there was a lot of work.

Ta  MrBlake
From 2. Banson

e

memao
18/1/85

Im Sorvy I A1t answer your
mema, I ams in Edinﬁmyh_ yas,
lets discuss tius. I'm going +o be
free tws afterncon. g

nores |

t Did Mr Benson answer the 3
memo quickly?
2 Why didn't he answer quickly?

(@ Write

Mr Benson is happy with Alison. But he 1sn't happy with Len Johnson.

Look at his notes about Len.

You are Mr Benson. Write a memo to Mr Blake about Len's work.

Did he apojogise?
Was he free that afterncon?
Did he want to discuss Alison?

Ox oy trie .

Yﬁi&dﬁr :

- memo (n)

[‘memou]
- 10 be free (V)

[tu: bi: fiiZ]

- to apologise for (V) fru: 8polediaiz]

- quickly (adv)
- problem (n)
- to work hard

[kwikli]
[problem]
[tu: wo:k ha:d]

thu bio

nhin 161, thanh thoi
xin 161

nhanh, nhanh chéng
van dé

lam viéc cham chi

Lewt Tobersom
Torned vve we March

Lagtmonth: Lare for work
& fmes

WAk aFlui
desk
NE Discuss with Blake




Lesson 3 UNIT NINE

O Study Payslips and cheques

This is Alison’s payslip for June. She receives the payslip with her cheque.
1 PAYSLIP Date 28/6/85 ZI_ TRAVEL SERVICES !
I Z.S 1
1 Name: AlisonWells Dept: Personnel |
] Employee no: 345365 Overtime/Allowances: Nil i
| Basic pay: £264 Total deductions: €53 NetPay £211] I
1 Checked and issued by F-D. Hudd - I

T |
® Copy and complete )
. Finbank PLC

Fili in Alison’s cheque for

June. Write the amount in « .

words and figures, Don’t Py —

sign the cheque. £ -

L?‘S:?EL SEAVICES LTD

131-40-(:6 WALOOY? 450763

2% Toy g5
@ Finbank PLC

Pw ALISON  LWELLS —
TWO _HUNORED A~D THumry- £ 237
IO HUNRED A THuRY)

@ Study

This is Alison’s cheque for July.
She is going to get more money.

Copy and complete a new

paysiip. Alison is going to M:__:Hm..j_mﬁ

receive it with her cheque. Her '

basic pay is now £294. The net EL. Hudd ,
pay is the amount cn the 34006 36810997 450750 F_D b

cheque. The date is also on the
cheque.

v TRAVEL SERVICES LT0

Numerical list

© Write 345365 Alison Wells
Jitl Atki

Frank Hudd is issuing the pay for July. He has a list of the g:gggg J;g‘z‘vamn

employees in numerical order. He needs an alphabetical list. Put 345401 Len Johnson

the list in alphabetical order for him.

345420 Helen Dunn
345431 Anne Pitt
345470 Rose Pimm
3455560 John Green
345621 Edward Blake
345631 Anne Pard

Begin the list: AtkinsonJ 345368

- payslip (n) [ peisiip] phidu tra luong

- overtime {n) [ouvataim] ngoﬁi gi(‘J.‘ gio lam thém
- allowance {n) [olausns] tién trg cap

- net pay (n) [nct pei] tién luong thuc linh

- reduction ((n) [ri'dAk/m)] khiu trix

- basic pay (n) ['beisik pei] tién lvong co ban 71



UNIT NINE Lesson 4

L]

O Study

Frank Hudd is studying some graphs. The graphs show annual earnings at Travel Services. They
show earnings between 1976 and 1982. One graph shows managers’ earnings. The other graph shows
employees’ earnings.

@® Listen and answer

Drill One 7000
1 How much did employees earn in 19767 6000
They earned £3000. 5500
2 How much did they earn in 19777 5000
They earned £3500.
4500
3 How much did they earn in 19787
4 How much did they earn in 1979? s
5 How much did they earn in 19807 3500
6 How much did they earn in 19817

3000

Drill Two 76 77 78 79 80 81 82

. Employees’ earnings
1 How much did managers earn in 19777

They earned £6000.
2 Did their earnings rise in that year? 8000
Yes, they did. 7500
3 How much did they earn in 19797 —
¢ Did their earnings rise in that year?
5 How much did they earn in 19807 6500
6 Did their earnings rise in that year? 6000
5500
Drill Three

Did employees earn £3500 in 19777
Yes, they did.

Did the managers earn £4000 in the same year?
No, they didn't. They earned £6000.

76 77 78 79 80 81 82

Managers' earnings

® Write

Write about carnings at Travel Services.
- graph (n) [erzef] dé thi , biéu dé
- annual earning (n) [‘#njusl 'a:ninz] thu nhap hang nam
- to show (V) [tu: Jou] cho thdy, thé hién



UNIT NINE

@ Listen

A telephone call from Pavis

MrBlake: Put the call through please, Alison.

Alison:  Mr Duclos, I'm putting you through
now,

Mr Blake: Good afternoon, Jacques. How are
= you?

Jacques: Fine, thank you, Edward.

b Lo ; el t.l.i- ~ Mr8lake: I'msorry John Green isn't here. He
Good v ello...helig... left for Brazil at the wee!-:end. A_re you
-r,?avcfg:w";gggf 13 gz::il-g;d ringing about the Egyptian project?

] ’ Jacques: Yes, | have some good news for you.
Alison: Yes, that's right. Travel Services here. This morning we had a meeting of the
Ji i ? board. We decided to finance the new
acques: Ah, can I speak to John Green? hotel in Cairo. Evervone agreed. [t
was a very quick decision.

Alison: T'm sorry. Sohn Green is abroad at the
m t. Would like t t.
MTET:k &? ould you like to speak to Mr Blgke: That's excellent news, Jacques.

Ahmed Ali's going to be very happy.

Jacques: | wanted to tell you immediately. I'm
also sending a letter.

That’s very kind, Jacques. Thank you
for telephoning,

Jocques: Yes, please.
Alison:- Who is that speaking?

Jucques: This is DBuclos, Jacques Duclos, in Mr Blake:
Paris.

Alison: One moment, please . . . Mr Blake, I Jacques: Not at all. Give my best wishes to
have Mr Duclos on the line from Paris. John. Goodbye now.

He's asking for Mr Green. Mr Blake: Goodbye, Jacques, and thank you.
® Study Using the telephone

Answering a call
{call from outside}
Hello 1 ... ... ... NAME OF COMPANY
morning {call from inside)
Good aftermoon | .. ..., 's office
evening
........................ department
i

Asking a caller to wait Asking for the caller's name [lE—IIIIIIIIlll:;:ﬂ::l::;l;gll:“llllllllllg
Hold the line, please. Who is that speaking, please? | S s
One moment, please. Who is on the line, please? = past S

- S leave let =
Finishing a call ‘ . = have had =
Thank you for calling. Goodbye. = agree agreed =
Fhank you for telephoning. Goodbye. EOIHI IO AT

- abroad (adv) [o'bro:d] & nude ngoai, ra nudc ngodi

- 10 send (v) [tu: send] gdi, chuyén

- to agree (V) [tu: olgric] déng ¥, chap nhan

- immediately (adv) [i'mi:djatli] ngay lap uic, tie thi

- to put someone through [t put sAmwAn 6ruj ndi day néi cho at

- hold the line {hould 3o lain] giit day ndi
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UNIT NINE

O Read

Read these letters.

L2 Layton srreet.
Tondon
WClD 4BB

—_—
10 July 1985 -

The principal
central Colleges
N - 76 Nex Reoad .
Londen

K1J Z2ZA

_—

AL COLLEGE

v Road, Landon N1 274

Deal 3ir.

r
; rion abﬂut Fou

ome lnforma a capy
1 would lt:fﬂ:es. Pieane send ME
pusinesd

of your prospectus:

Dear Miss Wells,

Thank you for your 1

etier of 1p July,
I .

r::;:fisosm? 3 copy of oyr 1985/84
aEppncation for;? also enclosing an

The closing 4
at
15 4%_-_??:1"“'5 far applications is

Alison Well= (wiss)

Yours Sincerely,

A MICMY ( M; 53‘)

Q_I_ggip_g_ 'S Sec retary

® Read and complete

O Write
. Write a letter of request for:

Alison wrote to her collegeon . . .She wanteda . ... . a new timetable of rail services
On ... thePrincipal's . ... replied. She encloseda . . .. details of a conference programme
andan-.... . Alisonhasgotto . ... herapplication an up-to-date price list
before . . .. :

- prospectus (n) [pres pektos] 10 quéng cdo

- principal’s secretary {n) [ prinsapl z 'sekratri] ¢ ly hiéu trudng

- closing date (n) [Klouzin deit] ngiy hét han

- 1o enclose {(v) [tu: in'klouz] gl kém theo

- detail (n)

[dizteil] chi tiél
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Language Focus UNIT NINE

[ Writing a business letter

Look at this letter. [t is the letter from Alison.

The sender’s
addresa is on
the right.

e

I

The date is on the left, ]

The ietter 18 to the Principal of
Central College. The addreuss is
on the jett. This 15 the addresses.

10 July 1995

The Princimal,
Central College,
74 ~ 76 Nev Road,
LONDON

¥1J 2Z4

LBusiness letters start like this. }—— Dear Sir,

business courses.

| Busivess letters end ike this.  |—J—— Yours faithfully,

1 This is Alison'a signuture.

d

of your prospectus.

Plgon bels
L

Aliason Wells (Mias)

LONDOK

WC1D 4BB

I would like some information about your
Please serd me a copy

/.

12 layton 5t.,

This is the sender's name. |

|

1 Write these names and addresses correctly for a letter. They are all addressees.

1 Mr K. L James, 187, Stonebridge Avenue, Kingstone KI2 5FG.
2 Monsieur Jean Dupent, 34 rue de la Republique, 75014, Paris, France.
3 Mr H. Johanneson, Kirkegarten 19, Stockholm 78 352, Sweden.

2 Pronunciation

3 Stress
(-d] {-1 {-idi
agreed cashed started eﬁrnings ag‘re@
applied financed imported ’
explained discussed invested timetable ,
played attached hated : deduction
changed . walked needed prospectus
sealed helped wanted .
. immediately

- sender’s name (n) ['sendos neim] tén ngudi gii

- miss (n) [mis] ¢0 gii, thiéu nir

- your’s faithfully (expr) [2:2 ‘feiffuli] kinh thu

- to seal (v) self ni¢m phong
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-

Quiz
Are you a good employee? Are you a good boss? Answer these gquestions. Do the
quiz with a partner. The scoring is at the bottom of the puge.

~

M

M

I ARE YOU A GOOD EMPLOYEE? YES SOMETIMES

Do vou arrive late for work?

Do you take a long lunch hour?

Do you read the newspaper at work?

Do you ring friends from the office?

Do you complain about vour work?

Do you stnoke in the office?

Do you wear the same clothes every day?
Do you know everything about vour job?
Da you apply for other jobs?

Do you write personal letters at work?

EwmqmmAmMH

2 ARE YOU AGOOD BOSS?

Do you arrive at work before vour employees?
Do ynu leave work after them?

Are your instructions clear?

Can your secretary read your writing?

Do you apologise for your mistakes?

Do you make your own coffee?

Da you say 'please’ and 'thank you™

Do you listen to your staff?

Do you remember the names of your staff?

Do you know about their homes and families?

fa=gpi = s R I LI LK I

i

LTS J00A IN0YE YUIYT 1 UOD NOA S50q POOS 210U AR NOL  §6-C
3181134 29 pInos nok g 'ssoq pood earenog  ¢TI-¢
“Kxan] A3aa aam Loy
wandoidwa ok noge Jurgt no X ssoq pool £19a v e NeL  SQ[-GT[ A0 fmo g
‘ON WEI 0] ¢ SSHINELANOS Y273 10 O] 1SHA YIBS 10§ 4] Aodg

S804 AO0D VNOA TUY 7
£40T 1YS 1 Ay U1 NoA 31y "PoOT £1a4 10U ST Y1om nox  ¢g-6¢
1anay ag pined J2om ok g a240pdwa pood v orm MOX  ¢TI-56
"AY20] K194 S15509 N0 L "Ylom
Jowreopno) aako[dwa pood A1da v asznok g9 “CT1 AL (PEO
‘ON Y282 J0] ¢ [ 'SHINILHINOS Y283 10 O 'STA Y2BD 10] § 20§
CAHAO TdING QOO ¥V IO AV L
Nursoag
- to complain (v) [tu: kem’plein] phan nan, than phicn
- mistake (n) [mis'teik] 16i 1dm, nhdm 14n, sai lam
- boss (n) {bos] ong chp‘ thu tru613g
- to score (V) [tu: sko:] cho diém, l'fnh diém
- partner (n) [pa:tne] ban ciing sam vai
- quiz (n) [kwiz] cudc thi dé
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@) Listen
An interview

Principal:  Tell me about vour present job, Alison.
Alisan: I'm a receptionist. I work with a travel firm. |
Principal:  Why do vou want to study here?

Alison:  Because ' want a better job. [ want to gointo

management.

Principal:  Well, you have all the qualifications. And we can offer
you a place. Is your company going to sponsor vou?

Alison:  ldon't know. I have to talk to Mr Blake, the Manager.

Principal: We need to know soon. The course begins tn October.

Aliser:  Yes, I'm going to see Mr Blake tomorrow.

Principal: Good, Well, now Miss Wilkins is going to show vou

round. Thank you for coming.

Alison: Goodbye, Mrs Hutton. Thank you for seeing me.

library

lecwure hail

@ Study

This is Central College. The
offices are in the main building.
There is a classroom black
behind the main building. The
car park is on the right. The
lecture hall is on the first floor.

@ Ask and answer

1 Where are the offices?

main antrance

ARARALIEIRAIE TG LE Y1 NI TR MG TRIBRIGR IR 1R351

They're in the main building They're . . . . the ground foor. E REMEMBER g
2 Where is the classroom block? = , =
It's. .. the main building. £ ontheleft(oD s
3 Where is the garden? £  ontheright(oh =
Its. ... £  atthefront(of} s
4 Where is the library? = at the back {of =
. =  onthe { first floor =
@ Write = second s
Write about your company building OR your school, TG TR T R
- firm (n) [form] cong ty . ;
- management (n) [meaenidiment] sy quan ly, su dlELl. lfhlcn
- to offer (v) [ofs] tang, biéu, dang, hién
- sponsor (n) ['sponsa] nha tai rg
- qualification (n) Lkwalifikei/n] chuyén mﬁ\n, trmh_d@
- ground floor {n) [graund'fi>;] tang trét, tang dudi cling
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UNIT TEN | Lesson 2

Grammar summary

[rregular past tense
i spoke to the agent yesterday.
come came get got
give gave speak spoke Negative
see saw meet met [didn't speak to the agent.
ring rang do did Questions and short answers
have had go went Did you meet the visitor? Yes, [ did.
tell told know  know No, [ didn’t.
send  sent make made Where did you go? [ went to the airport.
Who rang me? Jacques did.
O Study
John Green has to write a report

NOTES

about Brazil. He made some
notes about his trip. Now he is
studying his notes.

3 .
The notes are not in futl “3 Arrived  Ric. Problem,
sentences. M with hetel bookin
( Ask each other om. 1ofs Spoke Lo '

Work in pairs.

One student is John Green.
The other is a friend.

The friend asks: 'What
happened on Sunday? What did
you do on Monday? . ...

John Green answers: 'On

Sunday larrived. ... . There

was a problem . ... .On

Monday, ... .

® Write

You are John Green, You are

writing your report about

Brazil. Write some of the

report. Use the notes.

Write in full sentences.
- negative (adj) [negativ] phu dinh
- note (n) [nout] luu ¥, ght cha
- Chamber of Commerce (n) [t/eimbe ov phong Thuong mai

koma:s] B

- p.m {post meridiem) (adv) Lpiem] sau trua, chiéu
- trip (0) [trip] chuyén di
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Q Study

Year Planner
STAFF HOLIDAYS J F M| A M ] JI ALS Q| N D
Mr Watson 20- =
25 s
Miss Wells -
Miss Atkinson ' ;- . ;-
Miss Greenwood 120 :'3_

This year-planner shows the staff holidays. Jim Watson is on
holiday from January 20-25. He is also on holiday from June 1-8.

® Ask and answer

1 When is Alison Wells on holiday?
She is on holiday from August 15 to August 30,

2  When is Jill Atkinson on holiday?
3 When is Miss Greenwood on holiday?

@ Copy and complete

Copy the year-planner in A
in your book. Fill in the
following information.

Staff Holidaye

Mr Blake

A el .
Mrs Bagg Pr 714,

Jan 1-9, june 415

Sep 2-11
Listen and complete

Your teacher is going to read out more information. Listen to the
information. Fill in the year-planner.

(® Ask each other

When are you on holiday this year?

I'mon holiday . . ..

- year-pianner {(n) [ie: ‘plens(r)] ngudi ld p k& hoach ndm
- holiday (n) [holedi] ngay &, ngay nghi
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UNIT TEN A Lesson 4

@ Study

Diagram 1
A represents
50% (fifty

per cent).

Diagram 2 A Dxagram 3
A represents
25% (twenty-
five per cent).
©® Listen and answer A
{
Drill One Diagram 4 Dlagram 5
5%
1 Whatdoes A in diagram 1
represent?
It represents 5C%.
2 Whatdoes A in diagram 2

represent?
It represents 25%. Finance and
What does A in diagram 3 represent? Insurance

(15%] Sales and

Marketing
(25%)

3
4 What does A in diagram 4 represent?
5 Whatdoes A in diagram 5 represent?

Drill Two Public
Relations
1 How many students do Sales and Marketing? (20%)
Twenty-five per cent.
2 pr many students do Finance and Insurance? Hitarmatioral
Fifteen per cent. L L Trade (25%)
3 How many students do International Trade? Technology (15%)
4 How many students do Public Relations? Busi ‘udents at Central Coll
5 How many students do Information Technology? usiness s.udents at Lenwral Lollege
Drill Three
Middle East
How much of the world’s oil did the Middle East (23%) ”Df‘é‘o'f::
produce in 19827 America
23% {32%)
How much did the USSR produce?
Twenty-two per cent. Europe
(7%)
How much ... .?
. per cent. Asia
(8%)
. Africa USSR
O Write : (8%) (22%)
Write about production of the world's oil in 1982, Production of the world’s oil in 1982
- to represent (V) [repri'zent] mo lé._, ‘lhé hién
- insurance (n) [inYuerans] bao hiém o
- public relation (n) [ pAblik,ri'lei/nz] ¢ong “}C quan chiing
- marketing (n) [‘ma:kitin] t€p thi
- technology (n) [tek'noled3i] cong nghé
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Lesson 5 UNIT TEN ©

O Listen

In Mr Benson’s office
John Green and Anne Bard are coming into Mr Benson’s office.

Come in John. Come in, Anne. Sit down. We want to
hear about John's trip. Edward is going to joinusina
minute.

Was it a successful trip, John?

Very successful. I think we're going to do a lot of
business in the Far East.

Ah, Edward, come in. We're just starting.
I'm sorry I'm late. [ had to see Alison for a minute.

‘The Convention was very good. I met a lot of people. [
made some good contacts there.

Did you see the Japanese delegate?

No, Ididn’t. Irang his hotel but he was too busy. He gave
a good speech at the Convention. I'm going to write to
him.

Yes, we must discuss the follow-up. This is very
important.

- One thing at a time, Edward. Let’s hear more about the
trip first.

FOLLOW-UP
JGwrite to:

R. Baker, NY
(® Ask and answer '

1 Wasit a successful trip?

Yes, it was.

Did John meet a lot of people?
Yes, he did.

Was Mr Blake late for the meeting?
Why was he late?

Did John see the Japanese delegate?
Why didn't he see him?

-]

[« Q<

roLLow-up (3o°N)
N ALB contact
@ Write Japaneseairline

. offices in London
The meeting also discussed the follow-up to John's trip. re. possible tours

Look at the notes of the meeting.
Write about the follow-up.
Use 'is going to'.

—

- successful (adj) [sok'sestfl] thanh cong

- delegate (n) [deligit] dai biéu, dai dién
- follow-up (n) [folou'Ap]  cong viéc ti€p theo
- possible (adj) [posabl] c6 thé, ¢6 thé thuc hién duge
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UNIT TEN | Lesson 6
O Read

This is an extract from John Green's report.

CONCLUSIONS

e ———

To sum up, it was a very useful trip. I think we must send
someone to next year's Convention. I think one of us must
visit Japan (I am adding a 1ist of useful cor;.t.a.ct.s to this .
report). RB is going to write to Mr Suzuki in Tokyo- F‘zna.l ¥,
1 spoke to Duclos on the telephone yesterday. He asked ::d

a copy of my report. Duclos said they still have ;‘_u_nd_t.‘%.th
they want to invest more (they are already investing in the
Egyptian project). Now we have to find the new projects.

There are many opportunities in the Far East.

Is it true? Say "yes’ or 'no’.

What is John Green saying in his report?

The trip was useless. YES@ Jill, I've got some good

o , _ news. it's about my
He is going to next year's Convention. YES/NO course. The company
R. Benson is going to write a memo. YES/NO k3 going o sponsor me!
The French company needs capital. YES/NO

The French company wants to invest in new projects.  YES/NO

Travel Services has got to look for new projects. YES/NO

© Write

Alison has some good news.

Now she must write to Central College.
She must accept the place.

She must tell the college about the company's sponsorship,
Write the letter for Alison.

rnarvedjous,
Alison.

- to sum up {v) [t sAm Apf tom lai

- conclusion {n) [Tken'kiu3n] két luén

- opportunity (n) Lope'tiuvniti] ¢d hoi, thoi co

- capital (n) [keepit! ] tién vén, von

- fund (n) [And} qui, von

- sponsorship (n) [Sponsalip] sy tal trg

- marvelous (adj) [‘ma.valas] tuyét didu, tuyét
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Language Focus UNIT TEN
== <2 - > UNII TEN

1 Make correct sentences in the past.

1 TIgotothe office.

T went to the office.

They speak together,

He makes a lot of contacts,

[t represents the total.

They accept cheques.

She borrows money.

We get a pay rise.

I have to go.

You tell me the news,

We send a package.

[don’t speak Portuguese.

I didn’t speak Portuguese.

12 Hedoesn’t know the answer.
13 Wedont make metal products.
14 Bhe doesn’t write reports.

15 They dont ring in the evening.

el =R =R I R= N LY ]

pod ot

2 Make sentences in the correct tense

{past, present or future with ‘going to").

John/visit/Japan/next year.
Alison/check the files/last week

Last year's Convention/(to be)/
successful.

The secretary/never shut/the door.

Next week/I/get some good news.
You/hear a lecture/tomoarrow.

10 [t/(to be/cloudy soon.

11 The pound/risé/this week.

12 They/go/in the entrance now.

G0 ~d O G S

13 He/go/to Venezuela last November.

14 What/happen/yesterday?
15 What/you/do/tomorrow?

We/produce one million tonnes/iast year.

The student/always use/the library.

We/planfourtholiday/at the moment.

3

Pronunciation
Initial (k-]
hotel

help

head office

hate

hear

Note

silent h-: hour

Stress

éntrance prod‘fce
classroom accept
building per cent
4 , ’
interview tomorrow

management successful
holidays

. P
sponsorship represént
library
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interaction

O Study

Study these dotails of o Lusiness sludies course,

Use a dictionary,

YEAR ONE YEAR TWO YEAR THRER
Cumpulsory Compulsury Compulsory
Communicalions Business Administration Information Technology
Accounting 1 Accounting 2 International Finance
Organisativns Office practice

Personnel Management

Optional Courses
Computer Studies

Optional Courses

Data Processing

Optional Courses

International Law

Secretarial Sludies Statistics Advertising
Travel and Tourism Business Law Computer Programming
Industrial Relations Transport Public Relations
Insurance and Finance Marketing Telecommunications
Catering Social Services Printing and packaging
O Decide
Choose three aptional courses for each year,
YEAR 1 YEAR 2 YEAR 3
1
2
3
Why did you chousae Lhese courses?
[Yscuss with your partner.
Topics
© Ask each other Shorthand and typing
. Shipping
Look at the topics. . Television publicity
All these topics come into Lhe optional courses, Designing a new product
Where do they come? Ask your partner. Dealing with customer complaints /U
Use a dictionary. Discuss. Contracts )
A
AN Y
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e ...
Summary of grammar and new language UNIT 1
=i ————— = I~ MOMET 1|

Main Grammar/Structures

Present Tense: to he (Lessan 2)

|« neg + interroy)

Who? (1

What? (1

Where? (5}

Noun plurals (-sles/ies) (61

Possessive adj. {my/youri i)
this/heri 4}

Prepositions (infon) (5

Main functions

Greeting (1}

Identifving people 1)
Asking about occupation (21
Identifying location 13}

Tasks

Complete tabular lists (3114,
Complete file card (6}

Vocabulary—Lesson-by-Lesson

1 telex
hotel
file
telephone
pen
fetter
package
map
agent

2 managing director
manager
acgountant
secretary
clerk
typist
supervisor
executive
list
a
the

Pliace names

Caira
Lundon
Rome

Egypt

3 initials
business card
company
city

4 rpom
extension number

3 wall
shelf
desk
drawer
chair
envelope
office

6 address
street
employee
postcode

Other new language

Forms of address ( Mr/Mrs/Miss/Ms1 {2
Days of the week (6}
Numbers 1-20
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UNIT 2 Summary of grammar and new language

Main Grammar/Siructures Main functions
Present Tense: to have (got) {2} Introducing peopie i1)
{+ neg + interrog) Asking/Telling the time (4)
Giving instructions (5}
Imperatives (+ neg) (5)
Possessive adj. (our/your) (1) Tasks
(their/its) (1) Complete tabular list (3)
Carry out oral instructions (5)
Analyse forms (6)
Vocabulary—Lesson-by-Lesson
1 receptionist 5 tidy
job early
calculator on time
letterhead arrive
typewriter leave
pencil smoke
notepad make
cashbook cook
tea
2 department coffee
amall kitchen
new
country 6 at
about
3 alphabet for
name to
spell form
typing
4 plus certificate
minus French
GMT Spanish
a.m. driving licence
pm.
morning
afternoon
midday
midnight Other new language
Ordinala (1st--10th)
Place names Numbers 21-100
Oxford Time expressiona: What tin:u igit.. . ?
Bahrain HOng Kong Its. . . o'clock.

New York Kuwait Months of the year



M
Summary of grammar and new language UNIT 3
_

Main Grammar/Structures

Present Tense: {regular verbs) (2)
{+ neg + interrog)

How much? (4}

Demonstratives: this/that
these/those (1)

Adjective + noun

Main functions
Identifying things (1)

Identifying meaning (4)
Expressing wants (5)

Tasks

Filling in proforma (3)
Analysing price hist (4)

Vocabulary-—lL.esson-by-Lesson

1 airport
way out
suitcase
terminal
car
information
in-tray
cut-tray
customer
petty cash

2 product
import
export
sel]
sit
uste
eat
work
goout
meet
study

3 label
destination
abbreviation
Right
passenger

Place names

Aftica UK

Europe
Scuth America
North America

Birmingham
Amsterdam
Paris

4 file (v)

Vel’y
cheap
expensive
price
week

cost

noisy
quiet
clean
want
ring
breakfast
taxi

shirt

key
menu
operator
laundry
restaurant
snack

amall

old

large

fast

useful

photocopier

copy

machine

minute Other new language
per minute

document Numbers 100500
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UNIT 4 Summary of grammar and new language

Main Grammar/Structures
Some/any (2}

There ts/are (6)

When? (4)

Main functions

Making requests (1)
Apclogising (1)
Greeting (4)
Suggesting (5)

Tasks

Writing a memo (2)

Completing an order form (3)

Using an appeintments diary {4)
Analysing an organisation chart (§)

Vocabulary—Lesson-by-Lesson

1 appointment
finance
agenda
investment
information
decision
project
meeting
wait
invest
know
fillin
answer
intereated

2 carbon paper
typing paper
stationery
ink
paperciip
staple
drawing pin
need
check
order

Other new language

Irregular noun plurals (6)
Numbers 500-1000
Ordinals (21st—31st)

Time phrases: at 8.15/at 4.20

88

box

bottle
order form
quantity
item

busy
help

cafe
college
prospectus
with

type

like

hate

enjoy
apply for

main
organisation
section

copy typist
driver




Summary of grammar and new language

Main Grammar/Structures Main functions
Adverbs of frequency Expressing obligation (1}

{always/never/sometimes} (2} Suggesting (1)

Making polite requests {5)
Object pronouns (1)
him, etc)

{me/him, e Tasks

How?(2) Analysing timmesheet (2)

Compieting personal forms {3)
Analysing a calendar (4)

Vocabulary—Lesson-by-Lesson

1 stockroom have got to 5 messenger
report urgent
thanks short
together ready
terribly nearly
late just after

finish

2 timesheet come
walk
travel 6 parcel
hegin goods
office hours string
train receipt
bicycle despatch
bus damage

loss

3 date post office
surname use
first name attach
nationality must
age put
place wrap
next seal
clear tie
empty strong
read

Other new language

Dates: Wednesday, 15t May (4)
Time expressions: On 15 April

In April Meanas of travel: by train (2)
Itsaquarterio. .. bus
.. halfpast. .. on foot
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UNITG6 Summaryof grammar and new language
e ——— e e et

"

Main Grammar/Structures

Present Continuous
(+ neg + interrog}(2)

Comparatives
(-er than .. .} (1)

Why? Because . .. (6)

Main functions

Comparing things (1)
Greeting (1}

Inviting informally (1)
Giving an opinion (5)

Tasks

Tabulating information (3)
Analysing currency exchange list (3}
Interpreting simple graphs (4)
Filling in a checklist, (6)

Vocabulary—Lesson-by-Lesson

1 big 5 build
low excellent
busy tuxurious
hot in addition
difficult profits
profitable investment
board finance
plans terms
sit down per cent
discuss better
happen
report compare
pay
2 become borrow
rise motarbike
loan
i bank
3 trip , deposit
travellers’ cheque payment
diary
currency
exchange rate
4 strong
weak
commodity
market
rubber Other new language
copper .
cotton Number only dates: 3/9/85 (British convention)
tin Decimals: 1.25 '
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————
Summary of grammar and new language UNIT 7
e —— =2 IVl /|

Main Grammar/Structures Main functions

Whose? Possessive pronouns (2) . Asking about the weather (4)

Expressing capability (can/can’t) (5)
Superlatives (6}

Prepositions of time (5) Tasks
Tabulating information (3)

Interpreting a weather table (4)
Interpreting written notices (5)

Vocabulary—Lesson-by-Lesson

1 cable 5 ready
pile spring
airline summer
ticket autumn
seat winter
pigeon hole convention
package study
sort photocopy
important speak
find
2 signature
6 humid
3 s mountain
&n . climate
expenses claim coast
approve capital city
population
4 warm weather connect
cool temperature best
cold
Other new language

Something/anything everything
Possessive 's
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UNIT 8 Summary of grammar and new language

Main Grammar/Structures ' Main functions
Future {(going tol {2) Understanding instructions (1)
Asking for help{1)
What? Introducing oneself (5}
{in object place; (2} Asking about occupation 1 5)
Who?
Tasks

Completing a registration form (3)
Analysing a programme {4}
Analysing numerical tables (6)

Vocabulary-—Lesson-by-Lesson

1 passport 4 construction
purpose designer
visit civil engineer
visa chemist
customs consuitant
stamp aviation
telephone catering
finish oil

electronics

2 reservation think
taxi-driver
try 5 foreign
explain next
understand promotion
open budget
full tourist
another speech

J programme
conference
group
lecture

Place names Other new language

The States (USA) 24-hour clock
Filorida
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Summary of grarfimar and new language UNIT 9

e —— V11 |

Main Grammar/Structures Main functions

Regular past tense (ed) (1) Apologising/accepting an apology (1)
Answering the telephone (5)
Past Tense: to be (2) Writing a business letter (LF)

Tasks

Analysing notes {2)
Filling in a cheque (3) _ :
Interpreting comparative graphs (4)

Vocabulary—Lesson-by-Lesson 1 booking 3 payslip 5 abroad
change cheque kind
come in receive agree
book isaue
join 6 write
happy 4 annual course
earnings proepectus
graph
Other new language

Four-figure numbers

UNIT 10 Summary of grammar and new language

Main Grammar/Structures Main functions

[rregularpast tenses (2) Thanking (1} .
Identilying location (1)

Prepositions of place t 1) Expressing opinion (5)
Tasks

Writing from notes (2)
Analysing pie-charts (4)

Vocabulary—Lesszon-by-Lesson 1 interview offer 4 represent
' firm (company) sponsor produce

qualifications
building 2 notes 5 contacts
library send successful
car park see
lecture hall give 6 ask
entrance get accepi
garden 3 hoitdays tell _
floor year-planner opportunity
present _

o))



O
' Vocabulary list

The numbers after each word represent the unit and the lesson
where the word first appears

all
abbreviation 3.3
about 2.9
abroad 9.5
aceept 106
accountant 1.2
sddress 1.6
afterncon 2.4
age 5.3
agenda 4.1
ageot 1.1
agree 9.5
airline 7.1
airport 3.1
alphabet 2.3
am. 2.4
annual 9.4
angther B.2
answer 4.1
apply for 4.5
appointment 4.1
approve 7.3
arrive 2.5

ask 10.6

at 2.6

attach 5.6
autumn 7.5
aviation B3

bank 6.6
become 6.2
begin 5.2
better 6.5

beat 7.6

bicycle 5.2

big 6.1

board 6.1

book 9.1
booking 9.1
borrow 6.6
bottle 4.3

box 4.3
breakfast 3.5
budget B.6
build 6.5
building 10.1
bua 5.2
business card 1.3
busy 4.4

cable 7.1

cafe 4.5
caleulator 2.1
capital city 7.6
car 3.1

carbon paper 4.2
car park 101
cashbook 2.1
catering 8.5
certificate 2.6
chair 1.5
change 9.1
cheap 3.4
check 4.2
chemist 8.5
cheque 9.3
city 1.3

QA

civil engineer B.5
tlean 3.5

clear 5.3

clerk 1.2
climate 7.6
coast 7.8
coffee 2.5

cold 7.4
college 4.5
come 5.5

coma in 9.1
commadity 6.4
company 1.3
compare 6.6
conference 8.4
connect 7.6
construction 8.5
consultant 8.5
contacta 10.5
conventioc 7.5
cook 2.5

cool temperature 7.4

copper 6.4
copy 1.6

copy typist 4.6
cout 3.4

cotton 6.4
country 2.2
course 9.6
currency 6.3
cuatomer 3.1
Customs 8.1

damage 5.6
date 5.3
decision 4.1
department 2.2
depoait 6.6
designer 8.5
deak 1.5
despatch 5.6
destination 3.3
diary 6.3
difficult 6.1
discuss 6.1
documnent 3.6
drawer 1.3
drawing pin 4.2
driver 4.6
driving licence 2.6

early 2.5
earninga 9.4

eat 3.2
electronics 8.5
empioyee 1 6
empty 5.3

enjoy 4.5
entrance 10.1
envelope 1.5
exchange rate 6.3
executive 1.2
expenses claim 7.3
expansive 3.4
explain 8.2
export 3.2

fast 3.8
file 1.1

file (v} 3.4
filtin 4.1
finance 4.1
fnance 6.5
find 7.5
finish 5.5

firm (company) 10.1

firet name 5.3
flight 3.3
floor 10.1

for 2.6
foreign 8.8
form 2.8
French 2.6
full 8.2

garden 10.1

get 10.2

give 10.2

GMT 24

good 5.6

thave) got to 5.1
go out 3.2
graph 9.4

group 8.4

happen 6.1
happy 9.1
hate 4.5
help 4.4
holidays 10.3
hot 6.1

hotel 1.1
humid 7.6

import 3.2
important 7.1
in addition 6.5
informaton 3.1
initials 1.3

ink 4.2
interested 4.1
interview 190.1
in-tray 3.1
mvest 4.1
investment 4.1
issue 9.

itam 4.3

job 2.1
win 9.1
just afier 5.5

key 3.5
kind 9.5
kitchen 2.5
know 4.1

label 3.3
large 3.6
late 5.1
laundry 3.5
leave 2.5
lecture 8.4

extension number 1.4 lecture hall 10.1

letter 1.1
letterhead 2.1
library 10.1
like 4.5

liat 1.2

lban §.6

Toss 5.6

low 6.1
luxurious 6.5

machine 1.6
main 4.5
meke 2.5
manager 1.2

managing director 1.2

map 1.1
market G.4
mest 3.2
meeting 4.1
menu 3.3
mesaenger 5.5
midday 2.4
midnight 2.4
minus 2.4
minute 3.6
morning 2.4
motorbike 6.6
mountain 7.6
must 5.6

name 2.3
nationality 5.3
nearly 3.5
need 4.2

new 2.2

next 5.4

noigy 3.5
notepad, 2.1

notes 10.2

offer 10.1

office 1.5

office hours 5.2
oil 8.5

old 3.6

on tme 2.6
open 8.2
operator 3.5
opportunity 10.6
order 4.2

order form 4.3
organisation 4.6
put-tray 3.1

package 1.1
paperclip 4.2
parcel 5.6
passenger 3.3
poasport 8.1
pay 6.6
payment 6.6
payslip 8.3
pen 1.1
pencil 2.1

phetocopier 3.6
photocopy 7.5

pigeon hoie 7.1
pile 7.1

place 5.3
plang 6.1

plus 2.4

pm. 2.4
population 7.6
postcode 1.6
post office 5.6
present 10.1
price 3.4

qualifications 10.1.
gquantity 4.3
quiet 3.6

read 5.3

ready 5.5
receipt 5.6
receive 9.3
receptionist 2.1
report 5.1
represont 10.4
reservation 8.2
restaurant 3.5
ring 3.5

rise 6.2

roommn 1.4
rubber 5.4

seal 5.6

seat T.1
section 4.6
secretary 1.2
see 10.2

sell 3.2

send 10.2
shell 1.5
shirt 3.5
ghort 5.5
wign 7.3
signature 7.2
it 3.22

it down 6.1
small 2.2
small 3.6
smoke 2.5
wnack 3.5
sort 7.1
Spanish 2.6
speak 7.5
speech 8.6
spell 2.3
eponsor 10.1
spring 7.5
stamp 8.1
stapie 4.2
staticnery 4.2
stockroom 5.1

street 1.6
string 5.6
strong 5.6
strong 6.4
study 3.2
succeasful 10.5
suitcane 3.1
awramer 7.5
supervisor 1.2
surname 5.3

taxi 3.5
taxi-driver 8.2
tea 2.5
telephone 1.1
tolophone 8.1
telex 1.}

tell 10.6
terminal 3.1
termna 6.5
terribly 5.1
thanks 5.1
the 1.2
think 8.5
tidy 2.5

tie 6.6
tirneaheet 5.2
tin 6.4
w26
together 5.1
tourist 8.6
{rain 5.2
travel 5.2

travellers’ cheque 6.3

trip 6.3

try 8.2

type 4.5
typewriter 2.1
typing 2.6
typing paper 4.2
typist 1.2

undersand 8.2
urgent 5.5
use 3.2

) waeful 3.6

very 3.4
viea 8.1
viait 8.1
wait 4.1
walk 5.2
wall 1.5
want 3.5
warm weather 7.4
way out 3.1
weak 6.4
woeek 3.4
winter 7.5
with 4.5
wark 3.2
wrap 5.6
write 9.6

year-planner 10.3
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Good afternocon.

2. Complete

What's this? desk/chair/shelf/drawer l

Itsa d-%k

o

- desk [desk] ban hoc sinh, ban lam viéc
- chair {t/cof ghé tua

- shelf [elf] gid sich

- drawer [dra:] ngin kéo

o6



UMITONE ___  — —  —  Jesson2 |
= lesson2 |

1. Write

Write these names.
1. R. Benson

2. Mrs A. Bard

3. MsR. Pimm

4. MrJ. Watson

2. Write

Write the short form + names,

I.Ilam 4 L S

2. Youare
3. Heis
4. Sheis

3. Complete

a/the

1. Mrs Bard is...g.'....rnanager. Sheis ...... thz

..........................................

{write your name)

..................................................

Tours Manager.

Managing Director.

...... Personnel Supervisor.

- short form (n) ot £:m]
- supervisorr (1) [supovaiza]
- personnel (n) Lpa:sanel]

dang rit gen
gidm sdt vién
nhén su

a7



Lesson 3 UNIT ONE

Write your full name in capitals.

2. wriw
Write these new words. p—
== SALES TouRS
4/1 STAFF .
=] : DIRECTOR e %
=] ACCaUNTS 3 [
] l———
SUPERVIS 3
q : = ) ;

b SUPEIVISOT. ... < 5. ecrveeeeeseeesseere s

e ettt e 4. . B e

3. Complete

Complete these business cards.

Write in capitals.

1. Mrs L. Harborough is the Training 2. Eduardo Suarez is a directo of the Banco

Manager of Joytex Ltd, London. Nuevo, Madrid.

JOYTEX

TRAINING MANAGER BANCONUEVO

JOYTEXLTD, LONDON
- full name (1) [fuf neim] lén_déi}: dt}
- training manager (n) [treinin quan ly dao tao

‘macnidial

a8



UNIT ONE Lesson 4

1. Write

Write these numbers in figures.

1. one-oh-five IOS ................................... 4. four-eight-four ...,
2. SIX-LWO-SEVEN . .vrvvveiriiceeeie e, 3. SIX-AVE-ONE ..oiiicieieec e
3. three-oh-nine ..........c.c.cccoovvcvieciccenn. 6. seven-three-eight ...........ccconeiner e ‘
2. Write

Write these numbers in words.

RO~ . S B oo cereneenes sttt
2 e e e e U SO YYD U VRO
o e e B e ettt
ittt D et sttt s era e
B et L0 e s

LIts o, briefcase
2 It i, shirt
SIS o tie
4 IUS e bag
B IS o hat
6 It's o dress
- figure (1) [’ﬁgﬂ] _ sc‘_J', con §<“)'
- briefcase (n) ['brizfkeis] cap tai liéu

- tie (n) ftai] ca vat
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Lesson 5 UNIT ONE

1. Write

Rio de Janeiro Brazil
Mexico City Mexico

Cairo Egvpt
Home Italy
New York {the) USA
1. Where's Rio de Janeiro? Its. in Brazil

2. Where's Mexico City?

3. Where's Cairo?

4. Where'sRome? e

5. Where's New York?
§. Where are you? I m

........................................................

2. Complete

Write the names of the cities and countries on the map.

e
- Egypt (n) [Adipt] Alcdp ) i
- USA (United States of America)  fju: es cif hiép chung qudc Hoa Ky
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__-____-_“_'___

UNIT ONE Lesson 6

1. Read and complete

Read the information about METALCO.
Complete the file card.

Roger Hudson is the Managing Director of METALCO. The
head office is in Birmingham. The address is 242-248,
Cirencester Lane. The postcode is B4 7EL. The telephone
nwnber is 021-757-3442. The number of employees is 550.

METALCO ENGINEERING Ltd

MANAGING DiRECTOR

HEAD OFFicE.
T

NO. OF eMpLOYggg

POSTCO DE o
TE NG

2. Write

Write these numbers in words.

....................................................................................

12 e, 17 e,
13 18
1o, 19
15 e, 20 e
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Lesson 1 UNIT TWO

1. Complete _ . s A
Where's my desk? P
{ ] A RE - =T i ,‘.I"
What's ]_fl- 7 s J ot
your name? : ! ] ) : || 4 —
- I_I i N . —.q —
= i o 7 “l|

Who is your
accountant,
Mr Johnson?

is George Smith.

2. Study and complete

This is the letterhead of a company.

CS .
JOHNSON PLASDE{J N1 1. What is the name of the company?

135 BOROUGH SQUARE LO
TEL: 01-884-6198 TELEX: 938109 Tts

- accountant (n) [2’kauntant] nhén vién ké todn
- telex number (n) [teleks nAmba]  s6 té-léch
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| UNIT TWO Lesson 2

1. Complete

Write one word in each space.

To Alison Wells memo

From Personnel Supervisor
re

bt Travel
e to —— nev Jo

S ﬂﬁ‘;‘:.__ a small compa.nié I;n London,
offices — London and Oxf?.oy;e We have
e __ about fifteen E.BNP S and Alﬁi "
two nts — nany coun ’
W s a'ge

2. Study and complete

Alison has a photo of her family. Here is the photo.
She has a sister and a brother.

.... mother.
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Lesson 3

1. Study and complete

Look at the telephone slips.
Complete the log book.

Telephone Call ( Internatumal )
Blaks

Name:

t0: Mexuca U
Time: !Smins
Day: Tues
conal) Telephone Cal}
Telephone Call {Intumational Name- Blake rL"‘"‘”“W
Name: J grllﬂ to: R: £ )
to: Calr 1
Time: |3 muns
Day: fri
- telephone slip (n) [tefifoun slip] gidy ghi dien thoai
- log book (n) [1ogbuk] 50 ghi ghi chép

{0 - telephone call (n) [telifoun ko:/]  cude goi (dién thoai)
4



2. 2nd

S
-
-,
5
©
®
5

2. Complete

1. Its.....0N& ..o'clock. 3. It's. 5 It's..

1

o
?

'

2. 7.00 4, eight o'clock 6.

-y
E
i
<
-]
[~}
o,
2
e

: -
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1. Write

Write in words.

343 T 44 i
4 59 s 8. 32
2. Write
Write rules for these signs.
L 2. 3.
@0c)

L.
2 .
3.
4 .

3. Complete

Complete these requesta.

@ @
Please .......... on time. Please .......... tidy

Please .................... tea in the kitchen.

Please .................... leave eéirly.

Please .................... smoke in the office.

Please .................... eat in class,

- . . .
- rule {n) frul] luat ¢, quy tac )
- sign (n) [saim] ky hi¢u, ddu hi¢u
- request {n) [ri%kwest] yéu ciu, denghi
- 1o leave (v) [ t0i di, roh, nghi, ngimg
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UNIT TWO ____Lesson 6
1. Read and complete APPLICA TION FORM
Read the information about for: A

Len Johnson.

ey, otnvot-.-.(Jo
Fillin the application form. b)

Name:

Len Johnson is now a sales
assistant. This is his
application for the job.

Len is twenty. This is his
fourth job. He hasa driving
licence. He hasn't got
certificates in languages. His
LYping is not very good. He
has a typing speed of twenty
words per minute. He also
has a certificate in Sales and
Distribution.

.
"'Utoln-...

Drivfng Licence: YES/NO
Other Ianguages:

2. Write

DECEMBER
NOVEMBER
OCTQRER
SEPTEMBER

AUGUST
JULY |

FEBRUARY

JANUARY ‘I

- application form (n) Lapliker/n'fo:m] n}ﬁu don xin viﬁ:c
- I)E)Sing speed (n) [taipin spi:df 16¢ do ddnh miy
- distribution (n) Ldisteibjuin] su phan phdéi
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Lesson 1

These
are the UK
directories. . . .

And those are
¥ the foreign
s directorles. y' -

1. Study and complete

=

In the office / @
-__ N ._. ..‘l-

Now let’s look
at the stationery.

Tmﬁme the large envelopes. And........ U’Hﬁ e.are. . thesmall envelopes.
<...... the paper-clips. And ................ccocciiiiininiiicieisenenene.. the staples.
...................................... the new pens. And ........cccccovviviviiiiieiiassieienseeenne.. the new pencils.

..theblue files. ANd .......ocoeeiveivereeeee e eeeseaee s the red files.

files

S ) “‘ I pens
= vt e — % small paperclips
carbon paper pencils @ envelopes

What's this? And what's that?

Thisis........ theblackink And.. . thatis the blue ink.

...................................... the typing paper. And .............c...ccceucvevvienievcunnnnnn... the carbon paper.
What are these?
.............. EAre . . . . . the grey files. And ... AVO3C QL€  thered files.
...................................... the small envelopes. And...........ccooooeeeoeeenenn..... the large envelopes.
- directory (n) [di'rektori] sach hudng dan
- paper-clip (n) [ peipaklip] cdi kep gidy
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UNIT THREE

1. Study and complete

IMPEX is a trading company, Its head office is in Paris,
The company imports and exports goods. It also
distributes some products in France.

Here is a diagram of its imports and exports,
Complete the information about IMPEX below.
Use these words: plastics textiles chemicals paper timber glass

IMPEX UT'PUTBPLMW}:WT”V”WM

- textile (n) [tekstaif] may mac
- chemical (n) {kenikd] hoi chat )
- timnber {n) [timbo] £0 xay dung, g6 lam moéc
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Lesson 3 i UNIT THREE

1. Copy

“rkpory A1 L

CHECK-IN | ___EXIT

i

2. Study and complete r pﬁSSENGER LIST

Study the information. Nuationulity SRt

Look at the picture. 36

Compiete the dialogue. Japanes® 81
American (usa? 16
British 27
gpanish 38

Pakistani

Hello Flight VR241.
Who is the passenger?

- to check-in (v) [tu: Vek'in] dang ky (khéch san)
- passenger (n) [psind3o] hanh khach
110 - age (n) [eid3] tuoi



1. Write
Write in words.

2. Study and complete

>

@ o

- fares list (n)

- single ticket (n)
- cost (v}

- return ticket (n)

FARES LIST

LONDON to PARIS

SINGLE RETURN{

£86 | £159
ROME 203 | 408 N
MADRID | 185 | 370 |
ATHENS 280 | 560
VIENNA 190 | 362
ZURICH 122 | 244
BONN 9% | 184 |
BRUSSELS 75 147

o list]

[simgltikit ]
fkast]
friten'tikit]

bang gia
vé mdt chicu
gid, chi phi
vé khir hoi
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an omelette ~

/‘f" i 7

- Jamb (n) [lem] thit clru

- chips (n) [ips] khoai tay ran
- omeletle {n) [omiit] tring op - &t
- vegetable (n) [ved3(itabl] rau

12



1. Study

+ means plus (add)

— means minus (subtract)

X means multiplied by (or times)
+ means divided by

= means equals

2. Read and complete

4 + 7 = 11 (four plus seven equals eleven)

10-4=6
400 =5 =80 .ccooovvrirrreeeeeeeeeee s

B33 X 3 = GG v ruiisisiiimi il e rmmmane seen i seesban ewesssARRLS S tereenmseseresemreneeram s ot
1. 4506 - 50 = 3. 810-3= 5. 345+ 789 =
2.732+- =61 4. 776 - =57 6. 537 x = 3222

Now write sums 14 in words.

1 Jour hundred, and fifty disided by fifty equads nine....
B T TTr s emssaug ez esas et e SRR LR 814 8h o 0 A A AR AOARAA S A SRR RSt 52t SR B A SR sttt et o
3. .
Qe st s et aas Aot de s saeer et s ane SRS E e renet S e neeemee e emee e oottt eees oo snae
- plus (pre) [piAs ] cong
- minus (pre) [‘maineos] trir
- multiply(v) ['mAltiplai] nhan
- divide (v) [di'vaid] chia
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Lesson 1 UNIT FOUR

1. Study

2. Write
Write memos.
Make these requests:
To
1. ring Impex in Paris Mr Hamilton
2. order a new typewriter the accountant
3. book a ticket to Rome the Travel Dept.
4.

come to a meetingat 11 am. the Sales Manager MEMO To:

From:
Date;

- typewriter (n) [taip,raito] miy chiz
- to book () fJtu: buk] dar vé, mua vé
- document (n) [dokjumant] tai liéu, van kién
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 UNIT FOUR __ 3 __
1. Study and complete esson 2_
METALCO ENGINEERING
STOCK POSITION
ITEM PRESENT STOCK RE-ORDER {//x)

Materials
steel plate 219 sheets X
steel bar 96 lengths v
rivets | 42 boxes P
cement \ 19 sacks v
sand 2 tonnes X
|
Fuels
petro! 410 gallons X
coke 52 tonnes v
gas 11 cylinders v
1. Weneed SWM(J‘&[‘
We don't need Wy3tﬁdplate .......................
o We T
3- "."”""“-“””““::::::: ................................................................
4. ””””..““."“-““::t ....................................................................
5' ““.“""”"""":::: ....................................................................
e TTam o
- material (n) {f}ﬁ;ﬁfanb] hz.mg. trong kho
- steel plate (n) [sti:d ple U] vat ligu, vat chat
- steel bar (n) [snr"-[{_;c,fr [hffp tim
- rivet (n) [fn-"/a] ‘7 g_le?l ll}anké
-f inh tan, dinh vi
uel (n) [fuol] hien l?@u inh vit
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Lesson 3 | UNIT FOUR

2 Study and complete

This is the deli
qna.nﬁtie:. elivery note for an order. The goods are below. Check the goods and

Office CUSTOMER: 2YICE DATE:
Supplies, 10 THE CUSTOMER: Please check goods '
Ltd. and quantities
DESCRIPTION REF No QUANTITY PRICE VALUE
KD Ren§ BR 406 5 Boxes 17 ]-%0
Beue inK IL 604 2 BoTTLES 395 # 20
DRAMWING PINS DR 2310 1Z BoxéSs 57 684
STAPLES ST 1564 16 BoxéES - g5 1275
TOTAL VALUE |£35-29
Are all the goods here?
Fillin the receipt, and sign it. RECEIPT (V7.

The goods are ail here

The following items
are not here

——rm

-to supply (v) [tu: soplai] cungcdp - quantity (n) [kwonteti] s6 lugng, khoi 1

. s ! g, uon
- goods (n)  [fgu:dzf hing hod - description (n) {diskrip/n] miéu [a.gdién giai =
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1. Complete

This is an appointments diary.
Fill in the day of the week.
Fill in four appointments at different times.

APPOINTMENTS

DAY 30
9.00 am__ 2.00
.30 .30

2. Ask and answer

Ask your partner: Can I see youat...?

Your partner answers: Yes, you can /No, I'm sorry. 'm busy.
Ask your partner: What time can [ see you?

Your partner answers: [ can see youat . . .

Fill in the new appointment.

- appointment (1) [e pointmeant] cugc hen gap

- diary (n) [daieri] nhat k¥, s6 ghi nha
- partner (n) [pa:tna} doi tic

- to be busy [ru: bi: bizi ban



Lesson 5 ' : UNIT FOUR

1. Study

These are Alison’s likes and dislikes. likes

reading

dancing

going to the
cinema

Write a list of your likes and dislikes. likes
Look for new words in your dictionary. & oS

dislikes
cooking

watching TV
shopping

dis!i-kes

- to dislike (v) [tu: dis'laik] khong thich, ghét

- shopping (n) [opin] mua hang, mua sim
- favourite (adj) [ferverit ] ua thich, mén chudng
- dictionary (n) [‘dik/anari] tr dién
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UNIT FOUR Lesson 6

1. Study

This is the organisation of Metalco Engineering.

METALCO Managing Director: A Hudson

B
| — L | | 1 )
Adrministration
Production Dasign Maintenance Sales and Marketing and Persannal

[ ]
D = no. of amplayees

2. Complete
Metalco has got .......... departments.

There are 33 employees inthe ...occcvnnn. Department.

There are .............. employees in the Maintenance Department.

3. Complete

.....................................

Complete this diagram.
Use the infomau‘on below. .....................................

Rﬂdley Contracting CO- is a ] e
company in the Middle East. It Z AN
has got three main departments:
Planning, Technical
Management and Construction. | ]| e
The first two departments are ' |
small. Planning has got only :

four employees. There are
twelve people in Technical
Management. At the moment,
there are 150 people on the
Construction payroll.

- production (n) [pro’dAk/n] sdn xuat, san lugng
- design (n) [dizain] su thiét k&

- planning (n) [ pleenin] phong k& hoach

- payroll (n) ['peiroul] bang luong
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lesson1 _____ UNITFIVE
M
1. Listen and write

Jill: Come on, Alison. Let’s go. It’s five thirty. You're terribly late.

Alison: .............

Jill: What have you got to do?

Alison: I've gottotype .....c.ccooovevecineecnirn v, . And F've got to

AN e ey the stockroom?

2. Write

Write these times.

D 4, 6
- stookroom (n) [stokrum] budng kho
- 1o have got to do [tu: heev got tu: duj  phal lam (gi)
- to pile (v) [tu: pail] X€p
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UNITFIVE_______—losson2

1. Study and complete

N~ NORTH SEA

f;\\
X

DARSEA
reor D97
DARFORD ”n

|farry} ODUTHSIDE

\ Ay
WESTER e
’>—\(4~

To London .
ON THE A HOW YO TRAVEL
romd By rosd (g cor or Dicyoe
——h el ol ¥ by caiireen
"""" PSpCeig Foumg by ses e [oBt, shep or terry)
@ ey Oy nir/plene

1. How do you go from Aston to Darforg?

2. How do you go from Aston to Wester?

3. How do you go from Aston to Dunton?

4. How do you go from Dunton to Darford?

e

- ferry (n) [feri] pha )
- route (n) [t} tuyén dudng, 16 trinh

- bycycle (n) [baisikl] xe dap
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Lesson 3 UNIT FIVE

1. Write This g,
Qoesﬁs‘;”‘en:
You've got to file these documents. "’"’Pf'cg °
Where do you file them? e
Write on the documents.
----- LE

e

OFFICE
EQUIPMENT ) w—
~ OFFICE FURNITURE | PERSONNEL \

PRICE LIST

g :
JOB APPLICATION | INVOICES
FORM A
RAIL TRAVEL\
2, Write
Look at these files.

They are not in alphabetical order.
Copy the titles in alphabetical order.

TRAVEL AGENTS HOTELS (EURCPE} OFFICE EQUIPMENT RAIL TRAVEL
PERSONHEL INVOICES | HOTELS (UK}
BOOKING FORMS AIRLINES ORCER FORMS SEA TRAVEL
e e eyttt
A-M N—-Z
- timetabie {n) [taimtobl] bang thii gian, thin gian bidy
- invoice (n) [invois] hod don
- title {n) [tat] chuie vy, vi tri
- furpiture (n) [fa:nit/a] do dac
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UNIT FIVE

1. Write

Write these dates in the correct order.

SUNDAY 18 JULY 1982
uary 1984 |

. day 9 Feb' uary J——
daY 4 September 1 9301

Wedn esday 23 May 1934

...............................................................................................

2. Study and write

Look at Lesson 4 in the Students’ Book.
Look atthe calendar of events and dates.
You are Alison.

Write a memo to Mr Blake. Give the dates

of the Tourism Convention.
Put today’s date on the memo. [ MEMO To:

From:
Date:

- calendar {n) [kaelinda] lich.
- event (n) [tvent] su kién

123



Lesson 5 UNIT FIVE

L. Draw

Fill in these times on the clock faces.

3. .Ats.aquarter . 5. .52 querty
A

Z. Write
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—_—
UNIT FIVE Lesson 6
=S LeSSon b

L. Study and write

Look at the pictures.
Write the instructions below.

Use these words: to remove/to replace/to attach (to)/to fit/to wind
new/old empty/Aull

Check the meanings in a dictionary.

CHANGING A TYPEWRITER RIBBON

- 1o remove (v} [t ri'mucv)] thio ra, ddi di

- to replace (v) [tu: ripleis] thay thé )
- to wind (v) [tu: waind] cudn, cudn, Xoan
- to attach (v) ftu: o't/ gan, ddn
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Lesson 1 . UNIT SIX

1. Study and complete
Use the words in the list.
Words for comparing people
tall taller
short shorter
fat fatter
thin thinner
Len strong stronger
clever cleverer
handsome more
iman) handsome

pretty igirl)  prettier

Len is taller than Jim,

Y s AU RUR RPNt than Jim.

2, Write

.............................................................................................................................................................
..............................................................................................................................................................
--------------------------------------------------------------------------------------------------------------------------------------------------------------

- clever (adj) [kleval thong minh, lanh loi
- handsome (adj) [haensam] dep trai )
- pretty {adj) [prit] xinh gdi, xinh xan
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 UNIT SIX Lesson 2

1. Study and complete

Look at these financial results for a company. Draw the graphs. Complete the
sentences, [

—

Figures in £m.
1982 1983 1984 1985
Total Sales 45 44
—Expart Sajes 29 27 3.9 3.1
-~ Home Sales 16 ' 23 1.8
. 1.7 1.6 18
Figures in £000's
Gross Profits
{befora tax) 605 585 511 443
Net Profits :
{after tax) 430 450 396 353
Em TOTAL SALES —
H Em EXPORT SALES EQOO’s NET PROFITS
+.\l\ 500
&
400
3
3 300
2
2 200
1
1 100
82 83 84 2% 82 L
- 83 84 a5 82 33 24 e
Total Sales are falling. This year (1985), sales are lower than last year.
- result (n) [rizAlt] ket qua, thanh qua
- gross profit (n) [grous c] tong loi nhuin
- net profit (n) [net profit] 1ai thuc
- total sale (n) [tout! seif] tong s ban hang

127



lesson3 _~ UNITSIX

1. Write

Write these dates in full
| 29/3/8 |

2. Write




 UNIT S

1. Study and complete

You are taking this money to the bank.
‘Yvou have to fill in the amounts of cash. Datg.
rite your name after 'Credit’. Put today’s date. N
Fill in the total. yedaie[ Credie:

- per cent (n) [po'sent] phan tram

- share (n) [/ea] ¢4 phin

- special term (n) ['spefi to:mz] diéu khodn dac biét
- to receive (n) [t risiov] nhan, thu, linh
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1. Listen and complete
Jacques: What about finance?
John: The ..o INVESIMENL 18 .veioireiaeirenceee i e . Alineeds
ceereeeereene fROM US.
Jacques: Do YOU MEAN ........cciiveire v rrnvirar e ?
John: Yes, that's right. Qur shareis ............... per cent,
WE EBCOIVE ...ttt ettt et b e e ebe e e s et e teams .
In addition. we get special terms for our tours.

JACQUES: .oovevieeeereeesese s s en e MOTe INLETESLE. .-..oeoeeieeereeres oo cererennen. alt

the information with you?

2. Read and write

Can you read these signatures? Write the names in capital letters.

3. Write

Write these numbers and figures in full. (% means per cent.)




UNIT SIX

Lesson 6
= ———————Léssonb

1. Study and complete

Study the information. Complete the form.

Jill Atkinson wants to buy an electric typewriter. Sh= wants
to work at home. She wants to earn more money. In her job,
she earns £300 a month.

She applies to the bank for a loan. The typewriter costs £675
The rate of interest is 11%. The period of repayment is two
years.

The monthly payment is £34.
What are the total payments?

What's your date of ;
birth, Miss Atkinson? /)

Finbank PLC

LOAN APPLICATION

. Mr/Mrs/Miss/Ms
SUMRIME .crvorvevesores ML
FIFStAME -ovrvrvrvsosos s
Date of Birth ....coooeverimnimmneeneeee:
Present employment ... |
NESAIATY coovvvcemsrreemmseresmseseseeness o
- is 12 March 1961.
Purpose of loan ... |
Amount Of 10@N ..o
Period of repayment ..o
Monthly payment ........oceeereeeees
Total payments .......ocoeeersseseeess
e [Toun] SU vay muon
- rate of interest (n) [reit ov 'intrist] lai suat it
- period (n) [ pieriad] ‘ thdi han, thi ky
- present employment (n) [preznt imploimont] nghé nghiép hién tai
- surname (n) ['so:neim] tén ho, ho
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Lesson 1 - UNIT SEVEN"

1. Study and write

What are they doing?

) s | WPIJJ?%JI!“
o, T

2. Write

What are you doing now?
[. Are you making a telephone call? NO’; . I m,.nat,

2. Areyousmoking? = L,
3. Are you listening to music?
4. Areyousittingatadesk? = i

5. Are you studying?
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UNITSEVEN ___ —  — Lesson2 |

1. Study and complete
Look at the Staff List. -
Look at the initials below. A TRAVEL SERVICES L'M'TED—’
Whose initials are they?
1. EGB: .Jhey are Mr Blakes
20 TRG: et STAFF LIST
R T = § 5 RS Benson, Robert
Bard, Anne Lesley
4. AW ............................................................ Blake, El'.lwa.:ﬂ George
Hudd, Frank Dennig
5- ALB: ........................................................... PiM. Roae
. Green, John Richard
6. RP e Atkinson, J113
» Helen
T dRG: e Watson, Jim
Wells, Alison
B dW e e Greenwood, Tracy

2. Study and complete

Whose are these?
Look at the objects here. Look at the initials on the objects.

1. Whose P&f} isthis? 3. Whoee ............ are these? 5. Whose
1is Mr_Bensans

...........................................
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Lesson 3 ~ UNIT SEVE

1. Study and complete

Study the petty cash slips,
Complete the petty cash book.

———

DATE ITEM NAME AMOUNT £
30/6/85| Taxi fam JAtkinson| 21 25

—_

—

Petty Cash Claim
Date: 50/6/85
et FARES 1225

T AW
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Lesson 4

UNIT SEVEN

1. Study and write & cloudy
Look at the map.
Write about weather conditions, 6—,}
) sunny
N
(23
WEATHER CONDITIONS IN EURQPE
@ raining
d
g 8¢
- o9 L 1] .
%00’y snowing
%
North
East
South

........................................................................................................................................................

- weather (n) [weda] thot 18t
- condition (n} [kan'di/n] diéu ki¢n
- snowing (n) {snouin] tuvét rot
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Leson 5

1. Listen and complete &8

Alison: Your expenses claim is ready, Mr Green, Would Yo .....o.o.o.ovevveeeoeeoeooeee e, ?

Green: ..ooccveeevviivirienne. ASON. M SOETY (st teseeees et X
IvegottobeinBrazil .........o.cocvevvivemmririceceveans .

AlISOMT Y8, oot . It’s business class.

2. Study and write

Read the memo.
Write or draw a large notice
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UNIT SEVEN | __Lesson 6

1. Study and write

Study the information about Bahrain.
Write about Bahrain. ARAGIAN GULF

p} Muharrag
Budaiva /
Information about the State of Bahrain
new // )
causeway 1o £
X &

An independent state.
Saudi Arabia A group of islands in the Arabian Gulf
Capital: Manama
Population: about 350 000
Climate:  hot and humid in summer
cool in winter
Industries: oil, shipping, fishing,
agriculture
An important centre of commerce and
banking.

JUmm Nasan

p

BAHRAIN
Kibomutres
i} 5 10 Hawer iands
| S S
- independent state (n) Lindipendant steit | quﬁc gia doc lap
- island {(n) [arland] dao, hon dio
- Arabian Gulf {(n) [e'reibjon gAlf] Vinh A- rip
- humid (adj) [hjumid] 4m, 4m uét
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1. Study

TRAVEL SERVICES LIMITED

Guide to Travellersg

Arriving in London by ajr

2.Study and complete

Leaving London by air
LL

SEAT &F

4 Wait e, SMOKING
Departure Lounge. v/ NON-SMOKING §
5. Board the plane. ........cccococuvciriciininiierninr s boarding card.
- aeroplane (n) [‘eoraplein] mdy bay, tau bay
- immigration card (n) [.imigrei/n ka:d] thé nhép cinh
- passport controi (n) [pa:spo:tken'troul]  cia kiém tra
- baggage reclaim (n) [begid3 riklerm] phong (ctra) 1y lai hanh ly
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UNIT EIGHT . Lesson 2 _

1. Complete

Here is s diary for one week.

Fill in the diary. Use a dictionary to find new words.
Write about your plans.

Ask your partner: ‘What are you going todoon. .. . .. >

Monday a.m.
p-m.

Tuesday a.m.
p.m.

Wednesday a.m.
. p.ni.

Thursday a.m.
p.-m.

Friday a.m.
p.m,

Saturday a.m.
p-m.

139



Lessan 3 s UNIT EIGHT

1. Complete

Complete this immigration card about yourself.

- in capital fin keepit! (vi€1) bing chit hoa

- date of issue (n) [deit av Jsju:] ngay cép

- place of issue {n) [pleis av Tsju:] noi cdp

- purpose of visit {n} ['po:pos av vizit] muc dich chuyén tham
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[UNITEIGHT _—— fosson 4

1. Study and write

Robert Baker is an American businessman.
He is at the Tourism Convention in Rio.
He is travelling in South America.

Here is his itinerary. Today is 11 J uly.
Write about his trip.

TTINERARY

Buenos Alres
arrive in Rio 18 July Fly to
10 July ve

ct new site
Convention begins 19 July Inspe
11 July on

H Fly to Lima
b July Conventlon endfs 20 July

c.C.
talks with P

Fiy to Montevideo 22 July Have

15 July

u A
See Ministxy ol July Fly o Carac
16 July g

2. Complete
Use -ing words.

These days many companies are
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Lesson 5 ey UNIT EIGHT

1. Write
What do you know about Robert Baker? Write about him.

ROl BARI .o T RO i B e bt

I | oot

B T L T T
»
Fan s .‘..{.l‘.s... e anda e nanaan Jh s aranattosarsssstatstsoatrastsssatnsatiressstatatsbiaisstssessasiosisssssstenstssantsenssnnanss

2. Study and write

What do they do?
Look at these pictures. What do these people do? What are their jobs? Use a
dictionary to find new words.




UNIT EIGHT Lesson 6

1. Complete
“Wewant ............. expand tourism .............. Japan. ..., 8re working ............
many projects. ... the next five years, .............. are going ............. build many
.................... hotels. At the moment, weare ............cccccccoevevevevvnreennnnn, two information
centres. Theseare ................... toopen .......... 1986 We also .................... to spend more
vovennnnen promotion. This ..., budget is 1000 million yen. ........................ year's
budget ............. goingtobe ..., "
2. Study and write
Make five sentences.
travel brochure
find telephone numbers train timetable
check airline information ina travel agency
Youcan | leokup train times from & tourist office
inquire about | prices of goods catalogue
tourist information directory

1. .
B e e At s e RS b b mt e ee e eeeee e ee e A et ee e s et e A et et st e e et ees e e 1o on
G e e s et asa b et s b e bR e et ee e rene s s s mee e s s s eseeen sraras
B i et et e g s A oAt aa b s rreeen s e s e sttt R soe et e et aemeen et ee varateateat e e et e emee et e ean eeseteean
5.

.....................................................................................................................................................
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Lesson 1 T UNIT NINE

L.Study and write

Study these definitions from a dictionary.

Name the pictures. — e oliow place-
Wl for hokng tiquids :inz Fver coliects-

nd bo id .
" aeow: ¢ wall. usually ;n
W he face and hands-

—

foun  an instrument with big|e i
igﬁiﬁ:'”:: a %at I:,rush fo;clcasnl;:;ill?lll:g;g.

fa wi '
tidying and clcani:g t!rlzs:ai? ? short handle. Used for
loothbrush: a narrow brush
for cleaning the teeth,
2. verb tousea brush:
] 3 verb 1ob, away/asid

@ a long thin handle, Used

10 clean weh 2 brush; to sweep.
€ (2 remo quickly or lightly.

o . : de of metal or
" comb (ksom) 1. noun an instrument with tect, usually ma ating fibr ousj

plastic. Used for tidying the hair or for separ

matenal. 2. verh  touscacamt.

Roun 5 thin sh X

hoid 3arp piece of mer. :
er, for shaving the ha;r of f?ce;;i ] wually in a specia

| i i : lly in the shape of
nous a potassium or sodium salt, usua
\. soap (+>ep ) a cake or a tablet, Used for washing.

n a I i i

- basin {n) [beisn] cdi chiu

- comb {n) [koum/ cil luge

- razor {n) [reizal dao cao rau
- towel (n) [taual] khan tim
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R
UNIT NINE Lesson 2
S eea————____________LE€S50N £ |

1. Write

Write the past of these words.

1. earn ...eamed . 4 add .o,
2 file...omoiivrviserinenees, B, approve ....................

2. Complete

Complete this text.
Use the words above.

Yesterday MrBlake ............................. to see Alison in his office. They ......................
her work. Last week she .............................__ all the letters one evening. Last month she
srrsernnissinnnannsss 8DOUEL £260. MrBlake ........vo..oveoeo another £30, Mr Benson
srssensnnnennen. ti@ pay rise.

3. Complete
Fill in this cheque. Put today’s date.

The cheque is for £231.
The cheque is payable to Alison Wells.

@ Finbank PLC

- — ¢ 23— _
_
— EDAMuad

::-n,m ACES\TD

W

3-40-08 361097

- to approve (v) [tu: opru:v] chdp thuan, phé chudn
- to discuss (v) [tu: diskAs] trao doi, thao luan
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1. Complete

Fill in these cheques correctly.

Look at the list of payees and amounts.
Put today's date.

Sign the cheques in your name,

Payee Amount

Atkinsond £284.50
Bard A £629.60
Blake E £672.47

Py

401N

[ — | T
@ Finbank PLC
Pay oF oroer
£
21-40-06 38800997 450772 for TRAVEL SERVICES LT
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UNIT NINE

1. Write
Write these numbers in full.

Lesson 4

....................................................................................................................................................

2. Study and complete

Here is a graph.

It shows changes in female employment.

Study the graph.

Complete the text below. Use these words: lowest highest rises falls

In the UK many girls
leave school at 16.

They marry between 20 and 25,
They have children.

MNumbers of Vd
wWomen Bt work
100 000's)

Age

1 T T T T T 1
10 15 20 5 30 36 40 &5

The numberofwomer} AL WOTK v ssecneseenennee. 13°a0nd 25, The number

number is at 25. The ...........c...cc.c....... number is at 35.

- female employment (n) [fi:meil imploiment]  lao dong nit
- womeen (n) (plural of woman) [‘wimin/ dan ba, phu nit, ¢ g



Lesson 5 ' UNIT NINE

1. Complete

Complete these telephone phrases.

L HOIA s please.
2 Who oo speaking, please?
3. Who . line, .ocvviriiins ?

4. Thank you

5. OME et
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1. Study and write

Loc_)k at this advertisement.
Write a letter of request.
Ask for information about the course.

Exminster School of English
SUMMER COURSES

Beginner, near-Beginner,
Intermediate or Advanced.
* Please mention any special
interests.
Write for details now. We accept
bookings up to end-May.

* We offer two-week courses at all
levels

% Fully qualified teachers

* A friendly atmosphere

* Accommodation with families

% Excursions to places of special

interest
% Special cotrses also avatlable in 30-34 Hereford Gardens, Exminster,
Business English Sussex $X42HG

# Please indicate your level: Tefephone: 0979 34563

............
....................
......................
................................
..................
........................
......................
.......

--------------

.................
.................
.....

- level {n) [levi] 1

) o / mifc dé, tri . g

: ? u_llydt}u‘g ified teacher (n) [l kwolifaid tit/e] gido viénrclgl.:r?r?l‘l }é%n”

: frien y atmosphere (n) [ frendli wunastia] biu khéng khi than thién

: Ziizl;q!‘nodauon (n) {8,k>maedei/n] ché tro, chd & '

sme G aedayee
‘ : . C - . .

- intermediate (n} [inte'mizdiat] tru?lgl:;'bbleu i
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Lesson 1__ — UNIT TEN _

1. Siudy and write

Look at the picture of METALCO's offices and buildings.
Write about the offices and buildings.

STORES MAINTENANCE

09 WORKSHOP
5 PRODUCTION
AREA

DESPATCH

ETR | B
L‘" ‘ EMIETALCOENSE 3 g 0

O O O Y
i |
el BN

ADMINISTAATION BUILDING TECHNICAL
[cornpany oftices) . DEPT.

- store (n) | [st3:}] kho hing, kho du trit

- production area (n) [pre'dAk/n ‘eoris] khu vyc san xudt

- maintenance workshop (n)  [meintinons 'wo:k/op]  xudng bao dudng

- despatch (dispatch) (n) [dispxt/] xudt xudng

- administration building (n)  [ad,minis'trei/n 'bildiy] nha diéu hanh
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UNIT TEN

1. Study and write

Lesson 2

Rose Pimm is the Personnel Supervisor at Travel Secvices.
Here is herc.v.

Write about Rose’s life and work.

Rose Fima Use some of these words:
was born
Date of Birth: 12 September 1953 _ wast
study studied
1965=72 williams School, Dover, Kent s ot
.
&9 o' Level Examinations: (aentexam -
+ Panses in aix subjects {English, g g
Mathematics, GeographY, French, take . took
History, Domestic Science) . (a certificate)
teach taught
v4* Level Examinations: bec =
1972 P:!saes in two subjects {English, ome came
Geograpy) -
1972-75 B.A. Degree in Geography at University
of Canterbury
Teachl
1975-76 Postgraduate Certificate in Teaching |
Secondary School,
8 Taught in langfield
19767 folkestone (Ceograpny and Fnglish)
1978 Secretarial course in Tondon
1979 Joined Travel Services as secretary
in Sales Dept.
1481 Became Personnel Supervisor
- mathematics (n) [inxBo mactiks] todn hoc, mon todn
- geography (n} [d3grofi] dia 1y, mon dia 1y

- domestic science (n)

[de'mestik saiens]

- postgraduate certificate Lpoustorediuot

sa'tif. 1)

khoa hoc trong nudc
bang cao hoc
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Lesson 3 | UNIT TEN

1. Study and complete

Look at the information about events in Unit 5 Lesson 4 (Students’ Book)
Complete the year planner below.
Fill in the events at the correct dates.




UNIT TEN ' Lesson 4
= — . -9V ¥

1. Study and write

Study the information in the chart.
Write about the information.

Falis
17%
Handling/
Litting
9%
Striking
objecs
%
Falling
Hand toois| objacts
% % .

- handling (n) [heendlin] an cip

- lifting (n) [iftin] an cap vat

- fall (n) [:] su sut gid, sy giam gid
- accident (n) [eksident] rui ro, tai nan
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lesson5 __ ° _____ UNIT TEN

1. Listen and complete

Benson: Come in, John. Y V.1 S
W WADLE ..ot et s .
Edwardis ... in a minute.

Mrs Bard: .........cccoereeeeeee.... a successful trip, John?

John! .. SUCcessful. [ ... we're going todo ..o R

Benson: Ah, Edward. Come in. We're just starting.
Blake: ........coovivcnnrinscccscrrccninccscrean - LRB@ eciivriienneee... Alison for a minute.
John: The Convention .........cccvivrvmnenrsrnrsmmiennins + Lisvesecesarenenns & 106 0f NEW
people. I ........................ some good contacts there.
Benson: .........cccceevevveieniicniean.. the Japanese delegate?
2. Write

Write the past of thee» worda.
Use a dictonary.

I give . GANE . 5. WEItR e TV
D RO - T 7¢O £ T 2. ISR
3 do i T £8KE e 1L TNEEE ceeieeeeeeeerseererenas

E S+« HUUOIUIRUUPOUUUSTOTOOUOTONIPUTVRIE - JE + } 1 JSUUUTORPUUOUURPPISTUUUPURUORI &' S T | SRR

- The Far East {(exp) [de 1a:1:st] Vién Dong
- delegate (n) [deligit] dai bi¢u, dat dién
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—_—
UNIT TEN | Lesson 6
e L T —————.—. e e

1. Complete

Tosumup, it .................... & useful trip. [ think we ...................... ... send HOMOONE ...............,
next year’s Convention.I.... . ...... oneof us................ visit Japan.(I .......... ..... adding a
.................... ofuseful .................. .. tothis.. ..coeeeeces. ). RBiS v L0 Write to
Mr Suzuki ..o Tokyo. Finally, I ... ..o to Duclos ... the
telephone yesterday. ............... asked for a copy .............. my report. Duclos said they still
.................... funds, and they .................... to invest more (they .................... already

........................................ inthe Egyptian ... vvcnveviccncecer. ). NOW WE oo to find

the new projects. ................c............ MANY OPPGItURities ................ the Far East.
2. Study and write
Look at these lists of wordas.

Find the words with similar meaning in each list e.g. start - begin.
Write down the words in pairs.

= ) o, En
reservation

Journey ——

]

- opportunity (n) lopetu:niti] thoi co, co hdi

- fund {(n) [And] von

- firm (n) [fo:m] cong ty _
- journey (n) [d3e:ni] chuyén di, cudce di
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af{ar)
abbreviation (n}
about {prep)
abroad {adv)
accept (v}
accountant (n)
address (i)
aftemoon (n)
age (n)
agenda (n)
agent {n)
agree {v)
airline (n)
airport {n)
alphabet (n)
am

annual (adj)
another {adj)
answer (v}
apply for (v}
appointment (n)
approve {v)
arive {v)
ask {v)

at {prep)
attach {v)
autumn {n}
aviation (n)
bank {n)
become {v)
begin {v)
hetter {ad])
best (adj)
bicycle {n)
big (ad))
board {n}
book (v}
booking ()
horrow (v}
hottie {n)
box {n)
breakfast (n}
budget (n)
build {v)
building {n}
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VOCABU LARY LIST

mét

chi vit tat

vé

d NUGC ngoal

chép nhén, chdp thuan
nhan vién ké toan

dia chi

chiéu, budi chiéu
tuéi, tudi tac

nhat ky cong 1ac

dai ly, dai dién

ddng v, tan thanh
cong ty hang khong
san bay, phi truéng
bang chit cai

budi sang (thi gian)
hang nam

cdi khac, ngudi khac
ra Ii

ap dung, xin (viéc)
cudc hen gap, hen gap
tan thanh, déng y
dén, di dén

héi

& tai (vi tri, khoang cach)
gan vao, dinh véo
mua thu

héng khéng

nha bang, ngan hang
trg thanh, trd nén

bt dau

tot hen

16t nhat, gioi nhat

xe dap

lan

uy ban, b

@5t ch trude, mua veé tnudc

sir gi ché trude
MR, vay muan

chai, lg

hop, cai hop

bira an sang, diém tam
ngan khd, ngan sach
xay dung

toa nha

bus {n)

business card (n)
busy {adj)

cable {n) -

cafe (n)
caleulator {n)
capital city (n)
car{n}

carbon paper {n)
car park (n)
cash bock (n)
catering {n)

certificate {n}
chair {n)
change (v)
cheap {adj)
check {v}
chemist (n}
cheque {n)
city {n}

civil engineer {n)
clean (adj
clear {ad))
clerk (n)
climate (n)
coast (n)
coffee (n)
coid {ad))
college (n)

come {v)
come In {v)
commaodity ()
company ()
compare (v}
conference {n)
connect (v}
construction {n)
consultant (n}
contacts (n)
convention (n)
cock {n)

Co0K {v)

cocl temperature {n)

xe buyt

danh thiép

ban, ban rén

diéntin

quan an, tiém ca phé
may tinh

thido

%010

gidy than

bai dau xe

$6 qui .
cung cap thuc pham, wang
thue

chimg chi, bang cap
céi ghé

thay g, ddi

ré, ré tién

kigm tra

nha hoa hoc

séc, ngén phiéu

thanh phd

ki suxaydgng ™
sach s&, sach

15 rang, trong séng

thir ky, ngudi ban hang
khi hau

bér bién

caphé

ianh

trueng cao dang, trudng
dai hoc

dén

divao

hang hoa

congty

$0 sanh

hgi nghi

ndi lién, ndi lai, noi

sy xay dung

o8 van

" cudc tiép xdc, cude gap gif

hi nghi

dau bép

néu &n

nhiét do mat mé



copper {n)

copy (v)

copy typist (n)
cost {v)

cotton (n)

country (n)
course (n)
currency (n)
customer (n)
Customs (n}
damage (n)

date {n)

decision {n)
department (n)
deposit {n}
designer {n}

desk {n)
despateh (1)
destination {n)
diary (n)

difficult {adj)
discuss (v}
document {n)
drawer (n)
drawing pin {n}
driver (n)

driving license {n)
early {ad))
eamings {n)

eat (v)
electronics (n)
employee (n)
emply (adj)

enjoy (v)
enfrance (n)
envelope {n)
exchange rate {n)
executive (adj)
expenses claim {n)
expensive (adj)
explain {v)
export (v)
extension
n

fast (adj)
file {n}
file {v)
fillin
finance
find (v}

number

ddng {kim loai)

$a0 chép, sao chup
nhan vién danh may
i gia, gia

béng, vai hang

dat nudc, qué huong
khod hoc

fién &

khach hang

hai quan, thug quan
su ton that, thiét hai
ngay thang

su quyét dinh
cue, bé, 50

tién dat coc

nha thiét ké

ban, cai ban, ban lam viéc
sugi di

nai dén

nhét ky, s8 lich cong tac
khé

théo luan, ban bac
tailidu, hd so

ngan kéo

dinh ghim

|ai xe

gidy phép lai xe, bang lai
sém

tién ki€m ducc

an

nganh dién tr

nhan céng

rong, fréng

thich, khoai

8i vao

phong bi thu

1y gid hi doai

diéu hanh

ké khai cong tac

dat do, dat

gidi thich

Xuat khau

s6 may phy, 6 may nhanh

nhanh

hé so

xép vao hd su
dién vao, 1ap day
tai chinh

tim, tim kiém

finish (v}

firm {company} {n)
first name {n)
flight {n}

floor {n)

for (prep)
foreign {n}
form (n}
French {n)

fult {adj)
garden (n)

get )

give (v)

GMT

good {adj)
(have) got to (v)
go out {v)
graph (n)
group (n)
happen {v)
happy (adj)
hate {v) -
help (v)
holidays (n)
hot (adj)

hotel {n)
humid (adj)
import (v)
impoitant (adj)
in addition
informaticn {n}
initials {n)

ink {m)
interested (adj)
interview (n)
in-tray {n)
invest (v)
investment {n}
issue (v)

item (n)

Job {r)

join {v)

just after

key (n)

kind {adj)
kitchen (n}
know {v)

label {n)

large (ad))

late {ad))

hoan tat, két thic
hang, céng ty

tén gai

chuyén bay

tang nha, nén nha
cho, danh cho

nUde ngoai

mau don

ngudi Phap, tiéng Phap
day

vuin

¢6 duge, duge, kiem duge
cho, dua cho

gidr quéc t8, gio GMT
18, gidi

phai

di chdi, dira ngoai
déthi

nhém

xay ra

hanh phuic, sung sugng
ghet

gilp dd

ky nghi, ngay nghl
néng

khach san

{thugc) am uat

nhap khau

quan trong

ngoai ra, thém vao dé
théng tin

cht dau cua mét tir
mue

thich thad, quan tam
st phong van

khay cang van dén
dauty

sy dau

phat hanh, iuu hanh
khoan, muc

céng viéc, nghé nghiép
tham gia, gia nhap
ngay sau khi

chinh, chd yéu

[r €, 1t bung

bép

bigt

nhan higu

lém, 1o lém

mugn, tré
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laundry (n)
leave (v}
lecture (n)
lecture hall (n)
letter {n}

letter head (n}
library {n}

like (v)

list (n)

loan {v)

loss ()

low {ad]}
luxurious {adj)
maching (n)
main (adj)
make (v}
manager (n)

managing director

map {n)
market (n}
meet (v)
meeting (n)
menu {n)
messenger {n)
midday (n)
midnight {n)
minus (prep)
minute {n)
mermning (n)
motorbike (n)
mountain (n)
must {aux.v}
name (n)
nationality (n}
nearly (adj)
need (v)

new {adj)
next (adj}
noisy (adj)
notepad (n)
notes (n)
offer (v)
cffice (n)
office hours (n}
oil {n}

old {ad))

on time

open {v)
operator (n)
opportunity {n)
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fidm gidt 40 quan
ré ¢, réi khai
dign van, thuyét trinh

giang duong, nai thuyet thnh

ther e

phan m dau gidy vist tha
thur vién

thich

danh sach

cho vay, vay muon
sur that thodt, sy ton that
thap

Xa Xi, sang trong

may mbc

chinh yéu, chd yéu
lam

giam ad¢, nha quan ly
gidm ddc diéu hanh
ban dé

chg, thi trudng

gap, gap 9o

cude hop

thie don

ngudi dua thy

gira trua

nlra dém

tnr

bign ban, phut (théi gian)

bul sang

xe md 10, xe may
nui

phéi

tén

qudc tich

gan

¢an

mai

ké bén, bén canh
on 2o

tap gidy chichép
ghi chu

bigu, tang, d& nghi
van phéng

gidt |am viéc, gicr hanh chinh

dau

gia
ding giét
md

ngudi tryc tng dai dien thoai

cahgl

order (v}

arder form {n)
Jrganisation {n)
cul-tray
vackage (n}
paperclip (n)
parcel (n)
passenger (n}
passport (n)
pay {v)
payment {n}
payslip in)

pen (n)

pencil {n)

per cent{n}
per minute (n)
potty cash {n}
photocopier (n}
photocopy {v)
pigean hold {n)
pile {n)

place {n)

plans {n}

plus {prep)
p.m

population {n)
posteade (n)
post office (n)
present (adj)
price {n}
produce {v)
praduct {n}
profitable (adj)
profits {n)
programme {n)
praject {n)
promotion (n}
prospectus {n)
purpose {n}
put {v)
qualifications {n)
quantity {n)
quiet (adj)
read {v)

ready (adj)
receipt (n)
receiva {v)
receptionist {n)
repor (n)
represent (v)

dat hang

don dat hang

518 chitc

knay dumg cong van di
kién hang, gol hang
23 kep gidy

S Kién

hanh khach

hé chigu

tra

sutchi tra, thanh toan
phiéu luang

bt viét

biit chi

phan tram

tlmg phut

khodn tién mat nhd
may phé-td-co-pi

530 chup

ngan kéo dung hé so
déng

dia diém, nai, chd

k& hoach

£ong

sau trua, chigu

dan s6

ma bu dién

buu dign

hién tai

gia ca

san xuét

san pham

oo fgi, ¢ lai

lgi nhuan

chueng trinh

du an

khuyén mai, quang cao
gidy quang c4o, rao hang
muyc dich

dat, dé

chuyén mén, trinh dé
s6 lgng

yén lang, tink [ang

doc

$3N 54ng

bién lai

nhan, finh, thu

tiép tan, nhan vién 13 {an
béo cao

thay thé cho, dai dién cho



reservation {n}
restaurant (n)
fing {v}

rise {v)

room {n)
rubber (n}
seal (v}

seat (n)
section (n)
secretary (n)
see {v)

sefl (v)

send (v}
shelf (n}

shirt {n}

short (adj}
sign (v}
signature {n)
sit (v)

sit down {v)
small {adj)
smoke (v)
snack (n)
sort (v)
Spanish {n)
speak (v}
speech {n)
spell {(v)
sponsor {n}
spring (n}
stamp (v}
staple {n)
stationery (n}
stockroom (n)
street (n)
string {n)
strong {adj)
study (v)
successiul (ad))
suitcase {n)
summer {n)
supervisor (n)
surname {n)
taxi (n}
taxi-driver (n)
tea (n)
telephone (n)

sy dat ché trude
nha hang

goi dién thoai

tang gia, tang len
phong

caosu

dong dau, nigm yét

chd ngdi

ban, b& phan

thu ky

tham viéng, gap gd
ban

gl

gia, ké

40 sd mi

ngan

Ky tén, ky

chil ky

ngdi

ngdi xudng

nhé

huit thude

blta an nhe, an nhanh
phan loai

nguditiéng Tay Ban Nha
noi

bai dién van

danh van

nha bao tro

mua xuan

dan tem, dong dau lén
ghim dép gidy

van phong pham

kho chita hang, budng kho
duong phd

day, bang

chac. khog, bén, vimg
nghién c, hoo
thanh cong

vasi

mla hé

quén ddc, nguds giam sat
tén ho

xe 1ac i

1ai xé tac xi

tra

may dién thoal

telephone (v)
telex (n)

tell (v)
terminal (r)
terms (n)
terribly {adv)
thanks (n)

the (art)

think (v}

tidy (ad))

tie (v)
timesheet (n)
tin {n)

to {prep)
together (adv)
tounist {n)

train {n)

travel {v)
travellers'chegue
frip {n)

ty {v}

Type (v)
typewriter ()
typing {n)
fyping paper {n)
typist {n)
understand {v)
urgent (ad))
use (v}

useful (ad))
very (adj)

visa [n)

visit (v}

walit (v)

walk (v)

walt (n)

want (v)

warm weather (n)
way out {n)
weak {ad))
week (n)
winter (n}

with (prep)
work (p)

wrap (v)

write (v)
year-planner {n)

gai dién thoai
té-léch, dien tin

k&, ndi, cho biét

ga cudi, nai dén
diéu khodn, diéu kien
khing khiép, d& sg
camn

¢ai, con, nguai

nght, suy nght

Ngan nap, gon gang
that, budc, odt

bang tinh théi gian lam viée
dé hop, thiée

dén

tung nhau

du lich

tau hod, xe Ia

di du lich, di

séc du lich

chuyén di

o6 gang

danh may

may chir

viéc danh may

gidy danh may
nhéan vién danh méay
hiéu, ndm dugc
khan, khdn c3p

s dung, dung

hau higu, ¢6 ich

rét, hét sac

vi-sa, thi thue

tham viéng

dos

di bo

tgng

mudn, can co

thet tigt &m ap

|0t ra

yéu dudi, yéu

tuan 1B

mua dang

i

lam viéc

g6l lai, boc lai

viét

ngudi 3p k& hoach nam
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ENTERPRISE ONE

Chiu trach nhiém xudt ban:
PHAM NGA

Bién tap
BAN BIEN TAP

Vé bia
QUYNH MAI

4(N523)
MAa 867 ————— 179-04
HP - 2004

In 1000 cudn. kho 19x27cm tai Nha in Khoa hoc va Cong nghé
S6 xuat ban ; 5-179/XB/QLXB. cdp ngav 19-02-2004
In xong va ndp luu chiéu quy II - 2004



Enterprise is a thiee-level course designed for people learning
Engtish in a working enviroment . While providing a sound basic in
general English,topics and situations are related to day-to-day
business activities.

Enterprise Two is for 'false beginners or students at elementary level
who are revising and extending their knowledge of English.

It provides further balanced instruction in all four language skills,
teaching students:

+ how to deal with situations common in the business world,
e.g. meeting people,speaking on the telephone;

* how to perform skills related to office practice,eg form-filling,
organising information on paper ,using charts;

« the basic rules of English grammar.

The material in the Students' Book is set against the background of
two companies in London ,both with interests worldwide, and a
Business Studies course, which two of their young employees attend

. on a part-time basics. The Workbook provides additional talks
involving practice of the language introduced in the Students' Book .
The teachers’ Book suggests procedures for teaching a typical unit,
gives answers and summary of language presented.Dialogues, oral

drilis, pronunciation and stress exercises are all recorded on
' the Cassettes.

Enterprise One
Enterprise Two

Enterprise Three

Students' Book 0 435 28945 4

Gia : 15.000



	SÁCH HỌC TIẾNG ANH TRONG THƯƠNG MẠI
	CONTENTS
	VOCABULARY LIST

