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Cdc ban hoc tiéng Anh thdan mén!

Enterprise Three 14 gido trinh thd ba trong b6 gido trinh
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UNIT ONE: Section 1

A Read and find out
Read both the texts below.
1 Who is the letter to? Text 1
2 Who is Peter Banks?

3 What is the name of the company?

T 2 Thank you for attending the interview for the pose of Stors
ext Wanager. I am pieased to offer you the posE sybiser ta

Dear Ma Jones

satisfectory medical reports.
I am enclosing a brief |ob description and deeaiiy of
The Store Manager will report to the benafite for manegers.
Selco Head Qffice If you wish to accepr the offer, plese complete the alip
belov and return it to oe. If you do not wish ta Accept the
Duties will inglude: offer, please write to me o talaphone me am soon an
1. Supervising sales stafi. posstble.
2. Appointing part-time staff. Youre winpareiy
3. Conlacling suppliers. a2
. . Patar M. banks
4 Deahn‘:q \.\:llh customer Pezsonnel ofetcar
complainls. -
5 Orgamising holiday rotas.
€. Cnecking displays of goods. — e e o —— o e e

| B Read and answer

1 Is Ms Jones a woman? 6 What will the Store Manager have to check?
2 Has Ms Jones attended an interview? 7 What has Mr Banks enclosed with the letter?
3 Who signed the letter to Ms Jones? 8 What doea the word post refer to? (Text 1 line 3
4 What post has Ms Jones applied for? It refers to the post of Store Manager,
suppliers? 10 Who does the word me refer to? (Text 1 line 9)
Write your answers to questions 1-7. Write complete sentences.
C Refer
1 Look at the texts in A. 2 Find two weards with similar meanings. Use a dictionary.

Finr(‘id:nother form of these Example: manager(jobJoffice interview(post} secretary

we . . a tell write wish complete want refer
a enclose 8"-0103‘“8'_ d medane b happy interested important pleased good experienced
b complain complaint e organise ¢ check return accept- wish examine describe
¢ attend f check d appoint enjoy apply send negotiate despatch

3 Complete each of these sentences with a word from Text 1.

Example: Thank you for attending the interview.

8 Please .. . the slip below.

b I am pleased to . . . you the post.

e Lam ... abriefjob description,

d Please write or telephone as . | . as possible.

supervising (n) ['su:pavaizin/ gidm sdt part-time (adj) /'po:ttaim/ bdn thoi gian
to deal with (v) - Jdiiy gidi quyét post (n) /poust/ vj tri cong tic
personnel Officer (n) /,pa:somel Dfissy €4nbdnhansy  toenclose (v) in'klouz/  glfi k¢m

to negociate (v) /ni‘'gou fieit/ dam phdn to despatch (v) /dis'paetj/ cirdi, phéi di



1.1

Language practice

Exercise }

Example; Are you studying French?
(English)
No, I'm studying English.

a Is he working in Paris? {(London}

b Are they training to be managers?
(typists)

¢ I3 she organising a conference?
{meeting}

d Are you dealing with this telex?
(that telex)

Exercise 2

Example: Did you talk to John?
{yes/veaterday)
Yes, I tatked to him
yesterday.

a Did he work with Sally? (yes/last
year}

b Did you listen to the radio
yesterday? {no/this morning)}

¢ Did you accept the offer? (yes/on
Friday)

d Did she work on the project last
year? (no/last month}

e Did they pass that exam? (yealast
year)

Exercise 3
Example: Will he see the girl?
He's seen her already.

a Will she sign the form?

b Will you write the memo?

c Will they speak to the client?
d Will they pay the bill?

Construction and use Examples:
Present simple

{lyou/weithey + verb They work.
Hefshelit + verh + -8 He works.

Uyouiwelthey donr't (do rot) + verb
Heishelit doesn't {does not) + verb
Describes habitual actions.

You don’t work. Do you work?
She doesn't work. Does she
work?

Present continuous

Tam (I'm) working.

to be + verb + -ing Heishe is (He's/She's} speaking.
Used for continuous action at They are (They're) listening.
time of speaking. We are (We're) hurrying.

Are you listening?

Is he workingt
Past simple (regulsr) I worked for that company last
Yerb + -ed/-d/-ied yegr.

Used for actions completed in
the past.

He enclosed a report.

She studied English last year.
Did you work ... ?

Did he study?

You didn't work . . .

They didn't study . . .

Present perfect
have + past participle

I have (Tue) eaten my breakfast.
We have { We've) received a letter.

Used for actiona in the past relating  He has (He's) spoken to him.
to the present. They have (They've) posted the
(For a liat of past participles, letter,

see p. 96.) p P Hus he eaten his breakfast?
Future with will He will (He'll} be there ot

will + verb eight o'clock.

Used for referring to plans, We will (We'll) pay by cheque.
promises, offers etc, in the future. LHe won't offer her the job.

[_D Read and discuss

Read about the benefita for Selco managers.

Use a dictionary.
Talk about the benefits,

Discuss the benefits you would like in a job.

Annual bonus

|_E_Listen and write

1 Listen.

Benefits for Managers

Four weeks’ paid holiday per year

Staff discount on all purchases

Interest-free loan after one year
House moving allowance :|

Ms Jones also went for an interview with a company called Trademart. The Personnel
Manager of Trademart is talking about the benefits of the job. Make notes.

2 Write about the benefits offered by Selco and Trademart.
Selco offers . . . but Trademart offers . ..

Seico and Trademart both offer . ..

conterence {n) [vonfarons/ hdi nghi memo (1) /'memou/ bl&n ghi nhd

client (n) {"aisnt/ khdch hing annual bonus {n) /njualbounas/ ;::n lhnlit':nng

§ i ! ta:f ‘diskaunt/ tién giam gid thanh e lang

staff discount (n) /stoiF diskaunt cho x%han fiEn interest-free loan (n) /'intrist frizloun/  tién vay khong
tinh lai

allowance {n)  /e'lauans/ tidn trg cdp

3]



UNIT ONE: Section 2

A Listen and find out

Which dialogue takes place in an interview?

bu

y

Dialogue 1

James Goodman: Good morning. My name’s
James Goodman.

Peter Banks: Ah, good morning, Mr Goodman.
Nice to meet you. I'm Peter Banks from
Personnel. Do sit down.

JG: Thank you very much.

PB. Now, have you brought your
curriculum vitae with you?

JG: Oh, my CV. Yes, here it is.
There are three copies.

PB: Have you brought your il
certificates as well? TR

JG: No, I haven't. 'm awfully sorry.
Can I send them to you?

PB: Yes, that'll be all right. Now,

let's talk about the post.

R R e

-

B Ask and anser

> 4
- PB: Yes, OK. That'll be fine. See ou at ten.

Dialogue 2 )

Peter Banks: Hello, Bob. Come in. How are you?

Bob Miles: Fine thanks, Peter, And you?

PB: Not so bad, thanks. Have you got time for
a chat about the new post?

BM: Sorry, Peter, I'm really busy at the
moment. What about ten o’clock? I'll be
free then.

.

1 Which department does Mr Banks work in?
2 What has Mr Goodman brought with him?
3 Has Mr Goodman forgotten something?

4 Who is very busy until ten o’clock?

5 What does Peter Banks want to talk
to Bob about?

J
Talking paints
ST More formal Less formal Decide:
Greeting Good morning/afternoon/evening Hi/Hello, 1 Why is the Personnel Manager
How are you? more formal in Dialogue 17
Apologising 1I'm sorry. Sorry. 2 Is Bob Miles a job applicant
Thanking  Thank you very much. Thanks, or a colleague of Peter Banks?

Thank you very much indeed.

curriculum vitae (n) /ka, rikjulom'vi:tai/ 9 y&u i lich
colleague (n) Jio'lizg/ déng nghiép

applicant (n) /'aeplikent/ ngudi Xin viec



1.2

| C Listen and say

Thank you Thank you very much. Thank you very much indeed.
Sorry I'm sorry. I'm awfully sorry.

All right That'll be all right. That’ll be quite all right.

Fine Thatll be fine. Yes, OK. That'll be fine.

( Talking practice

(&
¥

Hanry Morrls (HM}
job applicant

Richard Lewis {RL)
Managing Director, Selco)

~

Bob Miles (BM}
Personnel Officer, Selco
Peter Bonks's colleague

)

:
(&

George tofting (Gt}
Peter’s friend

PB: ..., George.

Role play: Aninterview

Student A

Yau ara a personnal officer.
Yau areinterviewing Student 8.

1 Ask for a OV and copies of certifleates,

1 Ask questions about the candidate’s
present and past jobs:

Study the above.
Use the T points on page 6 to complete the dialogues.
Use the most appropriate worda,
Exercise 1: Thanking Exercise 2: Greeting and apologising
& BM: Here is the report, Petor. a PB Goodmomng
PB: ... . (greeting)
b RL: T've agreed your annual bonus, b RL: C‘an you stay late tonight?
Mr Banks, PB: No, ... (apologising) I can’t.
PB: .., o GL: Hi, nice to ses you.
¢ PB: I'm happy to offer you the post of clerk. PB: ... {greeting) '
HM: ... d PB: Goodnﬁmoon,MrMoms.Haveyougot
< GL: Here's your coffee, Peter. your CV with you?

HM: ... (qpulogiling) I haven’t brought it
with me,

Student B
You are a fob applicamt.
Rudent A is Interviewing you.

1 You haven't got your OV with you,
You have got your certificates

2 Answer questhons about your present job
and your career.

..

D Tell each other

1 Prepare a short talk about yourself.
Make notes about your career {(or schoul life).

2 Give your talk to the students in your clasa.

managing director (n) 7, maenid3in direkts/ gidm d6c diéu hank post of clerk (n) fpoust av kla:k/ Vi tri thu ky

certificate (n)
to apologize (v)
8

/sa'tifikeit/

Ja'polad3aiz/ xin 18i

vin bing, ching chi candidate {n)

F'kaendideit/ ngudi xin viée




UNIT ONE: Section 2

A Listen and find out

™

Which dialogue takes place in an interview?

( Dialogue 1

James Goodman: Good morning. My name's
James Goodman.

Peter Banks: Ah, good morning, Mr Goodman.
Nice to meet you. I'm Peter Banks from
Personnel. Do sit down.

JG: Thank you very much.

PB. Now, have you brought your
curriculum vitae with you?

JG: Oh, my CV. Yes, here it is.
There are three copies.

PB: Have you brought your
certificates as well? Y]

JG: No, I haven't. 'm awfully sorry.
Can I send them to you?

PB: Yes, that'll be all right. Now,

let’s talk about the post.

ke

B Ask and answer

o

~
Dialogue 2
Peter Banks: Hello, Bob. Come in. How are you?
Bob Miles: Fine thanks, Peter. And you?
PB: Not so bad, thanks. Have youn got time for
a chat about the new post?
BM: Sorry, Peter, I'm really busy at the
moment. What about ten o’clock? I'll be
, free then.
PB: Yes, OK. That'll be fine. See ~ou at ten.

1 Which department does Mr Banks work in?
2 What has Mr Goodman brought with him?

4 Who is very busy until ten o’clock?

5 What does Peter Banks want to talk
to Bob about?

3 Has Mr Goodman forgotten something? y
Talking points
J More formal Less formal Decide:
Greeting Good moming/afternoon/evening Hi/Hello, 1 Why is the Personnel Manager
How are you? more formal in Dialogue 17
Apologising I'm sorry. Sorry. 2 Is Bob Miles a job applicant
Thanking  Thank you very much. Thanks, or a colleague of Peter Banks?

Thank you very much indeed.

curriculum vitae (n) /i, rikjulam'viztai/ 50 y&u li lich
colleague (n) fo'lizg/ déng nghiép

applicant (n) /'aeplikent/ ngudi xin viec



UNIT ONE: Section 3

A Study

Letter-writing: offering, accepting and dedining

Study these letters,

% Baker w0
Larion MW AXT

Mr lames Goodman

140 Hewchurch Lane

Littlebury, Narth Kineg iy
1% March 1987

Cear Mr Coodman

Further 16 your inierview IR TheE affice last week,
we arw pleassd Lo offer you 4 poat as accounts <lerk,

AublrEe Lo your acceptance, your employsent haew will
Start on April lmk, ot 9 em. Plesss T4pOIt Lo the
Accounts Manager, W Smith.

Our terws amd conditions of eRployment are enclosed,
Fleasy 1ot o Know am scon aw Possibile if you accept
this offer on the enclossd termm.

8 _mincerely
PO s
L.
Feter Banna
Pacaannel OFfycer
Enc.

Dear My: Bowmdzs,
Thomde you Hov e
Whter ofy Maveh, 15 th, afhering me

A post as auswmks clork.
1 am alpid 4 am mnakle

to acipt this ofher as | hawe

WRITING POINTS i >

[Offering |
I am/We are pleased to off
LI'We would like oHeryou...

Make sentences for these situations;

1 offering a company free credit for six months
2 offering a candidate a post in'the gales office
3 offering your best wishes to a colleggye on his

promotion (Use would like,)

[Accepting ]

I am/We are pleased

I'We would like to accept your offer of . . .

Make sentences for these situations; L

1 accepting promotion to the post of manager in
your company

2 accepting free samples of a new product
3 accepting stationery at a special discount

Igedining l

We regret (that) we are
I regret (that) I am

unable (not able) to accept your

estimate ., .
offerof . ..

Make sentences for these situations:
1 declining an offer of employment
2 declining an offer to supply fuel on site

3 declining an estimate for the supply of
500 men’s shirts

free credit (n) /fri: *kredit/ khodn tin dung
khong tinh 14
to estimate (v) Jestimeit/ udc tinh

promotion (n) /pra'moufn/ thing chitc, dé bat

todecline (v} /di'klainy  tir chéi

special discount (n) sspe J1 ‘diskaunt/ gidm gid dic biat .
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WRITING TASK

B Study

Westfield has an important project in the Middle East.

Six months ago, the company invited contractors to tender for different
parts of the work. Ahmadi Contracting Co. sent in a tender, Other
companies sent in their tenders, too. Westfield has now studied all the
tenders. Now the company is writing to Ahmadi.

@ WESTFELD INTERNATIONAL

N depﬂ&1ytﬁ*‘c°
987 K535 Great Scuch Road qgmesscv;;luc}
3 Februdry 1 'H:Ol-ﬂl'““ Telex: 441
ing Co.
Ahmadi Contract
p 0 Box 167

ALN AL-FIRDOS
Arabian Gulf

Dear sirs

QWER STATION PROJECT
pOMER STATION

AL -KUR p
offer for Tender N° 6694 /CH

rk for the’
ti:m:oand speciﬂcations.

W !0 cep ce y
[ “Ou‘d “e‘coﬁle Uy ac tan 11} 0'.“21“!5: b tE'ae! i“

i 5.
the first instance wighin ten day

Yours faithfully

er you a contract

to affer you & o osed

; 4
e are please bject t

abave tender,

H.E. Yark

Birector (Middle fast
or

C Copy and complete — |
Westfield offered another part of oear -
the work to Midco.
Midcc did not accept the offer. +1e No. 6633/CH

. . Thank you for ... of 9th January 1987 ... us a contract
Co&y anﬂd complete Midco’s reply of work for the above tender,
to eld. We have studied your terms and ,.. and we ... that we
are now unable ... your offer. This is because of
D  Write

Write Ahmadi's formatl letter of acceptance to Westfield.
Date your letter 10th February 1987. Organise your letter in three paragraphs.
PARA 1: Acknowledge the offer.
PARA 2: Accept the offer,
Agree to Westfield's terms and specifications.

PARA 3: Formal thanks for offer,
Hope Westfield wiil be satisfied with the work.

contractor {n} /ken'traktaf  nha thiu totender (v}  Stends/ bé thiu
subject to (adv)  /sabdsikt/ tuy theo power station (n) /,paus'steifn/ nha mdy dién
specification (n)  /,spesifikeifn/ thongs§kythuat  term(n) fta:m/ diéu khoan

10



UNIT ONE: Section 4 Interaction

A Study and listen

Peter Banks, Personnel Officer
with Selco, is attending a
conference on ‘Employment and
Careers’. He is listening to a
lecture on unemployment in
Europe. The speaker is explaining
a map.

Study the map and listen to
this extract from the lecture.

Below average

||:‘ Average !

; Above avarage |

Listen for these expressions: "‘”"w,‘._ Well above [}
ladies and gentlemen ' Average

above average

the old industries
fewer and fewer people
one of the reasons

in their twenties

in addition

in recent years

" Levels of Unempldvment in Europe 1977-81
A\

B Tell each other

1 Name the countries. Use a dictionary, if necessary.
How many countries are shown on the map?

2 Talk to another student about unemployment in Europe.
Draw a map of Europe and label the main countries and areas.
Refer to the map during your short talk.
Use the following expressions: in the north/south/east/west
in these areas this is one of the reasons

C Diszues

Unemployment is a growing problem in all European countries.
A lot of people can’t find work.

Why is unemployment growing?

What can European countries do about it?

What can they do to help unemployed people?

unemployed (adj)  /,anim'phid/ that nghiép in addition (n) /in a'difn/ thém vao d6
11



1.4

D StUdy WOMEN AS PERCENTAGE QF UNIVERSITY STUDENTS |
At the same conference, one of the speakers tolked 1978 1978 1680
about working women in Britain.

. ducati 64.6 672 657

Study this extract from the speech and the table, E,ed,ci',',‘;"and heaith 306 402 417
Engineering and technology 55 61 69

'Tha average woman in Britain earns leas than the %:—m and business 329 360 363

avarage man. 3he is usually coployed in a lower-paid Msmea— 90 400 ' 41.3

lob and she daesn’t have the same benelits. She fsn't | Language and literature 65.0 867 £7.8

promoted as often as Lhe averege man, and she lgn't

1
offered the same traintng.
In additlon, most women are not educater for a career. \tb("HJJ—\) I l
At university, there is a high percentage of women Btudy- % [
ing aubjects like languages and literature (47.8 per cent}, ) - N
But in engineering and technology, the number iz anly ool = 3:;;:‘:::?:25: a
6.9 per cent. = a chemist's assistant.
'Education {3 the only career subject with a high percent- 0 f 1 Sheis 27.
age of women (65.7 per cent). Teaching is & career which = S L
a lot of women choose. But teschers arg not paid very e - ‘.’
highly and men are ususlly offered the beat posts ... = o L

| E_Listen and do

1 Copy the table above,

2 You are going to hear more information.
Listen, and add the new information to the table.

Sue wants to be a
motor mechanic,
She now works in a
shop. She is 19.

F Discuss

What do you think about the two girls’ ambitiona?
Do you think they will achieve their ambitions?
Role play

Student A | Student 8 |

You are looking for a job. ‘ You are an employment agent. R
You go to an employment agency.
Tell the agent about yourself. Give advice to Student A who is looking for

: a job.

Say what kind of work you want. . .
Y Y You have three jobs on your files: an office

Decide if you want one of the jobs on the agent’s cleaner, a factory worker, a trainee clerk.
files. . Talk about the jobs.
e AN J
G Write

Write a letter to an employment agengy in London. Say who you are.
Ask for information about jobs in the UK. Ask about working conditions,

wages, work permits for foreigners, etc,

lower-paid (adj} flous ,peid; bitrd luong thip  administration (n) /fad,minls'treifn/ nganh quén tri
career (n) Jka'rin/ nghé nghi¢p mechanic (n)  /mI'kaenik/ the may,thg co khi

12




| UNIT TWO: Section i

L A Read and find out

Read both the texts below,

1 What are the texts about?

2 Which text describes 2 telephone?
3 Are the texts from business letters?

‘l'ext 2

Tha telephone is an instrurmant for
transmitling speech, it was |'E¥_qn‘gq by
Alexandar Graham Beflin 1 7. The
talephone works by glactricity. i

Text 1 | consistsofa mouthpiece or ransmitter

in the United Kingdom over 55
million telephane calls are made
every day. They are made irom more
than 28f miL}ion telephones, fThel;'ﬂ.ain
centre for the transmission o calis
within the UK 'is 1n Lcnéon. tisa
175m tower known as the British
Teiecom Tawer. It is able to deal
with more than 150 000 calis at one
time. International calls are
transmitted by cable, sateilite or by
radio. Calls can ncw be made direct .
to a hundred countries.
Communication by telephane is

quicker and easier than ever before.

Figure 2

International calls
made from LK.

. Cable 56%,

(2}, and an gargeecs or receiver (1). The
mouthprece converta ;gundwaveﬁ of
Speech intg elecnc currents an L]
@armiece converts them back inlp
30und. A person at tha receiver can
hear words spoken
into a ransmiter,
With modarn
technoiogy a
tolaphone
<an transmit
compuier
intormation
as watl as
speech,

B Read and answer

How many teiephones are there in the UK?
Where is the British Telecom Tower?
How are most international calls transmitted?
(Figure 2)
When was the telephone invented?
Who invented the telephone?
Look at Figure 5. What ia number 17
What is number 27

Write your answers to questions 1-8,
Write complete sentences,

-1 L I N - I T

7 What does the word they refer to?
(Text 1 line 3)
They refers to . . . .
8 What does the word it refer to? (Text 1 line 6)
9 Does calls mean national or international
calls? (Text 1 line 12)
10 What does the word them refer to?
(Text 2 line 9)

C Refer

1 Look at the texts in A. Find another
form of these wordas.

a transmit d communicate

b epleEcEt.nkc : inform 3 Complete these words from Texts 1 and 2

¢ easy with the correct letters.

2 Find words in the text with similar Example: tr rt convert electric
meanings. Use a dictionary, a le el t..ephone ceb

a change d faster b er re cent . . © transmitt .,

b inside e handla c ie e rec .. ver mouthp . . ce

c send f new d er or w..d P..son
transmission (n)  strsenz’mifn/ sy truyén tin satellite (n) I'saetalait/  vetinh

to consist of (v)
to inform (v)

fkan'sist/
fin't:m/

gém cé
thong bdo

soundwave (n) f'saund'weiv/ séng Am thanh
toconvert (v)  /kan'va:t/ chuyén ddi

4y



2.1

Language practice

9

it

xercise 1

Example; They built the British

Telecom Tower in 1969.
The British Telecom Tower
wpas built in 19685,

They opened the museum in 1982.
The firm issued the certificates in
April

+ The company signed the contract

14

in 1985.

They send lettera by airmail.

The shipper transported the goods
very cheaply.

Exercise 2
Example: model/cheap

-e LG DR

Is this model cheaper than
that onef
Yes, it's the cheapest model

we have.

telephone/good
computer/simple
awitchboard/expensive
product/reliable
typewriteriﬁ' ht
copier/fast

Exercise 3
Example: use your telephone

o O QR

Could I poasibly use your
telephone?

repay the loan next month
arrive half an hour later
aend the order tomorrow
catch an earijer train
have & copy of the terms
leave my bag in reception

Construction and use

Examples:

1 The passive
to be + past participle
{For a list of past participles,
see p. 36.)

a Used to streas the action.

b Used with the preposition by.

the action.

Shows the person or thing doing

Present tense:

Soundwaves are transmiitted.
Telephone calls are made every day.
Are soundwaves transnitted?
How may calls are made every day?

Past tenss:
The telephone was invented in 1847.

It was invented by o Scotsman.
Internationad calls are transmitted
by cable.

2 Can
a Expresses ability (be abie to).

b Expreasea permission.
Giving permisaion
Asking for permission
{Could is a more polite form
of can.)

It can deal with caliz = It is able to
deal with cells.

You can use my telephone.

Can I use your telephone?
Could I use your telephone?

3 Compariscn of adjectives
a

oSy easier aasiest Summer is warmer than winter.
warm warmer warmest It is cheaper to telephone after 6 pm.
ghort shorter  shortest -
difficalt more moat
difficult difficult
b Irregular
good better best, The best telephones are expensive.
little lese least
Exercise 4 b Five journeys are made every day.
Example: [t was invented in 1847, (How many?}
{(When?) ¢ Wages are paid on Fridays.

When was it invented?

a Soundwaves are transmitted.
{How?}

— "

(When?)
d Invoices can be paid direct.
(What?

D Read and discuss

Read this information.
What is it about?

E Listen and write

Listen.

A French tourist guide is giving
information about an art gallery

in Paris called the Louvre.
Make notes.

SR —

The Telcom showroom is upen daily from 10 an
0 5 pm. I1 s ssuated ar 135 Charles Street.
London, There is alsn an exhibition of the history
of telecommunications. Information paeks are
available on request. For further information
please 1elephone the showtoom nn
01 248 T444.

L

Write down details about the Louvre. Use D to help you,

—

to sign (v)
reliable (adj)

fsain/
Jri'laiablf

ky k&t
déng tin cly invoice (n)

telecommunications (n) 7, telikas,mju:nikei[nz/ vién thong

14

switchboard (n) /fswitfba:d/ téng i di¢n thoai

Sinvois/ hod don



UNIT TWO: Section 2

A Listen and find out

Which dialogue is between colleagues?

Dialogue 1

Edward Fennell: Have you any idea what time f 1
the National Telcom showroom opens, Kate?

Kate Mitcham: The National Telcom showroom?
No, I'm afraid I haven't. Why don’t you
phone them?

EF: Can you pass me the telephone directory, please? . Ak

KM: Yes, er . .. Do you want L to RorSto2?: i

EF: LtoR,I suppose. Thanks,

Dialogue 2

Information clerk: Good morning. National
Telcom showroom,

EF: Could you tell me what time the showroom
opens, please?

IC:

EF:

P

Certainly. It opens at 10 am and closes at
5 pm on Mondays to Fridays.

Thank you. And could you possibly send : \
me some information about office systems? g
Of course. We have some brochures,

Would you like to give me your name and
address?

Yes, my name's Edward Fennell. F-E double
N-E double L. And the address is Communico
Limited, 138 East Avenue, London N19.

2C:

EF:

IC: N19. Right. I'll put that in the post to you
today. Do you require anything else?

EF: No, that’s all, thank you. &

B Ask and answer 53

1 Did Mr Fennell know the opening times of the showroom?

2 Where did he find the telephone number? e

3 Who gave him the information he wanted about the showroom? |

4 What else did Mr Fennell ask for on the telephone? b i
5 Why did he give his name and address? T

t

\

at

Talking points

More formal
Suggesting Would you like to give me
yourname?

Requesting Could you (possibly)
send me some information?

Enquiring Do you require one pack?

Less formal

Why don't you/we
phone them?

Can you pass me the
phone book?

Do you want A to E or
FtolL?

Decide:

1 Who is Edward Fennell’s
colleague?

2 Why is he more formal in
Dialogue 2?

telephone directory (n) ['telifoundi'rektari/ danh

to require (v) [ri'kwaia/

ba dién thoai
mudn cé

brochute (n)
showroom (n) Jourum/ phong trung bay

/'broufa/ sdch quang cdo nhd

16



2.2

C Listen and say

Work in pairs.

1 My name's Collingham.
Could vou spell that, please?
Yes. It’s C-O-double L-[-N-G-H-A-M.

2 My name's Davies.
Is that Davis or Davies?
Davies; [-E-S.

. . .
Talking practice
Lignel Smith (LS}
Supplier to Communico
Tim Wills (TW)
Client of Cammunico

Study the diagram above.

edward Fennell (EF)
bssistant Marketing Manager
Communico

Kate Mitcham (KM}
a Assistant Marketing
Manager, Communico

8 Charlie Roberts (CR)
Edward Fennell's friend

Use the Talking points on page 14 to
complete the dialogues.
Use the most appropriate worda.

Exercise 1: Suggesting
a CR: Do you know what time the travel
agent cloges?

EF: No, I don't. ...phone them?
b TV: | want to increase our order from 50
to Th.
Of course.
number?
Bland and Company want a 20 per cent
discount on this order.
... give them a ten per cent discount on
this one and the next one?

EF: . . . give me the order
¢ KM:

EF:

d LS: Isthat arrangement all right?
EF: Yes, that's fine. . .. confirm it to me mn
writing?
Role play

Student A
You are in a hatel. You want to phone Paris.

Your room is 314. The number you want is
787 1847,

Ring the operator in the hoted.

Ask for a [ine to Paris.

Exercise 2: Requesting and enguiring

a EF: We can arrange for our delivery van to
call on Thursday.

.. .{requesting) arrange an express
delivery for this afternoon?

We must discuss these products and the
accounts.

Fine. ... (enquiring) me ta bring my
report?

I've got my car at the office. CanJ
collect you?
Yes, please.
at 5.307

. Can you supply six Champion electric
typewriters by tomorrow?

Of course. .. .{enquiring) the Deluxe
model or the Extra?

TW:
b EF:
KM:
¢ EF:

CR: ... trequesting) be here

Student B

You are a hotef telephone aperator.
A guest rings you. He/she wants to make an
international cail.

Ask for the number and the room number,
You will dial the number and ring back.

\

_/

| D Discuss

Can you dial direct to other countries?

Can you telephone for a weather report or for the correct time in your country?
to spetl (v) Jspelf danh vin appropriate (adj)  /o'proupriat/ thich hgp
toconfirm(v)  /ksn‘form/  xdcnhin express delivery (n) /iks'pres di'livari/ giao hang nhanh
weather report {n) fwedo ri'pa:t/ ban dy béo thai tidt  to dial (v) [daisl/ quay 56 dién thoai
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UNIT TWO: Section 3

A Study Letter-writing: acknowledging and querying

Study this letter and telephone bill.
This is a letter gquerying a bill.

b

National Telcom

Hadiow
Tel: Hodlow GGQZS Quaneﬂy account mlg‘:‘ﬂgwﬁ;
28 ooy 1457
- Telephone number Date of bill
Deow' s Hadlow 60429 25 JAN 87

[ hese now MR, ot Rdlotink dadid 25 ety
oo kot s £541.00

Rental and other charges

oL his total wadst te ineomact. My qeartertsy bills 18.40
e wwﬂ%_m e tham 475 (1200 umits) and. Matered units
(o Ladest Dl ia fox four et Hiat, asrun (4300 12 NOV 000397
uids) Plase wrnid agon chack these, figmey fov me 23 JAN 005197
and Correck et aciounts as KecLssany
owrs. fradthdedly 4800 units at 4.70p 244,00
4 Poris Stead mon— VAT at 15% 36.60
Totat payable 299.00
WRITING POINTS ‘ —T1"
Acknowledging receipt |
Very fuormal: EWe twould like to neknowledpe treeeipiol ) |
Furmal: W huve (now) recuived |

Fass formal: Thank yau tor

Make senlencos ucknowledging the following:
Bawmple: aninsurance cerlificate tvery formahb
We weudd ik to acknoteledye reveipt of your insurance certificats.,
1 better of 11th March tesy formal
2 an estinwle dated GULh September (ormul)
3 recenl enguiry (ess formal)
1 signed copy of a contract ivery forinaly
9 specification for compuler soRware tlurinadt
8 monthly nceount for the perivd ended S0th June ormal)

Querying ° ]

Muke sentences acknowledging aud querying the information in itafjes:
Exumple: a bill for the sum of L76.02 tor window-clenmung trom o
contractor (furmaly
We have notw received Your Wl for the sum of £76.02 Jor
windvw-cleaning. We foel this sunt must be frcorreet,

u payment for order number 3090/X from o cualomer (lormy

un invoice for Jrerghe churges of £146.00 from an expurler (very turimal)
a stutement for service charges of £12.00 from your bank Uess formali

# letter about policy number PRIVZ83 from un insw er el

# repurt showing 1985 production figrerey from a consultant iless formin
a letter quoting u delivery dute of 4th dune from a huyer teery formah

O O o L B e

to query (v) [kwiari/  nghi ngd, thic mic to acknowledge (v) fok’nalids/  thira nhan

quarterly (adv)  piwo:tsli/ hang quy freightcharge (n)  /freit t Jaid3/ cudc van chuyén
delivery date (n) /dilivariy ngay giao hang
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.é WRITING TASK

| B Study

Study this acknowledgement card and
letter.

/ @National Teicom

Bak Hoube, Granibuy

‘],FEB g

Dear SirMadam lﬂll,n

of ocreiinns
Thank you lor your tetir o e
This magar is NOW recaiving our attention

yours faithtully

District Manager

12 February 1987
Mre D, Steadman
The Cottage
Hadlow

Dear Mre Steadman

Be: Account Number - Hadlow 40423

National Telcom

Southem Disiric? Offica
Bei! Houss. Grantbury

Further to your inquir
now checked thiw mccount,

Folloewing a test of
wAg dircovered. Thig

An amended bill w
like to apologise for any inconvenience.

—=—ehience
Yours sincerely

F e T

P.R. Trotter
Bistrict Managar

¥ of 28 January, we have

YOour meter, a minor faujit
has now been rapaired.

ill be seay ghortly. We woulg

| C Copy and complete

Copy and complete thia letter from a customer to his bank.

He is querying a statement,

&6th March, 1387

than £5. These charges are four times ... amount,

Flease ... you check .., Figures for me and ..,

Yours

Toun R, Howe

John R. Howe

in credit

... Sir,

Thank yau ... your recent statement showing service ...
| feel ... charges ... ... incorrect. My account ...
during ... period. In addition, your charges ...

normally

the statement ...

| D Write

You are John Howe's Bank Manager, Colin Gray.
Write a reply to John Howe's letter.

Date your letter 8 March 18987,

Organise your letter in three paragraphs

as follows:

PARA 1: Acknowledge his letter. Lay it out correctly.
PARA 2: Account has been checked.

Error was discovered (correct charges were £4.20).

Error has now been corrected.

PARA 3: Amended statement will be sent,
Apologise.

of £19.10.

The Manager,
Finbank

City Road Branch,
London SW1

FRlLA MK
@ City Road Branch London SW1

Mr J. R. Hows,
90 Camdan Strest,
Landen N.w. 1l

account number (1)  /o'kaunt 'namba/ SG i khoan

sita d6i
stta chira

to amend (v)-
to correct (v)

Jfo'mend/
fka'rekt/
18

minor fault (n} /maina fo:ity 18inhd
to discover (v) /dis'kava/ phét hi¢n



UNIT TWO: Section 4

A Study and listen

Edward Fennell is the Assistant Marketing
Manager of Communico. Communico is going to
open a new office in London. Fennell wants to find
out about telephone systems for the new office.

Study the information and listen to the
telephone conversation.

Look for these expressions:

at least

etcetera

in two years’ time
running costs
intercom

cash to spend

Interaction
MEMO

To: Edward Fennell 1 plc

‘ Managing Director

Re. Phone systems for new office

Could you find out about facilities, tost,
etc. We need at least four terminals, But
if we expand in two years' time, we'll need
more.
Remember - we must keep running costs Low
= we have cash to spend
= We need a quick and easy intercom
system (there are offices on
different floors)

4ﬂdset

Ideal for small offices. So easy to use.

Does your office need a modem telephone system?

With ENVOY
lmdon‘tmedaswitchboudormopemor
lmcmmheirm'deandoutsidecalh!mm

avery terminal
BWrong office? You can transfer incoming calls to

another terminal
lHoldj.ugon?Ymmholdaninconﬁngulland
ring a colleague for information

ENVOY Gost. ( 2 Terminat 5) I gou purchys,
2)

flﬂ__oo_c._(rent) .£?3f-§o(('o-;fof .
ation £357 0

pu,
£ 302
£79.99 Cave £90)

Mantenanc, £i4 f-?;'qa
Total cost  £95.49 Yarterty L5890 I.meeog:

B Tell each other

Talk about the Envoy telephone system.

Remermber !

C Discuss

in twelve months (from now)
in two years’ time

Is the Envoy system suitable for Communico’s new office?

Is it better for Communico to rent or buy?

et cetera (n) /it'setara/ van van

intercom system (n)  /'intskom 'sistam/ h¢ théng lién lac gitta

2 bo phan

installation (n) 14p dat

/,insta'leifny/

running cost (n) /'ranin kost/ t6ng phi quan Iy
terminal (n)  sto:minly  cOng dam thoai
cord (n) /ka:d/ day

10




2.4

D Study

Edward Fennell asked about a bigger system as well — the Consort.
He made some notes during the telephone conversation.

Study his notes about the Consort system, and
the description of the equipment.

C 8
onsovd 4 ﬁ;gt tarm "nw&s

. ot o tarminats
For the expanding business |7 7-oc%ae divg )
EY e £ 3ez L

High performance-low cost | Zatat 77755 —
&tfertance 7 77 1 N
‘W

a5
One butto MG FAST termiviage Envoy hasnt

With CONSORT
» you can divert, transfer and holid

calls
» save time with the FAST TERMINAL,

Calls are fast and simple. To dial a
number, you press one button.

P you can have five exchange fines
and ten extensions

Exchange

ling . . . , -
s » with our ‘conference’ facility, you
Conference can taik to two terminals at the
K On I‘en M v
Lamps facility same time

E Read and do

Make a table of comparative costa for the Envoy and Consort systems.

Role play

Student B

Student A

You are Edward Fennell. You are ringing the
Telcom Sales department. .

Ask for detaijls about the Consort system.

You work in the Telcom Sales department,

Answer questions and give information
about the Consart affice system.

F Write

Write Edward Fennell's notes about the two telephone
systems for the meeting. Describe the two systems. Make

recommendations. Explain your reasons,

toholdcall /houtd ko:lf giill cudc goi extension (n) /iks'tenfny SV kéo dai
conference facility (n) fkanforens fo'siliti/ khi nang lim thiét bi
hoi thao
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UNIT THREE: Section 1

A Read and find out

Read both the texts below.
1 What are the texts promoting?

2 Why is the exhibition in Hong Kong an important event for Highfield?
3 What daes Oriental Promotions do?

NEWTECH NBAS

Exhibition Special Ornta Promotins (UK) Lig
L’—'—"T»-—--..-‘-"-—---—-~...\ .

B Read and answer \ Highticld is an international company which specialises in ]

communications technology. Each year it expors 60% of |t5
tolal outptil. In recent vears the company has investe

sgnificamt sums in promoting its prudt{c:s‘_ Th:sl vear the
directors have decided ro increase their (pmmitment lso
promotion. The company will be exhibiting at NEWTECH 88,
uur international exhibiion in Hong Kong. The dclcga:_mr}
which will be 1raveiling 10 Hong Kong includes tcchnnc@
experts as well as marketing personnel. The exequtive who is
leading the deleganon, Mr A. Welbeck. said. "We expect tol scc’
substantial increases in our Far Eastern markets as a r:st;' t o
attending the exhibition.” We jook forward 10 welcoming them.

What sort of company is Highfield?
Is Mr Welbeck the person who is organising
the exhibition? :

What have the directors of Highfield decided
to do?

Which delegation includes techpjcal experts
and marketing personnel?

Which company is organising the exhibition?
[s it easy to travel to and from Hong Kong?
Why is Hong Kong a good place for an
exhibition?

Who does our refer to? (Text 1 line )

Who does we refer to? (Text 1 line 12)

10 Who do we and them refer to? (Text 1 line 14)

Write your answers to questions 1-7.
Write complete sentences,

oo -1 . -] b -

C Refer
1 Complete these words from
- Text 1 with the correct 2 Find the odd word out. Use a dictionary.
endings. Example: manager salesman typist director
-tial -tal -na_l -nej -cal & sum price cost amount expert
Example: special b promote produce exhibit advertise show
a internatio ... d substan . .. ¢ technical important gsubstantial major significant
bto..,. e techni. .. d company delegation personnel - chairman staff
¢ person ..

3 Complete these sentences with in or to.

a It's a company which gpecialises . . . computers.

b They expect . . . get new customers at the exhibition.

¢ Companies which decide . . . attend get special discounts on travel.
d We look forward . . . seeing you in Hong Kong,

technical expert (n) teknik) 'ekspa:t/ Chuyen gia k§ thuat to refer to (v) fritfa:f dé cap dén
first class (n) ffa:st Klazs/ hang nh4t substantial (adj} /sab'staen Jol/ quan rong
commitment (n) Jka'mitmant/ cam két to specialize (V) f'spefolaiz/  chuyén vé
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3.1

Language practice

Exercise 1

Example: He's a driver. He crashed
the car.
He's the driver who crashed
the car.

a She’s a typist. She typed the
memo. .

b He's a supervisor. He checka the

rota.

They're the accountants, They do

our accounts.

[+

Exercvise 2

Example: Book/boring
Wos the book boring?
Yes, but not as boring as
that one.

a mealbad

b calculation/hard
¢ . flat/comfortable
d tourfexpensive

Exercise 3

Example: Highfield/company/
specialisea in technology
Have you heard of o
company called Highfield?
Yes, it's a company that
specialises in technology.

@ The East/restaurant/specialises in
Chinese food

b Lights/firm/maken lampehades
¢ Derek Harvey/banker/deala in
foreign trade agreements

d Peach/computer/uses the latest
technology

Construction and use

Examples:

Relative pronouns
Which

Used to define a thing, That's the company which specialises
in books.
A machine which records telephone
calls is known oz an answering
machina.

Who

Used to define a person. She's the person who dealzr with
enquiries,
The manager who signa the cheques
is on holiday.
They are the people who made
Videomax.

That

Used instead of who or which. The man that (who) checks the
deliveries has gone.
The shop that (which) sold it has
closed down.

Where

Used to define a place. The restaurant where we went las;
week was exceilent.

Comparing

al-l-adj‘l-us

Experience is gz important as

qualifications.
Good promaotion is ok important as
a good product.

rot ag + adj + ag + noun T'he restaurant meal was not as
good ae the hotel meal.

not 30 + adj + as The figures are not 50 bad as last
year’s. .

Future continuous tense

will be + verb + .ing

Used for an extended activity. They will be exhibiting for a whole
week,

Compare: They are going to visit
Hong Kong, (plan)

D Read and discuss

Read about Hong Kong

Hong Kong (po

exhibition ang puia[.?n 4% million)

Where is it? What is the weather like?
Is it bigger or smaller than your town?

0} 15 jdeali} situated
Sea, onéy three hours: flying i'j;fe‘:iafeé in Iﬁe South C?i::
Ul with easy flight COnnecno:: [;0:;' Beaglns (Pekingj in

mer is usyaj| parts £
0 july),

ina,
world. The weath
July} angd humid (gé-'g(}‘s%l::p

E Listen and write

"1 Listen.
You will hear a description of Milan, the capital of Lombardy, in ftaly.
Make notes.

2 Write a paragraph about Milan. Use A and D to help you.

to crash (v) fkraaf/ dirn, vacham (xe} rota (n) ['routa/ béng phan cong
lamp-shade (n) JTaamp feids chup dén to situate (v) [sitjueit/ dac g vi
humid (n) Shjuzmid/ 46 4m qualification (n}  /,kwolifi'keifn/ trinh d¢ chuyén mon
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UNIT THREE: Section 2

A Listen and find out

Which dialogue takes place in a business meeting? J \
( Dialogue 1 Dialogue 2 )
Andrew Welbeck: Now, Bill Thomas has JS: Ithink yow're wrong, Bill. It's ridiculous
suggested sending a delegation to the to go to Hong Kong. The exhibition in
Newtech 88 exhibition in Hong Kong. Milan is excellent and we'll get lots of
This means we won't be able to send orders.
anyone to the exhibition in Milan. Do we BT: Absolutely. I'm sure we will. But future
all agree it's a good idea? markets are as important as current ones.
Joanna Summers: I'm not sure I agree at all, Going to Hong Kong will guarantee our
I'm against going. Publicity at Milan will future growth.
be just as effective as in Hgng Kong. The  JS: Look, perhaps we can talk about it again
cost of going to the Far East is enormous later. I must go. I've got to catch my train.
and it won't be worthwhile.

Bill Thomas: I don’t think Joanna is quite right
there. There are many good reasons for
going. The cost is high but our experience
indicates it will be well worthwhile.

Dennis Wentworth: I agree with you, Bill,

May 1 suggest further discussions in our

Thursday meeting? Then Joanna will

have time to study the details.

B Ask and answer
1 What is the main subject of discussion?

2 Who wants to go to Hong Kong for the exhibition? )

3 Why doesn t Mrs Summers want the company to go to Hong Kong for the exhibition?
4 Does the company usually attend an exhibition in Hong Kong?

5 Why does Bill want the company to send a delegation to Hong Kong?

\_ S
Talking points
More formal Less formal Desides
ore form . P
Suggesting May | suggest further Parhaps we can talk about ! g:;iﬁ t.‘l;le S T
discussions later? it later 2 Why mgﬁﬂl T
Agreeing (Yes,) t agree with you.  (Yes,) absolutely! formal to Joanna Summers in
Disagreeing  I'm ot sure | agree. | think you're wrong. Dialogue 1?7
publicity (n) /pA'blisitiy ~ SU quang cdo enormous (adj)  /i'na:mas/ 16n
worthwhile (adj) /wa:@'waily b3 cong,ddnggid  ridiculous (adj) /ri'dikjulas/ bubn cudi
order (n) /'2:da/ don dat hang to guarantee (v)  /,gaeran'ti:/ Ldodam
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3.2

C Listen and say

I agree I agree with you.
Absolutely! I agree absolutely!
You're right I think you’re quite right.

I'm not sure [ agree at all,
I absolutely agree!

I think you're absolutely right.

( Talking practice

Giorgio Capucri (GC)
% Qrganiser of the Milan
exhibition

Dennls Wantworth {DW)
Chairman, Highfield

Joanna Summers (JS)
a Marketing Executive,
Highfield

Larry Compton [LC)
Bill Thomas's friend *

Bill Themas {BT}
Marketing Executive,
Highfield

Study the diagram abhove.

complete the dislogues.
Use the mast appropriate words,

Student A

Use the Talking points on page 22 to

Exercise 2; Suggesting, agreeing and
disagreeing
a DW: We must discuss the detmls of these
documents.
BT: ...(suggesting) a meeting at 9.00 am
tomorrow to discuse them.

Exercise 1: Agreeing b BT: Hong Kong is no more expensive than
& J8: The trip to Hong Kong will be Italy.
expensive you know, Bill, GC: ... ({(disagreeing)
BT ¢ BT: I’m sorry, I can’t talk now, I'm very
b DW: Well need to have a contract for this busy
matter. LC: T'hat's all right. . _ . (suggesting) ring
aT: ... _ me later,
¢ GC: You know youll have many excellent & JS: [t'll be very easy indeed to get orders.
opportunities, . BT: Well, ... (disagreeing) about that,
BT: | John. We'll have to work hard.
d LC: Your advertisements look much better DW: I'm sure we are right to go to Hong
in colour, Kong.
BT: ... BT: ...{agreeing). It's definitely the right
decision. .
Role piay

Student B

You want 10 go to France to take a
course in french.

to France ta learn French.,

Tell Student 8 why you think it"s better to go

You want to take a French course in your
country and then go to France,

TeH Student A why you don't want to go to
France before the course,

"~

D Tell each other

Taik about a capital city you know well.
Say why it is an interesting place to visit.

excellent opportunity (n) /eksslanty co hoi tuyet vii
definitely (adv) Sdefipitly 18 rang
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UNIT THREE: Section 3

A Study Writing a short report

Study this report and agenda.

Andrew Welbeck, Export Director of H ighfield, has prepared a short report about
promotion in the Far East. It will be discussed at the promotion meeting on Thursday.
Welbeck ia going to send the report through the company’s mailbox system. It will be
distributed by computer. The agenda for the meeting has already been distributed.
This is the text of the report.

Additas ty . QED! OFDI1
QED2 grng
23D Qa3
Ttle of Promntion in the Tar 2ast  NEWTECH ExiUitten ELE
report
L. Situatlon n Far Easl merkets
"h"&de" 1.1 ANl the countries 1n tho arca have gOt sirong sconomics. Some of
tontences ™ them (e¢g China) are drveloping very fast 1ser Sunk reports:
CDSi412/3/4)5),
1.2 Trade 14 becoming easier 1n one or two impartant markets
{¢eg China, Japan),
1.3 "Attack now" Iz the view nf exXpirts we have aszked fsue
recommendations in PSOIT1: LGT/904; CDS 41410,
PARA nurmber
und title —— +  Dur producis 1o the Far East .
. There is Erowing intergat in our products (see Agent's mama:
numbering = HK#/34), —
WMM
WRITING POINTS D AGENDA NHRQPWSI{]_? MERTING
- Thursday April 4 3.00 pm
Relative clauses j l. Fipnlise and approve amllocation
of promotion budgef }987-1988.
Note the difference between these examples: ~ Burope £35 000 (reduced by 28.5%
o s . because of new spending in Far East)
1 This is a regular exhibition which has been - North America £40 000 (increasad
suceessful since 1978. by 5%)
2 We offer competitive prices (that/iwhich) we cun - Far East £25 000 (ms this is & new
hold for at least 12 months. : area, there will be a report from
. . A. Welbeck)
In the second example, there is a naw subject twe
after the relative. Prices is the object of the verb 2. Dimcuss breakdown of spending for each
hold. In sentences of this kind, we can use zero area. ;
relative (ie no relutive).
3. Appoint teams for each area.
Make sentences with zero relative
- Lo — 4. Discuss dates and travel schedules for
Example: This is th raining prugramme). We can each area.
offer(i£}in our price.
Tiug is the training programme we can

offer in our price.
Here is the report. You must read it.
Have you got the information? Our customer
requires it.

B

3 These are the markets. We must attack them.
4 There are several questions. This meeting can
discuss them,
to distribute (v) Jdis'tribju:t/ phin phai agenda(n)  /a'dsends/ chuong trinh 1am vige
competitive price (n) /kam'petitiv prais/ gid canh tranh 1o finalise (v) /'fainaiaiz/ hoin thanh
to approve (v) Japruzv/ phe duyat allocation (n) /zelz'kei I'n/ su phan bd
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B Study

Read the rest of Welbeck's report. In the conclusion he makes his main recommendations.

h"“-——-—-—-—-—"‘"‘-—

2.2 At the moment, because of the exchange rate, we offer competitive
prices we can hold for at least twelve months,
2.3 We can offer the technicai training some Customers require.

3. HNEWTECH Exhibition

LConclusion

4, Assessment of cost

3.1 This 15 a regular exhibition which has been orgamsed annually since 1978,
3.2 1t +s the most important exhibition of 1ts kind in the Far EZast.
3.3 It 15 attended hy key officials from all the man Far East markets

(Japan, Taiwan, Singapore, China and, of course, Hong Kong itself}.

4.1 The brcakdown of likely costs is as follows:

tf we attend the NEWTECH Exhibition this year, we will probably double
our turnover in the Far East. We will find new customers. We will get
new orders., If we spent the money on prometion in Milan, then we

would Jose ail these opportunities.

AT

e

TASK
RREEDCRPRR i

| C Copy and complete

From : it Thomas

There wilt be
m HG Room 517,

Mr Welbeck will betdistributing
prepared on far East.

/\,./\/ Use these words to
" complete the memo:
Tn'. Promotion and Sales Managers mghneld svsmms ek

meeting *** Thursday April 4 *** 3.00 pm
meating will be chaired *** A, Welbeck,
will be a discussion *** promotion plans and budgat

a4+ this year, especially *** the Far East.

short report he has

in by there a
for on a the
at of the

D Write

Write the fourth paragraph
of Welbeck's report (The
breakdown of costs). Study
Welbeck’s notea.

Write short, clear sentences.
Number your main pointa.

Mention these pointa:

- breakdown of costs

- 26700 for follow-up trip
(total budget £25 000)

- probable team of five will go

- free facilities at Newtech

Far Gast (Newtech $8) Breakdown of

probable costs:

Exhibition: fleoo
Atrfreight: £ 2300
Travei: £4000 (5 people?)
Hetel and expenses: £ So0o
Pub!iq'tg: £ jooe
: £12 300
teaves Lolop for foilow -up ér

b Iﬂotrthf' me

X N-B.Free technical Service. publicity m
News Maaqazine. froe publad Loeten

1

annually (adv) feenjustiy hdngnim key official (n)

assessement (n) /fo'sesmanty dinh gid

turnover (n)

Jki: @'fiftf céc quan chifc chi chét
/ta:n,ouva/  doanhthu

airfreight (n) Jeafreiy  cucphimiybay follow-uptrip(n) /flou'ap trip/ dotdi 1i&p theo
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UNIT THREE: Section 4 Interaction

| A Study and listen

The meeting approved the budget for the Far East.
Andrew Welbeck and Bill Thomas are now
discussing the details. They are discussing
publicity and advertising.

Listen to their conversation and study the
information.

ANGLO-ORIENTAL REPORT

Published three times a year.
News of British products and British
trade with China. Chinese-language
edition distributed in China to most
industrialists and central ministries.
(circ. 13 500)

Accepts mainly small and boxed
advertisements (minimum £50)

Some display advertising
(minimum £150).

Listen for these expressions:

data transmission
’ ' tish Trade Institute, Hong Kong
ilectmmi: mailbox gﬁexz 79:7; n'ls'ei: 5-453098
e e
fairly high-level
display advertising

translation service

B Tell each other
Talk about the magazines and journals in China.

What is their circulation?

Who do they reach? :::—-;‘?fm

What kind of advertising do they accept? To: ORIENTAL PROMOTIONS (UK) LD

T ) - Highfield Limited

How often are they published? | From o e

Yes, we are interested in attending NEWTECH 85,
i We aball be sending a team of ... 5 j
C Discuss Please send booking intormaen of spac s 1o

Andrev' Wolheck cad Bill Thomas decide to spend | Name: Andretvasill ON6 9D

£50C un advertising in China. Tile: .., EXPOFt Director

Discuss how they should spend the money. g sienl s

Should they pay for one or two large advertisements or several small ones?
Which magazines should they use?

biI‘ingual (adj)  /bailingwaly hai thit ti€ng circulation (n) /,59:kju'leifn/ luu hanh
edition () /idifry Xust bin ministry (n)  /'ministri/ BY
toaceept (v)  /ak'sept/ chdp nhan specialist (n)  /'spe [slist/ chuyén vién
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3.4

D Llisten and study

Welbeck and Thomas are now studying the plan of the exhibition,
They have to decide how to spend their budget.

Study the information, and listen to their conversation,

NEWTECH

20-25 September Expocentre

[T TT T FTITTIT I T T ET1]
Hong Kong === *W?gL
For easier booking, wa are offering fired MAN K ]
units of space in three classes of area. ENTRANCE ——a AREA ‘A a
Choose your area. Choose yowr unit = bV ]
You can book as many units as you want. u -
Each unit must be booked for five days. : ]
All bookings subject to availability. O V0 0 0 1 R
Classes of display area Cost per day
ARER 'A' Al, A2, A3 {main entrance area; three sizes of unit) Al UKf 250
. A2 UKf 220
. A3 UEf 200
AREA W Bl,B2, B3 {(rear ground Boor, three sizes of unit) Bl UEZ 210
B2 UKE 190
B2 UK£ 178
AREAR 'C C one size of unit only. Weight C LJKE 150

Lirrut kg per unit)
Unit sizes Al, Bl - 5 matres; A2, B2 - 4 metres; A3, B3, C - 2 metres.

Facilities All stands have got electric power and storage cupboards. Unite Al, Bl have got a
kitchen with water supply.

Role play

Student A

You are a representative of Oriental
Promotions, the organisers of the Conference.

Answer questions about the exhibition.

Student B

You are representing a company. The
company wants to exhibit at Newtech,

Ask questions about the exhibition, Ask
abaut dates, place, display space, cost, etc.

E Decide and write Interaction

Welbeck and Thomas have got £1000 to spend on the exhibition.
The exhibition lasts for five days.

Decide how they should spend the money. Then write a letter to
Oriental Promotions and make the booking.

availability (n} /3 veila'bilitiy tinh sdn cé main entranice (N}  /mein 'entrans/  ¢iia chinh
rear (adj) Jriaf @ phia sau gallery (n) /'geelarl/ phong tring biy
stand (n) /'riawad/ gian hing display space (n)  /dis'plei ‘'speisy  khu tnig bay
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UNIT FOUR: Section 1

A Read and find out

Read the texts below.

1 Was Text 1 written by a travel agent or a ear
sales irm?

2 Does Text 2 give information about types of
insurance or the cost of insurance?

3 Does Text 3 give information about travel
or payment?

Text L —— Please domut hegifage to comtoct cd if you

B Read and answer

1 What does Mrs Miles want information
about?

2 What is the title of the brochure the agent
is sending?

3 Can a holiday booking be made by
telephone?

4 Is a deposit usually required for a holiday
booking?

5 What will heppen if a deposit is not sent
after a telephone booking?

6 What kind of payment is required with a
late booking?

7 Can you insure against losing your
luggage?

8 Who does you refer to? (Text 1 line 7)

3 Does you refer to all passengers or to
Mra Miles only? (Text 2 line 3)

10 Who requires full payment for late

. *Medical expenses
*Personal accident

Text 24—

—
Deax, Sas Miles,

Thank you §or your receat felter enquiring aboul
motoading holidays. e axe encloading a copy o)
our baochuxe 'Eutape by Cax' which includes
M&o(m&uuﬂiﬂmmmwuzua
booking foam.

have any queaied. Jue phjices are spen trom
9 an 2o 5.30 pmt Momdags to Fridays. To make
youx booking please call in at any Lime ot
ZeLephone 01-345 8474,

We look {onward to heaning faom you.

SAFENSURE INSURANCE

You can tzke out policies which will cover
you for:

j

wHoliday cancellation
*Travel delay
wVehicle breakdown #Loss of baggage

Take out insurance — then you needn’t take
your worries on holiday!

Booking conditions

booking forms and deposit. bookings

| After receipt of d by Burotravel within seven

will be confivme

king days. . i bouking
bookings? (Texct 3 line 10) 2 Telphans bk vl b e
and deposi
Write your answers to questions 1-7, Ef:;:s . fer confirmation the
Write complete sentences. 3 If a cancellation is received after
Text 3 +— deposit will oot be refunded. bookings.
4 Full payment is required for late boo
C Refer
1 Study these verbs. Find the 2 Complete these sentences with the missing prepositions,
nouns from the texts in A. Use the texts in A to help you.
Example: cancel cancellation a Mrs Miles sent a letter enquiring . . . motoring holidays,
a insurs d book b The brochure includes details . . . prices and insurance.
b pay e receive c Passengers can take out holiday insurance . . . travel delay.
¢ confirm d Booking forms and deposits must be received . . . fourteen days.
& Deposits will not be refunded if a holiday is cancelled . . .

confirmation.
3 Find two words with similar meanings. Use a dictionary.

a remarks questions cheques queues queries

b expenses figures estimates costs

receipts
t request report refer

refund repay

i repulations decisions conditions discussions cperations

deposit (n)
passenger (n)
to refund (v)

Jdi'pazit/ tién diit coc
/'peesindza/ hanh khich
Jriz'fand/ hoan tién lai

luggage (n)
booking form (n)  /'bukin :my  méu dang ky
repulation (n)

Hagids/ hinh iy

/iregiu'teifn/  quy dinh
29




4.1

Language practice

Exercise 1

Example: He sent his secretary.
She paid the bill.
He sent his secretary to
pay the bill.

a She sent her asgistant. He got
the report.

b They gave him a loan. He
bought a car.

¢ We lent them some money.
They went on holiday.

Exercise 2 -
Example: He went yesterday, didn’
he? (today)
No, he didn’t go yesterday,
but he must go today.

a They signed it last week, didn’t
they? {tomorrow)

b He told her yesterday, didn't he?
(today)

¢ We wrote to them last week, didn't
we? (this afternoon)

Exercise 3

Example: Do | have to keep my
ticket?
No, you needn't keep it.

Congtruction and use Examples:

1 Infinitive of purpose Jill went to the office (in order) to
(in order to) make o booking. (ie Jill made the
In order is usually omitted. booking.) -

. Jill sent Tom to make the booking,
{ie Tom made the booking.)

2 Obligation

a Expressing cbligation:
must/have to
Must ia used for present and He must pay.
future obligationas. We muast leave soon.

There is no past tense form of

must. Had to is used instead. They had to pay a deposit.

In questions have {got) io is Da we have to pay?/Have we got
often uged. to pay?

b Expressing obligation:
requéred (to)
require = oblige
Upbed to express rules and
regulations.
¢ Lack of obligation:
need not (needn’t)
Shows an action is not necessary.
Used to give advice.

Visitors are required to leave their
coats.
Paymeni is required.

You needn't book today -

You needn’t arrive early.

Do ! need to pay now?

When/Who do I need to pay?

We needn’t sign yet,

We don't need io sign yet.

Or formally: It is not necessary to
sign yel.

3 Conditional sentences (Type 1)

' An if clause in the present tense If the forms are rwtrwe.iued. the
a Do we have to complete this form? in followed by a main verb in the booking will be cancelled.
b Do I have to show the receipta? future tense.
¢ Do we need to carry our passports Used when the consequence of an
all the time? action is probable.
D Read and discuss ———
Deax Wa Browm,

Read this letter.
1 Do you like activity holidaya?

2 What kind of holidays do you like?

encloiing a eopy of this year's

1§ you deside
Arquired. T¢ you have

| E Listen and write

Funthex Lo oun tulephone conversation o

Current paices and bovking details are ats
of & Td-day sailing hotdday (REF SH/54487)

§ this .Mn.g W ZAg
*Activity Holideys'
¢ enclosed. The copt
<2 €411 pea person.

2o book this holiday o depoais of 10% will be

1 Listen.

You will hear a telephone conversation between Mr Ortega and Keith Bell.

Make notes.

2 Write the body of the lotter to Mr Ortega, Use the letter in I) to help you.
The cost of the holiday is £527 per person.,

loan {n) tién cho vay

Houry

receipt (n) frisisty  gify bién nh#n
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Jfo'mit/

bé quén

consequence (n) lonsikwans/ k&t qua




UNIT FOUR: Section 2

A Listen and find out } ™N
Where is Sally in Dialogue 1? ) \
( Dialogue 1

Sally Miles: Good morning. I'd like to book a motoring holiday,

please.

Travel agent: Certainly, madam. When do you wish to travel?
SM: Well, in April. Actually I've already filled in the form. Here
are the details. Do I have to pay the full amount now?

TA: No, it’s not necessary. You are required to pay a deposit of
£20 per person now. Then you needn’t pay the balance until
eight weeks before you depart.

SM: That's fine, then.

Dialogue 2

Sally Miles: I went to the travel agent to book our holiday this
morning, Francis.

Francis Miles: Oh, that’s great. So we'll be off on the 19th April!

SM: That's right. I paid a £40 deposit for both of us — £20 each.
We have to pay the rest eight weeks before we go.

FM: Eight weeks! What happens if we want to cancel?

SM: We'll lose our deposit. Look, read the booking conditicns.

And there's something else. We must check our insurance

policy. We've got to be properly insured.

e 8 > s

B Ask and answer

1 When did Sally fill in the holiday booking form?

2 Did she have to pay the full amount immediately?

3 Do Sally and Francis want to be insured?

4 When do they have to pay the full amount to the agent?
5 What happens if Sally and Francis cancel the holiday?;

\-_ 4

Tatking points
More formal Less formal \ Decide: ;
Expressing You are required to We have to pay the rest 1 Why did the travel agent call
obligation pay a deposit. before we go. Sally madam in Dialogue 1?
Lack of Risn'tItis not necessary  We don’t have to pay 2 Why didn’t Sally and Francis
abligation to pay now. immediately. use the words ¢ravel, balance
Intention When do you wish to What happens if we want to ﬂl}d depart in Dialogue 2?
depart? cancel? Find the words they used
i J instead.
to be off (v) /bi: 2:f/ di, 1en dudng balance (n)  /'baelans/ s6 con lai

insurance policy (n) /in'fuarens, polisi/ hop déng bao hiém  travel agent (n) ['trazvi'eidzant/ dai ly du lich
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4.2

C Llisten and say

{sl: necegsary Francis else balance insurance
(2]: deposit please details conditions happeng

Sally

( Talking practice

(&
(&

Study the diagram above. Use the Talking
points on page 30 to complete the dialogues.
Use the most appropriate words.

Jane White (JW)
Sally's colleague

Keith Bell (KB)
Travel agent

/i Sally Miles (SM)
Typist

a SM:
KB:
Exercise 1: Expressing lack of obligation

a FM: Have you paid the full amount? b FM:
SM: No, I haven't. We . .. pay the full SM:
amount until eight weeks before we go.
b SM: Do I have to bock the hotel as well as c JW:
the flight now?
KB: No, ... tobook the hotel now but it's SM:
cheaper,
¢ JW: Have you filled in your holiday request d SM:
form yet?
SM: No, ... fill it in until next month. TL.
d SM: Do I need to write my number on the
back of the cheque? e SM:
TL: No, thank you...
FM:

Role play

gy

Francis Miles {FM}
Sally's huskand

(A
A

Tina Linden (T}
Travel agent

Exercise 2; Expressing obligation and

intention
Do we need to have visas for this trip?
Definitely. All passengers. ..
(obligation) hold valid visas,
Is the local transport good?
Oh, yes. If we . . . ({ntention) hire a car
we can book it at the hotel.
Do you have to pay for your holiday
now, Salty?
We don't pay the full amount but . ..
{obligation) pay a deposit.
I'd like to change our return date, if
possible, please.
Certainly. When do you .
return?
I'm worried about the tickets arriving
1ate.
You... (lack of obligution) worry. They
always send tickets by registered post.

.. {intertion)

Student A l

Student B l

Telephone the travel agent.

You want to book a flight from Cairo to Athens.
You want to travel on Wednesday 13th lune.

You are a travel agent.
Student A wants to fly to Greece.

A suitabie flight is at 9.30 pm on Wednesdays.

An invoice can be sent by post.

Suggest taking out insurance with Safewing.

The latest check-in time is one hour before the
kﬁight.

Ask about flights, payment and insurance.
Ask about the check-in time for the flight.

e

.

D Tell each other

Talk about the skills you inust have in your job, or at school, and also about those
you don't need.

What skills are necessary in your job or at school? Do you have to be good at
mathematics or typing? Do you have to understand computers?

nghia vy, bdnphin check in (n) J'trek'ing
intention (n) Jintenfn/ ¥ dinh
mathematics (n) /,ma8a'meetiks/ todn hoc

obligation (n) /abligeifn/

valid visa (n)  pveelid 'vi:zes Visa hop e

to register (V) fredsistsy  dang kf vdo s6
32
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UNIT FOUR: Section 3

A Study

Letter-writin

g: making a cfaim

Sally Miles und her h usband,
Franvis, had ¢ car acvident
during their holiduy in France.

Sully sent the insurance COBPANY  Luicudintivg
a letler o muke a claim.
IAita 2
Read her letier 1o the Descrilring
msurance compuny, and the whut  ———

details of their insyrance
cover,

WRITING POINTS

{apersoaal -
upcning.

FANA b et

huppened

FARA S
¥urthee
clainmg

FARA 4 \\

Conclusi

Past continuous with past simple

Compare these sentences:
They wers travelling soath
when ey had gn aceident,

TIME As they were travelling son
they hud an usccident.
CAUSE  Asibecause they were trave

too fast, they had an accide

Finish these sentences correct] ¥. Use the

pust ¢contlinuous:

1 The vehicle hit the man as . ..
2 | rang the telex engincer because |
3 We suld our sharcs as . . |

Used with
‘Theur Sig'
th

tling
nt.

N

(E?’MM

——1 shouid like to make & claim under.m
nsurance (policy no, 3X/213445).

¥ hohday

My husband and i were traveling by car n
France when wa had an accident. The acea-
—— dent eccurred on Apml 2lat at 11.20 am on
motorway AL near Macon, as wore travelling
south. Our car was hi DY a lgrry as we were
trving to aye + My husband wags shghtly
injured and hr had to go to hospital. As a
result, we had a number of medical and car
TRPAIY expinges, amounting Lo 1600,

\In addition, aftrr the accident, a suiccase and
a handbag were taken from the car. [ lost,
some jewellery, my cheque book and about

£70 1n cash. As our car was being repaired,
we had to return home by rad and ferry which
coat £190 n total,

Please send me a
and losses,

Yg.urs faithtully,
rFl

Sally Miles (Mrs})

cluim form for these eXpenses

4 The ferry was cancelled because ...

Indirect object

—

Rewrite the fol lowing sentences:

Example: 1 lenl Peter a book.
Ient him a book.
Llent it to him,
! They et Bill a cay.
2 She sent the accountunt u chegue.
3 We paid Alisen Lhe INoney.

Zevo artiete

4 1 gave John (he memo.

Nu article is necessary

1 in certain expressions: eg fo hospital, by car

Find other examples in Sally Mile

2 with certain nouns: o ineuks - She wants tea. He fy

sputls — § hate foutball. ¥ like
4 with unspecilied plurals:

s’ letler,

fennis. uncountublvy - £ don’t fike butter,
Medical expenses ure paid.

Doar Mrs Mileg

Thank you for your lettes of May Sth,
I am enclowing a claim form for you,

I would point out that your peraonal
travel insurance doss not cover car
Lepairs. Thess must be claimad
under your vehicle {nsurance,

Yours sincerely

APbse.

A.P, Stone

Policy Service Depr .

Personal Travel Insurance

Your pulicy offers the following cover:

Mrdical and other cxpenses:  E10 000
Fersonal baggage and money

(cash up to £200 500
Cancellation charges [
Personal accident € 2000
Travel delay £30 per day

ft after lunch., {up to E30 maxtmum)

impersonal {adj) fim'pa:snl/  khdch quan

to overtake (v)
claim (n}

/ouva'teik/ vugr
/kleim/

gidy xdc nhan

tooceur (v)  fo'ka:(r)/ Xayra
jewellery (n) /'d3u:slri/ d6 nit trang
tocancel (v) /'keensal/ xo0d bo, huy bo
a9
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B Study

Jane White, Sally Miles’s colleague, also had a road accident during
her holiday in Spain. She was there with her hugbcud, John, in the last

two weeks of May. She was driving whe k place.
Read her letter to Sally. 22 PLUM LANE
WIMBLEDON Remember !
1™ Jome

Irregular past tenses
Chenge of ending  No change
have had hit hit
lose lost cost cost
Ch : §

dri:en g od::‘::el (For a list of past
take took tenses see p. 56.)
meet n-:gt

Dear Sauy

Quess whnat? Le had & Wit of & crash, boo, in Spain. ¥ uas
on the tast Sunday (30™) uhen e werr wear Murcia. We
had Lmch, in & LibHE cettavrant. Then aftes nch, aromd 4
o ctactt {veny mgm!)ummgdagako?m_gr_
Mmmmm«.fmhgﬁdmw_ O

Andd ek Wil Arwa. tmmammammdm and O
Pair the words with the same meanings:

speat & night in hotpital, ¥ uata b & veny et experieace, | | Informal Formali
. s cragh slight
can teil Yo and the Sule busingisl cost ve abot 100 altogether leave
. g! cuts and bruises in total
attogether. Thank aoodnets e cere ) go out of accident
Sez you So0n : bit of & _the total expenses
v the whale business were

Ui o et slight injuries
C Copy and complete

Use articles a/an or the, or zero article
to complete the following text.

Are you travelling by . . . car?

At ... time of . . . accident, you and . . . other driver must
sign.. . . Accident Fourg. There are . . . two copies of . . . form.
1t is used (o reach.. . . agreement about details of . ... accident.
... dlaim form must also be completed later, Alter . . . signing
... Accident Form, each of . . . two drivers must keep .. .

copy. Send vour copy to . . . [0SUrance COMpPaRY with . ..
completed claim form.
D Write

Write Jane White's letter to her insurance company.

Her address is: The Orchard, 22 Plum Lane,

Wimbledon, London SW19 4JY

The addressee is: The Claims Manager, Safewing Insurance Ltd,
19-21 Chelsea Road, Mancheater M13 8RY

Organise the letter in three paragraphs. Uee the information from Jane's letter above,
but write a more formal letter. Use the letter in A to help you. .

bruise (n) Joru:z/ v&t bdm car park (n)  /'ka:pa:k/ ché dau xec hai
thank goodness (expr) /Gaenk 'gudnis/ OO Chiia claim form (n) /Kieim fx:m/ miu don xdc nhan
slight injury (n) /slait ‘indzari/ i thuong nhe

A



UNIT FOUR: Section 4 Interaction

A Study and listen Checking information

After returning home, Francis and Sally Miles filled in
their insurance claim form and sent it to Safensure Insurance.

Study the form and listen to this telephone conversation.

1
= 1
CLAIM FORM - GENERAL DETAILS SECTION ONE
{To be completed by all claiments} MEDICAL AND OTHER EXPENSES
Insured's fulname FRANCIS MILES 1, Naturs of injury or ilness
Catoorbith 2 (AT oooynation. TEACHER CUTS on WEAD AND SHOULDER
Address Pt LIPME AVENUE, WOKIANG 2. Dute ot rem o]
Suragy Tol.No. D62 ~2121 : ol inyury or ianess 1218137
Policy na. 5X[212465 3. Piace of injury of linesa
Travolcaies (/5 /87 - 29 /4+/§7 A7 m‘g%amv NEAR MALON
RAMCE -
Country otravel A 4. Datalls of accidant (in cases of accident)
Typa of claim (plsass tick) P CAR HIT BY LORRY AS I T LAS
PERSONAL BAGGAGE [ _OVERTAKIAG
CANCELLATION . .
PERSONAL ACCIDENT 8 S. Details of claim
TRAVEL DELAY [ Hospitalclinic expenses £120
ﬂhdﬂﬁshwlwmmj 2 axpenass £75
| deciarw that the particutars given in this form are true. £ ;q.g
Oute 2/5/87 _signaure __F ML) ﬁ e g
FOR OFFICE USE ONLY Orher oxpansou (piouss
Secton [ Amount | Payment | Date paid tpscty) :
‘Frue or false?
1 The correct date of injury was 12th May. Bocumentation :
2 Mr and Mrs Miles left England on 19th April, ¥ wﬁgm%
3 Mrs Miles wrote to Safensure on May 5th. 3. Bils and recei

4 The Miles's telephone number iy 04862 2121,
§ Receipty are not required for this etaim.

B Tell each other

Wark in pairs. Find and tell euch sther all the mistukes that Franciy
Milea made on the form. Check the figures un the forin with the
information in Sally Milea's letter on page 32,

C Discuss

Why iu it imuportunt Lo check infurmution?

Give examples frum your experience at work or ui schoul,

claimant (n}  keimanty nguyén don occupation (n)  /,okju'peifn/
to declare (v} sdikles;  khai bdo nature {n) /'neltfa/
clinic (n) [Klinik; ~ phdng khim patticular (n)  /pa‘tikjula(ry/

nghé nghi¢p
tinh chit, Toai
chi tiét
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D Study 44

At the time of the accident, Francis Miles filled in an accident form,
He discussed the details with the lorry driver. Both drivers signed
the form.

Study the details of the accident.

ACCIDENT FORM

{To be signed by both drivers) What waa your vehicle dolng?
A : ]
Please show clearly: :
1. the pian of the road with signs/markings entering the road
2. the position of the vehicles leaving the road

3. their direction of travel

approaching a junction

e A HOFORWBY -~ grossing a junction
4 changing lanes
e e e e — - V4 overtaking N
in
- B rave.rs q
o e e . parking
! ] ] stopping at tratfic lights
d J ~A CD___ giving way
T 2SS

Where was your vehicle hit?
A B

Describe the damage to your vehicle.

Q:] [A] Boduoric dlentid ak eas”

[B] Front wirg deated . Paciding lig hk and
headlignt- broken.

Role play

Student A
You are the driver of Vehicle A,

Check the information on the form with the
other driver,

Student B
You are the driver of Vehicle B.

Check the information on the form with the
other driver.

E Write

Write an account of the accident for Francis Miles’s insurance company.
Include as much information from the form as you can.

direction{n}  /di'rekSn/ phuong hudng  to approach (v}  /s'prout)/ dén gén
junction (n) findsankfn/  ch® noi torgverse (v)  /ri'va:s/ 1on nguoc
to dent (v) Jdent/ bi 16m bodywork (n}  /'badiwa:k/ than xe
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UNIT FIVE: Section 1

A Read and find out

Read both the texts below. Text 2

1 Is Text 1 written to a client, a colleague
or a friend?

2 Is Text 2 from a textbook or an advertisement?
3 What was James Walsh’s note about?
Text 1

MEMO
Thanks nott and Y advert: [in Sure gau'e right- .
We do nfx:l’ :k:mpu&(. H must be o gooed uudf:t for the [l Our tatest modsl, Peach Mark Il is a personal
i . . computer which uses the most adva
busiacs | houen't sean thits pacticdas moded before Jt lokes microchip tachnology. It's both flexibie and
ok T ot s o oyt e s et o e b T
one. Doy hawe detnifs of e fuamatic ond Service porsonal an buSinass meks That means
anrgemeats 7 Anguoay we daxlamalﬂ con um Wikadt your Peach never stops growing. And we've
; ) oy oo

K

g ond o L lo s o rove ) e made it 50 simple that you'll leam to use it in
should talic bs Mico Aduice and Campucare ond asic under an hour. You'l anl.oy using it, too,
thim for domansbmbims, Then we'll be able to maice Made by Compusystem Inc, USA. The
a decind personai computer experts.
B Read and answer B
1 Has Millie now read the advertisement for the 6 I5 the Peach Mark IiI suitable for businesses?
computer? 7 Iait easy to use?
2 Does she think having a computer will be good 8 Who does you refer to? (Text 1 line 3)
for the business? 9 What does this particular model refer to?
3 Does Millie want to buy the Peach (Text 1 line 5)
immediately? 10 Who does we refer to? (Text 2 line 7)
4 Who does Millie want to consult? Write ;
) o your answers to questions 1-7.
3 What is 2 Peach Mark [1I? Write complete sentences,
C Refer
1 Refer to the texts in A and complete these 2 Look at the texts in A. Find another form
words. Find the meanings in a dictionary. of these words,
a obv... ¢ gua... € pro. .. a advertisement ¢ imprese e grow
b care, ., d flex ... f acc... b power d demonstrate f invest
3 Complete each of these sentences with a word from one of the texts in A.
a Itis important to think before . . | expensive goods.
b It is impossible to choose a computer without . . . it.
¢ You'll enjoy . . . a computer that is well designed.
d The market for computers never atops . .. .
impressive (adj) /im'presiv/ 4n tugng demonstration (n) /,demans'treifn/ l!mye't minh
flexible (adj)  Rekssbly  linh hoat accessory (n)  /ak'sesari/ linh ki¢n
toconsult {v)  fkap'saly Ui vin microchip (n) ['maikroutfip/ vi mach

7



5.1

Language practice

Exercise 1

Example: Does he like using the
word-proceasor? (telex)
Yes, but he doesn't like
uging the telex.

a Can we delay sending this letter?
{that invoice)

b Do you loak forward to receiving
lettera? (bills}

¢ Do they enjoy watching comediea?
{war films)

d Has she stopped making grammar
mistakes? (spelling mistakes)

e Has the Chairman suggested
giving the employees a discount?
{bonus)

f Do you remember shutting the
door? (locking it)

Exercise 2
Example: Was the report long?
(I didn't finish reading it}
Yes, it was so long that [
didn’t finish reading iL.
a Were the instructions clear? (I
learnt to use the machine quickly)
b Wers the results good? {we're
going to get a bonus}
¢ s that computer useful? (I'm
going to buy one)
d Did the meeting go on late? (some
people left before the end)
e Was the suitcase heavy? (I had to
get & porter to help me}
f Was the machine easy to use?
(I learnt to use it in lesa than
an hour)

Construction and use Ezamples;
1 Gerund
Verh + -ing
a Follows some verbs, eg finish, I'm looking forward to seeing you.
remember, like, delay, look You'll enjoy using it.
forward to, suggest, avoid etc. It never stops growing.
He's finished reading it.
b Used when a verb follows a Think carefully before buying
preposition. a computer.
After talking to them we'll decide.
2 Must .
Expresses deduction. This musi be a good inveitmendt.
That is wrong; this must be right.
3 Shouid
Used for advising. . We should talk to Micro-advice.
(weaker than must)
4 Clauses of result
20 + adj (that) ... Ililqosimple(!hat)you’utmmfasi.
' It's 30 expensive (that} we can't
have it.
such a + adj + noun (that) . .. It's such & simple coniputer {that}
' you'll learn to use it fast,
5 Emphasis _ ’ :
Auxiliary do/did can be used I do like that. = 1 like that very
for gmphasis. Used mainly in much.
spoken English. He did enjoy that. = He enjoyed it
- : very much.
Exercise 3
Example: Did you enjoy the meal? MICRO ADVICE
Yes, I did enjoy it. Big advice for small users
a Did you like the film?
b Did he meet the Preaident? ng?S%iEND ENT
¢ Did ahe get your free tickets? TANTS IN
d Did he pay you? MICROTECHNOLOGY

e Did they ask the staff?
£ Did we get the salary increase?

Small businesses are
our cuslomerns.

D Read and discuss

We advise on all aspects of buyi
small business micrms. g

Read this advertisement. What service is it advertising?

We're available 10 give advice

& days a week, 9.30 10 5.00.

We advise on a wide range of
makes and models.

l E Listen and write

We tan recommend and suppl
software al a discount. i

1 Listen.

Millie Firth is speaking on the telephone to Alfredo Losada, of
Compucare Computer Consultants. Make notes.

2 Write an advertisement for Compucare using {nformation from the

telephone conversation. Use

Contact: HUGD ABBS

word-processor {n) /'we:d'prousesa/ mdy X Iy vin bén

porter {n)
emphasis ()

a8

/'pata(r/
femfasis/

D to help you.
comedy (n)
ngudi khudn vic satary (n)
sy nhin manh

[kamidi/  hai kich
[s@lari/  tién luong

deduction (n) /di'dakfn/ su suy ludn




UNIT FIVE: Section 2

| A Listen and find out N
Do Millie and James agree about which computer to buy? ) \

~
Dialogue 1 :
James Walsh: So what do you think, Millie, the Peach or the Nova?
Millie Firth: Well, I'd say the Peach looks better on paper, But [
do think we should have a demonstration. I wouldn't decide
before trying it.
JW: I feel sure the Peach is the best computer for us.
MF: Well, we'll fix an appointment for a demonstration with
| Hugo Abbs from Micro Advice. Anyway we don’t have to
decide immediately. We could always wait a few months.

Dialogue 2

JW: How long is the guarantee period with the Peach Mark III?

Hugo Abbs: Three months. But we would advise you to continue
with our awn service and maintenance policy for a year.

MF': T see. Where do we get the software from?

HA: We recammend that you get it from us. We can advise you
on our current discounts. Of course you have a very wide
choice of programs: accounts, sales, stock control, etc, as'
well a8 word:-processing. :

JW: Would it be advisable to get all the programs at the

R A in S I

B: i
HA: We honestly don’'t recommend that We suggest getting one
at a time.
- * » - *® *
MF: So.do you think this model will suit our needs?
HA: Lthigk it will. It will suit you now and it can expand as
your business grows. In my opinion, it’s a good buy.

B Ask and answer
1 Does.Millie want to make a decision quickly?
2 How lang is the guarantee on a Peach Mark III? :
3 What can.Micro Advice provide for the customer? e
4 Is there a wide choice of programs available? -
5 Does Mr Abbs recommend the Peach Mark III? ,
. o )
Talking points
v More formal : Less formal )
Advising and VWe would I'd/We'd We could always
recommending advise you to take wait a few months, Decide:
SR RN, Why is James more formal in

Adbvising I/We don’t advise it. | wouldn’t decide Diafog-ue 29

- against ' before trying it. )
Giving In my opinion it's a I'd say it looks
opinions good buy. better. J

guarantee period (n) /,gaeren'ti:/ thdi han bao hanh maintenance policy (n) /'meintinans 'palasi/ chinh sdch

, } - bao hanh
D) o Bt il
in my opinion a'p q to expand (v) /iks'paend/ phit trién
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5.2

C Listen and say

[n my opinion

You're right I think you're probably right.
I'd say I'd say it’s a reasonable price.

In my opinion, it’s a very good model.

{ } ]
Talking practice
(2 Linda Dickens {LD} j
Actountant, Walsh & Firth

Millie Firth (MF}
Partner, Walsh & Firth

James Walth QW) -
Partner, Walsh & Firth

N

Hugo Abbs (HA)
% Senior Consultant,
Micro Advice
% Alfredo Losada {AL)
Salesman, Compurcare

Study the diagram above.

Use the Talking points on page 38 to
complete the dialogues. Change the tense
of the verb where necessary.

Exercise 1: Advising and recommending
a MPF: Are you sure the guarantee will cover
us against fire?
JW. Ithink sobut we .,
Mr Abbas,
b JW: Ia it better to get your Basic model or
your Basic Plus model?
AL: ... purchase the Basic Plus.
¢ LD: Icantgwetareplyﬁ'omhlmonthe
phone.
JW: You.,.send him a telex, then.
d JW: What about maintenance with this
computer?
HA: We. .. take out a maintenance
agreement.

Role play

Student A - l

. check with

You want to buy a télevision set.

Ask the shep assistant for recommendations
about the price, size, model, servicing
arrangements etc

Ask Student B's opinion of German and
Brmsh models.

Exercise 2
a JW: Compucare wanted us to pay the full
amount in advance.
HA: 1...(advising against) you to do that.

b JW: Do you still feel that a Nova is better?
MF: No, James. ... (opinion) the Peach is

maore sultable for us.

Can we start reorganising the office

now?

JW: 1... (advising against) start
reorganising the office until we've
actually ordered it.

: Have you decided which computer to
buy, Mr Walsh?

JW: Yes, Mr Losada, we have. We're
probably getting a Peach Mark TIL. . . .
{giving opinion} it's more suitable.

e MF: Our photocopier isn't working properly.
JW: You... (advising) call the service

engineer.

Student B L

You work in o household appliances shop.
A customer wants 10 buy a television.

fecommend this week’s ‘best buy’, a

Japanese colour TV. It has a one year guarantee
and costs £425, with plug, aerial and delivery
alt included.

.

e LD:

\.

D Discuss

Make a list of important guestions to ask before buying a car.
Work in pairs. Decide the six most important features.

reply (n) jriplai/  hoiam to pay in advance /pel in ad'va:ns/ tri tién trudc
actually (adv) saektjualy thuc t€ household appliance (n) /haushould a'plaians/ dé diing gia dinh
plug (n) /plag/  Phichcdm  aerial (n) ['earialf ang ten, day tréi
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UNIT FIVE: Section 3

’L A Study

Writing a follow-up tetter

Afler the demonstration at his office.
Hugo Abbs of Micro Advice wrote to
Mitlie Firth. He wanted to know

if she was still interested in buying
a microcompulter,

This kind of letter is called a follow-up
letter, because it follows a contact or
meeting,

Study the follow-up letter

and the information about ;‘m ‘
Micro Advice. of letter
PARA 2
T Recomm- —__|
WRITING POINTS ! > ending
Expressing certainty i
Example: I'm sure that this computer gﬁng;:,ﬂng —
is relizble. Advising

. lor I thinkifeeliknow that . . )

Express certainty in answer to
these questions:

1 Isit good value?

2 Is it suitable for the company?
3 Is this model reliable?

Micro Aovice

Consuitans m smadl {rsingss svsiems
S Fhion 0ok Toepes Chapwell Essen Tol - QI-E0T- M

i, B,
dalor o Tisial Pupiasrs,
i1l Leeg irogu,

Shignai !

e rre,

SRy s e

L138

Srellee w0 imie s i3 refes T, dars
with de saion, 1 ow opriing ts enowios L7 you
arvw sl intaredtad tn morceompyter RAPLYC

For pour buyivsas.

I am sure shat .he rPtach dark J11 syatew waick
M demonciratad fov yow, im highly sritabie
for xour iresent aseds. | wowid reming sou
tAat e can sumiy 2il the necessary AnrTEee,
se ran 1leo crovide o cowplete gftar-aaisg
sErvisy.

TF jox Gave wor et sade 3 desimion, gy !
CULHOAL astha~ Tegting viek Nr Muleh gnd
Journeiy ik re arfeping the Feach iarvv (7T
at a specdal Hdcount iniz month, .na ¢ wowld
QAVEEE pou 5 Dy now A7 ou.cleh o taiz d-
vantaga of Jhie affer. Pleaas lav me bnew if 1

2un le .f uriher jogigtanse.

!ﬁ;};ﬁgiy.

Suge rirbo
SESLOD TONSYLYAND ¢

ot

For more emphasis do may be used with think/

e

feel/know.

Ido feel, I do think.

This often follows Aoweuer or ponetheless.

Example: This system is expensive, However
I do feel it ia good value.

Make pairs of similar sentences:

1 less expensive/very reliable.

2 more gomplicated/much more fiexible.

3 not the latest model/suitable for you.

4 more expensive/the best you can buy.

Expressing uncertainty |

] .
Example: L don’t know if Peach is the right
system for us. (or . . . whether . . . or not)

Express uncertainty about these statements:
1 A service contract is necessary:

2 A training program is esgsential,

3 The Mark 111 model is the best one.

4 The price is reasonable.

Micro Abvice

We fell you the wholg sloryl
Letus - @ define your needs
@ supply your equipment
@ pian and produce your software
@ Irain your slaf .
W provide after-sales care

MICRG ADVICE

Micro Advice wus ger up in 1980 ns a service
12 small husinesses. In i081. we began 10
spevialize in husiness sysremy hasedg o micra-
runputers. vinece thei, wi have been able to
uffer our wwn software puckages for clients.
We can now provide o ll service inchnding
advice. installution. rrainiug and after-sules,

microcomputer {n} /,maikrdukam'pju:t;:/ mdy vi tinh

reliable (adj) /rilaiably ding tin cay
after-sale service (n) /'o:ftaseil 'sa:vis/  dich vy han mii
installation (n) instaleifn/ lap da

purpose (n) /'pa:pas/ muc dich
nonetheless (adv) 7 nonda’les/ tuy nhién, di sao
to define (v) /di'fain/ Adc dinh
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B Study

Another client, John Page of Multipress, came to see Hugo Abbs last
month. Abbs wrote some notes about the meeting in his diary.
Read his letter to John Page and his notes on the meeting.

Dear Mr Page,

Further to our telephone canuer&a?f‘.on.
I have pleasure in enclosing detatls of
our range of micTocOmMputers.

As you wish to #ee a demaonstration
of the equipmant in our shourcom, may
I confirm our appointment at 11.15 am
on Wedneaday, April 23rd.

I look forvard to seeing you then.

Yours sincerely,

P

Auge Abba
SENIOR. CONSULTANT

e e

WED April 23

0900 fe"“j A R Wilkiawes g Ma Mypenlive:”

1100 115 John Mage of Mulbiprss.

ap0q  Inwted i dtcounting Sytlans.
sabo Dponilinlul e AOMAT-22 picrscompit
vagn o i, wibh o MSTER effumnt
%oe package (needds Shahl meclificatipn whch
oo e can piovile). i 1o werd fomt b
170% by Mo 15, wide fllow-up v,

[ C Copy and complete

Copy and <omplete this follow-up letier.
Use the words from the list below.
Each word may be used more than once.

Use these words:
s

Ouear Sir,
Further ... our telephone conversation, | have
E’gnzgre .. sending you details ... our range

slectronic typawriters. Prices range ...
C499.00 for the basic iypewriter ... Over
L1130.00 Tur more ilg models. Threa
types ... ribbon ars available,

The squipment can be seen ... nur showroom,

from or a demonstration ... your atfice can be
arranged.
t
a 1 look forward ... hearing ... you,,
ta
Yours faithfuliy,
of LIS YN L Prers
P.R. Wiliams and Sons
: O =
D Write O Remember !
can

It is now May 15th, and Abbs has not heard from John Page.

Write Abbs’s follow-up letter.
Use the information from the diary above.
Organise your letter in three paragraphs.

Present

Past could
Present perfect has/have been able
Future will be able

pleasure (n) /'plesa/ sif vui ming
modification (n) /,modifikeifn/ SY sita déi

versatile (adj)  fva:satail/ da ning
42

senior consultant (n) /'si:niaken'saltant/ ¢6 vén cao cép
to invest (v)

to renew (v)

dfu wr
thay mdi

Jirt'vest/
Jri'njuy/



UNIT FIVE: Section 4 Interaction
A Study and listen

When he visited Micro Advice, John Puge wanted to see some
computer graphics. Hugo Abbs demonstrated a sales analvsis chart.

Study the chart and listen to their conversation.

0§ 6 01 0809 1o
y :

Ila lI ll
i

Listen for these expressions: a typical chart select any product [ want
the sales pattern a clear view of the situation

Talking about charts

B Tell each other

increase
In the conversation, Abbs describes the usual pattern. He uses the level off | steadily
present tense.

fall " | sharply

Talk about last year’s sales using the information in the chart.
Use the past tense.

C Discuss and do

Discuss something that happens in a regular annual pattern,
¢g company sales, the number of students or courses in your
college, the number of tourists in your country.

Find some actual figures. Make a chart to compare the figures
over two or three years.

Discuss the situation shown in your chart.

sale analysis chart (n) /seil a'naelasis tfa:t biéu dé phan tich tinh pattern (n) /'pt(3)n/ miu, moé hinh
hinh bdn hang '

steadily (adv) /'stedili/ déu dan to level-off (v)  /'levl 2:f/ ngang bing



5.4

D Study and listen

Hugo Abbs designed a flowchart
to show clients the range of

icro Advice’s services. SEND FOR OUR
Micro yee BASC QUOE
START T0 GFFKCE SYSTENS
MORE Yes fing Hugo Abba
BUYIG YOUR : v % our Sen Conmhsﬁt
FIRST SYSTEM? T
Ho
Ring Bill Andrews,
Exp ouf !orllor Englnezer
YOUA SYSTEM?
—
No
Ring Anne Spilnger,
GATHERING vir applications
INFORMATION? programmes
Yea _
Ring Peter Hamilion,
FILE THE our Trathing
Consultent
!
kel T .\\'llson
oy ,
OET.?AMcl Manager.
Listen to this conversation ) ]

where he is explaining the

fiowchart to a new client, Kate .
Johnson_. STop

Role play

Student A | { StudentB |

You are Hugo Abbs or Anne Springer. You are \ You are a new client. )

tatking 10 a new C{"‘?-‘?f- ] ) You want to find cut about Micro Advice's

Explain Micro Advice's services using the services. You have a microsystem which you

fiowchart. are using for word-processing.

Find out what the new client n ) You now want to expand your system with

: eeds new software to handle stack control. You
alse need staff training in the new programs.
L Ask for advice.
AN

/
T 5O Remember:

Asking for advice
Whatdo Idoif... 7

After his meeting, Hugo Abbs wrote a follow-up letter to the new client,
Kate Johnson. It is now three weeks after the meeting, and he has
not heard from the client.

Suppose 1 [ :'v::lt e ?

Write Abbs's letter. Refer to your meeting. Remind the client What about...?

about services available. Suggest a further meeting,

to design(v)  /di'zain/ thidt k& basic guide (n) /'beisls gaid/  hudng dén co bdn
flowchart (n)  flout fa;rj bidu dé tign rinh  need (n) /ni:df nﬁu c‘éu
to handle (v}  phandlf xir 1y to suppose (v}  /so'pouz/ gia sur
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UNIT SIX: Section 1

, A Read and find out

Read both the texts below.

1 Was Text 1 written by Dr Oppen?

2 Is Text 1 from a science magazine or a newspaper?

3 Is Text 2 a personal invitation or a general invitation?

Text 1

‘Stress is bad for you’ ~ says Dr walter Oppen

Police oificer
Journalisi
Siress has been defineid as excessive demnand on a HErson's  Advertising executive
cnergy. Normal work pressuic is simulaling but ‘it can turn - Nurse
into sieess” warns Dr Walter Oppen. an emipgnt - [eacher
Eist. A study recently carried out by Dr Oppen in six European  Bus driver
countries shows rhal siress is definitely bad for you, Farmer
Many people worry oo much and work 1oa hard, Theresult  Hairdresser
is that they nelhier eat nor sicep praperiy. They may become Secretary
impatient. feel tred and look 1ense. Nventually siress  Pastman
deveiops. Stress i< higher in some protessiens thaa in others  Librarian

Ml B oyay
L= = VIRV R - N TR

1see tabley,
tn order 1o avend stress. Dr Oppen says ‘People should try 1o {0y Oppen rated stress un a
eal a healthy diet, keep fit and Iy to relax more easily’. scale between § and 10}

i - PR “b.
B Read and answer Cornt 04 ‘J\ 5 B
1 Is stress the same as normal work pressure? . r:g\, 608 . 'L
2 Do peopie under stress often work too much? Text 2 7 ¥
3 What can happen te a person who suffers from stress? L el fus
4 What did Dr Oppen do recently? Joy for fitness as
3 What should people under stress try to do? Have you been gettin
6 Do teachers suffer from more or less stress than Jjournalists? tiredd and 1_cu5|t: lately? 1
7 If you suffer from stress why is Jjogging good for you? vou jog regularly ."l')'“ Il feel
8 What does it refer 107 (Text 1 line 3) hetter and look S ex
" ww— : : You'li be sble w relax.
¥ whno does they refer to? (Text 1 line &) Phone exrension 106 Lor
10 Who does us refer to? (Text 2 line 1) detuiss ni the Jopping Club.
Write your answers to questions 1-7. Write complete sentences.
| C Refer
l Look at the texts in A. Find 2 Study the list of professions in Fext 1. Read the
words which mean nearly statements below and give the speakers’ professions,
the opposite of these words, .
Use a dictionary. Example: 1 work in a college. teacher
a badly d unhealthy a [ work in the reference section.
b patient e boring b [ work in the accident and emergency department,
¢ worse f occasionaily ¢ [ work on a national daily paper.

d I work in the parcels office.
€ FPm on route 39,
3 Complete these words from the texts in A with single or double letters.

Example: different professions.

4 a...ident ex ... esgive b deve...op t...ness

¢ stimula . . . ing ge...ing d eventua...y regular. ..y
excessive (adj) /IK'sesiv/ qud miic stress (n) /stres/ sy cing thing
energy (n) Jlenadsi/  sinh lyc work pressure (n)  /wa:k 'pre fa{ry/  dpluc cong viee

to suffer from (v} pgafa; chiudng  tense (adj) ftens/ cing thing



6.1

Language practice

Exercise 1

Exumple: What’s the matter with
Lar? flnnk tived/all week)
She's been looking tired all
week,

a What's the matter with you?
{feel tired/al} day)

b What's the matter with her?
{feel sick/since yesterday)

¢ What's the matter with John?
(igok ill/for weeks)

d What's the matter with the
Manager? (look warried/all
mOrning)

Exercise 2

Exampie: | can't read all this report.
(long}
Why not? Is it too Inng?

a He can't go ail the way to Paris by
car. {far)

b She can't stay until eleven o'clock.
(late)

¢ They don't want to see the film.
{violent}

d 1 can’t drink this coffee, {strong}

e Youcan't fly first class.
(expensive!

f We can't sit that exam this year.
(difficult)

Exercise 3

Example: Does he pay enough?
Yes. He pays too much!
No. He doesn't pay enough.

a Does he earn enough?
b BDoes she reat enough?

Construction and use

Examples:

1 Present perfect continuous
{Jsed for an action begun in the
past which is continuing, or 1s
now compiuie.

I have been working hard.
He hasn't been working hard.
Hoave you been yetting tired lately?

2 Neither...nor
& Used for two negatives instead
of negative verh + and.

b Used in front of nouns which
have the same verb, Bither
... oris used with positive or

They neither eat nor sleep well.
= They don’t eat well and they
don’t sleep well.

He eats neither meat nor fish.
Do you eat either meat or fish?
He doesn’t eat either meat or figh.

too + adjective + infinitive
too + adverb
too much/many + neun

Opposite: not enough
{with adverb}

negative verbs. He'll have either meat or fish.
3 Verbs of feeling or condition
Verb + adjective He feels hungry.
They look tired.
She looks ill.
We get angry.
The verba feel, become, get, Fve been feeling sick il day.
remain, look, stay are often used
with present perfect continuous.
4 Too
too + adjective The work is too hard.

Ivs too long to finish

= It's so long that I can't
finish it quickly.

You're speaking too quickly.

There's too miuch work.
There are too many problems.

Phere's not (ign't} enough work.
You're not speaking quickly
enough.

¢ Do they study enough?
d Does he sleep enough?
e Does he exercise enough?

D Read and discuss

Read this health education poster.
Do you often eat convenience foods?

E Listen and write

1 Listen.
You will hear a radio talk about
convenience foods.
Make notes.

0f cowrge it Pastos gaect.

but dort
forget fresh food it gasd for you 140!

2 Write a short paragraph about healthy eating. Use A and D to help you.

strong (adj)
1o rest (v)
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UNIT SIX: Section 2

A Listen and find out

What is the problem in these dialogues?

N
)\

( Dialogue 1 At Finbank’s head office

Julia Rosetti: Hello, David. How are you? You
don’t look very well.

David Wheeler: Hi, Julia. I feel awful.

JR: What's the matter?

DW: I've got a bad headache. I keep getting

headaches. I haven't been sleeping well,

either.

I'm sure you’ve been working too hard,

David.

I've got to finish this report before the

weekend. I'm really worried about it. For

the last fortnight I've been working

12 hours a day. I've got to get it done.

- That’s obviously why you're gettingthe
headaches. I think you sheuld see a
doctor.

JR:
DW:

B Ask and answer

1 What's the matter with David Wheeler?
2 Is this the first time he’s had a headache?
3 Why has he been working hard recently?
et

What does Colin Gray think is the reason
for David’s headaches?

6 Has Mr Gray read about stress recently?
e

Dialogue 2 Later

Julia Rosetti: Good morning, Mr Gray.

Colin Gray: Good morning, Miss Rosetti. Are
you all right? You're looking worried.

JR: Oh, yes. I'm fine, thank you. But I'm a
little concerned about David.

CG: David Wheeler? Why? What'’s the
problem?

JR: He really isn't very well. He's been

5 getting headaches.bee .

G: 1 would think he’s been overworking.

JR: You're quite right, he has. He’s been
working 12 hours a day.

CG: Well, that might be the reason for the

headaches. It’s stress. Did you see that

grticle in the newspaper yesterday?

Talking points

More formal Less formal

(or less emphatic) (or more emphatic)
Expressing I'm a little concerned I'm really worried
anxiety about David. about it.

Explaining and
giving reasons

That might be the
reason for the headaches.

That's obviously why
you're getting the
headaches.

Decide:

1 In which dialogue is Julia
" more formal?
2 Do you think Julia works

Asserting I would think he’s been I'm sure you‘ve been more closely with David
. oveTworking. working too hard. _J  Wheeler or Colin Gray?
what’s the matter ? /maeta; 6 véin dé givay? headache (n) /'hedeik/ dau ddu
concerned (adj) /kan'sa:nd/ lo léng to overwork (v)  /'ouvawas :k/  1am viéc qud siic
anxiety (n) /een'zaisti/ sy lo ling to assert (v) [a'sa:it/ khing dinh
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6.2

C Listen and say

Aspirate h he hello hard headache  hi
He's been getting headaches, [ would think he’s been overworking.

Hello, have you been working hard?
Sophia Lawrence {SL)
Julia®s friend

rTalking practice

Heinrich Deutschmann {HD)
A client

W

David Wheeler {DW)]
Colin Gray (CG) Assistant Manager,
Senior Manager, Finbank Finbank

Study the diagram above.
Use the Talking pointa on page 48 to complete the dialogue.

Exercise 1: Asserfing Exercise 2: Explaining and expressing

a DW: Do you think I should try to reduce my anxiety
workload? a JR: David, I think you need these ﬁgures to
JR: 1. .. you should, David. complete that table.
b CG: My wife and I are going to Scandinavia DW: Oh, there are figures missing! ...
for our holiday, this year. (explaining} [ eouldnt work it out.
JR: Scandinavia . .. that’li be very b JR: I'm afraid the report still isn't finished,
pleasant. Mr Gray.
¢ HD: Did you know that Blanmarke shares CG: Oh dear. ... (anxiety) about it. We
went up by 99 pence yesterday? haven’t got much time left.
JR: Yes...they are a very good ¢ HD: Hello, Miss Rosetti. Have you got my
investment. letter of 15th?
d SL: I'm going to spend a year in Italy JR: No, we haven’t. There's been a postal
learning the language. strike. ... (explnining) the delay.
JR: What a good iden . . . that's the best d JR: Hello, Sophia. How are you?
way to tearn. SL: Hi. Julia. Not too bad, but . . . {anxiety}
Role play finishing all my work before I go away.

Student A
You're worried about your brother,

Student B

You are g teacher. You know Student A's
brother.

He's at university working very hard, He naver
feels hungry so he doesn't eat properly. He feels
tired but he can't sleep.

Talk to Student B about his problem.
Student B is a teacher,

Ask about him. _

How is he? !s he enjoying life at university?
What's the matter with him? .

Give advice.

.

D Discuss

Does your work involve a lot of pressure? Do people in your profeasion or college often develop stress?
Look at the table on page 44.
What do you think is the stress level of your profession?

workload (8) fwa:kioud; khoi lugng cong viec postal strike (n) /'poust] stralk/  cudc dinh cong ciia buu di¢n
delay (n) Jdi'lei/ sy cham tré aspirate (n) ['@sparat/ Am bat hoi
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UNIT SIX: Section 3

A Study Letter-writing: apologies and regrets
Because of his illness, David Wheeler -
was off work for nine days. His doctor e
signed a medical certificate for him. City Road Branch London SW1
Wheeler was unable to keep an
appointment with Mr Deutschmann, 27th June, 1987
one of the bank’s clients. His secretary
sent Mr Deutschmann a telex. When :; lt'-':ut:chmlml"d
he was back in his office, Wheeler sent it Tl NG
Mr Deutschmann a letter of apology. B
Study the letter and the telex. Dear Mr Deutschmann,
PARA 1
1 y. | was unable to lunch with
Apologising —— 1 " 1 the 17th at the Hilton, As my
telex explained, this was because of ill
;:A 3 health.
, \"\ However, | am now feeling well and 1 am
PARA 3 . back at my desk. | would very much like
Conclusion to arrange another meeting with you.
y \ Please let me know the dates of your
. \ next visit to London.
I look forward to hearing from you.
1b,46,87 -

Yours sincerely,
ATTN MR DEUTSCHHANN

REBRET MA WHEELER UNABLE TO MEET YOU FOR LUNCH TOMORROM

BECAUSE OF ILL MEALTH. PLSE ADVISE DATES OF NEXT VISLT . “ M
TO LONDON. —
SARAH FOX . David Wheeler

Assistant Manager

WRITING POINTS

" MEDICAL CERTIFICATE

Expressing regrets/apologies |

a Apologising for something known to the other person

I'm sorry (that) I didn’t see you in Paris last week, q
" i ogiting whan-Infusthing the other persad of something | 26/6/87, 1" >
I'm afraid to say. } that we sent your cheque to the bacl headaches
I{n“ mm tﬂ my w i el (lmfo l: .................................................
say i v, b
I t to infi that your application has been (To be signed by your doctor)
rogre ;auo;r;:uyou } unsuccessful, (more formal)

c Replying with regrets Alan (adec

Fwas/wa were sorry to ] t_ec“i‘::i your letter of complaint.

Make sentences-expressing regrets or apologies.

1 we are unable to offer you a post with this company.(more formal)
2 Ididn’t see you at last week’s eonference

3 to hear-of'your dissatisfaction with our product

4 my travel plans have changed (less formal)

Expressing regrets by telex

REGRET MUST PQSTPONE
MEETING. ..

BRI

tobe off work ' /bia:fwaik/  nghi 1am viec to regret (v) Jri‘gret/ héi tiée, ti€c
to postpone (V) /pa'spoun/ hodn lai complaint (n)  /kem'plein/  phan nin
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A e A A

WRITING TASK

B Copy and complete

Copy and complete this letter.

Use the correct verb forms in the list on the right.

* Desr Mr Whealsr,

‘Let me know if this ... convenient,
U ok forward to sesing you.

Yours sincerely,

Heinrich- Deutschmann

Thank you for your ietter of June 27th. | was sorry Lo hear am ill be
of your illness. .} hope you ... now in better health, L ... wi

in London- nwxt Monday. | ... afrald that | .., fres for
lunch, but perhaps we can mest st 1.30 pm In your officy.

Use these verb forms;
won'tbe s

are

emember !
/ Britich dates daymonth/year
( {31/1/87)
US dates month/day/year
C Study \k /31787
Study this letter and then the telex. nk) w4
ATIN ¥1S5 ROBEITY o —'ﬁ;}‘\-&ﬁﬁﬁ
REGRET MUBT POSTPONE NEXT JUESDAY'S WEETING (7.7,87). UNAVOIDABLE mﬂ
TRIP TO CALRO. PLSE CONFLAM BY TELEX WHETHER GR NO) MEETING POSSIBLE Commalbiiki
OM FOLLOMING TWESDAY 14YH BAME TIME 1130 &.M, Investment House
Grange Road
ERLL LANDON London W5S 2BX
D Write .

1 Write Julia Rosetti’s reply by telex.
Express regrets for the postponement.
Unfortunately you cannot confirm
duly 14th as requested.

"You will write to suggest a new date
as s00n as possibie.

2 Write Julia Rosetti’s foilow-up
letter to the telex,
Her address is: Finbank PLC,
City Road Branch, London SW1.
The addressee is: Eric Landon,
Finance Manager, Marbank Consultants,
Investment House, Grange Road,
London W5S 2BX.

Organise your letter in three
paragraphs as follows:

PARA 1: Further to my telex of . . .
not free on July 14th (apologiea)

t5 June 1987

Dear Miss Romatti

Further to our telephons conver-
sation today, I would like to
confirm our appointment on
Tuesday 7th July at 11.30 am

at this offica.

1 look forward to seeing you
then.

Yours sincerely

L. [

Eric Landon
PINANCE MANAGER

PARA 2: Suggest meeting on Wed. July 15th at 4.00 pm.

PARA 3: Conclusion.

unavoidable (adj) 7, Ana‘'voidabY/
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UNIT SiX: Section 4 Interaction

A Study and listen

John and Julia Rosetti are at
home. John is reading the
newspaper.

Listen to their conversation.
Then study this extract from
Julla’s contract of
employment. '

PARAGRAPH 21

Sickness and absence from work

21.2 If you are absent from work for more

than seven days, you must provide a
medical certificate.

21.3 No deduction from pay wili normally
be made when You are absent from work
for genuine reasons of i1l health,
However, if no medical certificate is
obtained, you will bs entitled to no
more than fifteen days’ absence with

full pay in any perfod of twelve
months, :

21,4 If you are unable to Carry out your
duties because of sickness or i11

health, you will be entitled to three

months' gick leave with full pay in
will normally be made any one calendar year,

for genuine reasons
carry out your duties
you will be entitled
one calendar year

B Tell each other

Talk about Julia’s contract of employment.
Can ghe take a day off work without a doctor's certificate?

: i i - wi edical certificate?
How raany days of sick-leave can she take in one year - :;tlﬁoau?a e 7

Look for these expressions:

C Listen and discuss

John is telephoning Finbank.
Listen to the conversation.

. interview?
Did Jdulia take a day’s sick-leave to go for an interview
Or was she really ill when John telaphoned?

Do people sometimes take sick-leave for reasons that are not genuine?

absence {n) Paebsans/ ving mat tobeentitled  /intaitld/ duec t!uyén
genuine (adj)  pdxenjuin/ xic thye to carry out (v) /'kaeri‘aut/ thuc hién g
sick leave (n)  /sik’lizv/ phép nghi m



D Study

Study this questionnaire. :
Don’t answer the questions yet.

Answer the ten questions below,

QUESTIONNAIRE ~
Are you suffering from STRESS?

Add up vour scare and check your results,

Fes No Occasionally

- Have vou been feeling more tired than usual?

. Have vou been wotking too

hard?

. Have you been getting angry about small things?

- Have you been sleeping badly?

-_Have you been eating very littls?

Have you been getting a lot

of headaches?

Have you been smoking more than zaugl?

hod o B H =20 N1 0PN Y FOY R

Have you been feeling unwell?
. _Have you been eating too much
. Have you been WOITYIng too much?

proceased food?

Score:

Results:

to relax more.
15-30 You sometimes

Four points for cach YES: two points for each OCCASIONALLY:

MYﬂummkingwohud;ndworryinsmomuch. Ynunaedwkeepﬁt‘u:nhuldwdimmd

oae point for each NO.

*

twy

Role play

Student B l

Student A t

You are an interviewer,

Tell your partner the results.

estions,
L

Ask your partner the questions in the
questionnaire. Make a note of the score.

Then change roles. You will answer the

You are being interviewed by Student A.

Answer the questions. Student A will
then tell you the resuits.

After you have finished, change roles.
\ You will be the interviewer.

E Write

You are absent from work because of illness.

Write a note to your school or office explaining the situation.
Sar;r when you hope to be well again. Express your npologies_.

processed food (n) pprouses fu;d/  thicinch&bignsin  work too hard (n) / ho:d/ lam viéc gian khd
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UNIT SEVEN: Section 1

A Read and find out

Read both the texts below.

1 Which of the texts describes a process?
2 Is one of the texta a report on the present cotton market situation?

3 Which of the texts comes from a book called The Marketing of Cotton?
Text 1

Text 2

The cotton fbre comes from the cotton When the cotton has been harvested and

plant which is grown in many areas of the
world, including China, Egypt, South
Amaerica and India. In spite of competition

cleaned it is put ifto bales, When this raw
cotton has been baled it is sold 1o a factory
called a mill. After it has been made into yarn

from synthetic fibres, cotton is still widely at the mill it is made into fabric. Finally, after
used, ially tor clothing and being made into fabric, it is used for garment
fabrica.

manufacture,

househoid

Su:pglxanddemdinthe world cotton
market 19 Yy many factors such
ag the weather, the price of synthetics,
exchange rates and general economic -
conditions. Traders must have up-to-date
mowledge of these [actors in order to
negotiate the bast tarms before signing

omlnc&ln oog_umus‘ marketsy aroundus
the world, prices are Y quoted in
| dollars.

B Read and answer

1 Are any fibres apart from cotton used for 7 What is raw cotton made into at the mill?
clothing and household fabrics? 8 What ia some cotton fabric used for?

1 Is cotton a natural or synthetic fibre? 9 What does these fuctors refer to?,(Text 1 line 13)

8 Which countries produce cotton? 10 Does the world cotton market mean 'cotton

4 What is cotton called before it is made into markets atl over the world’ or ‘one of the
cotton yarn? cotton markets in the world"”?

§ Are cotion prices fixed in loeal currencies? Write your answers to questiong 1-8.

8 What can exchange rates influence? Write complete sentences.

—

| C Refer

i Find words with similar meanings. Make four groups of three words.
Use a dictionary.

synthetic fabric garmenta clothés
artificial cloth man-made clothing materid]

3 Chbose the correct meaning of these words., 3 Complete these sentences with the missing
Check your answers in a dictionary. prepositions. Use the texts in A to help you.
bale — a large package of cotton ' a Synthetic fibres do not come . . . plants.

~ a vehicle for carrying cotton b Cotton merchants have to have a good
yarn -~ round balla of cotton for medical use knowledge . . . market conditions.
- cotton used for making fabrie ¢ Cotton prices are quoted . . . dollars.
harvested — picked from the fields d Cotton fabric is often made . . . shirts, blouses,
- —put in the ground to grow underwear and dresses.
competition {(n) /L ompittifn/ su canh tranh trader (n) ftreida/ thuomg gia
synthetic fibre (n) /sin'Betik'faiba/ s0i t6ng hop contract (n) /'kontraekt/ hop déng

economic condition (n) /,i:ka'namik kan'difn/ diéu kién kinh t€ quote in (v) /kwout/

dinh gid
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7.1

Language pract:ce Construction and use Examples-

Exercise 1 1 Past participle o

Example: cotton has been harvested/ | @ Regular past participle clean/cleaned, sign/signed
baled .infinitive + -zd {the same as the
What happens after the past simple).
cotton has been harvested? | b Past participles of irregular know/knotwn, write/written
When the cotton has been verbs. These are not always the take/taken, do/done, begin/begun
harvested, it is baled. same as the past simple. fall/fallen, ring/rung

a cotton has been baled/sold to (For a list of past participles,

milla. see p. 96.)

b cotton has been delivered to mills/

made into yarn 2 Present perfect passive

¢ cotton has been made into Prea,:::iltlgerfect of to be + past The cotion has been cleaned,
yarn/made into fabric I P
d goods have been Used to streas the action not The contract has been signed.
packed/despatched to wholesalers the person, = They have signed tha contract.
Exercise 2 3 Pasaive gerund fab
Verb io be + -ing + past participle After being made inio fabric . .,
: He had a headac . : . o
Example xk: fo: :n lmuf.e but he Used sfter prepositions of time Before being sofd, it is baled.
In spite of havinga - 4 When
headache, he apoke for an Used as a conjunction, When it has been baled, it iz sold.
hour, Shows that one action follows Whan water geta told, it freezes.
a They negotiated for three hours another or is the consequence of
. but they couldn’t agree. the first.
b If;lrfl,:l::d ael::;t to d_o but he atill 5 In spite of ‘ -
¢ They knew the road very wellbut | ® In spite of + noun I; :g :f!wm;m ion, cotton
they got lost. ‘ S
d We lost many experienced staff b In spite of + verb + -ing In spite of having a headache,
but we still made s profit. he spoks for an hour.
Exercigse 3 a The delivery was late but they Exercise 4
Example: Market conditions were finighed the job. Find the past participles of these
competitive but he got a b The traffic was heavy but she verhs.
good price, arrived at the meeting on time. break gave steal
In spite of competitive ¢ The weather was bad but they become got wear
market conditions, he gota  decided to go. blow grow teach
good price. d The price was high but I agreed to  cost know think
pRY. cut lose win

D Read and discuss
Look at this diagram, sewn  pressed

examined
for fatsH

E Listen and write

1 Listen. You will hear a radio talk about garment manufacture. Make notes.
2 Write a paragraph about garment manufacture. Use the diagram in D to help you.

1o harvest(v) /ho:vist/  thu hoach yarn (n) !jo:n) scn (c_hi)
1o bale (v) /beil/ dong thinh kién  .todespatch (v)  /dis'paetf/ gl di
mill (n) fmil/ nha méy xay
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"UNIT SEVEN: Section 2

A Listen and find out ™N
Is Mike Winter at work in both these dialogues? 7 \
( Dialogue 1 A telephone call from London GH: It's £20.00. L
to Egypt MW: £20.007 That'’s about 30 US dollars. Oh, I
Mike Winter: No, I can’t pay you that, Mr Alawi. wasn't thinking of paying that much. I'l :
I lling £o off $325 bale. but give you £15 for it.
ey § €0 oller you P GH: No, I'm sorry. It's £20 . . . well, £19 to you.
SR — MW: All right then. £19. I'll take it.

Mohammed Alawi: $3257 I don’t think that’s
reasonable. What about a compromise? I'll
accept $330.

MW: I'm afraid I couldn’t possibly give you that.
$325 is my final offer.

MA: Well, Mr Winter, as you’re a regular buyer,
Il accept that. '

MW: Good. Now let’s check through the other
details. 250 bales will be shipped in April
and 250 in May. The financial arrangements
will be dealt with in the usual way.

MA_: That sounds fine. Will you confirm those
details by telex?

MW: Of course. Thank you very much, Mr Alawi.

Dialogue 2 A street market in Londo:

Mike Winter: That’s a very nice shirt. What's it
made of?

George Hacker: 1t's 100% cotton. There’s no
polyester in it. Lovely shirt.

MW: Yes, it's very good quality. How much is it?

B Ask and answer

1 Has Mr Winter done business with Mr Alawi before?
2 How much cotton is Mr Winter buying from Mr Alawi?
3 When will the cotton be shipped?

4 What price per bale is Mr Winter going to pay?
5 Does George Hacker get the full price for the shirt?

\L
Talking points
e More formal Less formal ) Decide:
Offeri I'm willing to offer Il give you £20 1 Why is Mike Winter less
" you $325 per bale. for it. formal with George Hacker )
Rejecting and 'm afraid | couldn’t No, I'm sorry. than with Mohammed Alawi?
refusing possibly give you that. 21Is mtemﬂhontgl trage.e::ually
Accepting an Il accept that. All right then. S f°'.,ml —
offer trading?
W,
reasonable (adj)  /'ri:znabl/ hop ly * financial (adj) /fai'naenfl/  tai chinh

compromise (n) ~ ‘kompramaiz/  thoa thuan madeof st(v) /meidav/  Iam bing chat lieu gi
final offer (n) /'faini 'a:da/ gid chao hang
' cudi eling 55



7.2

C Listen and say

a like [o]
quality  What quality do you want?
what What's it made of?
want When do you want delivery?
was It wasn’t a reasonable compromise,
( Talking practice
(.. Mohammed Alawl {MA) ) 4 Rosie Lamb-(RL) h
Egyptian cotton yam Door-to-door sales
marchant representative
. / —— .
(" Menry Barford (HB) N @ George Hacker (GH) N
8 Brlﬁmabﬂc MY, Londan street trader
\_ ranuiacturer y, Cotton rnerchanf 4 .
: and yamn importer
Study the diagram above.

Exercise 1: Rejecting an offer or request
a RL: Would you like a chance to win a
holiday for two in Spain?
MW: ... I'm not interested.
b MA: Could you accept delivery in Saptelnber
inatead of July?
. MW:. .. accept that.
e GH: cY"tou can have three shirts for the price
two.
MW: .. .Idon't like the colour,
4 HEB: Could you hold 100 bales in the
warehouse for an extra 14 dayse?
MW: ... do that. You'll have to take the

whole quantity.
Role play

Shudant A l

You are the manager of'a company:
You are buying curtam material for your
office.
You need 100 metres of fabrlc. You choose a
material. which is usuatly £7.00 per metre,
Offarto pay £6.00 because you are buying
100 metres.

\_ Agree a final price

Use the Talking points on page 84 to complete the dialogues.

Exercise 2: Offering and accepting an offer
a MW: Perhaps we can find a compromise.
HB: ... (offering) 50 cents more per bale.
b MW: I like the quality. I'm willing to offer
$335 per bale,
MA: bd(dccepﬁng)ainceyoumbuyingsoo

¢ GH: Look at these. Lovely pair of jeans. All
eotton Best quality.
. (offering) £15 for them.
d RL: Would you like to accept these free
samptles of our producta?
MW: ... (accepting) I'll take them thank
you.

Student 8

You are a retailer of curtain fabric.
You are sefling some material ta a company.

The price of the fabri¢ is £7.00 per metre,
The buyer wants a discount,
Negotiate and agree a final price.

\_

L
D Discuss
What are your clothes made of? Which fibre do you prefer for your clothes?
chance (n)  /tfoins/ ¢o hoi warchcuse (n) /weshaus/  kho d hang
delivery (n)  /di'livari/ sy giao hdng  product (n) f'pradakt/ hang hod
instead of fin'sted av/ thay vi
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UNIT SEVEN: Section 3

A Stu dy Completing and checking forms
A bill of luding is a very important document in import-export
trading. It is given by the shipping company as a receipt for the th. st
goods, It in needed by the purchaser to elaim possession of the goods. ,t:,;:tr,l:;rc?mcuom

\
Study this bill of luding.
y E BULL OF LADING 81 N, 1030 \
Exponter  Winterwear Exponiers . 93261

A7 Righ Street, Plaistow, Essex | Forwarders et 23793261 /n

Na«ncﬂshhunghu
Unicorn

Consignes

Ste. Tunisienne de Vetements
170 Rue de Mateur

Mediez ei Bab, Tunigig

Ask and answer: Vassai/sircran Sort of lasding
Who is the seller? "Y- SEA quEew LéAdeA  Southang fon
Whe is the purchaser? Port of o
What are the goods? fﬂ—u'{“ ) Place of deivery
How are they packed? Tort of Tunis Medjez el Ban
How are they marked?
Marks, Numbers ang Number
5;:&'"0, Oracrpian d“"‘““mﬂ- —_—
TER 5 cartons: DYED 0oTTON |2
?.35?; WEAVING YARN N 2009

Noa., 1-5
Fraight charges Ocenn lreight payy
fGBPG09. 38 origin
Place and cale of issus | Nurmber of o :
i.o:don 3rd September twa M L
ﬁ&_ 987
WRITING POINTS | e Signasra
—— | o for carrier

D. Mellors Chief Clerk Unicorn (UK} Ltd.

Filling in forma J

[SL N IRRY T

tahigrgncd oo e

I Adin telexes, wrile only essential information in o form, Nuormaliy,
articles (a/the) are not used. Abbreviated sentences sre used. muans the goode are
2 Always read the form carefully before you sturt, mwrw wu e ship
3 Always write neally and carefully. .
4 Use common abbrevialions where possible. A list is given below,
Sometimes it may be useful to write dutey or numbers in full, in
order to prevent errors.
B In some forms, such as trading documents or cheques, corceglions or

alterations must be authenticated, ie signed ur stamped.
8 Always check the cumpleted furm when you have finished,

Common abbreviations |

UK United Kingdom
ne.  number nev. maotor vessel ke Wilogramme
ref.  reference approx. appruximatel b paund tweight)
“8/L  bill of lading LGBE (or Ls4yy)  pounds sterfing o' cubic metre

thamkhdo  abbreviation (n)} /o,brizvieifn/  viét tit

reference /'refarans/
aproximakely(adv)  /o'proksimitli - xap xi bill of lading {n) /bil av ‘leidin/  van don
motor vessel (n}  /'mouta ‘vesl/  thuyén mdy
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B Study and check

The shipper makes out the bill of lading for the goods. If payment is
hy documentary credit. the bill of lading will be required by the

bank. The shipper must ensure that all the details on the form are
correct. The form must be checked very carefully after it is completed.

Study the information in the memo L elow. Check the bill of lading.

m OF Laowa B4 No, a4dsz
TRANSG E — .
ub :5 E“:lém Engineering 'E:m'n" 1777443
i \ Ha
MENMO Hampah reo' vant, orwardar's ref,
To: Chief Clerk Consignes T
A shippi
From: A. Henderson Jn::t:nh Transgiobe Ltd,
indonenis
. Please make oaut a bill of lading in thrae
originals as follows:
: ; Vesselaircrait
for two containers of :g;;n_lg machinery TBA ;‘,’:’t,‘," '°t
(approx. 6800 kg) for delivery to “p'mdh'“ '
Arana Mills, Jakarta, Indonesia. The Pont of discharge of dok
exporter Is J.P. Williams Engineering, Jeddan JP’IIGO“““ elivary
3% Best Row, Havant, Hampshire .
(their ref, is 1717/43). The goods will
be shipped from Sauthamp‘tor; to-”.‘ rn‘{rksmm u,"'mbﬂlﬂdw
lakarta, Vessel to be advised. e ) packages. Gross .
containers will be marked ADPRO Conainer No. Description of Cube
4u1-342 JAKARTA. P goods weight
441-442 f’x ;gﬂtllnerl: approx.
We have quoted (reight charges of. JAKARTA mcn}ﬁﬂ 6800 kg
£STC 1959.80 which will be payable to
gur agent in lakarta.
- . .% deaE!nEf! E;‘ pa *®

C Write

Write a memo to the Chief Clerk about the errors in the B/L.

Organise your memo as follows:

1 Acknowledge receipt of the B/L originals. MEMO msami
uD

2 Say you have found several errors . (. . . as follows:)

3 Make a numbered list of the errors, giving the heading

where each one appears, and a correct version. To: Chief Clerk
Lay out your list in the following way: From:
Heading Incorrect Correct Re: B/L 4962

1 Exporter J R Williama J P Williams

4 Return the originals. Ask the Chief Clerk to make the
necessary corrections, and authenticate.

payment {n) /‘peimant/ suf thanh ton ship (v) 11ipt vin chuyén
creditcard (n)  /'kreditka:d/  thé tin dyng payable (adj) I'peiablf  c6thd trd
container (n) cong ten ng
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UNIT SEVEN: Sectlon 4

Interaction

A Study and listen

Mike Winier, of Winterwear, has
signed a contract with a supplier
.in Hong Kong.

Listen to his telephone
conversation with Paul
Chang in Hong Kong.

Study the details of the
contract, and its terms and
conditions on page 59.

heceinlafter) 0% o

under- described _
mentioned  below
subject to according to
the hands the signatures |
theputies  hOSS0NS |

Pair the words with similar
‘meanings:

me unloading
vessel agreement
discharge ship
cancal argument
dispute
consent.

B Tell each other

SALES CONTRACT

Contracg No... 601 / 87
This contract is made betwecn SUPREMA LTD hereinalter called the Sellers,
and - WINT'ERMIEAR LaI}

Ehemnaucr; callcd lhe Buyers. tor thc sa!e and purchase of thc (under—

mentioned )goods(ubject tg)the terms and conditions herein.

Description: Cotton goods: men's garments
(trousers, jeans, shirts)
Quantity: 400 Trousers {mixed sizes)
1000 Jeans  { ")
2000 Shirts ( " ")
Packing: Export cartons
Price: Trousers: US $6.50 per pair
Shirts: US $5.50 each Jeans: US §5.75 per pair
Total Value: US $19350.00 per annum
For delivery at port of leerpool on the
following dates:
first shipment on or before July lst 1987

second and third shipments on or before
June lst 1988 and 1989

Special conditions:

per annum for
three years

Shipment:

Buyers reserve the right to cancel or
refuse delivery after the above dates.

Payment: By confirmed irrevocable letter of credit
in favour of SUPREMA LTD. HONG KONG,
available against sight drafts, after each
shipment.

AS WITNESS{THE HANDS) OF@{E PARTIES)

For and on behalf of For and on behalf of

WINTERWEAR LTD

.............................. RE
Talk about the details SUPREMA LTD
of the contract. WNW
What is Mike Winter buying? | oo,
. . Buyers Seliers
How much is he paying?
When does he want delivery? o
How is he going to pay? O Use of shall
Does .z want any special conditions? shall is used instead of will
. a in formal documents

c D|scuss b with I or we when strong emphasis
Why are shipments sometimes Iate? is wanted: f shall do what I can.
Why is it important for deliveries toa be on time?

supplier (n)  /sa'plaia/ nhi cung cfp port(n). Jpat/ céng

argumnent (n} /'e:gjumant/ dam phidn taconsent (v) /kan'sent/ ddag ¥, cho phép
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1.4

D Study

Study the terms and conditions of Suprema'sa contract,

Terms: and Conditions
3. Sellers are not sible
the port of shipment.

discharge.

ume.

Roie play

Student A |

6. Buvers must take delivery of the goods within seven dava of their arrivel at the port of
T. If the Bavers fail to take delivery of the goods. the Seilers may re-sell the gooda at any

8. Any claim for damage or fault in the goods shall be made in writing belore taking
delivery. No claim shall be aceepted by the Sellers after delivery has been taken.

You are a buyer. You are telephoning
Paul Chang.

You want to order reguiar shipments of
500 cotton bath towels.

Normally you want white and blue, but
pink is acceptable.

Shipment wiil be every three months to
the Port of London, for a period of two
years. You have seen Suprema's contract
and you want to add the following
conditions: — special packing in
damp-proof plastic to be included in the
price.

You cannot accept clause 8 of the terms
and conditions. You reserve the right

to claim after delivery if faults or
Ldamage are found on full examination,

Negotiating

!. The gaods may be shipped on anv yesse] of the Sellers’ chaice. _ Student A

2. The Buvers shall make na ciaim for late delivery if the delay is not more than 30 days.

any damage to gonds during shipment or transportation.

4. 1f any part of the gaods 15 fost ur destroyed during shipment or transportation, the
Sellers shall cancel this conteact for the part lost or destroyed, .

5. All risks shall be for the Buvers’ account when the goods have crossed the ship’s rail at

Ill have to ask for . ..
We must have . . .

I'm afraid we can't . ..
If you can assure me . ..
¥'d really prefer . ..
Student B

I'msure wecan .,
\We may be able ta . ..
We could do it, but. .,

W we'll do what we can.

You have my word.

(" Students |

You are Paul Chang, of Suprema. N
Listen to the buyer’s requests on the
telephone.

Agree t0 regular shipments of tawaeils.

Ask if other colours are acceptable as
you sometimes have problems of supply.

You must charge extra for speciai
packing, You will advise the cost, but

* assure the buyer that it will not cost very
much.

You say you cannot alter the terms and
conditions of sale, but say that you will
always try to help if there is

\_ dissatisfaction. )

E Write

With your pariner, draw up a sales contract for the above

transaction, Agree on the details.

Write out the contract on a sheet of paper. Use the contract on page 58 to help you.

responsible (adj)  / ri'sponsabl/

cé trich nhi¢m toresell (v)  /rhii'sel/  bdnlai

transportation (n)  /,treenspo:'teifn/ sy van chuyén period (n) / 'plariad/ ky han

10 destroy (v} / di'stmif huy hai
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UNIT EIGHT: Section 1

A Read and find out

Read the texts below.

1
2

Text [

Which texts come from an
instruction manyal?
Which text is written by a
television and electrical
equipment dealer?

Dear S5irs

Guarantea N° 8796/B76/9822

Is Text 1 written to a company
or to one peraon?

vered to us on

Cne of the video recorders which was delji-

On 6/7/87 our customer returned the machine
34/576/455) which he had purchased

while Eollowing the instructions on page 9%

Y/6/87 (Invoice no. 87%6/87)

He had experienced difficulty

We are enclosing a

eful if you could arrange

M

Congratulations |

Text 2 has been found to be faulty.
page 9
(serial no.

Viewing and recording the same progranme. the day before.
1. insert the cassefts. of the_a User's manual.
2. Set the sefect swilch fo TUNER, technical report.
%S;smms manlg;o beLLaconjed. We would be grat
' w oF QrLr. for an immediate
5 Pres.?me record” bution and then press

Dy’
B Read and answer

on your new

|

[

o wPm -1 Ch N Qo b9 -

What happened on 8th June 19877

Had the customer experienced difficulty with the recorder
before returning it to the dealer? .

What did the customer do on 5th July 19877

Did the customer use the manual?

What ja the dealer sending the manufacturer?

Did ths customer follow the manufacturer’s instructions?
After setting the speed what must the user do in order to
view and record the same television programme?

Who does we refer to? (Text 1 line 10)

Who does your refer to? (Text 3 line 2)

What does the number 34/5 76/455 refer to? (Text 1 line 7)

Write your answers to questions 1-.7. Write complete
sentences,

purchase!
m

Please read this users
manuat caretullyldbefore
operaling your video-recorder.
Gonsuit your dealer in case of
difficulty. Do not atternpt to
sarvice Ihis machine yourself.

Text 3

C Refer

I

Find words with similar meanings. Choose one word
from each line.

pPress insert operate select grateful ) returned

2 Make nouns from these words.
Use a dictionary.
Some of the words required are
not in the texts.

se putin push broughtback usge fm&ﬁ:m“ud d‘?;:;c;;on
b deliver e operate
¢ congratulate
equipment (n}  / i'’kwipmant/ thiat bi instruction (n}  /in'strakfn/ héng din
customer {n)  /kastoma/  khdch hing  jncase {inkeis/ trong rutmg hop
to purchase (v) /'pa:tfas/ mua .



8.1

Language practice

Exercise 1

Exumple: First he paid the bill. Then
he left the shop. (when}
When he had paid the bill,
he left the shop.

First I checked the (orm. Then [
signed it. (when)

We discussed the matter. Then we
agreed. (after)

¢ First they studied the report. -
Then they decided to invest.
{after)

First he took cut a loan. Then he
started repaying £100 per month.
(after)

¢ She compared the quality. Then
she was happy to buy it. {when)

Taercise 2

Exampie: F1l puy this one. (unusual)
Pl buy this one as it's more
unusual.

Pl use this map. (simple)

We'll go this way. {(fast)

I'll go on this tour. {interesting)
Please keep thia copy. (clear)
They’ll like Italy more. (warm)
This computer will ba more
useful. (advanced)

—-nAan o

Exercise 3

Example: The Manager took the
- papers on Monday. He

gave them hack on

Construction and use Examples:

1 Pluperfect tense (past perfect)
had + past participle
iabbreviated form ‘d)

a Used to ahow an action in the past [ had (I'd) seen it.
which took place before unother  Had he seen it?
action in the paat. Had he checked it?

Hadn't we done it?

h Used in clauses with when.
¢ Used in cleuses with after.

d Used with for and since
{when the action in the past had
not been completed).

A customer returned the machine
which he had (he'd) bought the
day before.

When he had paid he left the shop.
After he had left the shop, he got

a taxk.

When I met him he had (he'd) been
a doctor for ten years.

When ! sow her she had (she'd)
been in Londor since 1980.

2 Clauses of reason
Since = as = because

Since it has a foult, [ want a refund.
= | want a refund because it has

a fault.

Ag it's cheaper, I'll buy this one.

= Il buy this one because it's
cheaper. :

{

3 Would be + adjective

I would be grateful if you could
re, this item.
I would (I'd) be delighted to see you.

a The Chairman studied the

agreement in April. He signed it
in May.

b The Committee considered the

d Mr Smith lost his Wallet on the

train, He found it tha next day.

e The speaker prepared a speech.

He read it at the meeting.

Tueaday. proposal all last year. They f Mies Timm explained the
The Maneger gave back the accepted it. procedure to the new clerk. She
papers which he had taken ¢ The teacher set the homework, wrote it down as well.
on Monday. She gave it back today.
D Read and discuss
Read these notices. G

Where would you see them?
Which notice would you put on a

machine which had stopped working?

E Listen and write

[WAY OUT| |

1 Listen.

You will hear a telephone conversation.

Make notes.

Write the message 1o Mr Yates.

to discuss (V) /dis'kas/ thdo ludn loan (n)
toagree (v)  /fa'grii/ déng ¥ 1o compare (V)
to invest (v) /in'vest/ Jfutu quality (n)

£

floun/ khodn vay
J/kam'pes/  sosénh
Fewoliti/ chiit lugng




UNIT EIGHT: Section 2 ]

LA _Listen and find out ~
Which of these two complaints is stronger? . j \

( Dialogue 1 On the telephone Dialogue 2 Six weeks later, the Manager is
Assistant: Hello, Electroshop. Can I help you? phoning the supplier.
Customer: Good morning. Yes, er, I'm afraid I Freddie Platt: May [ speak to the Service
have a slight problem with the Engineer, please?
video-recorder I bought from you Sid Gould: Yes, speaking. Sid Gould here.
yesterday. FP: 1t’s Freddie Platt here from Electroshop.
TR - eyl perhaps I can help you? It's about the faulty video-recorder that we
C: Perhaps. You see the ‘record’ button is got from you. The one I wrote to you about,
stuck. I had read the manual and I was I'm sorry, but the customer is just not
following the instructions, But now [ can’t satisfied with the reply, He is demanding
use the machine at all, and I'm not an immediate replacement from us,
entirely happy about it. I'd like to speakto  SG: But your technician had damaged it
the Manager. I'm going to ask for a refund, before it was returned to us,
A: Il see if Mr Platt, the Manager is FP: I'm sorry but I can't accept what you say.
available. I shall be taking the matteg further. And
The custome aks to Mr Platt, the M. ) now we’ve got problems with three other
e rete gy appliances supplied by you. It’s most
—— o5\ . unsatisfactory.
pre— ﬂﬂﬁgﬂﬂ oe) y. SG: What are the other problems? [ certainly
- iy ot = can't help you with the video.
o == BN : 4 -
a E lmmﬂ O - g p - Jod "}J?
= F, &l g e
- — T ’ T, >~ = ) g-‘ e’ ’ _,,__H.T__.“.--_:;.—.-.‘s]
J\ @ £ ¢ VAR i f'f ( o ‘:.-JL o
e — i, . N g ———
H 3 ]
B _Ask and answer 5:‘114“ ® p o [ bl
1 What is causing the main problem? - = ! |
2 What did the Electroshop Manager do after | I
the customer’s complaint? ~ A P A
3 Is Mr Gould being very helpful? % 1/ o
4 What additional complaint has Mr Platt got? o ==
5 Is the customer satisfied yet? | — )
Talking points
J Strong complaint Less strong complaint i, )
\| Expressing I'm just not satisfied, I'm not entirely happy.
dissatisfaction Decid
. . D ecide:
m’:::g it's most unsatiSficbory. It (real:ly} isn't good 1 Why is Mr Platt annoyed
- about the situation?
IExpuulng I shall be taking this I'm going to ask for a 2 Do you think the customer has
ntention matter further, refund. been making_ stronger
The expressions on the left are stronger than the expressions on the right. The cqmplmr;t.s Since-the.first
stronger expressions may be used for a more sevipus problem or a stronger (or dialogue?
repeated) complaint, J
A
faulty (adj) ['fa:lti/ 16i to demand (v) fdi'ma:nd/ doi hoi
to satisfy (v) /'seetisfai/  lam hai long appliance (n) ld'plaians/ thiét bi
reply (n) /ri‘plai/ su phic dép unsatisfactory (adj) /,an,szetis'feektori/ khong via long




8.2

C Listen and say

Telephone expressions
Would you hold the line, please?
1"l see if the Manager is available.

Would you hold the line a moment, please?
May I speak to the Manager, please?

Who's speaking?

7 ' -
Talking practice
{ sid Gould (5G)
% Service engineer,
L electrical goods supplier

Roger Gailet (RG)
Custamer

Bernard Wade (BW)

Deljivery Manager,

Road Services Ltd

Paula Lot (PL)
Customes

Exercise 1: Expressing dissatisfaction
a FP: Can [ help you?

RG: Yes, ... with my new television. The
sound is too soft.
Good morning. How is your new
washing machine going?
it's a disaster. Water goes all over the
place . ..
Are those miniature radios selling well?
They’re selling quite well, but.. ..
because we've had two complaints. The
buttons get stuck sometimes.
Hello, Mr Platt. Did you have a
problem to discuss?
Well, . . . with your service. My delivery
was ten days late. What happened?

Role play

b FP:
PL:
e SG:
FP:
d BW:
FP:

Student A

The photocopier in your office at Impex is badly
adjusted. It makes two copies instead ofone.
You asked the engineer from the service
department 16 look at it, He didn’t arrive.
Compiain ta the Maintenance Manager about
the problem. ’

Study the diagram above. Use the Talking points on page 62 to complete the dialogues.
Decide if the problems are serious or not. Use strong or weak expressions.

Exercise 2
a FP: Can I help you?
RG: My television still dossn't work. ...
(intentior) write to the manufacturer.
b SG: Your order will be eight weeks late.
FP: ...{annoyance) Eight weeks’ delay is
unacceptable. I want to cancel the order.
Under thess circumstances we can't
give a .
... (dissatisfaction). . . . (intention)
write to your head office.
d BW: Wae can deliver at 4 pm instead of 1 pm.
Is that all right?
FP: ...{annoyance)
e FP: Can you wait for the next delivery? I'm
sorry about the delay.
RG: What else can [ do? . . . (dissatisfaction)

c FP:
PL:

You are the Maintenance Manager at impex.

Srdent A telephones you and makes a
complaint, Say how you will deal with the
prablem.

.

rD Discuss

Have you ever made a complaint? What was the pmblem?‘

Who did you speak to? What happened in the end?

Jdizaists/  thim hoa
/'minatfa/ siéunhd
/kam'plein/ phan nin

disaster (n}

miniature (adj)

10 complain (v}
A

circumstance(n)
dissatifaction {n)

f'sa:kamstans/ trudng hop
/di,saetis'faek fn/  khong thod man




UNIT EIGHT: Section 3

A Study Letters of complaint/replies

In trading, letters of complaint are written for & number of reasona:
because of delays in delivery, wrong goods, wrong quantity or poor quality.
Study this letter of complaint,

Ask and answenr: )
-Why is the buyer complaining?
What does the buyer ask for?
November 26th, 1947 Deita Furnishings
formal way Mesars. W. Robertson 5 Water Se. Hounsiow Middieasm
to address 71 East St, Tak. 01-221-1212
& company ~ Stepney, London

\ Desr Sirs,

‘Order R® PX/48744
2Zrcer N° PX/48744

FARA L We have now received the goods ordered under this number, and
Acknowledging | we have found them [n o satisfactory condition, :
PARA 2 ' However, we must point out that this order was placed subject to
Matior for . /—" dalivery by the snd of Octobwr. As the goxds did not arrive until
days ago, we have had some problems with our customers.
complaingt "] twa
PARA 3 H 4 thorlc are any further dalaye of thin kind, we rigk losing the
codwill of cur customers., We Bust, tharefors. ask you to maet
:‘:g::ﬂt for ___ 4 ’utl.ll‘. delivery dates without fai.

Yours faithfully, .

—

AP DRLTA FURNISHINGS Complaining y

We must point out that , . .
We have had some problems with . . .
You will appreciate that , , .
j We must ask you, , .

WRITING POINTS

some/any

Abstract nouna (which refer to non-physical things) can take someany.
Examples: 1 gave him some advice.
He nedded some assistance.
Do you see any difficulty in thia plan?
_ I'm afraid I can’t make any suggestions in this matter.
Any is noreally used in questions und negative statements.
But it is also used to express a negative idea.
Examples- We must apologise for any delay.
We regret any inconvenience.
You murt report any feults or damage immediatcly

ago ]

—

Agu indicates a point of time in the bast with reference to the prosent.
Examples: Your letter arrived two days ago. tie vhe day befure vesterday)

These samples reached us a week ago. (ie last woek,
T last wrote €0 you one month ago. (ie v is ane montii ~nee 1 wrote.)

delay in delivery /d'lei in di'livari/ cham giao hang toappreciate (v) /a'pri:fielt/ cim kich
quantity J'kwantatif 58 lugng assistance (n)  /a'sistens/ sy gitip da



 WRITING TASK

B Copy and complete

Copy and complete this letter of
complaint.

Dear Sirs

Use some or any to fill in the gaps. on this matter,
contact
give .,

Yours faithfully

Your latter of April Ind has resched us after
Unfortunastely we sre unable to provide ,

wi
th this company. we regrel that we cannot
assistance on this oCCasion

oo delay.
. information

't has been ... time since wa had ,

C Study

Study the following letter of reply to a complaint.

et o

Dear Sirs

Thank you fer your letter of Hovember 20th. We

are pleased to hear that these goods arrived in
good condirion, However, we must apologise for

Aeplying to complaints

We must apologise for . ..
Please accept our apologies. ..

We have now looked into this matter . ..
This matter has now been investigated . ..
We can assure you that . ..

the delay in delivery. e PABA L
This matter has now been investigated, md we Acknowiedgerment/Apology
find that the delay was caused by » fault in
our computer. We can assure you thet all foture P, PABA 2
consignaents will arrive ia good time. Explanation
Once agein, please accept our spologles for any PARA S
locenvenience. ’ e Ropeating
Yours fafthfully apalogy
] i
- Neowtwm
D Study and write FWTplasncs M e e
Study this memo and invoice,

1 Leisuretime has to write a letter about the missing items.
Write their letter of complaint to Multiplastics.

Organise the letter in three paragraphs as follows:
PARA 1: Acknowledge receipt of the consignment.

PARA 2: Report and list miseing items.

PARA 3: Request urgent despatch of items as

To Leimuratime Lo "INVOICE No. 655/87 sy
8901 Porton Strest
Glusgow (L app

a“".' ®  Dwsoriptign - . Uni Prics @ 1,

customers are awaiting orders.

2 The supplier has to reply to Leisuretime’s letter.
Write the supplier’s letter in reply. Organise
the letter in three paragraphs as follows:

PARA 1: Acknowledge and apologise.
PARA 2: Explain that typing errors were made in
_the packing list.

3 dot, Teays (plastic} 1.10 ]
» Picnic tablss 3. 55 N
25 Ieeboxen 4.95 idd
SURE TIME Ltd,
Mame
Thursdsy June &th
Tee Purchasing Qffige
Yarshouse Clerk
Grder wng, LNA32t/invoice. Wo, 535/87
00 checking the
involcw, u: h.v:.f'uud‘ arott the i

shart, as follows:

ound saversl 1tems

PARA % Tell Leisuretime that missing itema will

be sent by expresa mail. Case No.  ltew/Guantd
Asgure them that there will not be any . H"“:-:“:: Inveiced Shert
further errors of this kind. , dax.. sor. |
Repeat apologies. ;;cnig tabten| OO doz.
" Icebones 3a 5
2 23 ,

Vil you contace
tustomsers awaitin

the supplier an
0 these orders. we hsve

unfortunately (adv) /an'f:tfanttli/ thit khong may toinvestigate (v) fin‘vestigeit/

Jpra‘vaid/
fo'keisn/

cung cip
co hoi

to provide (v)
66 occasion (n)

1am 13

consignment {n) /ksn'sainmant/ hang k¥ gii



UNIT EIGHT: Section 4 Interaction

A Study and listen
Look at these pages from a booklet called Advice to Consumers. rg,

Listen to the conversation in the shop.
Listen for these expressions: : Losing your money
on special offer

n per cent down : ;\efhpznsnygt: 2gree 10 buy something, a
the balance over 24 months required. If yoiu Ic' m;gﬂr'% %";_"Wu
to put one aside _ ineuoSe Your deposit. 1f the seller s
our company policy incurred losses (for example, it the goods
against the law 10 pay e, 8-50/d) You might even hawe

to pay the full price. Com ensation can
. ation
emanded whenever YOu break a
==£1d

d
nir, t’_of sale,
Some imes, in business, g buyer

to break a contract for reasons ggtsiréis

umers
cons
B. dvice to = his controf. it is ossential to insure

NK - befor® you buy against such risks,

STOP AND TH! i
m

R ina u
You'reatan il cee amera, a car ’ ook I
8 o a piece Of aqu“::: s easy 10 = i ook - before you sign
i e eement.
ke 25 ‘easy 10 S3Y Y83 Tr tagr our_mind When you agree 1o buy something,

s es; to sig
it 1 oasy to change YOS Contraking & contract with the seller, The

YOU $ign a written g,
:ﬂ:: }'.f’f.‘ :?n?-jd the 'smay pr?i:rneagkr:ake

y erstand the t
cqlr;f::obgns of the contract, aliloas

I 8re making g verbal

€9 asking a Supplier to ordarag:‘eemam
goods for yoy  Make syrg your
Instructiong are clear. If yoy

are orderi
- ?hgr ::meagagva Sa full defscripli:ng.
r or refe:
:;;:hbers. Give any other ':Ionrsan—c?or
Ple, price list, delivery dat . ele,

B Tell each other

Talk about the risks of agreeing to buy.
How can a buyer reduce the risks?

What protection does the seller have?

C Discuss

Discuss the situation in the shop.
What do you think about the company’s policy?

Is the woman angry? What can she do?

consumer (n) /kan'sju:ma/ ngudi titu ding compensation (n) //kompen'seifn/  su béi l.hu(’mg .
exhibition (n) / ,eksi'bifn/ cudctriénlim  verbal agreement (n) /‘va:bl d'gri:mant/  thoa thuan bing loi

to deposit (v) /di'pazit/ dat coc -y



8.4

D Study and discuss

Study and discuss this page from the same booklet, and the
case examples,

Are these people entitled to a refund?

When are you entitied to a refund?

in some cases, you are entitied 10 a refund.
But, if you have alrgady paid, it isn't always
easy to gat your money back.

You may be entitied to & refund:

# of the deposit if there is a cancellation
clayse in the contract, This means you
get your money back if tha agreemont |s
cancelled within a certain perod. You
must always check the small print,

* of the deposit or the full amoupt it the
selier braaks the contract. For example,
it the seller doesn'l provide the g or
sarvices you wanted, or it they are not
delivered in good time then the buyer
can cancel the order.

* of the deposit or the full amount if the
goods are faulty or of poor quality. You
can somatimes refuse to accept goods it
they are faulty. But you must prava thal
the tault is in the manutacture or dgsig;.
When goods are damaged in transit,
geller is usually not responsible. The
buyer's insurance must cover such risks.

Role play
( Student A \

You have signed an order form for 200
digital clocks. You wrote on the form:
Subject to delivery by August 31st, 1987 it
is now August 27th. The supplier rings you.

You must have the clocks within ten days.
They must be distributed by the end of
Septemrber. If the supplier cannot arrange
supply by September 6th, you will have to
cancel the order and look elsewhere,

.

¢
MSE EXAMPLES

Diaz g
agreg, a8 5
sSheement with g

001,

{ Student B \

You are a supplier. Student A has ordered .
200 digital clocks from you for delivery by
August 31st.

Ring Student A to say that you cannot meet
the detivery date. You can supply at the
earliect by September 15th. Ask Student A
not to cancel the order because it will be
impossibie to find clocks of this quality
Lelsewhere.

E Write

1 Write to the supplier, Studeat B, after your telephone
conversation. Confirm the decision that you made on the

telephone.
OR

2 Write to the buyer, Student A, after your telephone
conversation. Confirm the decision that you made on the

telephone.
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UNIT NINE: Section 1

A Read and find out

Read both the texts below.

1 Is Text 1 about buying things from Japan, or investing money?

2 Does Text 2 give financial or general information?

3 If you wanted to invest some money, where would vou look for an advertisement like this?

Text I

A bright future . .,
. . . with the Japan and Asia Trust

Countries in South-East Asia, including Japan, have shown
dramatic growth over the last decade. Human and natural
resources together promise a bright future T you invested now
you could share that future.

The aim ot the Japan and Asia Trust is to provide maximum
capital growth for the investor. Since its launch twa yrars ago,
the value of the units has risen 24%.. Althougl this rise is
shori-term, it is most encouraging.

We have three offices, including a Incal ofiice in Japan. Our
local knowledge is the kev to successiul investment on your
behall.

To invest, complete the application furm below.

,-———-—-———--J-J"

- D |
A il:'ion:fact Inu;tehe:ozﬂrhou; Signature ................

B Read and answer aopl rf.f;é”'; ol e St i kLl

1 What has ha’ppened in_some |mm(;d|alel y upon receipt of  Firstnames .....................
countries over the last decade? Eg,‘.‘ﬁ'ﬁé'f{:.';‘;ﬂﬂ?{,‘e Li:?w,?hr:: Address ......... '
2 What is the aim of the Trust? 35 days.
3 How long ago was it started?
4 Has the value of the units risen?
5 What is the key to the success of the Trust?
6 When does an applicant receive a contract note?
7 If you applied, how soon would you get your certificates?
8 What does that future refer to? (Text 1 line 6)
9 Who does we refer to? (Text 1 line 11)
10 What does on your behalf mean in this sentence? (Text 1 line 12)

C Refer

'1 Arrange these adjectives 2 The following words from the texts in A have at least two
and nouns in pairs, as in meanings.

Text 1. . Choose the meaning which fits the texts. Use a dictionary.
Example: Word Possible meanings
office Example:
a local growth clever
b .-];uccessful Seown Ak a capital city sum of money
¢ last |y ] b term period of time expression/word
d natural ¢ launch beginning type of boat
e short decade d start slight shock beginning
f dramatic resources e key secret metal object
f dramatic theatrical great
g application hard work request form
resource (n) / ri'sa:s/ ngubn luc  successful (adj) /sak'sesfl/ thanh cong
to share (v) /feal chia sé application form (n) /,zepli'keifn'>:m; mAu don xin viée

maximum (adj) /'maeksimam/ t6i da
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9.1

Language practice

Exercise 1
Erample: It makes a good profit. The
firm is small.
Although the firm is small,
it makes a good profit.
a The quality is good. The product is
cheap.
b The price is low. Costs are high.
¢ The staff work hard, The wages
are low.
d The results were bad. The launch
WaS encouraging.
e The investment waa successful.
The risks were high.

Exercise 2

Example: 1 didn't m\rest I didn’t
make a profit.
IfI had invested, I might
have made a profit.

a [didn't go out. I didn’t enjoy
myself.

b She didn’t work hard. She didn't
pasd the exam.

¢ He didn't apply. He didn't get the
shares.

d We didn't gell enough. We didn’t
make a profit.

Construction and use Examples:

1 Conjunctions -
Used to join or link sentences.

a Although joins opposing Although the rise is short term
statementa. it i3 encouraging.

b Neverthelessz shows contrast.

The rise is short term. Nevertheless
it is encouraging.

2 Conditional sentences (Type 2)
If + past tanse:
a + would in main clause

If the price went up you would

(possible condition) mahe a profit.

b + might in main clause If the price went up a lot you
(lees likely posaibility) might make a good profit.

¢ + could in main clause If you invested now you could
{= would be able: ability) ghare the benefits.

Used when the consequence of
an action is possible.

3 Conditional sertencea (Type 3)
If + past perfect:

8 + would have in main clauge If you had invested two years ago
{certain result of imposeible you would have made a profit.
condition) ’

Negative: If we hadn't overspent we wouldn't

have gone out of busir_:.eu.

e He didn’t ask me. I didn't go. b (':':.nm: ?:: _Ihavemi“x;t::fgs:nchp “m'“, le Ihf umm nhad1 udaﬁm Lﬁ?ﬁﬁwf might
Exercise 3 condition)
Ezample: Can you give a discount? Used when the consequence of
(you pay in cash/we could) an action is impossibla becauae
If you paid in cash, we the action didn't happen. .
could give you a discount. -
. 0 4 May/might
s Will [ get the shares? Used to show uncertainty. The price may go up. = Perhapa
(yl_:u ring nowfyot.n might) the price will go up.
b Wil the Lelex arrive today? (Might in leas cortain than may.)  The price might go up. = Perhaps
(you send it now/it would) the price will go up (but it's
¢ Can we make a decision? ikeely).
{you give ua the figures/we could)
D Read and discuss
Read this report,
Where would you find a report like this? Sﬂ-ﬁ-h-:ﬂf—wﬁ n 1;"?“':
Do you read reports like this in your language? ﬁ:igf; “The. indes was up
Where can you invest money in your country? : than 86 pots 10 a
r:cord high at the dose of
" " ttading. Buying was centred
E Listen and write J on drugs and metals. Tum-
t[)vtr was aa{f rml[wlli’:huns
1 Li!ten. Rl(‘mﬂl}l:)ﬂﬂ 1384108 gﬁﬂ io
You will hear a stock market report. rise in the afternoon.
Make notes.

2 Write a report ahout the latest market situation in Tokyo. Use the text in D to help you.

profit{n) /'profity  lgi nhudn launch (n) Jointf/ khai truong
wage (n) /weid3/ tiénluong discouni (n) /'diskaunt/ giam gi4
risk(n) /risk/ rhiro income {n)  finkam/  thu nhip

70



UNIT NINE: Section 2

A Listen and find out ™~
Where do these dialogues take place? J \
Dialogue 1 M: Well, have you considered investing in the -
Customer: Can you issue foreign currency here Japan and Asia Trust? It has shown
or do | have to order it? excellent growth in the short term. But
Cashier: Which currency do you require, sir? trusts are a long term investment.
Cu: Deutschmarka. C: Mm, yes, I think I want some short term
Ca: [ expect we have some. We don't actually investment ag well,
keep large stocks of foreign currency at M: Look, I'd like you to meet the head of our
thia branch. We usually order it. securities department. If you spoke to him
Cu: 1 would've ordered it if I'd thought about it. he would study all your personal
Ca: Have you thought about taking travellery’ requirements in detail. Then he could
cheques? give you specific recommaendationas.
Cu: Ive already got them. I just need 300 C: That would be fine. I'd be most grataful.
marks in cash, When could ¥ see him?

Ca: Oh well, I'm pretty certain wa have that M: Il just ring and check.
amount. Excuse me one moment. I'll g¢
and check, .
Cu: That's very kind of you.

Dialogue 2

Customer: 1 wander if you could advise me
about investments?

Manager: By all means. Are you interested in
high capital growth or a high level of income?

C: I'mnot quite sure. High capital growth |
would think What do you think about
trust funda?

B Ask and answer

1 Had the customer ordered his foreign currency?
2 Would it have been better if he had ordered it?

3 Doea the customer want to invest all his money
in one place?

4 How would the head of the securities
department be able to help the customer?

6 Is the head of securities available immediately?

-
Talking points
More formal Lass formal o )
Suggesting' Hava you considared Have you thought about
oagetos investing in the Japan taking travellars’ cheques?
and Asia Trust? Docidt;:e ] 0 the
2 mer spe
gntlmﬁ:g Fdbemastg s very kind of you. cashier more formally than to the
?
Requesting | wonder if you could Can you issus foreign Manager?
advise me? currengy’? - )
forcigncurrency () /'forin 'karensl/  ngoai & security (n) /si'kjuarsti/ an ninh
10 reguire (v) feikwaia/

excellent growth (n) /'eksslant groud/ sy tang truémg ngoan muc 71




9.2

C Listen and say

kind That's very kind of you.
helpful That's very helpful of you,
excuse me Would you excuse me one moment?

grateful I'd be most grateful.
I'd be very grateful indeed.

I'm most grateful to you,

-~
Talking practice

Nigel Potter (NP)
8ranch Manager, Finbank

Cucil Brown {CB)
Nige! Potter's friend

(&

)

Paul French {PF)
Head of Securities,
Finbank

A

4 .

Vincant Ballay (VB)
8 International Manager,

Finbank

.

( Dennis Fat (DF) j
Customer

p e

Study the diagram above.

Use the Talking pointas on page 70 to
complete the dialogues. Change the form
of the verb where necessary.

Exercise 1: Suggesting
a DF: I would like to invest £2000 for three
montha.
NP: ... aahort term deposait account?
b CB: Where could I go for my holiday?
NP: . ..Spain? '
c VB: We're looking for somebody to go to
CGeneva for a month.
NP: ...y assistant manager?
d NP: I mod someone with wide experiance of
investment.
PF: . _.Jane Williams? She's very
Q_@.DM-

Role play

Student A \

You go to your bank manager, Student B, for
advice. You want to start-a small liiness.

Listen 1o the advice. Give your reaction.

Exercise 2: Requesting und expresaing
gratituduo

a NP: Do you want hust.  rowch or high
interest? -
I don't really know
explain the difference”
We still haven't decided who to send to
Japan,

. (expressing gratitude) for an early
decision.
I'm sorry, Nigel. [ forgot your car is off
the road. I'll collect you,

. (expressing gratitude)
Tl be sending the ﬁg’ures to Head
Office tonight.
That's excellent. ..
me a copy too?

DF:
b VB:
NP: .
e CB:

NFP: .
4 NP:

\requesting)

. PF: . (requesting) give

{ Student B |

Jou are a bank manager. A customer,
pdent A, wants advice, He/She wants a
capital loan for a smaif business.

Suggest-getting a partner. Interest rates for
loans are high. Suggest a meeting with your
colteague, Mrs Hill, who deals with small

business loans.
L

~

D Tell each other

Find a recent stock market report. Read through it with
another student. Give a short talk about the good investments

and the bad investments.
shortterm (n)  /f>:tta:m/  ngén han
assistant (n) /a'sistant/ tro 1y

- experience (n) /iks'piarians/ kinh nghidém

/'kampltant/
/'greitful/

competent (adj)
grateful (adf)

cd nang Iyc
bift on



[ UNIT NINE: Section 3

T A Study

Report-writing: reporting a meeting

Study these minutes of a meeting,

MTnutes of investment meeting 25 July

3.00 pm

1. Those present were: Mr Harris, Mrs Randall,
and Mr R. Johnson of Investment
his apologies for not attending,

Mr Andrews,

Consultants. Mr Parsons sent

ment plan. He said that £3.2 million had
ment over this period. He then introduced
advising the company,

3. Mr Johnson gave detai's of the proposed investment in Clark
Electrical. (see attached sheet) On the

was well established and would continue to grow rapidly.

She said that
She thought that future growth would be much slower.

5. The committee concluded that further analysis

attend the next meeting on August 3rd with a fuller analysis,
6. The meeting ended at 4.15.

Mr Brumfitt,

2. Mr Harris opened the meeting by presenting the 1987-90 invest-
been allacated for invest-
Mr R. Johnson, who was

ures, he thought that Clark's position in the electronics market

4. Mrs Randall argued that we should not project from these fiqures.
the situation in the electronics market nag chanyed.

had tu be carrieg aut
before a final decision was taken. Mr Harris asked Mr Johnson to

50
WRITING POINTS
* 3
Reporting speech in the past i g .
These examples show how direct speech changes into °
reported speech,

HOUSEHOLD APPLIANCES
1 e o
——

|
oY‘HIR Etl""f']"“‘f""'f
|

— 1915 i

Examples: She said, ‘The situation has changed.’,
She said (that) the situation had changed,
He said, ‘I think that growth will continue.’.
He said he thought ( that) growth would continue.
They said, Further analysis must be carried out.’,
They said (that) further analysis had to be carried out.
He said, ‘Clark’s _position is well established.’.
He said (that) Clark’s Position was weil established.

Change these statements into reported speech:
1 She said, ‘My position is clear. I will not change my mind.’,
2 He said, ‘Our investments have

Reporting requestsl/instructions i

Examples: They said to Mr Johnson, ‘Please attend the next
They asked Mr Johnson to attend the next meeting.

They said to the messenger, ‘Take this

grown and will continue to grow.’
3 They said, ‘Profits have fallen, although sales have been increased.’,

meeting.’. (asking)

parcel to the post office.”.
They told the messenger to take a (or the) parcel to the post office.

At a meeting ..
introduce argue
(a person/topic) discuss
open ' give
start by } -ing  details of
begin look at/
attend into

decide
propose
agree
conclude
end

(telling)

consultant (n) . /ksn'saltant/  c& vin project (n)
to allocate (v)  /'alokeit/ dai ngan figures (n)
to establish (v) /is'taeblif/ thiét 1ap to conclude (v)

/'prad3zekt/ du 4n
/'figa/ s6 liéu
/kan'klu:d/ két luan
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B Copy and complete

Copy and complete this memo.

Use the verbs in the list on the right, in the correct form.

speak
Tor Jane . say
From: Lisa Day h‘?ve
| ... 1o the Al Hamza brothers. They ... they ... that we could il
go fifty-fifty on the deal. | ... them to provide more figures. can
I"... we ... agree to their terms if they ...n't give more
information. Mabrouk ... they ... waiting for more information ask
themselves, He .,. send figures as soon as he ... them, think
.+« him to ring us by 30Lh.
be :
C Study J
Study this part of a transcript
of a meeting. TRANSCRIPT OF MEETING
_ Board room 3rd August 0930 hrs.
PRSI ol | Mr Harris: Good afternoon. 1'd 1ike to open this
meeting by welcoming Mr Johnson again. He
- is going to answer some more questions
about our proposed investment in Clark
Electrical. Nr Johnson.

Mr Johnson: Thank you, Mr Harris. Good afternoon,

: ladies and gentlemen. I've made some new
calculations since our last meeting. Has
everybody received a copy of my notes?

Mr Parsons: I'm afraid [ wasn't able to attend the
last meeting, Mr Johnson. I have a
questfion. v

Mr Johnson: Yes, Mr Parsons.

Kr Parsons: Clark's shares have risen sharply in the
last ten days, and they're now at their
highest level for two years. Are you sure
this is the best time to buy?

Mr Johnson: If you look at my latest figures, you'll
see that the shares are still cheap. The
company's true value 1s much higher.

Mrs Randall: I'm sure you're right, Mr Johnson. But
why have the shares risen so suddenly?

e v Mr Johnson: The same thing is happening to a lot of
;;m:tﬁnig:.ﬂurn at the moment, Mrs
Ask and answer: ndall. rise 1s short term. We have

" . to wait for a month or two and then we'll
1 What did Mr Harris say at the see a sharp fall. That will be the time
meeting? to make our offer ...!
2 What did Mr Parsons say?
3 What did Mrs Randall say?

D Write

Write the minutes of the meeting in C.

t write everything that is said word for wo
g?v:;‘:. summary of the most important information.

Begin: Mr Harris opened the meeting by . . .

"lei i i thdi gian 6t nhat
N ati Jkeelkju'leifn/ the best time /:‘.almf a
f:ttéﬁo;)(n) ;a'teng/ ' tham gia suddenly (adv)  /'sadnli/ bt thinh linh
to rise (V) _ [raiz/ ting len
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UNIT NINE

: Section 4

Interaction

A Study and listen

Listen to the telephone conversation.
Study the memo and the table of foreign exchange rates.

MEMO
Tos

Accounts Dept.

March 10

9

From: Ray Cooper, Technical Dept.

Trip to Kuwait, April 4-12

and local currency.

Can you please make the usual arrangements for my

I shall be visiting Kuwait next month for a technical inspection,

travellers cheques
I shall require £1400 in US dollar T/c's and £200

in Kuwaiti dinars,

O

.0 O

O

O=0. &1 ®

O |

How many Kuwaiti dinars did Ray Cooper get for

hig £200?

Tell each other how much you would get in local
currency for £200 if you were travelling to —
Switzerland? — Bahrain? - Greece? — Brazil?

I‘m sorry {

Youmean...?

No, I mean ...

C Discuss

Discuss how much money you would need to spend in - your country’

t L
wac hanks EXCHANGE HATES
) () The rates ted i i
®) quoted are against th,
— s“‘“ ot -l @ pound sterling, and for
3’ ey s Bank Bank
3E‘\___. o:&-"‘_“‘.‘-'f'- o buya £ sells £
b T ez ing
U FataR o ;:::::1: :chillm 29.50 2B.00
inar 0.5550 0.5250
Belgian franc 84.00 B0.50
Brazilian cruzeiro 8780.00 8750. 00
O Canadian dollar 1.840 1.850
French franc 12.50 12.10
German deutschamari 4.20 4.00
O Greek drachma 190.00 180.00
Italian lira 2850.00 2650.00
anmlugo Y 350.00 330.00
O Kuwaiti dinar 0.4250 0.4100
Norwegian krone B.3500 8.3250
Portuguese escudo 240.00 225.00
O Saudi Arabiap Fiyal 5.1400 5.0800
Swiss franc 3.40 3.30
United Arab Emirates dirham 5.1500 .
M 5.1250
R (O USA dollar 1.45 1.40
B Tell each other

No, I'm sorry, I said ..., not . ..

Checking information on the telephone

I didn"t catch that.
could you repeat that?

Correcting information on the telephone

s capital city.
- a foreign capital you know.

Include the cost of a hotel room in a good hotel, meals in restaurants, taxis and transport, tips
and service charges.
inspection (n) /in'spekfn/ su thanh tra riyal (n) Jriz'a:l/ don v@ lién & & Ardp Xe it
lira (n) [Miarif donvitiénte Y escudo (n) /es'ku:dou/ don vj tién té B6 Dio Nha
krone (n) /'krouna/  don vj tién t& Nauy,

Ao, Thuy Dién, Dan Mach
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D Study and listen

Listen to the telephone conversation and study the table of
eurrency and exchange regulations.

CURRENCY AND EXCHANGE HEGULATIONS N.A. = No restriction
(R} = Rastricied {to}

Country Foreign cuTency Local cur Controis
anc* uss
IN ouT IN ou Tie's for fu rofits

Egypt NRA. (R {,?20 92)20 :\coaptod Repatriation of

amount lowed
o ital
iti:wroug;rnt _pa[mem zﬂca.:r ﬂv:j years
nlE  Profity can be
subject to
- —— conditions.
apan R, A N.R. (A Acce) il
Yen2m for Pred g:’;‘&law profts
pa;menl repatiatad for
n Yan, approved
Kuwait NR NAR None =
.R. A N.A. M.R. Acce
. lrealy‘.nw ’
Mexico N.A. (R (A) " Accapted  Approval must be
for i or any

M poscs, _foreign scenange
- . g.' ;
Saud N.R. NR. N.R. N.R. Accepted  Mone

Arabia froaty.
Spain NR. NAR. {A) R Amaptq-j. ransfar of proft
150 000 (201000 L Llowed of -
Reseolos pesotas paymant  Repatriation of
n capital after
P— pesaiag. paymem d!m.
Swiz. R N.R, N.A. N.R. frmpwy ted None.
USA NR NR NA. NR. Accepted Nona
ag cash: )

Role play

Student A :
You are travelling to Japan, the USA and
Egypt on business.

Ring your bank to find out details about
currency and exchange controls in those
countries.

You work in the bank,

the USA and Egypt.

Answer Student A’s questions about
currency and exchange controls in Japan,

E Write

Write to a bank customer about currency and exchange
controls in Japan, the USA and Egypt. You are willing to

confirm the information given by telephone.
rcpatriation (n) [rizpeaetrieifn/  hodn vén tax (n) feaeks/ tpué
dat duge capital (n)  /fkeepit/  tién von

to obtain (V) /eb'tein/ ]
approval (n) fo'pruival/ phé chuin
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UNIT TEN: Section 1

A Read and find out

Read both the texts below.
1 Which text comes from a Jocal newspaper?

2 Which text comes from the business section of an international newspaper?

Text 1 Text 2

$150 million contract signed

The chuirman of Lunhack Developanens Congpuany today
sail that he wus optimistic b the fuuee of e
property market in the Gall region, e wus commienting
after signing a 150 million dollar conrruer with Al-Sharl
Conmtruction Company for s prestigious uew develop-
iment on the city’s reclained land, The project. <«cheduled
for eemplerion within the next two vears, will cuusist of
oftire units and more than 200 retail vaders. e cemral
arca will festure an on gallery und o cultueat Lall. My
Fdward Whitehorr. the chuirman, said that the whole
complex would eventually provide coployient o ar

least 2000 people. . l {

‘T'in optimistic’ says Lauback chairman N JOBS BOOST AS MULTI-
MILLION DOLLAR SCHEME
GOES AHEAD

In two years’ time there will be more than 2000
extra jobs for lecal people, thanks to the new
Lanback development.

The project got the final go-ahead today when
Chairman Edward Whitehart signed up local
building contractors, Al-Sharif.

The scheme will give the city an enormous
shopping complex and commercial centre. Mr
Whitehart said building would start ‘very scor’
and recruitment for some senior posts would
begin ‘very early next year'.

4

B Read and answer

Which company is financing the project?

Which company is going to build it?

How long will it take to build?

Where ia the building going to be?

What did Mr Whitehart say about future employment?
What is Mr Whitehart optimistic about?

Where will the cultural hall be situated?

What does the whole complex refer to? (Text 1 line 12/13)

0D 00 =] O O e €3 B

—

Which details of the project are not included in Text 2?

What expression in Text 2 refers to 200 retail outlets? (Text 1 line 10)

Write your answers to questions 1-7. Write complete sentences.

€ Refer

1 Find pairs of words with similar meanings. Use a dictionary.

scheme speaking project boost
commenting increase large shops
tetail outlets enormous
2 Complete these sentences with the following words:
optimistic about scheduled for thanks to
conaist of

a The new complex will . . . offices and shops.
b The project has begun. Itis . . . completion by 1989,

3 Look at the texts in A.
Find another form of these

words,
prestige

=

d empioy

commerce e complete

¢ Everyoneis. . . the new project. ¢ optimism f culture
d ...investment by Lanback there will be more jobs.
optimistic (adj} /,0pti'mistik/ lac quan employment (n) /im'ploimant/ sy tuyédn dung
property (1) Fpropati/ 12i sdn scheme (n) Jskl:m/ k& hoach _
prestigious (adj) /pre'stidzas/  c¢duytin commecial {adj) /ka'ma: I/ thude vé thuong mai
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10.1

La ng Uage P ractice Construction and use Examples:
Exercise 1 Direct and indirect speech
Example: ‘We signed the contract 1 Direct speech . o
yesterday.' (she} The worda spoken are put He said ‘T'm optimistic'.
She said that they had between speech marks: ', ‘How are you?f’ she asked.
signed the contract the day 2 Indirect s h
before. I peec P . ,
a In the prosent: I'm waiting for Mr Gray,’ =
a ‘We agreed all the details with the He says he is waiting for Mr Gray.
contractor.” {(Mr Whitehart! 'Tll do it tomorrow.” =
b ‘I visited the site yesterday.” (he} She says she'll do it tomorrow.

¢ 'I designed it to include an art

gallery.’ (the architect) b [n the past:

d “The tender from Al Sharif was i Present, tenses change to past.  “We are investing $150 million.’
the lowest.’ {the Chairman) . = ";‘;35‘3’“‘,:?.‘{1 were investing

e 'The central area wjl]_feature an 1 tike thr::del;g.n .
ey |l rehitect = She said (that) she liked the

f ‘The cost will be approximately QP imole and i q de'f;gt;. bill.' or 1 b id
3150 million.” {the company)} Ul Past simple and present perfect 3 paic e DLt or L have pa

g 'l am listening to the stock market tenses change to past perfect. thqdb:li; :“A:{e said (that} he had

v pai .

h 5;{:::6.;;’;&;3, will move to its new iil Future tenses change to ‘Building will start.” = He said
headquarters next year'. (the conditional, (that) building would start,
Chairman} c Some time expressions change ‘Next year' = the following year

Exercize 2 in indirect speech in the paat. ‘Tomorrow’ = the next day

. . " ‘Very soon' = in the near future
. 9
Example: ::’I?:;;a is the letter? {she ‘Yesterday' = the day before
She ashed where the letter d Questions with What? Where?
was, Whao? When? How? also change
. . . in indirect speech. :

2 When will the telex be sent” (he | Thg question word remainsbut  ‘Whers is the file?

b ‘Where is the Manager's office?” the word order changes. = She ashed where .:,he file was.
(the visitor asked) when will b oy e il ot

¢ 'How late is the bus? (the = f7e asved When i would arrive.

passengers asked) '=1-{ g::zk);?zaw he was
d ‘What is his telephone number?' .

{she asked me)

D Read and discuss

Read this advertisement. IS THIS YOU?

What sort of person is required for the job? ARTICULATE? INTELLIGENT?
Discuss what qualities are required in your job. ORGANISED?
Describe the sort of person who is needed to do your job.

We need a capabie person whao is well qualified
and expenenced in sales. The successful candi-
date will be responsible for the management of ]

E Listen and write an internationai sales tcam,
1 Listen For further details apply in writing enclosing

.. . . your CV 1o BOX 765,
Two people are writing a job advertisement. S ————
Malke notes.

2 Listen to the discussion again.
Write the final advertisement. Use D to help you.

art gallery (n)  /a:t'geelori/  tifn 13m nghd thudt  wellqualified (adj)  /wel'kwolifaid/ chuya'l mon 5t
headquarters (n) 'hed'kwa:taz/ try sd articulate (adj} jaztikjulit/ in néi hny lodr
capable (adj) Fkeipabt/ ¢ kha ning
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UNIT TEN: Secticn 2

A Listen and find out

Which conversation is part of an mterview”’

Ay

( Dialogue 1

Simon: Hey, Charles, have vun seen this
advertisement for a property manager for
the Lanback development?

Charles: Mmm. No, | haven't seen it before.

It could be interesting. I've got the right
experience, too.

S: You'd have to travel a bit.

C: Well, I don’t mind that.

S: ‘Organise a team of 12’ it says.

C: Yes, I reckon I could do that. 3

S: Do you fancy ‘occasional long hours™?| [[3

C: That’s all right. I think I'll apply.

_Thanks, Simon.

Ask d anser |

1 What post is available?
2 Does it involve travel?

3 How many people would the successful
candidate be in charge of?

4 Has Charles ever done a similar job before?
5 Is Charles keen to get the job?

Dialogue 2 Four weeks later

Mr Smith: So, you're applying for the post of
Property Manager, Mr Guilder?
Charles: Yes, I'm very interested in the job.
Mr S: Would you be willing to travel
on business?
C:  Certainly. I'd welcom#& the opportunity.
Mr S: You've got the sort of qualifications and
general experience we're looking for. Do
you think you could organise a team of 12?7

8C: 1 feel fairly confident about that. When

I was with Ling & Co I was in charge
of eight people.
: You understand that the hours would
often be very long. .
Oh, yes, I'm prepared to accept that.

-

- vy
Talking points
More formal Less formal &)
N Expressing I'm very interested in it could be interesting. Decide
interest the job. _ ]
EXPI:'CBIBQ I'd welcome the I don't mind that. 1 tth'hey is ?‘ga;ilals mor: formal in
willingness opportunity, seco alogue?
Accepting I'm prepared to accept That's right. 2 In which dialogue is he
~ conditions that. . _ more relaxed?
Expressing | feel fairly confident I reckon I.could dS'that.
confidence about that. J
S
advertisement (n) /ad'va:tism quédng cdo to organize (v) 16 chifc
to reckon (v) ant/ cho 14, nghi la to prepare (v) chudn bj

interested in st
to confident (v)

['rekan/

[intristid/  tin tudng

thich thi véi diu g1

tofancy (v)  /fansi/ mong udc, mubn
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10.2

C Listen and say

Elision of vowel business Would you be willing to travel on business?
interesting It could be an interesting job.
general You've got the general experience we want.
'd . .
Talking practice )
[ Lesley Young (LY) J L John Collins (JO) l
Interviewer Raymond's brother
Fred Maye (FM)} * ™ 4 Franz Sickert (FS)
[ % interviewer ) Raymond Coilins (RC) ( g Raymond’s friend J
Candidate for a post
Study the diagram above. Use the Talking points on page 78 to complete the dialogues.
Exercise 1 Exercise 2
Give the replies Raymond gives at his Complete what Raymond's friend and V
interview. brother say to him.
a FM: We can offer you further training. a RC: John, I must send in a typed CV. Could
Would you be interested in that? you type it for me quickly?
RC: ... (expressing willingness) to do more JC: ... (expressing confidence) do it for you
training, - now. .
b LY: Do you think you have enough b RC: Do you think this job will be any good,
experience to negotiate coniracts? " Franz? )
RC: ... (expressing confidence) that [ could. FS: Yes,... (expressing interest).
¢ FM: Do you have any particular interests? ¢ RC: I'd love to join you tonight but I must
RC: ... (expressing interest) developing new write my letter of application fijrst.
data control systems, JC: ... laceepting). 'm not in a hurry.
d LY. Initially we can offer you a six-month d RC: Would you mind making another copy
renewable contract. for me?
RC: ... (accepting conditions) those terms. F8: No, ... (expressing willingness). It’s no
trouble.
Role play
Student A l Student B
You are interviewing Student 8. ' A You are 3 candidate at an interview. A
Student A is interviewing you.
You are looking for a sales executive who is: The post is for a sales executive in an
a fluent in English American firm.
b interested in computers Your English is very good.
¢ willing to travel Your special interest is business systems,
d experienced in organising a team You are free to travel anywhere.
& willing to be paid in US dollars You have ten years’ experience as a team
manager.
e J \ J
\_ Interview the candidate, . Answer the interviewer's questions. W,
D Tell each other

Talk about the job you would like. Say why.
What skills are needed? What personal qualities? What qualifications? Is there a lot of stress in the job?

further training {n) /'fo: @ ‘treinin/ dio tac thém willingness (n) /'wilinnis/ thién ¥
data contro] system {n) /kan'troul/ he théng quin Iy di lieu  initially (adj)  A'nifali/  ban d4u
letter of application feeplitkeifn/  tha xin viée to be in a hurry /hari/ voi, 56t rudt
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UNIT TEN: Section 3

Writing cables and telexas

A Study

Cables (international telegrams) and telexes are fast, but expensive.
To reduce their cost, measages must be brief and clear,

Study these examples of cables.

repetition of

now and not to

avold mistakes
/

hi

address =

lurthe attenti AYTENT [OW Bkl NASSER

oy -
CLAMSHA INTKMSATIOMAL F.O0Y AL SIARLE  ANANIAH GULF ]

@/"""’""’

punctuation
L~

a1 s00n A

,isu:imrlrrr HARMIER WCOUITMERT [NTRAVLEWS {HOWNONJCOMPLETED
T ———
with referance to - [ oum Finst owrict cuarLEs corpen sror }
 curriculum vit .,(::laummv NENT STOP FLEASE COMFINM ARPOIWTMENY (GOGHEST

|Cables are charged by the number of words used. Costs are
therefore not reduced by abbreviating single words, but by
abbreviating phrases and shortening sentences. Words are often
omitted, eg pronouns (1, ske, he), prepositions of fimé and place, -
and conjunctions (and, or). As a result, punctuation must be clear,
It is usually indicated by words, eg STOP, QUERY.

Exemples;

;DODS DESPATCHED TWELFTH ARRIVING FIFTEENTH

The goods were despatched on the twelfth and will be erriving an
the fifieenth.

UNABLE MEET ORDER UNTIL END AUGUST

We will be unable to meet your order until the end of August.

REGREYT WRONG DELIVERY STOP REPLACEMENT SENT TODAY
We regret the wrong delivery. A replacement was sent today.

REQUEST URGENT CONFIRMATION OUR CAELE OF TENTH MAY

We request urgent confirmation regarding our cahle sent on
10th May.

ESBENTIAL YOU CABLE CORRECT PART NUMBER BEFORE DESPATCH
POSSIBLE

1t is essential that vou cahle the correct part number before we can
despatch the part.

ARHIVING HEATHROW THIRTIETH 2200 HOURS FLIGHT BA 2150

I will be arriving at Heathrow ( airport} on the thirtieth (of this
month; ot 2200 krs on flight BA 2350,

iersonai isors) £ [ ]
{armovriow Prman =t reasonne:, |
farther to——_ ’ :
TUSTREN )YOUR CABLE OF LAKT WIGRT ESSENTIAL MEW MANAGLR ON &(TE |
BY(xNo DECOMEKISTOF || APPOINTMKNT CONPIANED SUBJECT TO THIS COMDETION |
Writing cables and telexes ] P T R
Abbreviated language T
Abbreviated words and phrases are frequently used in telexes, mbg
which are charged by time, Q o
Examples: _ O
RSVP please reply ASAP.assoun aspossible  INFO information
PLSE please RE about/with regard to ETA estimated time
TKS thanks ATTN for the attention of of arrival

Frepositions of time and place

Point of time
on + date/day
at + time of day
in + month/year/season
since (1978)

by (the end of Juna)
g‘g } (September 30th)
before (1990)

after (1982)

hetween .. _and . ..
from...to0...
Period of time

for (two weeks)

in {a monthys time
over (three months)
within (six weeks)
during (October)

per (week/month/year)

Place
in (country, city, region)
- &t (a specific location for
a purpose)

with reference to refarans /  lien quan dén
gulf (n) JgAlf/ vinh :
estimated time of festimeitid/ dy tinh thdi gian dén

punttuation (n)
repetition {n)

Jipanktfu'eifn/ - dfu chim ciu
/.repltifny/ svldplai
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e MY

~ WRITING TASK

B Study

Study the use of prepasitions in these examples of cables and telexes.
Which prepositions are omitted?
Which prepositiona cannot be omitted?

HEGRET unABLy SUPPL
Y
0 Yo T SPeral "M STOCK Stop

ORDER TO MAMUPACTURER oimgy

C Copy and complete
Copy and compiete this telex with the correct prepositions.

AEGRET OUE SUPPLY DXFFICULTIES ... SWITZERLAND .., LAST HMONTH CANNOT
OELIVER THREE MUNDRED 1INTERMATIC QUAATZ .,. END DECEMBER. SDONEST

POBEL1ELE OME HUWODRED ,.. FIFTEENTH DECEMBER. BALANCE OF ORDER ..., HI1X
WEEKG ... -JANUANY 3187, ESSENTLAL YOU CONFIRW TH13 OK. TELEX ... FIVE
THIRTY OR ALNG ME ... HOME TOMIGHT.

D Write

1 Write a telex for the following situation:

You are travelling on business in Spain. You have received an
enquiry about your company's model no. 3120 caleulator from a
firm called Escribano S.A. The firm requires specifications and
details for crdering. Telex your office in London. Ask them to
send the necessary information to Escribano S.A., Caja Poatal
411, Madrid for the attention of Sefior Mora.

2 Write a cable for the followiul& situation:

You have received a conaignment of radios by sea freight in ten
cases. There should be twenty radios in each case, but one case
had only nineteen,

Cable the supplier to send the missing item by airfreight to' meet
the delivery date for your order (order number GH/3353/87).

schedule (n) [ fedju:l/ lich trinh due (adj)”  /djus/ do, v
consignment {n}  /kan'sainmant/ suplier (n)  ssa'plals;  nhd cung cfp
order (n) J'o:da/ don dit hang to ring (v}  sriny goi dién thoai
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UNIT TEN: Section 4 Interaction

A Study and listen

Study these pages from a booklet on {elephone manners.
Listen to the two telephone conversations.

In our daily work at the oifice, we spend a lot ot
time on the telephone. The suceess of oar business
can depend upon good telephane manners. Do we
anawer the 1elephone politely and with & friendiv Holding on
manner? Do we treat peuple on the telephone in a

polite and friendly way? Sometimes we have 1o ask a caller to hold on. Say

Here are some suggestions for good manners on clearly “Would you haid on. please?’ Don't Jen ve the
the telephone. Remember — vour success in your job culles 0o fong, I vou can't find the pers.n or
and the success of your rompany. may depend on fl'{f"ﬂhﬂtlﬂﬂ requiterd. go back to 1he caller and say

O how you treat yvour customers on the phone. I'im sormy to keep you waiting", -

Answering the teiephone O Puiting u cail through

Always auswer the phone in vour office quickly. You may have 10 put the call through to another
Don’t let it ring and ring. Your firm can luse extension. Find out the name of the person or office

business if nobady answers the phone, remuired and say “'m putting you through’, If there
caller and say ‘I'm sorry. I'm etling no answer’
Ask the caller if another pﬂ'm:u'lg or o#ice can help.
Ydentifying yourseil

O When vou unswer the phone. ideaify vourself or
vour department clearly, Sav *Ann Smith’s office’ Taking a message
or ‘Saies department’. 1 vou're answering an O Al .
outside line, 1dentify your company ~ ‘Wells and o "-i!” keep paper and pencil beside the phane
Company’ or ‘Al-Hamza Stores'. It is often useful °E “; mgmsns,e'- If vou have to take-a Taessage,
and polite 10 sav *Good meming/afterncon, Can | s’ for the caller’s name and telephone aumber.
help you?’ ’ Ask the caller to spell his or her name if necessary,
- After writing down the message, read it again to the

caller to cheek the detajls,
 ——— e —

B Listen and write

Listen to the second telephone conversation again with your book
closed. Write down all the polite phrases you hear in the conversation.

C Discuss

Which customer is treated better, the firat or the second?
Why are telephone manners important? .

Give some other examples of bad manners on the telephone.

to depend on (v) /di'pend;  Phu thude vao manner (n) ['maena/ cdch, 16i
to treat {v) Jrict/ xit 1y, d&i xir toidentify (v)  /ai'dentifaly  nhan bi&t
polite (adj) /patalty  lichsy extension (n) /iks'tenfns  kéo dii

29
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D Study

A busy office is full of different types of people.
Are any of these types in your school or workplace?

/’Bonmwin )

The borrower never has enough
money in his pocket. He always
has to borrow a little cash from
you — for lunch, for the train fare
or bus fare. He even borrows
from you in order to buy his wife
a birthday present.

The smoker always has a cigarette
smoking in the ashtray on her
desk. All day, it fills the office
with smoke. She lights a cigarette,
puts it in the ashtray and leaves
the room. In this way, everybody
else smokes at least two packets a
day.

The talker wants to tell you
everything. She tells you the story
of her life. She teils you
everything that happened at
home last night, or at the
weekend, or during her holiday.
When you return from your
holiday, she tells you everything
that happened in the office . . .!

The joker knows a lot of jokes
and funny stories. ‘Have you
heard this one?’ he says. At the
end of his funny story, he laughs
more loudly than anyone else.
‘Wasn‘t that funny?’ he asks in a
loud voice.

E Discuss

Can you describe any other types in your school or workplace?

workplace (n)

ashtray (n) [ [trei/

funny story (n)  /fani ‘sto:ri/

oA

Jwa:kpleis/

noi lam viéc pocket (r)  /'pokit/ tdi (quin 4o)
gattanthudcld  packet(n) /'paekit/ goi
truyén cudi




Unit 1: Summary of grammar and new language

Theme Employment

Key activities
Reading: letter (job offer) (1)
job description (1)
benefits for managers (1)
statistical information (4)
Listening/speaking: dialogues (in an interview/in the office) (2)
lietening to a short taik (4)
Writing: a letter (offering/accepting/declining) (3)
Interpreting a map (4)

Studying and completing statistics (4)

Discussion and role play (4) ' .
Language points Workbook
Revision of tenses: present (simple/ Letter completion (1)
continuous) (1) Spelling check (1)
past (simple/present perfect) (1) Reference work (1)
future (will} (1) Paragraph completion (1)
Functional phrases for: greeting/apologising/ Dialogue completion (from listening/with
thanking (2) notes) (2)
offering/accepting/declining (3) Application form (study and completion) (2)
Letter completion (3)

Note: the number in brackets refers to the Section where the item first appears.

Unit 1: Vocabulary - Section-by-Section

1 post (n) 3 promotion 4 area
supplier sample reason
complain preduct unemployment
complaint employment north
refer fuel aouth
experienced estimate (n) east
appoint supply (v) west N
job description terms average (adj)
Bupervise conditions recent
contact (v) unable percentage
deal with tender (n) agency’
annual regret (v} work permit (n)
bonus
allowance
purchase (n)
benefit (n)
discount (n)

2 job applicant
colleague
candidate
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Unit 2: Summary of grammar and new language

Theme Communications

Key activities
Reading: description of telephone syatem (1}
explanation of how a telephone worka (1)
factual information (1)
promotional brochures (4)
Listening/speaking: dialogues (in the office/on the telephone) (2)
Writing: a letter (acknowledging/querying)} (3)
notea (4)
Making comparisons/recommending (4)
Discussion and role play {4)

Language points Workbook
Revision of tenses: passive (present/past) (1) Text comprehension (1)
Can (ability) (1) - Dictionary definitions (1)
Comparison of adjectives (1) Dialogue completion: giving information on
Functional phrases for: suggesting/requesting/ the telephone (2)
enquiring (2) Reference work: using a dictionary (2)
acknowledging/querying (3) Letter layout (3}

Studying information and making
calculations (4)

Unit 2: Vocabulary - Section-by-Section

86

1 telephone line 3 inquiry
centre specification
tranamission statement
able to account .
call (n) quarterly
direct {adv) period
communication apoclogise
instrument fauit
invent
mouthpiece 4 system
convert (v) comparative
electric current cash
technology intercom
famous running ¢ost
art gallery rent
contain handle (v)
available terminal
guide installation

maintenance

2 speil
repeat
operator
dial (v)
guest



Unit 3: Summary of grammar and new language

Theme Business promotion

Key activities :
Reading: promotion news (about a company/a place) (1)
profile of a city (1}
for information (4) :
Listening/speaking: dialogues (in a business meeting/an office discussion) (2)
listening for information (4)
Writing: a short report (3)
Decision-making (4)
Discussion and role play (4)

Language points Workbook

Relative pronounas (1) Studying and writing about company results (1)

Comparisons using as . . . as; Reference work from a guide book (1)
notas...as(l) Dialogue completion (2)

Future continuous tense (1) . Multiple choice questions on dialogue (2}

Functional phrases for: Guided paragraph using graph and model (2)
disagreeing/agreeing/suggesting (2) Ordering/writing an agenda (3)

Relative clauses (zero relative) (3) Studying a plan and giving directions (4)

Conditionals {Type 2) (3) .

Usae of article (3)

Unit 3: Vocabulary - Section-by-Section

1 apecialise 3 mailbox system 4 key
delegation opportunity high-leve]
event economy : displgy advertising
invest market essential h
significant finalisa tranalation
promote allocation data transmission
commitment breakdown (n) circulation
substantial team published
facilities schedule (n) distribute
accommaodation participate bilingual
aituated regular representative
connectinng turnover space
eonvenient publicity booking

facility

2 effective storage
enormous entrance
worthwhile ' fixed unita
indicate : Eize
ridiculous stand (n)

guaraniee (v}



Unit 4: Summary of grammar and new language

Theme Travel ﬁnd insurance
Eey activities

insurance policies (1)
booking conditions (1)

Checking information (4)

Language points
Infinitive of purpose: in order to (1)
Expressions of obligation:

mustthave to, need not, required to (1)

Reading: extract from businesa letter (1)

letter giving information (1)

Listening/speaking: dialogues (in a travel agency/discussing travel plans) (2)
Writing: a letter (making a ¢laim) (3)
a narrative report (as part of a letter) (4)

Workbook
Studying and answering questions about

insurance and booking conditiona (1)
Letter layout and completion (1}

88

Conditional (Type 1) (1) Reference work: finding information (2)
Functional phrases for expressing: obligation/ Using a dialogue to fill in a form (2)
lack of obligation/intention (2) Past tenses (3)
Past continuous with past simple (3) Car vocabulary (4)
Indirect object (3) Describing damage to a vehicle (4)
Zero article (3)
Unit 4: Vocabulary - Section-by-Section
‘1 motoring 3 claim (v)
hesitate . overtake
bear from slightly .
policy repair (v) :
cancellation jewellery
ferry
worry (n) point out
. confirm vehicle
deposit (n) injury -
refund (v} windacreen
fali experience
activity
current (adj) 4 receipt
Tequire parucular {n}
2 balance bodywork
depart lane
properly wing
request {n) headlight
check-in damage (n)
suitable
skill




Unit 5: Summary of grammar and new language

Theme Business computers

Key activities
Reading: memo to a colleague (1)
sales literature (1)
advertisement for a service (1)
Ligtening/speaking: dialogues (discussing what to buy/discussion with a consultant) (2)
Writing: a follow-up letter (3) (4)
Analysing charts (4)
Discussion and role play (4)

Language poinis Workbook

Gerund (verb + ing) (1) Reference work — using a content guide (1)

must to expreas deduction (1) Study/completion using an advertisement (1)

should (used for advising) (1) Completing an address slip (1)

Clauses of result: se + adj Studying/giving information from computer
such + adj + noun (1) programming advertisement (2)

Functional phrases for: Study of computer jargon’ (2)
advising/advising against/giving opinions (2) Completing a letter (information) (3)
expresging certainty and uncertainty (3) Studying and completing graphs (4)

since (3)

Unit 5: Vocabulary — Section-by-Section

1 obviously 3 enquire (v)
impressive remind
demonstration ' range (n)
model take advantage (of)
flexible asgistance
investment define .
recommend after-gales
make (brand) (n) follow-up (n)
consultant foal
depend (on) have pleasurs (in)
consider versatile
suit (v}

4 graphics

2 honestly chart (n)
opinion typical
decision : sales pattern
reasonable steadily
appliance sharply
plug level off
features ward processing

gather
adapt
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Unit 6: Summary of grammar and new language

Theme Work and health

Key activities
Reading: newspaper article (1}
club notice (1)
food advertisement (1)
for information (4)
Listening/speaking: dialogues {discussing health) {2) (listening for information) (4)
Writing: a letter {of apology/regret) (3) (4)
Completing a questionnaire (4)
Diiscussion and role play (4)

Language points Workbook
Present perfect continuous (have/has been Studying and answering questions (food) (1)
+ verb + ing) (1) Reference and vocabulary work (1)
Neither . . . nor (1) Abbreviations (1)
Verbs of feeling or condition (1) Studying/answering questions on a dialogue {2)
Too (+ adj; + adj + infinitive; + adverb) (1) Basic foods (vocabulary and habita) (2)
Functional phrases for: expressing anxiety/ Completing chart of time spent on own
certainty (2) activities (2)
: expressing apologies/ Completing letters of apology and regret (3)
regrets (3) Writing a telephone message (4)
: explaining (2}

Unit 6: Voczhulary -- Section-by-Section

1 work pressure 1 {cont'd) 3 off (work)
stresa (n) regularly apology
suffer (from) stimulating unsucoesafizl
jeurnalist convenience illness
jog () hungry dissatisfaction
impatient tired health
excessive angry postpone
eminent worried unavoidable
energy lately
carry out {v) sleep (v) 4 questionnaire
definitely absent
tense (adj) 2 lock well leave (n)
profession awful genuine
diet (n) concetned entitled (to}
fit (adj) overwork deduction
relax article serious
rate headache obtain
nurse strike (n) enthusiastic
driver develop
hairdresser
postman

librarian
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Unit 7: Summary of grammar and new language

Theme Manufacturing

Key activities
Reading: article on cotton (1)
description of a process (1)
contracts (4}
Listening/speaking: dialogues (negotiating on the phone/negotiating in the street) (2)
listening for information (4)
Writing: filling in a form (Bill of Lading) (3)
a short contract (4)
Diacussion and role play (4)

Language points Workbaok

Past participle (1) Answering questions about a commodities

Present perfect passive (1) gervice (1)

Passive gerund (1) Studying garment labsels (1)

When (conjunction)/In spite of (1) Completing a dialogue (2)

Functional phrases for: Completing an order form (2)
offering Completing a bill of lading (3)
rejecting/refusing Completion and layout of a letter (4)
accepting an offer (2)

Guidance for form-filling (3)

Common abbreviations (3)

Unit 7: Vocabulary - Section-by-Section

1 competition 2 unrealistic 4 amendment
synthetic cormpromise letter of credit
fabric quality * packing
influence (v) material seiler
trader shipment
negotiate 3 possassion diatribution
commodity purchaser responsible (for)
quote (v) shipper supplier
garment error acceptable
manufacturing loading assure
plant (n) original alter
natural transaction
currency '
sew
press (v)
stages
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Unit 8: Summary of grammar and new language

Theme After-sales

HKey activities
Reading: letter to manufacturer from retailer (1)
instruction manual (1)
notices (1)
for information (4)
Listening/speaking: dialogues (complaining in a shop/complaining on the telephone) (2)
negotiating by telephone (role play) (4)
Writing: letters of complaint/replying to complaints (3)
confirming an agreement by letter (4)
Discussion (4)

Language points Workbook
Pluperfect tense (1) Studying guarantee/receipt and completing
Clauses of reason (since/as/because) (1) form (1)
Would be + adj (1) Studying and matching instructions (1)
Functional phrases for expressing: Studying action wordsa (1)
diseatisfaction/annoyance/intention (2). Studying a dialogue and completing a
Somelany (3) complaint form (2)
Ago (3) . Studying/answering questions on a chalogua (2)
Making comglaints (2)
Completing an invoice (3)
Writing a letter of complaint (4)

Unit 8: Vocabutary - Section-by-Section

1 manual 3 knowledge 4 aside-
grateful conciude limit
set (v) consignment married
operating appreciate deadline
attempt (v} occur refuse
service (v) goodwill replace
congratulate investigate
unusual minor
resignation inconvenience

short

2 slight await
entirely accept apologies
refund (n) delay
demand (v) assurence
unsatisfactory express (adj)
matter (n} airmail
satisfied
helpful
adjust
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Unit 9: Summary of grammar and new language

Theme Investment and finance

Key activites
Reading: advertisement for investors (1)
application to invest (1)
stock market report (1)
tabular information (4)
Listening/speaking: dialogues (at a bank
counter/with the Bank Manager) (2)
Writing: a report (of a meeting) (3)
Checking and correcting information (4)
Discussion and role play (4)

Language points

Conjunctions: although/nevertheless (1)
Conditionals (Types 2 & 3) (1)
May/might (1)

Functional phrases for:
suggesting/expresaing gratitude/
requesting (2)

Reporting speech in the past (3)

Reporting requesta/instructions (3)

Workbook

Completing a paragraph about financial journal
and costs (1)

Studying headings and groups of words (1)

Taking telephone messages and writing
mermos (2)

Completing Eurocheques (2)

Completing a conversation with reported
speech (3)

Layout of a follow-up letter (4)

Unit 9: Vocabulary - Section-by-Section
1 financial

dr " resources
amauc overnight
sharg €
launeh (n) stocks
encouraging income

local securities
be_ha]f requirements
bright specific
decade

3 argue 4 catch
terminate foreign
propose funds
allocate transfer
well-established inspection
rapidly bank notes
participation exchange controls
fifty-fifty restriction

*

Unit 10: Summary of grammar and new language

Theme Enterprise
Key activities
Reading: newspaper articles (1)

job advertisement (1)

for information (4)
Listening/speaking: dialogues {(discussing
4 job with a friend/a job interview) (2)
Writing: cables and telexes (3)
Discussion (4)
Language points
Direct and indirect speech (1)
Functional phrases for expressing:

interest/acceptance of conditions/
confidence (2)
Abbreviated language (3)

Workbook

Studying further newspaper artieles (1)

Writing advertisements (1)

Completing an interview dialogue (2)

Filling in an application form (2)

Writing a cable (3)

Completing a dialogue and writing a telephone
message (4)

Unit 10: Vocabulary — Section-by-Section

1 optimistic scheme
region recruitment
comment articulate
prestigious capable
reclaimed intelligent
retail outlet well-qualified
schedule (v} responsible
complex cultural
eventually thanks to
go-ahead boost

2 property 4 friendly
occasional treat {v)
confident borrower
prepared to fare
reckon Joke
fluent funny
willing loud

3 estimated voice
attention (of) laugh
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Vocabulary list

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

able to 2.1
absent 6.4
acceptable 7.4
accept apologies 8.3
accommodation 3.1
account 2.3
activity 4.1
adapt 5.4

adjust 8.2
afler-sales 5.3
agency 1.4
airmail 8.3
allocare 9.3
alioeation 3.3
allowanee 1.1
alter 7.4
amendment 7.4
angry 8.1
animal 1.1
aplupy 6.3
apologise 2.3
applinnce 5,2
appoint 1.1
appraciate 8.3
area 1.4

argue 9.3

art gallary 2.1
article 6.2
articulate 10.]
aaide 8.4
assistance 5.3
ansure 7.4
emssurance 8.3
attempt (v) 8.1
attention {of) 10.3
available 2.1
average (adj) 1.4
await 8.3

awful 6.2

baggage 4.1
dhlance 4.2
bank notea 9.4
behalf 9.1
benefit (n) 1.1
bilingual 3.4
bodywork 4.4
bonus 1.1
bonking 3.4
boosat 10.1
borrower 10.4
breakdown {(n) 3.3
bright 9.1

call (n) 2.1
cancellation 4.2
candidate 1.2
copable 10.1
carry cul {v) 6.1
cash 2.4

catch 9.4

centre 2.1
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chart (n) 5.4
check-in 4.2
cireulation 3.4
claim (v) 4.3
colleague 1.2
comment 10.1
commitment 3.1
commodity T.1
communication 2.1
comparative 2.4
competition 7.1
complain 1.1
complaint 1.1
complex 10.1
compromise 7.2
concerned 6.2
cenclude 8.3
conditions 1.3
confident 10.2
confirm 4.1
congratulate 5.1
connections 3.1
consider 5.1
consignment 8.3
conaultant 5.1
contact (v) 1.1
contain 2.1
convenience 6.1
convenient 3.1
convert (v) 2.1
cultural 10.1
curtency 7.1
current {adj! 4.1

damage (n} 4.4
datu-transmisgion 3.4
deadline 8.4

dea] with 1.1
decade 9.1
decision 5.2
deduction 6.4
defina 5.3
definitely 6.1
delay 8.3
delegation 3.1
demand {v) 8.2
demonstration 5.1
depart 4.2

depend (on} 5.1
depasit (n) 4.1
develop 6.2

dial (v) 2.2

diet {n) 6.1

direct (adv) 2.1
discount (n) 1.1
display advertising 3.4
disaatisfaction 6.3
distribute 3.4
distribution 7.4
dramatic 3.1
driver 6.1

east 1.4
econnmy 3.3
effectiva 3.2
electric current 2.1
eminent A.1
employment 1.3
encouraging 9.1
anergy 6.1
enormous 3.2
enquire (v) 5.3
enthusiastic fi.4
entitied 1to) 6.4
entirely 8.2
entrance 3.4
arror 7.3
estimate (n) 1.3
eatimated 10.3
esgential 1.4
svent 3.1
eventually 10.1
excessive 6,1
exchange control 3.4
experience 4.3
expreas (ad}) 8.3

fabric 7.1
facility 3.4
facilities 3.1
famous 2.1
fare i0.4
fauit 2.3
features 5.2
feel 5.3

ferry 4.3
filty-filty 9.3
finglise 3.3
financial 9.1
fit (adi) 6.1
fixed units J.4
flexible 5.1
Auent 10 2
follow-up in: 5.3
foreym 9.4
Friendly 10.4
fuel 1.3

full 4.1
funds 9.4
funay 10.4

gather 5.4
garment 7.1
genuine 6.4
go-shead 10.1
goodwill 8.3
graphic 5.4
grateful 8.1
guarantee 3.2
guest 2.2
guide 2.1

hatrdresser 6.1
handle (v) 2.4
have pleasure {in) 5.3
headache 6.2
headlight 4.4
health 6.3
hear from 4.1
helpful 8.2
hesitats 4.1
high-lavel 3.4
honaestly 5.2
hungry 6.1

iliness 6.3
impatient 6.1
impresaive 5.1
income 9.2
inconvenignces 8.3
indieate 3.2
influenca 2.1
injury 4.3
inqury 2.3
inapection 9.4
inatelation 2.4"
instrument 2.1
intelligent 10.1
intercom 2.4
invent 2.1
invest 3.1
investigate 8.3
investment 5.1
ingue 9.2

jewellery ey

job applicant 1.2
job deseription 1.1
jog (v) 6.1

joke 10.4
journaliat 6.1

key 3.4
knowledge 8.3

lane 4.4
lately 6.1
laugh 10.4
launch (n} 9.1
leavai{n) 8.4
leiter of credit 7.4
level off 5.4
lihrarian 6.1
limit 8.4
loading 7.3
local 9.1

look well 6.2
loud 10.4

mailbox system 3.3
maintenance 2.4
make (n} (brand) 5.1
manual 8.1




Vocabulary list

manufacturing 7.1
market 3.3
markings 4.4
married 8.4
material 7.2
matter {n) 8.2
maximum 9.1
modal 5.1
motoring 4.1
mouthpieca 2.1

natural 7.1
negotiata 7.1
north 1.4
nurse 6.1

obtain 6.4
obvicusly 5.1
occanional 10.2
occur B.3

off {work} 6.3
operating 8.1
operator 2.2
opinion 5.2
opportunity 3.3
optimistie 10.1
original 7.3
overnight $.1
overtake 4.3
overwork 8.2

packing 7.4
participate 3.3
perticipation 9.3
particular (n) 4.4
percantage 1.4
period 2.3

plant (n} 7.1
piug 5.2

point out 4.3
policy 4.1
posseagion 1.3
poat (n) 1.1
postman 6.1

quality 7.2
quarterly 2.3
questicnnaire 6.4
quote (v) 7.1

range (n) 5.3
rapidly 9.3

rate 6.1

reason 1.4
reasonahle 5.2
recent 1.4
receipt 4.4
reckon 10.2
reclaimed 10.1
recommend 8.1
recruitment 10.1
refer 1.1

refund {n) 8.2
refund (v) 4.1
refuse 8.4

tegion 10.1
regular 3.3
regularly 6.1
regret (v) 1.3
relax 8.1

remind 5.3

rent 2.4

repair (v) 4.3
repsat 2.2
replacs 8.4
representative 3.4
request {n) 4.2
Teguira 4.1
requiramants 9.2
regignation 8.1
resources 9.1
responaible 10,1
responsitiles {for) 7.4
restriction 9.4
retail cutlet 10.1
reviss 10.3
ridiculous 3.1
running coet 2.4

salea pattern 5.4
sampla 1.3
satisfied 8.2
scheduls (n} 3.3
" scheduls (v) 10,1
scheme 10.1
securities 9.2
saller 7.4
serious 6.4
service (v) 8.1
ast (v) 8.1
sew T.1
thare 9.1
sharply 5.4
shipper 7.3
shipment 7.4

short 8.3
significant 3.1
situation 3.1
size 3.4

akill 4.2

sleep (v) 6.1
slight 8.2
alightly 4.3
spaca 3.4
south 1.4

stages 7.1
atand (n) 3.4
statement 2.3
stimulating 6.1
steadily 5.4
stocks 9.2
storage 3.4
stress (n) 6.1
strike (n} §.2
stuck B.1
substantial 3.1
suffar from 6.1
suit (v} 5.1
suitable 4.2
supplier 7.4
supply (v} 1.3
supervise 1.1
system 2.4
synthetic 7.1

take advantage (of) 5.3
team 3.3

technology 2.1
talephone line 2.1
tender (n) 1.3
tonse (adj) 6.1
terminai 2.4
terminate §.3
terma 1.3
thanks to 10.1
tired §.1

trader 7.1
transaction 7.4
transfer 9.4
tranglation 3.4
transmiagion 2.1
treat (v) 10.4
turnover 3.3
typical 5.4

unable 1.3
coavoidabls 8.3

vehicle 4.3
versatile 5.3
voica 10.4

well-established 9.3

well-qualified 10.1
west 1.4

willing 10,2
windscreen 4.3
wing 4.4

word processing 5.4
work permit (n) 1.4,

wark pressure 6.1
worried 6.1
worry 4.1
worthwhils 3.2
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List of irregular verbs

96

Present
simple

amfia/are
break
burn
buy
catch
choose
come
cost
deal

do
drive
eat [itt]
fall

feel
find

fly

get
give

go
have
hear (from)
keep
know
leave
make
meet
overtake
pay
put
read [ri:d]
ring
run
sy

Eee
seek
sell
send
set
sew
show
shut
Bit
sleep
spell
spend
stand
take
teach
think
understand
wind
write

Past
simple

was'were
broke
burnt/burned
bought
caught
chose
came
coat
dealt

did

drove

ate fet]
fell

felt
found
flew

got

Eave
went

had
heard (from)
kept
knew
leff

made
met
overtook
paid

put

read [red]
rang

ran

said

saw
sought
sold

sent

set
sewed
showed
gshut

sat

Blept
spelt/epelled
spent
stood
took
taught
thought
understood
wound
wrote

Past
participle

been

broken
burnt/burned
bought
caught
chosen

come

cost

- dealt

done
driven
eaten |'iitn]
fallen

felt

found
flown

got

given
gone

had

heard {(from)
kept
known
left

made

met
overtaken
paid

put

read [red]
rung

Tl

said

seen
sought
sold

sent

setl

sewed
shown
shut

sat

slept
spelt/spelled
spent
stood
taken
taught
thought
understood
wound
written
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UNIT ONE : Section 2

1 Read and compiete
Poter Banks is interviewing Mr Locke.

this:

Refar to page 4 of the Students’ Book.

2 Complete

Thank you for coming, Mr Locke. I'll writs to
ywuhumnﬂnnouréahnAndrnlmﬂymu
3:22of&ulﬂnnumdbnu@hﬁwh:hul

part of the letter to Mr Locke.

Daal" L Y L]

Th&ﬂk you L R A L L Y

LI B I B B B BN I -Iafﬂ pleased LALEL LI I B R T O T R
AR SR L O T T O O N N ) -Ilm QﬂC].OSiﬂq ----------- LI I ]

.I..Il...l........l.l.........ll..l_... llllllllll

ﬁ-.. R J—
Yourls - 3 .. .. L I B I I T I )

Pater Banks

Personnel Officer

Complete this list. Check spellings in a dictionary,
'ﬂhthhlhlﬂminalphabtﬂo:lo:dumﬂnm




1:1

3 Study and complate

Look at pages 4 and 5 of the Students’ Book. Match the words in list A with the words in list3
make noun phrases,

PM lw('
LIRS (A ik Bt A d st ety RO

4 Read and complete
Comploﬁ this letter from Ms Jones to a friend. Choose words from 3.

DearJosw,
Im wicting T Gl gou Tre got anaw job. 'm now a.Store
Manager. [ts interesting. and 1 onjoy . But 1don't (ky
deating with, ...

The bmﬂvtsmbdbrﬂmmmg.dd;rb f ged fowr
weekes pasd..... e OO, O, .

& 10 om amyﬂw?fbug, MM Mo'n'b;zta

.....................................................
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UNIT ONE : section 2

1 Listen and complete

Listen to the recorded dialogue and complete the blanks,
James Goodman: Good morning. ...........oeoeeeesrssncnnn.. James Goodman,
Peter Banks: AR, .....ccocemmenninrurnersseecsenne.. Mr Goodman, ..o
' I'm Peter Banka from Personnel. Do .................
PG: Now, have .............. brought .............. curriculum vitae with .............. ?
JG: Oh,my CV. Yes, ......cceonveeereeernrnennns . There are three copies.
PB: Haveyou..........ccc......... your certificates as well?
JG: NO, TRAVER'L. ..cuvvrererrerirecseeeco e ressesssstssoesssessseennes . Can | g6nd them to you?
PB: Yes, .oocoveiverrrccrcrennrernssirorce s esscnnenees - Now let’s talk about the post,

2 Study and write
Study the interviewer's notes on the right. Comple_ta the dialogue below.,
Candidate: Good morning.

Interviewer: . SRR b s BT .

Caxn I bring it in tomorrow?
Interviewer: Yes, -....c..cccuvecuennerscormeeeresesnneeseenssseens .. Now what about your certificates?
Candidate: ........ccvecerceiieriicerrerssiee s resrsssmseseenss .Thisoneis.............cceceverirnne..... and

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

Candidate: Yes,....c.u... vre v Dtcivsnvrrererssssnesns them to send it hers to the personnel department.
terviewer: That'll be fIDE. .........ccourermersssssssemssmsessossemssesssosssseeesen ‘
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3 Study and complete
Study this application form.

Application form

Surmname ...GQRAY. .. ... ... Marital status:
Siggte/married/diysfetd/wigved

Firstname . .JVAIAN .. Date of birth ......... 610780

Address ..29 PARk sT Place of birth ...0XFeRp , ENGLAND.

e BENDON Nationality ... griresyH

.................. SE N

Home telephone no 21:633.5'25  No. of children (ifany) .&............

Education

From To University/College Qualification

980 1383.....koNDON T B3c; Busmess stumies,

Interests

T"-“"“"“’”P”T’ERSJRe‘*”’“ﬁzLEA“”’“GFRENC” .................

My name is Julian Gray. I was born in Oxford but I
went to university in London. I got a degree in’
Business Studies. I now live in South London with
my wife and two children, I'm interested in tennia,
computers, reading and learning French.

Fill in this application form.
Give information about yourself,

Appiication form

SUMAME oo Marital status:
Single/married/divorced/widowed
Firstname .........coocoeeevvoin, Dateofbirth ...........coooooeii
AdAress ........coccocovveeeoeia ) Place of birth ..o
................................................... Nationality .............ccccoovveeiinn
Home telephone no. .................. No. of children (ifany)....................
Egucation
From To School/University - Quatification
INMOOSES ..o
4 Write

Write a short paragraph about yourself, 101



UNIT ONE : Section 3

Copy and complete

James Goodman of 140, Newchurch Lane, Littlebury, North Kingly, wrote to the Personnel Officer of
Selco (24, Baker Street, London NW1 4XT)gn 21st March 1987.

Read the lotter on page 8 of the Students’ Book. Then compiete James Goodman’a Letter.
Lay out the Jetter correctly.

This ia the
address of
the sender

polltion/

OOTIP AL Yoawmr""]
ad

\E\:\:\_

LLLETE T LT P T

ondown NW1T 4XT

!

[ILTY TV TP

signature ——"
name
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UNIT ONE : Section 4

1 Studyand complete Country. _ indusirial produetion (%) Vetel saiva 1)

"i'lnu"ll .t:lbla i:i;; ink:mntit::l nbo;;. production | Beghm +330) Y YT
L srent countrion. figures Farce WD __ A 4]
mm‘mmthowiom 12 months. - +830 2@

JaRer R4 $o8(®

Siacen +5402) £1.0019)
" $27.) 2334
{Thtﬂgunlnmu-mh monih; 0.9, 2 = Fabnuary)

Mmmwmmmmm“mnm

............... in Italy in the twelve monthato ..............c........ . In France, industrial production rose by
OBy i 10 the tWelve DGR 10 werrvvss v . In Belgium, rotail sales ol by ... but
{ndustrial production increased by .............. - In the UK, industrial production ross by just ....... in
2 Study and write

Stady these expressions. Bome are from the text ahove.

increasad decreased
I rose by fell by
went up want down
Now wri‘a about;

a Mw«mm

b retail sales in Francs.

& industvial production in Japan.
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UNIT TWO: Section 1

1 Read and decide

LBC is London’s news and information radio station. It broadcasts 24 hours a day, 7days a week. The
studios are in the heart of the city of London. Over 100 journalists are employed to provide news and
comment for the programmes. There are daily news reports, weather reporta and sports results, as
well as travel bulletins and financial news. :
Is this text about i, radio news

ji. radios

iii. a radio atation

iv. aradio programme?

Answer

2 Read and complete
Complete the text using words from 1.

London’s only 24-hour-a-day is called LBC. It broadcasta seven................ a Week

{08 B2 ...ovverreresencess 8 FOAT. It corvvcresenrenee ... Over 100 journalista. They provide news and comment for the
m different programmes. There are ...............oeen. news reports and weather reports as well as sports
results and .....ocoierane bulletins

3 Study and answer
Study this programme schedule.

The health programme
Business world

Radio sports round u

News and comment. Weather.
Travel reports

Out and abopt - entertainment
and Jeisure news. Music/theatre

S vmlire
= 838828

s Which programms comments on football? __............cunmiimiimnnsnm.

b Which programume reports on financial matters?
¢ When can you find out about concerts?
d You are interested in food and exercise. Which programma do you listen to?

o Which programme would you like to listen to?
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1:1

4 Study and decide

Study the dictionary definitions. Decide which word fits each picture.

leaflet [li:flit] Small leaf of paper or 5:'511.
sheet folded but not stitched es-
pecially for distribution free of
charge.

directory [dr'rektar1] Book with list

of telephone subscribers, inhabit-
ants of district, members of pro- }:
fession etc., with various details.

i

Postecard [paustka:d Card f i
Veyance by post w] gPekicy

B ithout envelo
or similar card fq
Pposes.

notebook [nautbuk] Book f :
INg memoranda in, il {

catalogue ['keetalog) Complete list (.
usually “alphabetical or under
headings and often with particu-
-_lar details added to items.
T SRS

textbook [‘teksbuk] Manual of in-
struction, - standard book
branch of study,

s et

I various pur-

e

T e [ .

3
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| UNIT TWO: Section 2

1 Study and complete
Study this notive and complete the telephone dialogue below.

SN K

A0

i A A

OPENING TIMES
Mon
Tues
Wed
Thurs
Fri
Sat

Four books per borrower.
Car parking available at rear,
Cafeteria on 1st floor.

| @ CHASEBROOK LIBRARY °

10-6
10-6
10~-1
10-6
10-8

9~1

oNo smoking or eating in the library.

s

1

Librarian: Yes, it is: Can [ help you?
Enq: Can you tell me what time the library closes on Tuesdays, please?
| 1T e H e R T 1 ¢

Eng: Does it close at the same time every week night?

Lib: No, 00 Fridays .....ccoverevrrrnressessrrssersssnsssssrsnssssassasssssns

Enq: Isee. And are you open on Saturdays at all?

ib: Y
| BT TR T RN CONIN ' S "V WS A ISy I ROV Ao . pusy o f o Y

Eng: Do vou think [ would be able to park my car there?

Lib: L L L T LT LT LY P T L T T T e T T
Enqg: Ch, good. And is there a snack bar or cafe? ...............ccccvvvinveniienseresranssssssesessssssssssssessnes
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2 Study and decide

Study this extract and answer the questiona.
M

V.L.LP. INTERNATIONAL
TRAVEL AGENCY INC,
At the

EASTSIDE AIRLINES

TERMINAL
A COMPLETE TRAVEL SERVICE

#= AIRLINES s CRUISES » CHARTERS
* BUSES » AMTRAK » HOTELS
» CAR RENTALS » TOURS
Fully appointed by ATC, IATA,
the [stersstioanl Steamship
Avthonty sad Amtrak

cALL 6614320

&5 It AVE.
FOR ALL YOUR VACATION
& BUSINESS TRAVEL
Ba 3 Very Impociaxt Person:
Travel through ¥V.1I.F.
SAM - %M - 7 DAYS A WEEK

AT vt b ety Thed WY M DOBOAN Wyt Tipre
L)

A3 Tasnass A Tesnash b o WYE ToAa-S-AS 1
Aan Tegual Boca T Fong
sl Tt v v 500 4 Ay o

a Isthe text from
i. a guide book
ii, a businesa directory
iii. a telephone book?

At Trawd ot G 1 Chpwrina M1 T 1l]
AMERICA TRAVELS INC, || Sz mai
WHOLESALE — RETAIL oy A depaalanl o
WORLD WIDE THAVEL SERVICE E.?.g..‘:.’-::‘ﬁg':, "_..::3‘
speciaLising INMEXICO ] amlanss oo —r il
o BUSINESS ¢ SALES INCENTIVES ]| "t ve b oia srage tamts
» GROUPS @ HONEYMOONS At Fraves b e 00 Dyeamean e Vi a0
e CHARTERS » SKi TOURS  vn O Gy Ad Tha Pace N
vl r ke il ST
Asnaricen Guie 180 l-...un_«-—-——-—-- [T1E. "7y
U s s R N} e e T, AT it
D C—
SOVIET UNION | 1= :%mmmm_ K
INTOURIST SRR e e
TRAVEL INFORMATION OFFICE . ‘;;;‘:"_"',,3:;“,;;‘"’ it~
X0 bk d 1A
ATRAN. ul
PORULAR DEMAMG TRAVEL Mt

ATBWEY ...t sssrrssarsesssassans

b Isthe extract from & section on
i. airlinea

ii. travel agencies
iii. accommodation services?

¢ Find tke abbreviations for the following words:

Advertisement ..........c.cciieen

4 Wiichagency is advertising group travel?

Service ...coenriinn

--------------------

vt

-
170 W [ 1] ]

Give the telephone number.

@ Which agency specialises in tours to Egypt?

Give tha telephone number.

f What is the telephone number of the Alpha Travel Bureau?
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UNIT TWO: Section 3

Study and complete

Refer to page 17 of the Students’ Book. Then complete this leiter from Mrs Steadman to Paul
Trotter. Date the letter 28th February 1987. Lay out the letter correctly.

date = |

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

Ty o ot ekow dnked
| fuane et 4rl wabed G amonded bl
. fack 1 have received . fuethar request

fov pagment, of e £80.60. 1 feal this

1 enclose d,wp%crhﬂﬂw.sm'rwﬁst
fov paymont.

Dons Jadman~
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UNIT TWO: Section 4

1 Study and answer

Study this information aboutinternational telephone charges. Answer the questions below.

3 mins 5 mins 10 mins

Cheap Rate £1.08 £1.78 £3.51
Charge Band A Standard Rate €130 F216  £4.32
Economy Rate £2.38 £4.00 £7.95
Charge Band E Standard Rate £292  £486  £9.73
CHARGE BAND A _ HARGE BAND E
Chame rats period Mon | Tue {|Wed| Thu | Fri | Sat | Sun Charge rate period Mon'Tue Wodi Thu } Fn | Sa1 | Sun
9.00pm to 8.00am ssn Rate 1200pmin 7.00an | Economy Rate

7.00am 0 2. 30pm Standard Rate

2.Xpm to 7. 30pm Standard Bate
8.00arwto 8:00pm Stendard Rats

730pmiy 1200om | Standard Aats

CHARGE BAND A CHARGE BAND E

The Nethertands Hong Kong

France Egypt

ltaly : Austraiia '

a Is it cheaper to phone France at the weekends?
b How much does a 3-minute call to Egypt cost at 9 am on Mondays? ......ccoeuoereorverereoe.
¢ How much does a 10-minute call to Italy cost on Mondays at 9 am?

d How much does a 10-minute call to Hong Kong cost on Sundays at one o’clock in the morning?

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

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

f How much does a 10-minute call to Amsterdam (the Netherlands) cost on Sundays?

g Isitcheaper to phone Australia at 6 am or 9 am?

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

b Is it cheaper to phone Rome (Italy) at @ am on Fridays or Saturdays?

AN



UNIT THREE: Section 1

1 Study and complete
Complete the following text with which, who or where,

Oriental Promotions Ltd is a promotional
organisation ................... specialisea in exhibitions OPL Far East promotions
and trade fairs in the Far Eaat. 80% of the eventa
.................. we have organised have been in Hong
Kong. More than half of these events were
concerned with technology. Another 30% wers for
cor.sumer goods and businesa services. A very small

China and
Japan 202

percentage were arts promotions run at minimum
profit. Outside Hong Kong we have experience in
China and Japan .....ccocccervarenn we have promoted
tourism, food, business aystems atc Clients Arts promotion 51

............... come to us can be sure of personal and
cficient service.

Now study the pie-chart on the right and complete
these sentences about Highfield’s output.

Hightieid breakdown of sales
Each year Highfield exports ......... % of ita total out-
put. e % of that figure representa sales to Home market
................ . Another 15%
.................... of tha total output is not exported.
These salea to ..........coccerrinivrcssnsnsimaniiaons are
sncouraging. , account for
one quarter of them.
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2 Study and answer
Btudythhhutandmmth.quuﬂms.

ITALY
Delure

Dues 41 Milane, Piazes della Repubbiica 13 {(82.M). CICA.  Mman, Pluzze Dinz 3 (HO0S M452). Very central: stiracnvely decr
Smallest of furury hotels; B heawrifully farnished fxms. tated roums in sontempocary myle. N resiavrans.

Excelsior Gallla, Piszes Duca D'Acsta 9 (62.77). Eurnished for Moderate
maximum vomfor.

Grund Hoiel et de Midan, Via Manzon 29 (RT3, Old-workd Cannda. Vis Lemavio 1815 2517 Fairly runersls small. quret
atmosphere and service, up-to-date comiorts. ad .

i Saveia, Plazza della Repubblics 17 (62.30). CIGA. Grne Ducw 8 Yoek, Via Maneia tin {E7E 533 Sery vupira):

.Nexr siation: lusge, with ample rocms, fme. smoll, good mimosphere. No restautant,

Lancesior, Via Slngiorhio 16 (344.705). At far side of Sem.
_ Expensive pidne Ek: s L, zmall. h:u res;ga;:?nt. "
. & Gnsparono H (604, - AR BN #Ua. handy
mm. Vi:,l.cnmllﬁm& mu’:‘)' M&M' L% yuiet sireet: to Meire for unm':p'modem. . No restauran;s, '

Cll'ﬂl.l‘:.lll. Via Senato §(793.383). 'C'anu:i.inmmﬁup- Manaal, Vis Sento Spirite 20 (715.697). Centrat. newr smarn

ing district. Bright, moders. shopping Wreets: Quiet, reasonabie. No rescaorant,
P e mﬁm PiavedZ (202.122), CIOA. Semi-vontral; Inexpensive
100 rooms in hluhm‘huuldlwnudinmmmm.

Do ln Vilte, Via Hoepli 6 (247.451), Very ceatrsl; clegant pesiod  Adlar, Via Ricocd: 10 (221 441). Nesr Plazzale Lerers, kandy to
f“"“"'i""'v"k's;.m Ralfacls | {88.33). In historic bui "'M '\’f"i. S (663.037). N I d

. L 1R wich . - xRy Demilal §2g00n

cathedral; cf:cicm service, uikding (nsing Matro; ; basic comlorts,. T ranon an
a1 Saltine, Ciryo Europs §(77.4). Ceotra), well-Temished, good  Chab Semd, Via Shidin o3 (T34.666). Neas university, outside
Alinosphete. cemire; plasgast.

Marine ol Scals, Flazze delia Seals § (B57:003). Convenien Londas, Via Rovelo 3 (872.588). V. mival. Limpie but
located in centre; tastelul decor. No mt{aunm. ) W comfortabls. ) ooy wen TR D

8 Doss the text come from i, a telephone book
ii. abusiness directory
ifi. aguide book? ,
Answer

b &lm.mod-nuly-pﬁeodhotdwhlchilmthommm;ruuum&
© Select a de-luxe hotel which is not very large,

LR P T T,

d Select a hote! which is not very sxpensive but is in & good position for shopping.

® Sclocnchuphoulwhlchi-mthsmwmﬁm.

f Chﬁglathmﬁrdnwiﬂudmilummm.
historic up-to-date smart friendly modern
quist ample contemporary reasonable

8 Does the Mansoni Hotel have a restaurant?
I it & very expensive or a cheap hotel?

b Select & cheap hotel which iy not in the centre of Milan,

.....
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UNIT THREE: Section 2

1 Listen and complete
Listen to the recorded material and complete the dialogue.

Andrew Welbeck: Now, Bill Thomas has suggested sending a delegation to the Newtech 88 exhibition in
Hong Kong. ..c.ccececvcvcssranssineiene. W won't be ablé to send anydne to the exhibition in
Milan, Do .ovvereeerrieceeeseereerssvessssersnnnen 36’8 & good idea?
JOANNA SUITITTETS: -eeveereresieeressssssssarmsnsnssssensnarenneenes At @11 I'M against going. Publicity at Milaﬁ
rereemresrerenes just as effective ......... in Hong Kong. The cost of ..........ccocsveeen. the
Far East is ..ccecienvreccenvensnenninns and it .ocoorererieree e, Worthwhile.
Bill TROMABE.  .ovveevrereeereresarssessssessrsessecesereses SOBNNA I8 oersrvsiserssisnsesnineneos there, There are
seenrievesaeeesserneess FOT g0INE. The €08t ........ovovvcev.ecn... but our experience
INAICALED .orvvrvrrensererrerisssransan Well worthwhile,
Dennis Wentworth: ......ccueveeversversessserersescssssssessiveon SBALL M-ay I suggest further discussions in our

Thursday meeting? Then JOANNA ...ccuwuemseersenrecesssmsmnessniness 10 BtUY the details.

2 Read and decide :

Read this shert dialogue and answer the questions.
A: I'm not sure | agree with you. There are many reasons for giving our staff a pay rise. The cost will be
high but we must consider it, at least. '
B: Well, may I suggest further discusaions in our meeting next week?
a Are the speakers discussing i. prices '
ii. staffsalaries
ili. recruitment?
ATBWEL .veoremerransrinmssiicsiinsssras sornvssassnanas
b Arethe speakers i. managers
ii. candidates for new posts
iii. new employees?
ADRSWET ..oiivnererens

¢ Is the discussion formal or informal?
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[ 32

3 Study and write
Read the Chairman’s report for 1981. Study the graph.

Annual profits
£m

lam pleased to report another record year’s profit for the company, Profits have
increased sharply over the last three years. Our profit has increased from just over £25
million in 1978 to over £50 million in 1981. This is the result of significant sums invested
in promotion and advertising. We expect to see further increases as a result of our present
market expansion programme.

Now write the Chairman’s report for 1984,
Study the information in the graph on the right,
Use the report for 1981 to help you,

Gl
. the company.
Profits ......coeevecurs oo .. YEATS, OUr
PROfit e from et e s 1981 t0 almost

s D 1984, This is

........................... --O0Ur commitmenttom............... ex sernssssseniinnnases, 88 Well as the amount

invested in promotion and sttt « These excellent results are most encouraging for

our future growth.



UNIT THREE : Section 3

1 Study and decide

s notes for the promotion meeting on Thursday 18 April.

Study Mr Welbeck'
Committse Room 9 on the second floor, at 3.30 pm.

The meeting will be in

Rewrite his notes neatly and in the best order. Use these verbs:
finalise arrange give remind confirm explain

NEWTECH EXHIBITION
* Budget Detadds —fimal decisions
+ Dndins on Hu stonnd - wrine?
when? :
o Trantd, schuedunde — gie dotaids
e Hotel mromaeaants .‘3
- explain.
Pw Agenda for promotion meeting
IR — (88 Date .
| ho o Room ... Time ... -
N-B Nede all uexpenses
Towel dlade; CONFRM !
2
3
4
5.
6 .Remnd everyong o make a note of oLl “EXpenses

2 Refer. N

What do the following abbreviations mean? Write the words in full.

vef
kg



UNIT THREE : Section 4

1 Study and answer

Study the plan and the dialogue. Newtech 88 Administration Area A
Exhibition Catering r-F'_rezn;s Kitchen
Mansager Manager Office

Excuse me,
where ig the
Personnel

"Eaff
g \ z’\ e % ol (+ Cloakroom
irm— - — L L

-

second door
on the right,
It's aﬁer the Enquiry Exhibition
Enquiry Office Personnel Services Accounts
Office. .
Answer these questions, '

Use these words: between opposite left right beside nextin after at the end of the corridor

& Where is the Preas Officer’s room?

o 1 Hhunt divy e the Gft aptor the Catei

b Where ia the Catering Manager's office?

€ Where ia the Exhibition Services office?

.........

e Where is the staff cloakroom?

f Where is the kitchen?




'LUNIT FOUR: Section 1

1 Study and complete

Study this leafiet and answer the questions. Use a dictionary.

Holiday Protection Policies
We can give you cover for

+ Medical expenses
# Haliday cancellation

= Loss of baggage
a Personal accident
2 Loss of moncy

& Travel delay

& Cur breakdown

Which policy covers you:

a if you lose all your luggage? ..., ROT .-

b if you have to pay a doctor or hoapital ChAPES? . ovvevrervecrirsrie et s e

¢ if you have a problem with your car and cannot use 13 OO PO R
d if the weather is bad and you arrive home 24 hours late? ........ocevieniinns
@ if you cannot go because you are ill? ...

¢ if your money is stolen orlost? ..., Cheemerereessrerrareee e neei '

g if you break your leg and cannot work for & month afterwards?

2 Study and answer
Read Clause 8 of the booking conditions.

e e ———
If you wish ta cancel the booking, notifiéatton must be piven o
the Travel Agent immediarely,” The following charges will apply.
They are calculated as a percentage of the holiday price. [fyou
cancel more than 42 days before travelling: loss of deposic.

29.42 days 15-28 days _1-14 days Day of departure or after
305 45% 60% 100%

8.

a Ifyou cancel a £300 holiday 35 days before travelling, what charge will you pay? .............

b If you cancel a £200 holiday ten days before departure, what charge will you PAY? s

¢ [f you cancel a £400 holiday three weeks before departure,what charge will you pay? ......coeieen

d Your £500 holiday is booked for 28th April to 12th May. On 16th April you cancel the holiday.
What charge will youpay? ..o

14R7



4.1

3 Complete

Mr S Denning of 16, Tower Road, London SW1 spoke to Keith Bell of Bells Travel Serviee on the
morning of 4 Apri]l 1987. He asked for information about the cost of a holiday for two ref PT 62/871
The cost of the holiday is £465 Per person.

Complete this letter to Mr Denning. Send a brochure on South American holidays. Refer to

pages 28 and 29 of the Students’ Book.
BELLS TRAVEL SERVICE

119 High Street
e L R ra LondonSWIZVW
01-635 2101

ll-n.ltl.-.l..l.tll-lll.

ot-o-oo--a-.--t-o-a'.oo-.

.-.-o.l-i-'.-.tolt--a-la

Dear et it raccaaranena,

Further to

enquiring about the cost of a holiday (ref tesvenssiinasas. ), 1 can

now tell you that E e L LT T T P e
Please do not hesitate B0 neiteisitiaiieiieennnne.. if Trrreenenas .

lu-llot-ll-louln..-ulIovlo-ll-l--o-nu-ol-lca

We look ‘forward to hearing from you.

Yours ..........
K-BéL-
Keith Bell

BELLS TRAVEL SERVICE

Enc.

"7



UNIT FOUR: Section 2

1 Study and answer

These texts come from a Japanese tourist information leaflet,
Study the information and answer the questions. Use:
must haveto needn’t required Refer to page 29 of the Students’ Book.

JAILY SIGHTSEEING TOURS

. . n
A very wite variety of tours is organised b;.r t:'a:e j::m
Company, aiso0
¢l Bureau and the Hato Bus : >
graa:v Line. These tours are designed s;?ecnalw fl':)( fora.g;:
visitors and actompanied by an Engush-speal.ung gu‘lnke.
if your time in Tokyo is very timited, it’s pass\\l;:;;gm e
g morning of atterngon tour, {8-1 of 1.50-6, ¥3, o0) o
mjoy the neight lights in the evening. Day tou|:s i -
5 i iahts of Tokyo aswe as
all the most outstanding 419 e
i i1y, All tours can be rél
of intarest beyond the city. . e e
hat include luncn of
e excellent vatue and those U ‘
::::Jeat some of the finest restaurants in Tokyo. Further

s . . or Gray Ling
OOf services gre available from 19 'rot:ﬁfg? :}.
els,

on  the ; ten ¢
and aroung Mejor  ayenys 0 tape
503-2926 {F, Tokyo by diay of the

H e
ench). ling 503-2911 fEanl'shj 0

a Do visitors have to speak Japanese in order to understand the guide
on the sightseeing tours? .......coooveiiccnnnniiians

b Do visitora have to take a full-day tour or is there a half- day tour?

e e TR e T R LA TR L L L LR L LA bbb bbb bbb

¢ Arethesightseeing tours free? ............... verevsnrreentsaransinsanies

d Are visitors required to meet at one place for the sightseeing tours?

O e e T R T L R R LR L L]

e Do visitors have to book tours through their hotel? ...

T I LT I LA P L LY

£ Do visitors have to telephone the Teletourist service in office hours?

Read and answer

A: I'm only?staying in Tokyo until 2 pm tomorrow. But I want todo some sightseeing. What can you
suggest '

Ty P P T P T Y PT T TER T EEET IR R LA L LAl hbd bbb bbb "

ey PP PP T TP A TE TR AR B LE SRR LAL LS bbb bbb bbb i iiibieh it aer i

PP T LL I T LT ELE N P asany aae

are [ETTTY
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4.2

3 Study and complete

Read the telephone convérsation and
complete the booking form on the right.

Customer: Hello. Is that Bells Travel Service?

Travel Agent: Yes, itis. Canl help you?

C: Yes, I'd like to make a booking for one of
the holidays from your Europe by car

ure.
T.A: Certainly, Madam. Can you-give me your
name and address and telephone number,
please?
C: Yes, it'’s SMITH. Mrs M Smith, 12 High
Street, N19 6XL. Telephone 658 9876.
T.A: How many passengers will be travelling?
C: Four. Two adults and two children aged 8
and 9,
T.A: What is the reference number of the
holiday? :
C: LW 9.1t's the holiday in Geneva. We want
t?zg.ontththJulyandcomehackontha
1
T.A: Fine. And whigh hotel do you want?
C: The Grand Hotel. One double and ons twin
room, please,
T.A: Now, can you give me the details of your
car?
C: Yes. It's a Volvo, registration number B420
BMK.

T.A: That'sfine. Now I'll see if those dates are
available and I'll phone you back in a foew
minutes, Mrs Smith.

C: Thank you very much. G

Booking Form

PLEASE USE BLOCK CAPITALS THROUGHOUT.
NAME OF PASSENGER OR GROUP LEADER

Title Initials Sumame
ADDRESS OF CLIENT
Postcode Tel. No. (daytime)

NO. OF PASSENGERS

Adults Children (1o 14 yrs)

Tour Reference No. Destmation

TRAVEL DETAILS

Outward date

Return date

Make and Model of Car

RBE tration No. &

HOTEL ACCCMMODATION

Twin Double Single Triple No. of

Hotel Name




UNIT FOUR : Section 3

1 Read and complete
Study this newspaper article about an accident. Fill in these verbs in the correct form.

occur crash travel hit sufferfrom try help go remain

STUDENTS
IN COACH CRASH

A pany-r of students ...
by coach in Germany when it had an accident last
night. The accident ...........cccocviveee on the
autobahn between Cologne and Frankfurt at one
o'cleck in the morning as the party ...................

. south 1o Koblenz. The coach
.................. by a lorry \.\_rh_ich WES oonvrininriinanns
to overtake. The coach ...... e off the
road but the driver was able to stop it before it
........................ . A number of students were
slightly injured, but most were able to continue
the journey. One student suffered severe shock
and ...... . in hospital overnight. Last

NEght POLICE . ovivnr et :

to find out exactly what happened. The driver of

(1T 11 ¢ o with enquiries.

2 Refer

Fill in the past simple tense of these verbs. Refer to pages 32, 33 of the Students’ Book
or use a dictionary.

hit .oeiiie cut ............ get ..o
BRBY vrrrrreen buy ............ : tell ............
meet ........... do . catch ..ooceeene
PAY eveireins ring ... ‘hurt ..
leave ............ hold ............ bring ............



UNIT FOUR: Section 4

1 Study and complete
Label this drawing of a car. Use the words below. Use a dictionary,

wing windscreen wiper tyre bumper boot
headlight steering wheel roof safety belt indicator
brake light bonnet bodywork windscreen wheel

2 . Study and write

Look at this drawing of a car.
Describe the car using these words:

dented broken flat
smashed scratched

It’s got a dented rear Wing and ..............ce.ueeeeeeeemesesessssne oo
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UNIT FIVE : Section 1

1 StUdy and answer .
Study this contents page of a MANAGING
magazine and the memo. Developing teaders 10
Answer the questiona below, Managing as planning K
' INDUSTRY
Economic success and how 1o achieve it 22
Where is vour capiwal? 27
BUSINESS EQUIPMENT
The world of the personal computer 40
Facsimile machincs: What they can do 30
Think before you buy — advice to purchasers 36
PERSONNEL
What is an interview? Dvnamics and stresses Gl)
FINANCE '
Currency changes and export prices &6
Cumpany investment 74
Expansion and manpower — the financial side B0
FOCUS
This week: Germany — land with a luture 90
SMALL BUSINESSES
Economical accounting 99
Know vour taxes . Ly
L ]

a Write the page number of the article about computers .........c.oreverirerienon
b. Is the Focus articie always about Germany? .......coceveeeivceenevecesinninnns '
¢ Which article is about choosing employees?

At e A N R A AR R S N AN EE RS RPN EREEA AR

d Which section of the magazine deala with office machines?

e Which two articles are about investment? Write their page numbers.

aEEYEEERETEEskATEErrksErrTERA RN ER T bR R R AP AR R AR AR AT

f Which articles do these sentences come from?

i. You should always get expert advice before buying.

T T T P R T LT LT TP TP P P P S PRI TP ey PP

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

iii. These machines should be serviced regularly.
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5.1

2 Study and complete

Study this advertisement and then compiete what the saleaman said. Use words from the
_ advertisement.

The new DATA GENERAL/One.
The first full-size screen PC that businessmen
can use in their local office.

Wherever businessmen iravel the new The DATA GENERAL/One has a full-size
DATA GENERAL/One is pleased to foilow 25-line high definition screen.

That's because it doesn't only run on mains, It also offers a 512KB memory, almost L5MB
electricity but will operate forup to 8 howrs on  of integrai disk storage and the ability *»
rechargeablg batteries. communicate with mainframes.

8o you can usa it anywhere your business Equally impartant, the DATA GENERAL/Cne
takes you On the train In airport lounges. is the only portable of its kind thats compatible
Evenin factonies oy on building sites with industry-standardPCs  All this performance

However complete mobility is only part of comes in a briefcase-size unit that only weighs
the stary, around 10ih, \

“Thia is an extremely useful portable computer. Because it weighs only ............ it is possible to use it

Y P s ATL crerrnriserenienrrenne lounges or even in factories and on «......cccceeeecrnecervennns een It

has batteries that can ............... for up to eight hours. It is, of course, very compact. But it still haga
......... screen and a powerful memory. And it can .........occceinecnnens, With large

mainframe computers. It must be one of the most advanced personal computers ever.’

3 Complete

Fill in this coupon for further information. Give your own name and details.

—_————-——_— e, — s ——— —— ———— i ———

For full detaus and 1he name of your nearest Dealer post this coupon 5 Dealer Oparations,
LIATA CENERAL Lumued, 7 Keanck Pace. London WiH IFT Ot iekephone Pul Cunninghamon 31-935 5461

Hame

Company & Address ) ‘ D | . uils
%5, g a.ﬁenerahon ahead.

Now write the advertiser's
address on the envelope below.
Lay it out correctly,
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UNIT FIVE : Section 2

1 Study and complete
Study this advertisement and complete the dialogue.

COMPUTER COURSE CENTRE
Leatn computer programming!

beginner's courses advanced courses  refresher courses
books provided
personal supervision — small classes
fees payable by mstalments
private study [aciiities
career advice on completion of course

introductory short couse - 4 weeks for £ 75

Enquirer: Hello, can you give me some information about your couraes?

Receptionist: Certainly. We run computer courses at different levels.
We have ...........

Enq: I've never done programming before.

Rec: In that case we would

Enq: How much does it cost?

Rec: .

Eng: Does that include books? _

ReC: ot stscsssccsconsns . Tt 8180 includes use of ........ooooooooo

Enq: Would I have to pay for the course at the beginning?
Rec: ..

-------

Enq: Do you think I would get a job at the end?
Rec: Well, we don’t guarantee immediate jobs, of eourse, but .......ovrueuu......,

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

Eng: Thank you very much for your help. I'll think about it and ring you back,
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UNIT FIVE : Section 2

2 Study and refer
Study these explanations of ‘computer words’.

display the text and or graphics which the
computer puts on the screen of a TV or
monitor.

you give the comPiter

sta the information
tp process:

4

ﬁMWm all the electronie and mechanieal
items that make up the computer and any
eqiipment connected to it,

program the list in computer language of
the Instructions which the omputer works
throngh in performing a task.

memory the part of the computer holding
the Instructions to which it ix working and
the information it is processing.

software programa for computers.

Look up the words in your dictionary. Write down any other meaning you can find for these
words. o

- maravasabrrLr . anpa trrrvsrrarsans rdune A P T RN Bk RN R RN R p e e Ak bk e R R
»
. e asra arsitarens LI LT LYY Y TP PP - sakrn -
L L TR L L oy T P e - T Ty LR T T T T T - .
. EIERTY . - LT - e XTPrTEe - . I}
Srbnanrsnang R nangaaee . LT EEL T - . "

---‘........u.....n"-...."..--...-auu.-.".....u..-...-..--a"........-.--.....-on.u...u.....-u..........-......"..".....-....-....u...........

L L U R

3 Complete
‘Use the words in 2 to complete the following sentences. Check the spelling,

a She's very intelligent. She’'s speaks eight different ............cccocerecernn. .

b Ican't remember what you asked me todo. Pve got a verybad...........cooovvvevennenn.

¢ We all went to the exhibition. There was a very interesting of oriental art.
d We must buy a broom and a bucket. Do you know where the local ............cceeun ... shop is?

d 1don’t often watch television but tonight there ia a very good .............................. on Channel 5.
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UNIT FIVE : Section 3

Study and write

Study the memo, price list and enquiry slip below. Write the letter from P.R. Williams and

Sons to the client. Lay out the letter

correctly. L DATE 9 May
— — TO June Webh memo
TEL, ENQUIRY SUIP FROM qGovdon. Richards
ROM Mr B Gemlin. | Jumz: coadd you Aeal
O e niqcans W | Send it o ot s plase?
DATE/TIME 24-5 '”f“’“-"') | Brighton, Tel: 0273 35468%

We cam olps _}",\c‘f‘ Wtctt{'alahqm

Electronic Calculators from £190 to €500
Addex CB20

Postcode?
Date?
Name?
Address?

faithfully?
sincerely?

126

P.R.WILLIAMS & SONS
(OFFICE SUPPLIES) LTD
108, EASTWOOD DRIVE, MILLFORD, IYT 4RG

------------------

oooooooooooooooooo
------------------
oooooooooooooooooo

oooooooooooooooooo

Dear ..icinvvuvrnarrcornens

Further to your telephone enquiry of 29 May, I cuisvuvnna
L I L R Ll R T T T T T,
However, we are able TO ..isciiiceesserncarsencrsranannns
Please do not hesitate o CONtECE US if tivecvervoennnns
YOUrS teusvstsnsavosssnnane

Pp G Richards, Sales Manager

anc




UNIT FIVE : Section 4

1 Study and complete

This chart shows the percentage of room occupancy in the Hotel Ambassador.

Study the figures and complete the chart for October, November and December this year.

100p Percentage occupancy per month.
% [ Occupancy s number of occupants using hote( rooms.
[ Lost year
60F This year. '
b .
40 o
20 !
0

R

Aug

Jun  Jul
Lastyear 20 25 as 35 55 55 65 70 70

May
This year 25 30 35 37 50 _ 55 75 15 75

2 Study and answer

Sep

Oct

50
60

Nov Dec
30 20
30 20

Study these figures for room occupancy in the Hotel President. Make a chart to show the

analysis.

1001  Percentage occupancy per month,

[ Occupancy= number of occupants using hatel rooms.
90 -
| [l Lestyear.
60t [£ This year, ]
40 .
L
29°r
D 444444 e PRRENS WY TN S NN N N TR N S R S P N TN N N W S 1

Apr Sep
Lastyear 35 35 30 30 50 50 65 85 35
This year 40 40 35 55 55 75 80 90

Now answer the questions.

a Is the occupancy pattern the same in both years in the Hotel President?

b Is the occupancy rate high or low in the first four months?

¢ When does the occupancy rate rise sharply?

Gct

70
80

d What pattern of occupancy would you expect in the Hotel President next year?

----------

.......

Nov  Dec

50 40
60 40
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UNIT SIX: Section 1

1 Read and decide
ved is essential for a healthy body. It provides warmth,

Read this text. gives energy and aids growth, But if you eat more food
than your body requires, the hody builds up fat. if you

eat less food than is required, the body uses up stored

fat. The energy value of foad is measured in calories. In
order to lose -weight vou should try to reduce your
calorie intake.

a Does the text come from a book called i, Cooking without Fat
ii. Foodis Fun
iii. A Guide to Slimming?
Answer

b Are these statements true or false? Write true or false.

i. Food provides energy for the body. ...................
ii. The body stores fat if too little food is eaten. ...................
iii. Fat is used up if a person eats too much. ..................
iv. Calories are used to measure the energy value of food. ...............
v. Reducing calorie intake can help people lose weight, ..o,

2 Study and complete

Study thia list of contents from a ‘Calorie guide to aliznming’,
page

Dairy productas
Fruit

Meat

Poultry

Drinks

Cercals, pasta, flour
Sweets

Fish and seafood
Vegetables

Ol ool ol

p—
o

Which page do you look at to find the number of calories in these foods?

a apples [ 29¢ < e yoghurt............ i bananas............
b coffee............ f beef........... j spaghetti............
C Prawns............ g chocolate ........... k bread............

d carrots h butter ... 1 chicken ...........



6.1

3 Study and refer

The following abbreviations are all in Enterprise Three,

Write the complete word or meaning for each abbreviation.

Use a dictionary to help you.

a These are shertened words which are sometimes written in full,

BIC .ocrerrrereareroraenaresrassansinnrsnns INE .o erasresacseresrinas MEMO ..cvvevimerereriarecrirersrasinnes '
XL L. tel s TV ot perese s
Ltd e RO, e resrerarreesn et smaen Dr o
b These abbreviations are from words which are not usually written in full.

Study their meanings in a dictionary and use each abbreviation once in the items below.

am pm ie eg etc Mrsa Ms Mr pp re Misa

/ and other things
!

Yours Faithfuily
JE}U] g reda

wveees Edward B]ake

smith

i

L

on the subject of
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UNIT SIX : Section 2

1 Read and answer
Study this short dialogue and answer the questions below.

A: Members of staff have been getting in late nearly every day. I'm a little concerned about it.

B: They’ve all had excuses. But I think stress is the real reason for it. We all work long hours under
too much pressure.

A: We'll have to discuss ways of reducing stress.

a Are these two people
i. amanager and a client
ii. the receptionist and the manager
iii. two senior employees in the same firm
iv. two senior employees in different firms?

ADNBWET .......civinrercseearetblinbid FIATIIRLY

b Do the speakers ¢ Are the speakers
i agree i. angry
ii. agree that there is stress in the job ii. co-operative
iii. want to reduce stress iii. annoyed
iv. all of these? iv. anxious?
ADSWET ....ocvmirimrrrirninerseerssssssssiens ADSWRE ....cop Dot e honee fait hssasences

2 Study and answer
What are the following foods?

‘2 Which of these foods do you eat @very day? ...........c..coovooeeeocssssssesnnns depzslassaseneanatos

b Name countries where these foods are commonly eaten.

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

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

¢ What did you eat yesterday:
for bre@akfast? ............cccvurruereerennnirssenesisseseseessesssessesssssesessseseessessen O B e A N
for dinner? ..........cccrurrennnie

----------------------
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UNIT SiX: Section 1

3 Complete

Complete this chart about youraelf. Fill in the number of hours yYou spent on each
activity last week.
Compare your resuits with another person in the class.

working sleeping travelling relaxing exercising

Mon
Tues
Wed
Thur
Fri
Sat
Sun

TOTAL
NO. OF
HOURS

Now answer these questions:

8 Do you think you spent t00 Iong WOTKING? ......rseerernseesesssersersesemroseessesesessrsesssssesesessosessossrssesssessssoeses

b Did you have enough sleep or not enough? ......
¢ Do you usually sleep more or less than this? .........cveeeeereene...

d How long did you spend travelling? ...........c.ccuvcrresonasessesesssesresssorssessesseasassosssessssmsessessoserssesseseseesoes
Is that more or 1ess than USUALY ...........cceeveeirermmnveiaesssisissssisseenmsionssersensaensesesssssssenseseens trrerrastreeressnes

Do you think you spend too long travelling? ...

--------------------------

& What do you do for relaxation? Do you watch television? Do you read?

f How many hours a week do you exercise? Do you play games or go out for walks? Do you jog or play
football?

--------

------------------------------------



UNIT SIX: Section 3

Study and write

Read this letter from Mary Leyton to her friend, Bill. Then complete the two letters below.
Study Unit 6 Section 3 in the Students’ Book to help you.

Deav B,
i covd you sent
m&%m por o 1% g m%%%wm

e b . .

(ﬁg:bwn appomimol fov anethn imiorvias) with Ramdalt and
Wlkes Rl glay bud | wng Y so { conldn't bieep thy
appostmont. | hom Hhayll be abl to arrouge  amotior
wiorview fov me. 'L @l you Auaw i 196t #ie foby!

From: Gifford and Co.

Dear Ms Leyton

[ I SO I B RN A}
$4anndgaanas * A e ralenn Al anssrAEP AR
[ -

Thank you for attending the interview. We are enclosing a chegque for

your travel expenses.

Yours sincerely . ol
T # Dear Migs Poptar

T: Randall and Wilkes( , gorry I was

-tll.ll.‘ll!lllt..lt.l..l....!'l.

tast Friday. Ae 1 explained on the telephone thig

was ....,.,..

Illblll-l..ll.U!ll.l.l!..u.l‘l!ltlu!

However, I P

tceveina. to attend
an interview at another time. Perhape you could
Suggest another date.

I a4 m

l..'l..l‘l'.....ll....'..llllI.I.

Yours aincerely

Mary Leyton,
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UNIT SIX: Section 4

Study and write

Complete the telephone message form using the information given in the dialogue.

TELEPHONE MESSAGE

0o ] 1 1 U OO ORI
T et

Please ring back [} Wilt call again [}
MESSAGE: ...viii e

Taken by:

Julia Ressetti: Have you rung the office, John?

John Rossetti: Yes, I rang at nine o'clock.

Julia: Did you speak to Mr Simons?

John: No, I left a message for him. [ spoke to Amanda Littlewood. I just said you couldn’t go to
work. today because you were ill. 1 said you hope to be back tomorrow.

Julia: Did she say anything?

John: She hoped it wasn't serious. And she thanked me for ringing.

Julia: T hope it’ll be all right.
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UNIT SEVEN: Section 1

1 Study and complete
Study this information about a commodity service.

WORLDWIDE COMMODITIES SERVICE

Worldwide Commodities Service helps comparies to monitor
wortdwide developments.

The service provides information 24 hours a day, 5% days a weexk |
The information inciudes news of- :

« maijor political and econamic events that influence commaodities
such as metals, cocoa, coffee. cotton and other natural and
synthetic fibres

» government decisions

« scientific and technical developments

& selected commodity prices

& price changes and production stanslics

& industrial disputes

» mergers and other changes in commaodity companies

This senace provides the most comprehensive. up-to-the-minute
information available. 1t's quick, convenient and reliabls.
: ERe S P SRR

Now complete this dialogue between A and B,

A: How do traders get up-to-date information of all the factors that can influence the market?

B: They read and talk to each other, of course. Many use ..........cccvenniiiiiininicinn

. PYFFeT e - N ET T LT T PREY T YRR LR

A: The Worldwide Commodities Service? What's that? :

B: It's a service available by teleprinter which enables ...

Ty e P T T PP TP TS T P LT E LR LS PRSP

A: What hours does it operate?
A: Which commodities doea it give information about?

w

------ LTI TRy T LT TP PY ST PRE PP

A: Doesit give prices?

B
A: Istheinformation reliable?

B
A: It sounds a very useful service.

L T Py L e P Y TP PP T PP T

apanan P L L L L LI L LR T T P P P R LT P P LR Py P ]




21

2 Study and answer
Look at the garment labels below. Give full answers to the questions.

:13:552;‘-{;?;&’1 ' 100% WOOL 857 POLYESTER 1SCOTTON
1 o7
| SEPRATELY| By B ‘ e v ory| A ~ s L B
' CAN BY DRY | RINSE ! DRY FLA - OMBLE
WELL | D0MTTWRING | Do nor IRON T ﬁ_m R

/& | sawooL (e

[ MUST BE
YA O0THER DRY
FIBRES | o EaneD

: —
B, b HAND WASH ONLY i
= {{WARM RINSE
’ 4 szﬁﬁk'fln" " 2= | [
{1 [ S e e
; 2 [wcne | § | R0 RY
1 fgg; WA 4 e e

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

b Do the manufacturers recommend bleaching the skirt?
They say T

¢ How should you dry the jumper?

d Is it better to use a hot iron or a cool iron on the blouse?

@ Is a hot rinse recommended for the trousers?

f Which garments include artificial fibres?

€ Which garments can be machine-washed safely?

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

.............
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UNIT SEVEN: Section 2

1 Listen and complete O3]

Listen to the recorded material and complete the dialogue.

A telephone call from London to Egypt.

Mike Winter: No, I ....ccoveriveniricricnnsissiensinannenees. that, Mr Alawi. .
you $325 per bale but no more. ........................

Mohammed Alawi: $3257 .......o.ecoeieeuecesissersneesssnensanees that’s reasonable. What about a compromise?

MW: ... OATIT. - .. ol AR J | U possibly give you that. ............ I8 MY .cvvreeiiieniinniins .

MA: Well, Mr Winter, 88 yoU'Te a ........cccoeesssinseecrnssnsnrassnnnanees 5 111 accept that.
MW: Good. Now let’s .........ccoccvmmrsicniienicsesenene. Other details, 25ﬁ bales will be shipped

e 80A .eeeceireirseenseiesnnnne. The financial arrangements ..o

MA: That 0unds fine. ........ecceeveruerrceerererereces Rt wtonied v suini el

MW Of COUTBE. .uuveeerrerernreeerneesesesesassessssssssrasssnssssssanasssssnneeseer MII AlaWIL

2 Study and answer
Study these retail labels and answer the question below.

L)) VUGG (REOLICTIOLG

All the words in the labels have a similar meaning.
What is the meaning?
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UNIT SEVEN: Section 1

3 Study and complete
Read this conversation and complete the order form.

Hello, Fashion Extra ordering service.

Hello, I'd like to place an order for some cotton shirts, please.
Certainly. Would you like to give me your name and address, please?
Yes, it's Mrs Greystone. -

And the initial? X

G. And my address is 16, Holland Park Gardens, London W2.

Can I have the full post code, please?

It's W2S 2XB.

Could you give me the reference number on the order form, please?
It’'s QZ5. '

Now can you give me the details of your order?

I want one shirt, style 023, in size 12.

Yes, 023, size 12. What colour?

Blue. Then I want two shirts, style 024, in red, also size 12.

Style 024, size 12, red. _ o

That's right. Then I want one black shirt in size 14, style 025,

One style 025, size 14, in black.

Thank you for your order. We'll send you the invoice after the goods have been sent.
Thank you. Goodbye.

¥ PERErEREREIUIERWR

- ter
Order now = pay later REF QZ5

TY
ITEM STYLE NO.. COLOUR SIZE . Q

FORM OR ORDER BY
SELOSTI\IS.SMONEY WITH THIS ORDER
094
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UNIT SEVEN: Section 3

Read and complete
Read this memo and complete the bill of iading below. Look at page 56 of the Studehts’ Book

to help you.
MEMO

TO chief Clerk
FROM 4, Henderaon

Transglobe Lcd

Ple::: :::ec:::l:n::ll of lading in three originals as follows:
ey e marked IMPEX 20388, for delivery to Al Sharif
e Ba;" S::;:gyft. The exporter is IMPEX International (UK)
o » London W18 2AX and their ref. is 34%3/486.

goods, office furniture and Accensories, will bs shipped from

London to Ale.xandr'ia P
ort on board the PRINCG
charges will be E8430. it F"'ight'

BILL OF LADING B No. 5648

Exponer Exporter's ref.
' Forwarder's ref.

Name of shipping lne

Cbnsignee
Vessel/aircraft Port of loading
Pon of discharge Place of delivery

kind
Marks, numbers | SWTRCS0S ™ | Gross | Cupe
weight”

and Xa
Container No. g%;lpuon of

BA

i Ocean ireight payabie al
Fraight chargei \estration

e
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UNIT SEVEN: Section 4

Study and write

On 21 March 1987, Mike Winter, Managing Director of Winterwear Ltd, spoke to Paul Chang, Sales

M?mage:;g Suprema lLt.l:l. Hlong Kong, ‘Igheg agreed amendmenta to a sales contract (No..601187 ). Mike

Winter is sending two originals to Paul Chang for signing and dating. Write the covering letter to
Paul Chang. The address of Suprema is 18/22 Harbour Road, Aberdeen, Hong Kong.

WlnterWear Ltd
37 High Street
Plaistow,

Essex

L
t.oo--.o.llono-o

L I I




UNIT EIGTH: Section 1

1 Study and complete

Study the details of the guarantee and the receipt for the Fonafone, Complete the Guarantee
Registration Certificate.

1 Your new Fonafons is guaranteed for return the Guarantee Registration
one year from date of purchase. After Certiticale without delay.
this period you may wish 1o take out a 2 You must return the Guarantae
service contract. 3o that we can deal Registration Certificate fuily completed
quickly with any request for service within 30 days.

GUARANTER oo
CERTIFIoA g "EGISTRATION

RECEIPT No. L10767 '
TOBE

MMUNICO Centre Ltd COMPLET, .
COMMS Broci seret | Name: “OBYTHEPURCHASER |

Ba‘-h L LI TP, w0
Avon BAL 2LW L

VAT Reg.: 628 3124 16 : R

+ | TOBE COMPLETED -

.................................. . BY THE RET . ...'
e of purchase: ... % /q/ 25 SRS We certify that a (m AlLER
Date of p N (moder) .. §
Description: . Black. Fonafme......... . s purchased at 5 pricecte. "
fue Of fjrm' ........................ '
O N —— i ‘
TOTAL:GJ-‘-”'-' .Se ....................................................................................

s e s

T e

I S R

2 Read and complete e
R R R oo o o SRR PR

Complete this dialogue between a retailer and a customer.
Customer: Isthere a guarantee with a Fonafone?

Retailer: ....c..oves ...guarantee
Customer: How do I register the purchase?
Retailer: st rs e senarstatR T ea e b bR 0 as

Customer: What happens after one year?
Retailer: ..iciinivicrismsmirssecrnensirasenssanssesareressee s snnens s e sessne
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8.1

3 Study and complete

Study these illustrations and instructions. Complete the instruction for each item with
one word from the list on the right.

a Placeonesliceof ................... in the toasting stots Use these wordas:
b Stircontentsintoa ................... of water and drink immediately. start
¢ Pressthe button marked 3 to.................. the tumbie dryer,

d To open: Slide finger left to right under flap. Pullout ..................
and unwrap end. Refold after use.

e Shakethe.................... before opening,

Instruction: ....cooeevveeveeemrnnn.

4 Study and find out
Study these action verbs. Find out what they mean. Translate them.

BUT ottt ere e eaes 21511 IS presa ..,

OO -1 SR fold ...

A 44




UNIT EIGTH: Section 2

1 Study and complete

Study the dialogue and the form. Complete the dialogue and fill in the form.

Customer: Good morning.

Asaistant: Good MOTNINE. ...overieeeirente s s s ssarresssn o

Cus: 1hope so. I bought this radio from your electrical department and it’s no good at all.

F L RSO E S UROU PTG PP EMPTTPPes ?

Cus: The volume button is stuck and I can’t hear anything at ail.

Ass: Mmm, | see. Oh yes, there is something WIONE. ...
.2

Cus: I'd prefer a refund. Then I'll get one from another shop.

Ass: 'l havetofillin a form. .o,
Cus: It’s M. A, Wilkins, 32, South Drive SE19.

Cus: Ibought it on 15 January 1987.
Cus: Yes,I'vegotit her;e. It's number 467589/E.
Cus: I paid by cheque, It was £27.50.

Asg: Good, now I just need to get the supervisor’s signature.

o AR 102
r med for refund/replacement F

e Ul b

repamsppas AR BT

Goods Retu
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8.2

2 Study and write
Study the beginnings and endings of these complaints. Write complete sentences below.

a We're most dissatisfied i. extremely inconvenient.

b We would like to request ii. is most disappointing.

¢ This delay has been iii. is not acceptable to us.

d We're not satisfied iv. with the poor standard of service.

e Your failure to replace the goods v. an immediate refund.

f Unfortunateiy the quality of the goods vi. with the quality of the articles.

B sttt ese s s ssssons e ssras s
v S N SO i T
s, ot A L SOOI st S R = TR T R S
_ preniielviidedns soud

L S

B s —————————— e

3 Study and write

Four customers have complaints. What is the problem?
Write sentences. Use these words:
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UNIT EIGTH: Section 3

1 Study and complete

Read the memo below. Complete the mvonce usmg the information in the memo. Find the

address in the directory extract. -

Memo
DESPATCH PEFPT:

To

& Toy & game shops

SEE atgo MODEL SHOPS: VIDEQ. TV 8 ELECTRONIC
AP Spmut(imm|ucl 7Maryluﬂdlﬁdm
MA{MUI}LM 245 Bmd Gn RdEz o172 ABA

Chucvan's Book Centre 1 td.

225 Ke lon High St w8, DI m 0362
Competence. 263 Evorshoil St NW A0 0666
Davwy s, 542 Kingaland RA ES
Doit's Houss Toys LI, The—
Urdl 28, Tho Markal, Covert Gd

2 Refer

[- ....... HMEdarAR R taEEY R EEREE S TR AR I Ny YT
et tbisariasinansnnrsnnnnnny A granvrEran arnsuss

dasunvesrnmarey

tenl's NBIMBL oeietiieeceierree e e steeae e st v tens seerssrassssessrtensentenes
TTIT- TR T Lo £ T O . .
I - . Bus.Tel. No. .o

antity Description Unit Price | Tetal

TOTAL, OF ORDER ... et

W

230 SEW1. R
Games Peocie Play, 5 Wellinglon Terw ... .01-727 9275
Hamieys of Pagent 3t Lid—

164 Regent $1'W1 01134 3160
HARYEY JOHNS-PARKWAY

18-20 Parkwery N . 014851718
Howes, 83 St Peter's St N1 e O1-Z28 8201
Humsvat ol Burlingion Ascads LI,

16 Burkingion Arc Wi 01-483 7164
mcou.rumcmns—
A Kok Fcr(‘..“ i

1a Camdan Wik N1, ... 01-354 2588
J.J. Toys Lid—

138 51 Johne Wd Hi I‘ISINW
Just Garnes, BZBrM w1
LD Toys & Noveties, 5 | SE 01-481 3726

Da. 01-481 3724
LAFFEATY'S Ltd,

348 Kil?'l Rg 5W3........... 01382 2705
v N sig i e
tdargan Tony, [F o1

gan-Fichards Torty, 10 Ne Pe MW ... DY-T22 9821
PA‘I'I:ECK‘S'IOV&WM
Coom Ta The Fri Smm’SaHFri:'JO.

e G-TTR X512
.01-7I 2519
01078 Te61
. Q1631 4589

:" oy Ca
Refer to the extract of the dmectory above. Anawar the thons. -
aGwethanameandaddmofabookseﬂer .

arnay

b Where could you get advme ahout games?

¢ Give the addresa of a toy museum.

144
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UNIT EIGTH: Section 4

Study and write

Read the guarantee on this bar of chocolate. Study the receipt.
Write the letter which the customer sent.,

Look at this bar of nut chocolate.
There are nonutsin it. I"

m going
to write to the manufacturers,

"HaNK '
:‘op Youp e
LEASE CGLL'm'"
5.11 a7
ckage lo The C%‘:}:’;‘fr
ComecionenCo

mpany.
i here
irmingham, UK., stating Wi
?n?men purchased. We will be

L
i a complete ’ ’
refu%ydtgi%v: nyt?rghase price. ) .

Lay out your letter correctly,
Use your own address, Date the letter 8 November 1987.

LR L -

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

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

.....

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

.....

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

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

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

------
........

-------
......................

..........

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

--------

..........................
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UNIT NINE : Section 1

1 Read and decide

Read this advertisement for a new financial
journal.

Are the following statements true or false?
a 'This is 2 weekly magazing. .......c.uue

b It covers Europe and other parts of the

world. ....oococcrerins

¢ It in not intended for private investors. ..o

4 It gives news of changes in big companies. ...............
¢ There are descriptions of important people. .............

t Itis only available to companies. ....-.ccceee

g There are articles on health and sport in the
journal. ...

h The journal does not give advice to people
who want to invest. ..........ccennes

| The paper is edited and printed in two different

j You muat pay for the magazine by credit
eard. ..ooermnnnnons

2 Study and complete -
Study the table of subscription rates and
answer the questions.

n What i the cost af the journal for six months in Swizerland?

b What is the cost of the journal for one year in Bahrain®

¢ What is the cont of the journal for one yesr in Spain?

' |- government defence and commercial

The European Financial Journal

‘I'se Ewropean Financial Journsl focusses on
the workd of business. It reports in depth on
manufacturing, marketing, the growth and
development of high technology. It examines
the strategies and financing of multinational
-companies. You'll also find news of major

coatracts. Stockmarket reports and investment
advice appesr daily. Major personne! moves
are followed and there are profiles of businsss
-and political Jeaders. There are regular
festures an Asia, the Middle East and South
Ametica. This new daily journal provides
-assential acws for all investors, businessmen
and government officials, It is edited in
Brussels and printed in Germany. To get your
copy, complete the card below and return it to
us enclosing 2 cheque or your credit card
number.

d What ix the cost of the journal for six months in Jordan®

SUBSCRIPTION RATES

12 month: & mynths

Belgivm 8,500 BF 4,250 BIF
Fraace 1,250 FF 65 FF
Greece 15240 Dr 7620 Dr
haly 260000 L L3000 o
Norwsy 1,400 NK 100 NK
Spain 22,500 Pts 11,250 Prs
Switzertand 450 SF 25 5F
UK. ° 140 E 708
Rest of Exrope 260 % M5
Jordan 2%50% 125 %
Egypt 2508 1358
Babrain 280 % 140 §

Prices in local cusrrency or 1S dollass.
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9.1

3 Study anddecide

Stock market prices are quoted daily around the world in press reports. They are grouped under
different headings. Study these headings.

Banks Electricals
Building etc ' Stores and Clothing
Food, Hotels etc Textiles

Industrial Commodities
Leisure

Motors and Aircraft

d Cotton. Vbt rerasererneens sttty etesee

€ A conatruction cOmMPANY .........cvecvoeevoeonoseeseos s, oo .
f Atrust fund
€ A fabric manufacturer
h Adepartmentstore ..........

4 Write

Make sentences about the companies in 3. Use these words:
sell maks organise manage build '

.....

-----
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UNIT NINE : Section 2

1 Study and complete
Study this memo. Complete the dialogue below. Then write the memo to George.

Memo
To..ROY.....

From .. 9@9& .

Message taken at . 3 15

AL Bob Fullec  rings,. wcw}a 30“ p\eq;e, th.l bwn
H\at‘ubcma-me,wnjbaween-3a-=\4pm

s ofternoen. buk | ulh rung bwe befove

900 EOBON - s

Caller: Hello. May I speak to George Wells please? It's Bob Fuller here.

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

--------

-----------------------------------------------------------------------

-----

Caller: Oh dear. I won't be in after 4 o’clock. Would you tell him that I'll ring him tomorrow morning?
But if he wanta to speak to me tonight he can phone me at home. My number is 356 8977.
Roy: ...... 8977 ...... I've got that. I'll leave him a note. Thank you. Goodbye.
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9.2

2 Study and answer

Study this information about Intercheques,
Are the following statements true or false?

Using Intercheques |
abroad.

a Intercheques can be used in many

Intercheques are welcomed at 190,000
bank branches in 39 countries. They can |
be used at 4.5 million shops, hotels, b
restaurants etc. ‘

Intercheques are usually written in the
currency of the country in which you are
staying and are guaranteed up to
approximately £100. The Intercheque
card is valid for up to two years and then
renewed automatically.

& T D T
e ;

- different countries. ...................

b Intercheques are written in pounds sterling. ..................

¢ Intercheques are guaranteed up to about £100. ............

d After two years you need a new card. ..................

e You must apply for a new card. ................

3 Study and complete
Look at this completed Intercheque.

BT

% 1 :

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

0000008 I1® 24 - 9008

Now complete the cheque below for 384 Deutschmarks
(DM). The cheque is payable to the Hotel Gieschen. Date the
cheque 10th May 1987. Sign your own name.

IRTRrehegpe s, Lo

Ao

I®*0000006Y1* Si--9004.¢




UNIT NINE : Section 3

Study and complete
Look at the rough notes that Mr Harris made during the investment meeting on 25th July.

) N G /a A u(u(?m ii
3553353553 |
Mr JOHNION a INVESTMENT ZoNTULTARTS:
// Toreial_ oA AN
ffﬁ wtdd es+ﬁﬁ;::uzd
W
MRS R NDALL — Hudks it b:‘;‘nbt:ww
— Furthd ;M’A_fﬂ{ld ngeded -w{mf_rﬁ'
on Ang 3o ] =
| T b o)

Now complete this conversation between Mr Harris and Mr Parsons who was absent from
the meeting,. .

Parsons: I'm 80 sorry [ wasn't at the meeting yesterday, Michael, What happened?
Harris: Mr Johnson from our investment consultants was there.

Parsons: Oh yes. What did he say about our proposed investment in Clark Electrical?
Harris: He .cceririicnisccinnecnnncsin e

Parsons: Did Mra Randall say anything?
HAYTI8! OB YE8. ...covencrenrcrrersrsensseerorssriesssesersssamsessessessessesens OSSOSO TR

Parsons: So what has been decided?

Harris: It was decided that ........conveeees
wreenes 00 3rd August.
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UNIT NINE : Section 4
Study and write

On 10th March 1987, Ray Cooper tel i
for companies inve, atin y Cooper telephoned Finbank International. He asked abou

g in Kuwait. The assistant from i out exchange controls.
bahalf of the Hesd of Securities, Mr Paul French. He is thme uc::lmwd:fpmﬁnem brochnt uurem::lilz @ letter on

‘International Services for Business

Investors’, Write

Department of Techno Instruments Lid, Fh:Ant::.m to Mr Cooper at the Technical
b4 Harlow '

@ Finbank PLC
Finbank International
49-51 Cily Road

London SWC 3WW
‘ TR R NS X RER] [ RS tlpll..l;eltoo
Paar . )
h ' EX ALK NN ] l'.l.l.l.l."l‘-l.l' .....
Further éo e S YRR T R R R L R i P T L LR E L N
I am snclosing «...- esbepamensRsurEey R R IR TR R A A LA wenes

i...lotaD‘.IOIUI.Q...U.IIQ!..IIIIl.I..nC..c'l

If we can ba of any further assistance to you pleass do not hesitate

to contact ul,

on behalfof “P~. ..... P.B. Franch

Hoad of Securitiss
Finbank International.




UNIT TEN : Section 1

1 Read and answer

Read these press cuttings abo ‘ ;
‘ .
rea: about the Lanback Centre. Look at page 76 in the Students’ Book.

Text 1

H’.—-—‘.—-ﬂ_—

Multi-million project comple
'I'm delighted’ says new chairman
The new chairman of Lanback
& | Development Company, Mr Rodney
< | Partri Ee.said today that he was
delighted that the $190 million project
was now complete. He was speakin
after attending the official opening ©
the prestigious new Lanback Centre,
in the cast of the city. Although it was
nearly a year later than expected he
said: thre company. was "very satisfied’
with the project. Manpower and
supply problems: for the Al Sharif
‘Construction Company jed to the late
fish and considerable cost overTuns.
Mr Partridge stressed “This is a sound
imvestment. 1t will stimulate the
property market and the employment
market.’

The Lanback Centrs will be offici
' cially

Text3

a Did the contractors finish the Project on time or late?

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

bl Didthemmmmwlmm ? S bbgvarirana s

¢ Which text atresses the problems of the project?

d What were two i |
: of the problems which account for the late finish and extra expense?

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

...........

......

© Were there other problems?

you think the company chairman wants to discusa the problema?

-

......
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10.1

2 Study and write

Look at the notes on the pad below. Use the words and phrases to write a job advertisement,
Write the advertisement in the box. Use page 77 of the Students’ Book to help you.

Good prospects.
Ruent w two € .
Age 25 -2 S adowy wegetiakie, ?
Adogtakle, / mebile ? Mamagqe Ew:;thh.ﬂem
Elchvical apods sols. Good pvospects .
qualibiad . §ovn XRRMINE LStential
Marketing Mamager (Mads / fewaly)

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

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

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

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

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

3 Write

Write an advertisement for either the job you have or the job you would like.
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UNIT TEN : Section 2

1 Read and complete

You are at a job agency for an interview.
Answer the questions. Give information about yourself.

A: Good morning. Do sit down. My name’s Moore. I'd like to ask you a few questions to helpusfinda
job for you. May I have your full name please?

A: And which name is your surname?

A: Could you give me your date of birth?

A: And your address?

A: Now. What sort of jobs are you interested in?
B: .

A: Have you got any qualifications or experience in that area?

B: Can you tell me about your present job?

A: How leng have you been in that job?

B o

A: Are you prepared to travel?

A: What are the most impartant things you look for in a job?

A; Thank you very much. Would you pleasé fill in this application form now?
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10.2

2 Study and complete

Here is a typical application form.
Fill in the form.

USE BLACK INK. WRITE IN CAPITALS,

SUMMEME: ... Single/Married/Divorced/Widowed

First Ramas: .......o.oeeeeecoee Dateofbirth: ... Age: ...
Address: ..o Place ot birth: ...
.................................................................... Nationality: .........

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

Home tel. no.: Business tel. no.:

General Education {(schools attended full-time)
From To Narme of schooi . Examinations passed

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

Further Education/T raining
From To University/College  Course taken Result

Languages (Pleasa tick as appropriate)

Lan;_:;uage Ability: lo speak to read fo write
fluentAair/poor fluent/air/poor fluentffair/_poor

BRI TSRO ISSSORORUN = N & Nt K 1S S & S ™ N T A

.................................................. » DDDDDDDD

Previous employment
Give details of previous employment starting with most recent

Jooiitle Employer Datesfromito /Satary / Reason for leaving
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UNIT TEN : Section 3

1 Study and write
Study this cable from page 80 of the Students’ Book, Write out the message in full sentences.

$ LANSHA INTERRATIONAL P.O. AL-SHARIF ARABLAN GULF |

§  ATTENTION AHMED SAEED NASSER §

{ RE PROPERTY MANAGER RECRUITMENT INTERVIEWS NOWNOW COMPLETED STOP §

foux FIRST CHOICE CHARLES GUILDER s-rqp}

k;v ALREADY SENT STOP PLEASE CONFIRM APPOUNTMENT soox:sri

Wik reference 6

-----------

----------

.................
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10.3

2 Study and write

Study this page from Mr Green’s diary. Look at his luggage label. Write a telex to send to Mr
Ford in his London office. Give details of Mr Green’s travel and hotel plans and of his meeting.

G Swait KA145

TELEX FORM

TELEXTO:

MESSAGE: ..o
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UNIT TEN : Section 4
1 Listen and write

Listen to the recorded conversation fac page 82 of the Studenis’ Book. Complete the dialogue
and the telephone message below.

A: Farida Hamdan's office.
B: (G00d MOTTING. .. .cocvvrer et sanir e sae sy e s s ?

B: Can you Please tBLLHEr ... ivrreruormrvrenre sttt e

.

? COULA FOU . ovieeeivirinae oo verecrsorsmsmerea s smsssmtsssbsasssssssbsbsnsnsns ©
R-A-Y-M-0-N-D John Raymond.

: And your number?

B W

>
]
&
8

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

B: That's it. Thank you.
Al vt rer s sssssene s e nanennnes « 00AbYE,

Write the message here.

Telephone message

FOT i ervcerenessrcmmr e nsenaes
FEOM .eoivveeveresemssnsecesesessmesenseererserseoncs J
Takenby S oo B

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

----------------------------------------------------------------




Enterprise Three

English for the Commercial World
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L Students' Book-0435289454

£

Enterprise is a three-level course designed for people learning \
English in a working enviroment. While providing a sound basic in

general English, topics and situations are related to day-to-day
2 : 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 Engl'ish 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
ona pa‘rt-tirne basics. The Workbook provides additional talks
involving practice of the language introduced in the Students' Book .
The teachers' Book suggests procedures forsteaching 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
Ehterprise Two

Enterprise Three
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