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Introduction

Business Vocabulary in Use Flementary i n the same series as Business Vocabulary in
Use Intermediate and Advanced. It is designed to help you to learn basic business
vocabulary. It also helps vou to learn the language of business communication for social
situations, telephone calls, business writing, presentations, and meetings.

The book 15 for people who are studying English before they seart work, and for people
already working who need English tor their job.
You can use the book on your own for self-study, or with a teacher in the classroom.

In the book there are 49 two-page anies.

The first three units are learner training units, They give vou ideas on the best ways to
learn. They explain the instrucrions used in the book, how o do the exercises, how
learn vacabulary and how to use dictionaries. It is a good idea to do these units first to
help vou use the rest of the book in the best way.

There are then two units about how to use numbers,

After that, there are 28 subject umits with key vocabulary for ditferent business subjects,
and 16 units with business communication language. These help you with the skills vou
need in business, for example in presentations and meetings.

The new words and expressions for you to learn in each unit are in bold. They are
explained in different wavs, for example with a sentence showing you how to use them,
or with pictures. Sometimes there is a '=' symbal, followed by some words to explain the
new language.

You can use the contents pages at the beginning of the book to find the subjecr or skill
thar YOU Want to H'tlld}:.

There is an answer key ar the back of the book, Mast of the exercises have questions
with only one correct answer, But in some of the exercises, including the Ower to you
activities at the end of each unit (sec below), you write and/or talk abour yourself and
VO Owin lJrE:;]I]j]{L\[i{lII. So the answers in the ki:j.' for these sections are E}c:.m‘lp]rs., o
compare with vour own answers,
There is also an index. This is a list of the new words and expressions in the book and
the unit numbers where they appear. The index also tells vou how to say the words and
eXPressions,
This page shows the new words and expressions tor cach subject or skills area. Fach page
has a number of sections with the letrers A, B, C {and sometimes D}, and short ttles.
On the letr-hand page there s

®  formation about the meanings of the words and expressions.
mformation abwut word combmanions - words that are often used together

notes on language points such as the differences berween British and American English,

notes 1o tell vou where you can find maore information in other units.

www.EnglishPro.ir
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The right-hand page

The exercises or the righi-nand page give vou aracrice in using the new words end
expressions shown or the letc-haad page, There are Sifferent rypes of exerdise for this.
Somerimes the exercise asks vou to wrike serrsences, OF 0O wrike Words To OTSh seriemcs.
Some nvits coniain txbles o diagrams to compleze, or crosswards.,

‘Over fo yau® activitics

An tmportant part of Busiiess Vocubudary i1 Use Plementary s the Over 1o you activicy
at e med of each s The €ver to you activiees pive vou the chance ta practise the
words and expressions from the voit in 2 way that s eseful inovonr oem job or studies,
Self-study leaeners car do this sconon 28 & woitten a¢TIvVIt.

I the classroam, the tzacher car use the Over to you exercises for discussion with -he
wliale elss, or e swall wroaps, dfer e diseussion the teacher cn ash, kearners 2o loos
again at the words and expressions that have caased difficulre. Learners can thet do the
Ohver to ¥OU £X0rcise a8 a writren actvity, tor example as homework,

How 10 use the book for self-stutdy

Find <he sujece or word that vou are looking for i the contenes page or the indew, Read
the information on the leb-hand page of dhe unie, Do the exezcises 01 Qe right-kand
page. Check your aswe:s in che key. T vor have made misezkes, po back and look ag the
tmit ggain. Notz Jown inportant words amd expressions i your nedelook.

How to use the book in the classronm

Teachers can choase noirs 1hat relate va learrers’ necds or interests, for example areas
2y Bave covered 1o course baoks, ar thar have came up in other activites, Allenativaly,
lessims con corcain a regular vocabulary sloc, where learmers laok sethe vocnbulere of
particular subreer or skills areas.

Tearners can warec an the weits individually oo airs oc gronps, wirh the racher geacy
round the Cass assisting end advising. Teachers shoule gei learners to thime abour the
logieal process or che excroises, pointing out why one answer 15 possible and the athers
AL 1ok,

We hope v erjoy csing this ook,

www.EnglishPro.ir
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Talking about language
Grammar words used in this book

Grammar word Meaning Example
noun a person ur thing directon, jub
singular | one person or thing - executive, office
plural | more than one person or thing axecutives, offices
adjective describes a person or thing | friendly, beavy
~ adverb describes a verb: how something is done ', wstally, often
preposition | used before a noun or pronoun o, with, for
verb “something that a person or thing does — wark, make
. often an action
base form the first form of the verb, used with ‘to’ i make
i= mfinitive} ! i 1% easy ro make a mistake.
second form " the verb form that you use to talk abour She went to school in
(= past simple) the past Liverpoo,
third form the verb form thar you use in the present | Lve fearnr a fot in this job.
{= past participle} | perfect tense, and in passives | 1t was developed by IBM.
gquestion " a set of words o ask for information Where does she work?
answer a reply to a question She works in an office.
phrase | a group of words, not a complete sentence | an interesting job
SENTence a complete idea. In wriring, it stares with a_~He is very good with
‘capital lerreriand ends with afull stop. COMIPUIETS .
expression a word or group of words used in a PH it you through,
| special situation |

To learn more about verbs, see pages 107113,

Understanding notes in this book

vowels = the letters a, e, i, o, and ®  AmE = American English

consonants = all other letters formal = tor public or official nse

BrE = British English informal = not official; used with friends or colleagues

! !

Understanding instructions in this book

Complete the table. = Fill in the spaces in the table with information. (For example,
exercise 27.1)

Complete the sentences. = Write the missing words. [For example, exercise 5.1)

Match the two parts of the sentences. = Join the two parts o make a whole sentence.
(For example, excreise 18.2)

True or false? = Is this right or wrong? (For example, excrcise 9.1)

Choose the correct word to complete each sentence. = Choose the night word to use in the
sentence. (For example, exercise 24.2)

Look at A/B/C opposite to help you. = Look ar secnion A/B/C to find the informanion thac
vou need to do the exercise, {For example, excreise 4.3)

Put the sentences into the correct arder. = Say which sentence 1s first, which is second, etc.
{For example, exercise 43.3)

www.EnglishPro.ir
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Write the grammar words in A opposite in your language.
Laok at B opposite. Write the instructions i your own language.

Write the words in the box in the correct column in the table.

hig, expensive helpful job learn long

fIJbE IrIDJlE“_L—' fﬁl{] '3::1':;!1'“_»" ‘)Eil&'b _‘\'ﬁ'” J
Neun - Verb - Adjective

Job i

Are these phrases, sentences, or questions? Look at A opposite w help you.
1 Do vou get the train to work? question

2 on the bus

3 He went to school in London,

4 good with computers

5 I'm an architect,

6 a part-time job

True or false? Look at A opposite to help you.

1 The plural of ‘office’ is “offices’. True
2 “was’ and “were' are the pasr forms of ‘be’.
3 ton’ is a preposition,

4 ‘cheap’ 1s an adverh,

5 ‘sometimes’ is an adverh.

6 ‘Can we meet on Monday? is a phrasc.

Follow these instructions,
1 Complete the senrence.
[hve ... Pars.
2 Complete the rable. Look ar page 112 1o help vou.

Base form (infinitive) Second form {past simple)

be wasfwere

FoCOMme
!

came

3 Match the two parts of the sentences. Look at A opposite to help you.

| A noun is a word a that describes a verh.
2 An adverb is a word b that describes a person or thing.
3 An adjecrive is a word c for a person or a thing.

4 Choose the correct word 1o complete cach sentence. Look ar A, B and € opposite t help you.

1 The . (basefsecond) form is the infinitive of the verb,

2 You use the Afirstfsecond) form of the verb to talk about the past.

3 Youuse the (singularfplural) when you ralle abour more than one person or thing,
4 A {guestion/sentence) is a ser of words used o ask for information.

S A (phrasefexpression} is a set of words that is not a complete sentence.

www.EnglishPro.ir
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Learning vocabulary

‘ To help you remember vocabulary, keep a vocabulary notebook. Write the words that
yau learn from this book o .

Word combinations
You do excrases in this book. Sometimes, you make mistakes.

Words uscd together are word combinations. To help you remember word combinations,
write in your vocabulary book: do an exercise and make a mistake.

Word combinations show you which words can go in front of another word, and which
words can go after it. More examples of word combinarions:

verb + preposition: [ work in the sales department. (Unir 43)
noun + NOul: company €ar, company restaurant, company pension (Unit 25]
verh + noun:

arrange ! [
miss a meeting

cancel

Learn words in familie
‘The units are organized to help you learn words and phrases in families.

Word family Some words in the family
- describing a product light fast €asy v use
describing a service  friendly reliable helpful

Pictures and diagrams
Draw pictures to help vou remember words,

IO L

SRUAre coin

Draw diagrams like this one. Put more words in the diagrams as you learn them.

— chair :::)
o computer T
office
e

www.EnglishPro.ir
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Choose the words from the box that can go in front of Sjob’. Look at Unit § to help you,

full-time part-rime sOmerinmes OVErrme perimanent contract emplovee —|

Complete the table with words and phrases from the box.

research and development cash marketing CLITENCY trainmng dollars |

‘Word family Some words in the family

mOney cash

company departments

Match the words to the pictures,

1 phaotographer (Unit 4}
2 factory (Unit 7)

3 change money {Unir 22)
4 load {Unit 29)

5 fall (Unit 45)

6 nse (Unic 45)

- company  ———

www.EnglishPro.ir
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mUsing a dictionary

garerionartes oo 1 needs

You should use rwo dictienaries: a good bilingual dictionary (= English and younr own
lanpguage] and a good English-English dictionary, like the Cambridee Essential English
Dictionary.

The hilingual dictionary s easier to understand, but the English-English dictionary can
give you more information about a word or phrase. It's good to work in English as much
as possible.

Each entry gives:

the meaningls). Sometimes there is more than one meaning.

the pronunciation (= the way that vou say a word) using the phonetic aiphabet,
grammar information (if the word is 2 noun, verb, adjective, adverh, etc.).
example phrases or senrences,

common word combinarions and expressions (in the Cambridge Essential Fnglish
Dictionary these are in bold).

words with opposite meaning, if there are anv.

company f'kampani/ noun

1 (plural companies) an organisation which
sells things or services: a software company
2 [no plural] when you have a person or
people with you: [ enjoy his company.

A dictionary entry

BTN L LEST TY U

Here are some 1deas to help you.

Many words have more than one meaning. The first meaning is nor always the one that
vou want. Look ar all the different meanings,

When you look up a word, put a v next ta it. When vou go back to the page later and
see the o7, check that vou remember the word without looking at the meaning,.

If YOU se an ]—'.ngli_:.h word 1 a rext, try Loy gucss the meaning and continue to read. Then
use your dictionary to check the meaning.

If you look up an English word in a bilingual dictionary and find several different words
in your own language, look up the English word in an English-English dictionary to find
the right meaning.

www.EnglishPro.ir
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[

T

PP

3.1

3.2

L
Lo

Usc the Cambridge Essential Frglish Dictionary (CEEDY. or another English-Englisk dictionzry,
ey do these excicises.

Answer the questions.

1 In CEED, the entries for words heginring with A’ use 21 pages. What Jeter of the alphabet
uses the mast pages? FHow many pages docs it used

3 What entry comes before ‘employee’s Q{:mc ENTEY COMES h_-' 1‘[’

4 ‘rose’ 15 thc past reme rt a vord., If VOl wart (o hnd £t wh “h 1'|_1h v hc'r-‘ n the dictonary
do vou lonk?

5 Put Theq& ENECics in akphnhem,al oréer: “worker', worth work', Sworse’, tworld”, “World
Wide WAl

Look at the entry zor ‘heavy'.
1 Hivw many meanmings are thers?

2 Write the word in the phonetic alphahet.

3 Is it a noun, a verh, or an adjectiv

A Whit s 1ts opposited

T ook ar the encry for “joly.
1 Can vol use tals word in the pluecal?

2 \X l‘nt Exa Plt’ poinises and senlenoes are there?

3 Tnowhich expressions can you use ‘Job®?

Lok ar the entry for “buasiness’,

1 Isita roun, a verb, or an adjective?

www.EnglishPro.ir
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and years

IRVERRS IR FRS Tl

0 zero, nought, oh

1 one 6 sIx 11 eleven 16 sixteen

1 oo Toseven 12 twelve 17 seventeen

3 three 8 eight 13 thirteen 18 cighteen

4 four 9  nine 14 fourteen 19 mmetcen

5 fve 10 ten 15 fifteen 200 twenty
21  twenty-one 43 forty-three a5 sixty-five 87  eighty-seven
30 thirry 50 fifty 70 seventy 90  ninety
32 thurty-two 54 fifey-four TH  seventy-six 98  ninety-eight
40 forty 60 sixty &0 cighty 99  ninety-nine

BrE: zero, nought, oh; AmE: Zem

100 a hunerd one hundred
120 a hundru‘l ‘md owenty ane hundred twenty
i one hundred and twenty ]
200 | two hundr:.d
| , :
1.000 a thousand
' N ong l:hﬂusmd
J ”‘rﬂ I one thnu'i.lnd tuo hundred and fifty  one lhnus.ltld tWo hundred hl‘h
lg UUU | rwt.]!re thousand
5'1_"1)0'“ i | fIfh- five E]Imliand - o
_’nﬁ [}L)'CI s t'ru-u. hundred and ffry thousand three hundred fifty thousand N
;. '_-___I_____ - .
'- 1,000,000 a T“‘”.:l‘?”
o _____!_,__ One mulen
1,000,000,000 2 billion
| one billion
Mote: For 1,000 and above, you use commas to separate the figures into groups of three, starting

' from the vight {for example, 10,000,000). You don't use full stops or other punttuation,

W xey b /J‘

. . lf’-‘ — ] N v v

You say years like this { The French Revolution was |
- . ; in 1789,
1789 seventeen eighty-nine N T A
1 BUU {:ij__{hruun hundred /-- T '__““\‘
- . Astronants landed on the
1805  eighteen oh fve
: . . moon m 1969,

1969  nincteen sixtv-nine h

—

5

S e
2000  two thousand “
2001  two thousand and one {Brk), rwo thousand one {AmE]

2009  two thousand and nine (BrE), two thousand nine {AmE)

Ter learn more about work and numbers, see Unit 9: rime, Unit 15; mun:'WWW.rEﬂg“ShPFD.iF
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March the facts to the numbers.

1 the number of metro stations in Paris — 240,000

2 the number of miles from the earth to the moon ) i 191

3 the number of members of the United Nations 432

4 the numbcr of hicycles in Beijing 6,912

5 the number of languages in the world 11,000,000

Write the numbers in 4.1 above in words, in British English and American English.
two hundred and forty thousand (BrE), two hundred forty thousand (AmE)

Write the years in words. Look at C opposite to help you.

1 The first steam engine ~ 1698 Sikteen ninety-eight.
2 The first railway locomotive - 1814

3 The first telephone — 1870

4 The Frst radio — 1901

5 The first television - 1926

& The first compurter — 1944

7 The World Wide Web — 1992

Over 4o you - ‘“‘

Write down. in figures aﬂd.in words, the number of people in your:
& office, = department. W company. = city. = country.

www.EnglishPro.ir
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Ordering numbers, parts of numbers
l Ordering numbers

When you talk abour the order of numbers, you use:

I 1st*  first 6th  sixth 11th  cleventh 16th  sixteenth
2nd* second 7th  seventh 12th  twelfth 17th  seventeenth
3rd®  third Sth  cighth 13th  thirteenth 18th  cighteenth
4th  fourth 9h  ninth 14th  fourteenth 19th nincteenth
5th  fifth 10th  tenth 15th  fifteenth 20th  twentieth

t 215t twenty-first 40th  fortieth 80th ecighteth
22nd* twenty-second Sth  hfdech 90th  nineticth
23rd* twenty-third 60th  sixticth 100th {onc) hundredth
30th chirtieth 70th  seventcth 120¢h {one) hundred and twentieth
. .

Be careful with these forms. This my first job. [ work in an office on the thirty-
I fourth floor. The building is on Fifth Avenue.

BrE: ground floor; AmE: first ﬂcmT|

To learn more about numbers and dates, see Unit 17.

Decimals, fractions and percentages
When you talk or write about parts of numbers, you can use decimals, fractions or percentages.

Decimals
0.3 {zero) point three ] 12,93 ‘ ewelve point nine three
) [nought) point three
1.5 " one point five | 39.567 fifty-nine point three six seven
! point nine; 0.9 BrE: (zero) point three, (nought) point three; AmE: (zero) point three l;
Fractions
| " a third ars ' threc-fifths f
I one third Tt32 seven thirty-seconds
1,"3 two-thirds |
nine-tenths; 9!10
A Bfth of the
tll':l:‘mﬁﬂ wlrhl] world’s population
4 oncand a quarter ves in Che
l 21s  two and a half BrE: 2 quarter; ‘ lives in China. Y,
I 834  cight and three quarters | AmE: a quarter, a fourth //’
Percentages
10% 17.5% ' 99.99%
| ten per cent ‘ seventeen point five ! NInety-nine point nine
| plr cent | mine per cent

ninety per cent:
0%

MNaote: You say ‘point’ and you write a dot () in a decimal number. You don't use a comma { ], .
www.EnglishPro.ir
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h.h

5.2

Complere the sentences. Look

S

'
-

]
. [ H
;\J,“.;h'.?.‘:‘ ]

i

S
[

g Labenzton
Alam - 3rd

Birgit - 174k
Chariie. - 2340
Davina - 33rd
Eddie - dlst
Francesca - Beth

ar A opposite 1o help you.

P

21 Alain works on the . third... floor.
“ 4 2 Birgit works on the ... floor.
- 3 Charlie works on the . floor.
4 Davinag works on the ... o foor,
r 5 Eddic works on the floor.

- 6 Francesca works on the ..

Mark the places on the map. Look at B opposite o help you.

1 Unired Nations - First Avenue and Forry-fourth Streer

2 Times Square — Broadway and Forty-second Street

3 St Parrick’s Cathedral - Fifth Avenue and Fiftieth Street

4 Carncgie Hall = Seventh Avenue and Fifty-seventl Streer

5 Museum of Modern Art = Sixth Avenue and Fitty-third Streer

ATk TATERL itk
LT " TE e L) a [y S
- AAr Eorder *dra
7P T GRS S N e DTG T
3 rein b 1
AT i Sl  FEICEHE Yo DS mmm
LI L T ST T I )
1514 Arygrr . Sard
AT AT FEWAGETE 0L e T —
Itad Firgen - ﬁF:HJ
adlq-wa;mnfﬂim o = et Do SOHE ) S—
- reove W Fi
W0 T W wl o oshy, s Te—
= T - B Augh e =
o [ R T
m# - LT .-"".._‘I . Casa A Z
= T T Pt
o I e TR L O S,
. o St = '.'ED'. . Sy B
T ROt By £ A"5Th =gy = AL rng
afirh T e W v mlg L,
) it = Jan T I S i
Valk S = = Wik
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Over 4o Yyou

Talk about the floors in the building where

which floors do your colleagues work on?

* you wark. Which floor do yeu work on, and
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What do you do? (= What is your job?)

(l_lrtg_éﬁ_cuginccr, ) 7

-

I’ hitect )
m an arcmrect,
\ Y,

Y

~ A

~
I’ 3 |
( m a do_ctor y

he Wil they .
h at do Linda and Pablo :
What does she do? ’
Jim
Maria
He% a construction worker, She's a programmer.
She's an artist. He's an oil worker.
He’ a teacher. She’s a receptionist.
Maria’s a personal assistant. Jim's a tour gunide.

They're teachers.
Mote: You use ‘a"in front of a consonant and "an’ in front of a vowel.

To learn more about the present simple, see page 107.

What's your dream job?

i N R e e Ve Yy o
( I wanrt to be a rock muslcmnv._)
- e

Lo}
0
i
i P
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Complere the sentences, Look at A opposite to help you,

1 Twork on engines. 'm .81 _endifeer
2 Ttake photos. I'm .
3 L design buildings. 'mc .

4 Iwork v a hospital, P e

Match the pictures {1-6) to the jobs (a-1).

a a shop assistant ¢ a call centre worker
b a bus driver d a teacher

Write the questions for these answers.
1 What do.  wyou . .do. >

I'm a doctor.

b ?
He s an architect.
1 TSR ?
Ht"‘\- a I'}.ﬂ[l’nd[] "IIIIJ ‘_,l"lr_’ LA | {."Il \‘\{Fr!\f‘]

She's a policewoman.

What do you do? Whats your dream job?

Talk about the jobs of peopie that you know.

¢ a footballer
f a barman

www.EnglishPro.ir
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Where do you work?

| work in a factory.

m in a shop M in an office M in a college ® at home

®m  at head office (= the most important office)

M on a construction site m onafarm m on an oil rig
W in Paris ®m in Shanghai
! { he He
i does | h X She waorks
Where she work? € on a farm,
da 11]2}' Th:;:}-' work
:  he
Which department does he .
i | § wnrk l“'.:
[ do you

i He works in the sales department. He sells the company’s products.
She works in the lraining dfpﬂftmﬂnL She nr;:::irli'.r.t":t tr;lining COUTSEs,

I work in the production department. We make the company’s products.

You can talk abour the industry that you work in like this:

1 N

. s h s - N
I'/ 'm in sales. ) f’r She’s in ﬁnam:u__/l
—— A M
B inol B in tourism M in education
W in construction | n telecoms m in advertising

www.EnglishPro.ir
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Martch the two parts of whar people say abour their jobs. Look at A opposite o help you.

1 | work in the production department. — a I'm the boss!

2 I work in New York. T b I make relevisions.
3 1 work in a college. ¢ [ sell machines,

4 1 waork ar head office. d 1 teach French.

5 [ work in the sales department. e 1love big cines!

Complete the sentences with ‘in’, “at’ or ‘on’. Look ar B opposite to help you.

1 1 work a shop.

2 I don't work ... 4 construction site.

3 I don't work ... home because I want to be with people all the time!
4 She works ... . @ factory,

5 He works .. the finance department.

6 They work o, .a farm.

7 One day, I want to work ... head office. [ want to be the boss!

Complere the questions. Look at A and B opposite to help you.

T Which department o i e e ?
[ work in the training department.

2 Which department ... e e, ?
She works in the marketing department.

3 Which department ... B s e oo,
He works in the production department.

4 Where e, SR
[ work at home.

5 Where s s R ?
They work on an il rig,

Complete each sentence with an industry, Look at C opposite to help vou.

1 T work for Alcatel, T'm in ...
2 She waorks for Shell. Shes in
3 He's a teacher. He'sin — .

4 Theyv're tour guudes. Theyre in e, ;

5 We write advertisements. We're inN o oo«
6 He builds houses. Hes in

Over to You '

Where do you work?

Talk about people you know - where do they work?

www.EnglishPro.ir
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Types of work

Charlotte Stone talks abour BISG:

‘I work for BISG, British International Stores Group. In our shops, we have employees
(= people who work for our company) who have full-time jobs. Full-time employees
usually work around 44 hours a week, but they can also do overtime, where they work
longer and ger more money,

Some employees have a part-time job. For example, some people work 20 hours a week.

- Most people at BISG have a permanent job — they have no finish dare.
| )
i Some people here do temporary work for a short period.

Every employee has a contract, an agreement about how long they work, when they

work, etc.’

Mote: You don't say 'a work!

“When emplovees at BISG are 65, they retire (= stop work because of their age).

They receive a good pension (= payment for people who retire).

If someonc leaves the company, for exampie 1o move to another company, they resign
(= tell the company 1hr"y are l;*-.-wing].

We make people redundant if we don’t need them anymore — if we don't have work for
them, or if we have financial problems.

If someone has done something wrong or stupid, then we dismiss or fire them (= ask

. them to leave the company).”

I work with people {= [ help people every day in my jobl,
[ work with customers {= people that buy our products).
[ work with suppliers (= companies that we buy products from).

[ work with computers.

I like my colleagues (= people thar work with me).
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Complete the crossword. Look at A and C opposite to help you,
Ammnia

Across Down
1 The people who buy your 2 If you work extra hours, you do
products are your ... O ) S | -
7 Tcan work here as long as | want - i T . are the companies we buy
Thavea .o, L job. (9) products from. (9}

8 Your .. ... are the people that you 4 1 want to be a doctor becaunse 1 ke

work with. (10} working with ... (6]

10 It you only work 20 hours a week, you 5 My job finishes next manth — it’s only
WOTK e . (4-4) e 19

11 An agreement to work for a particular & | work 40 hours a week — it's a
company, {§) S job. (4-4)

12 Today, most people need a ... ... o 9 1f you work for a company, you're an
dotheirjob. (8) . (8)

Complete the tables. Look at B opposite to help you.

Verb - Noun
retirement
resignaton
dismissal

Noun Adjective

redundancy

Complete the sentences with words from 8.2 above. Look at B opposite to help you.

1 There was no more work at the factory, so my company made me ...

2 I don’t like what the company are doing, so 'm going to ... and find another job,
3 Pedro took money from the company, so they had to e him.
& When T e, 7' going to read War and Peace.

Over 4o you

Think about your job or one that you would like to have. Is it a full-time job or a part-time
job? Is it permanent or temporary?
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Work and numbers

Intervigwer:

Charlorte Stone:

Inrerviewer:

Charlore Stone:

Interviewer:

Charlorte Srone:

Interviewer:

Charlorte Stone:

Interviewer:

Charlotte Stone:

Interviewer:

Charlotte Stone:

Interviewer:

Charlorte Stone:

Interviewer:

Charlotte Stone:

Loe]
Ly
[y

+ & offices

How many employees are there ar BISG?
Approximately 4,000 - I think the exact
figure is 4,053,

."'\'lld hE,J'i.\-' '|T'|'.1T'|:|' SI.'"_:II.T.‘\'. al'c 1}]("1‘&?

There are 34 shops in the UK and 22

m Eurape.

Is there one in Pans?

Yes, there is.

Are there many offices? .
There's (= there is) one head office and there .E}
are six other offices.

And how many hours a week do your
employees work?

The full-time emplovees work 42 hours a
week on average, including overtime

(= some work 40 hours a weck and some work 44).

P

Where is BIS(G's head office?

BISG’s head office is in London. About 70 people work there, mostly top
managers {= 35 out of 70 are top managers).

How many other sites (= places with buildings) are there?

Well, we have the other offices, the store branches (= different stores) and five
other sites which are our warehouses. We keep the products there before they
gu Lo the stores,

S0 how many sites are there approximarely?

There are 7 oftices, 56 branches and 3 warehouses, so there are approximarely
70 sites altogether.

Head office - London

= 6B sites {approximately 70)

To learn more about numbers, see Units 4, 15 and 21.

www.EnglishPro.ir
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Look at the interviewer’s notes about Singapore Computer Stares (SCS). Are the sentences below
{1-4) ue or false? Look at A and B oppasite to help you.

Facts about BCH

Eplogees: 2,433 10 ot fices
The London ottice has 30 employees |0 branches
(3 are managers), One warehouse i London, one f Singapore

Bome emplogees work 4b hours a week, some @ork 44, and some. 47.

1 SCS has 22 sites altogerher.

2 5CS has approximately 1,000 employees,

3 The people working at the London office are mostly managers.
4 Emplovees at SCS work 44 hours a week on average.

Complete the interview with Ann Lee, an SC5 emplovee. Look at A and B opposite to help vou.

Interviewer: (1) e, people work for SCS?
Ann Lee: It's not a big company. There are (2) o 400 emplovees in
Singapore and the UK — the (3] Lo is 409,

Interviewer: And {4} L i, branches are there?
Ann Lees (5] o seven branches in Singapore and three in the UK,
S0 THEre are 1en (8 v «

Interviewer: (7] et s Two head offices, one in Singapore and one in London?

Ann Lee: No, (8] e e e only one head office. I’ in Singapore!

Interviewer: How many (%) i do you work?

Ann Lee: Sometimes 40, somenimes 42, 50 {10} e s ey 1 Work 471 hours
a week,

Choose the correct word to complere ecach sentence. Look ar the diagram below and ar C
opposite to help you.
Summit Supermarkets P e

Frankfurt e RS

+ 4 - + 90 %F — +8 m
=103
1 Summit Supermarkets is an international company with i85 e o (main office /
head office) n Frankfurt as well as four other e | branches £ othces) in Furope.
2 We have a total of 90 ... {sites / branches) selling our products in Germany and Holland.
3 There are also eight ... (warchouses / sites) where we keep the products before we take
them to the stores,
4 The company has 103 . ioffices / sites) alrogether.

Think about your organization or one you would like to work for. Where is its head office?
Approximately how many employees are there? How many sites are there?
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tram,

go by d
- T .
LR |
You take the bus ) |
‘ﬁ:c . us. .
They drive.
walk.
cycle. |
| tram.
goes by
underground.
gets the ) |
LraLn.
He takes the bus
She I | :
drives,
1 walks,
W cvcles,

walk

Samantha lives in Naseby and works in Osborne. Every day, she commutes
| i= travels to work) by wain from Naseby to Osborne. She's a commuter.
She likes commuting — she does a lot of work on the rrain. A lot of her colleagues commute by
car and by bus.

When you talk abour commuring, you can say:

\.\ I leave home ar 8.00 and I ger to work at 9.00. )

i Julia Jeaves home at 7.30 and she gets o
work at 8.435.

Ed leaves work at €.30 and he gers home ar 8.00,
i If the nme is not the same every day, you can say:

[ leave home at 8.00 and | get to work at abouc 9.00 (= zet to work at 9.00, or just
hefare or just after 9.00).

Jula leaves home ar 7.30 and she doesn't ger o work before 8.45 (= she gers to work ag
545 or after §.45),

Ed leaves wark ar 6.30 and he never gets home before 8.00 (= he gets home at 8.00 or
afrer 8,00).

o learn more about the presenr simple, sec page 107; nme, Unit 15. WWW.EI'IQ“SI'IPI"I].iI"
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e e R e ——

Match the two parts of what people say abour getting to work. Look at A opposite to help you.

How do you pet 1o work?

1 I get the train. g L emjoy the fresh ain

2 Twalk, b Ican listen to music on the radio.

3 1 take the rram, ¢ It's dangerous and [ don’t like it when it rains.
4 1 don’t cycle. d It stops just ouside my house.

5 1 drive, e I’s hot down there in the summer!

6 | take the underground. f The stanion is near my house, and 1 can read

on my way to work,

Complete the sentences using the correct verh forms. Look at B opposite to help vou. Use the
verb list on page 112 if you need more help.

1 Pierse e, —— ce (mEvVeEr get) home before 7,000,

2 He oo e {not get) to work before 9.30,

3 He o Aleave) work at about 6.30.

4 He ... . {go) home by merro, On the metro, he ... v (read) Le Monde.
5 On his way to work, he ... (sTOP) at a café for a coffee.

6 Pierre e (Walk} to work. He likes the fresh aic

Put the steps {1-6) in 10.2 above into the correcr arder.

How do you get to work? Do you commute? What time do you leave home? What time do
you get to work? -

www.EnglishPro.ir
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28

This 15 parr of the organization chart for Havajet, a company that makes planes.
The managers arc in charge of different activities. For example, the research and
development director is in charge of developing products.

chief executive

rescarch and
development

finance director _ Co production director sales director
(R&D) director
(money) ) : (making products) {selling products)
I (developing ’
products)
- _ I R
cmployees

T

Mote: manager = Tormal; boss = informal

v - :
Mmoo - |
IMagen et At OEDaFTitie

Miranda Thomas is responsible for sales at Havajet. There are 25 people who work
under Miranda - 24 salespeople and her personal assistant, Julie. Julic helps Miranda
with her work. For example, [ulie is responsible for orgamizing Miranda’s meetings.

sales director

Miranda Thomas
personal assistant

_]u]ie Suttem

Tainpeop
www.EnglishPro.ir
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117 Which managers at Havajet are in charge of the activities below? Look at A apposite to help you.
1 making the planes
ENEProAueton Aineetor R e S
2 getting the money to develop the plancs

1.2 Now write sentences with the same information as in 11.1 above, using ‘responsible for’,
1 The produstion dinsctor s responsible for making The BIaNES. . e e e

1.3 Draw an organization chart for the production departinent at Havajer, using the information
below, Then write full sentences 1o describe the chart, Look a1 B vppasite to help von.

m Carlos Soncra — production director
| four production managers

m one personal assistant - Sandy Baker
m 80 production workers

|' production director I

Carlos Sonera |
L“|_
|

Carlos Sonera is in charge of production ...

Over to you ‘1

Draw an otganization chart for your department.
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Charlotte Stone o, G
Her father and mother were both factory workers. |
She was born in Liverpool in 1955. She went to
school there.
She left school at 16 and joined BISG. She started
work in the BISG Liverpool shop as a sales assistant.
In 1988 she became head of the Liverpool shop.
In 1996 she got a job as head of sales for BISG.
She moved to London.
In 2004 she became BISG chief executive.

s h T

B T - LSRR SRS S

Mark South

What did his parents do?
His father was a company director and his mother worked at a furniture company.
She was in charge of designing rthe furniture.

— Where was he born?
He was born in London in 1956 and went to school there,

— When did he leave school?
In 1974 he left school and went to Oxford University.

= What did he study there?
He studied sconomiics.

- What did he do next?
In 1977 he lefr Oxford Universicy and went to Harvard for a year,

— Which company did he join after thar?
In 1978 he joined Snares, a big company in New York with department stores all
over the US,

— When did he come back to London?
He came back to London in 2003 and jomned BISG as head of finance.

To learn more about the past simple, see page 109,

www.EnglishPro.ir
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12.1

Complere the rable. Look at A and B oppuosite to help vou. Use the verb list on page 112 if yon
#need more help.

Base form (infinitive)

Second form (past simple)

wasfwere

| become | J

| came .

o T

- get '

l 80 j —l

| 1 joined |

I

leave

'r L |

| move . |

Lgtan | _
| studied i

rwnrk ' !
L .

Complete the interview using verbs from 12.1 above. Look at A and B opposite to help vou.

Interviewer:
Charlotre:

Interviewer:
Charlote:

Interviewer:
Charlotte:

Interviewer:
Charlorte:

[nterviewer:
Charlotre:

Interviewer:
Charlotte:

Interviewer:
Charlotte:

Interviewer:
Charlotre:

Over to You

Write down some key dates and events in your life and talk about them. Where did you go
to school? What did you do next?

Where were you born?
I was born in Liverpool.

And where did you {1) to school?
LI L w0 school there toa.

What {3} e YOUr father and morher do?
They were both factory workers. They (4] . in a car factory.

When did vou leave school?
In 1971 01¢3) . ... BISC in that year

When did you (6} e head of the Liverpoal stare?
L R head in 1988,

And when did vou (%) . S to London?
When T{9) o, the job as head of sales for BISG in 1996,

And when did vou become chicf execurtive of BISG?
I became chief executive in 2004,

How are things going?
Very well, thanks!

4

www.EnglishPro.ir

Business Vocabulary in Use {elementary)

31


www.EnglishPro.ir

very goad with people. Mark is very good with figures,

Charlarte is | o . . .
good with figures {= numbers). good with computers.

She sn't {= is not} very good with compurers. , | He tsn’t (= is not) very good with people.

T
“ | i
B

B Charlote 1s very good with people. Mark 15 very good with compurers,
o She has people skills, He has compurter skills,
i She isn't very good with computers. He isn't verv good with peaple.
| She doesn’t (= does not) have compurer skills,  He doesn’t {= does not) have people skills.
Charlote also has very good Mark also has very good
®m management skills — she's a very good m problem-solving skills - he finds an
managet. answer to every problem,
m listening skills — she listens carcfully to m presentation skills - he explains things
what people say. very clearly.
‘ ® language skills - she speaks very goad m negotiating skills - he always gers the
Spanish, best price.

[l I 1 - 1! “1r
SRS and NS nen WOTKeTs

At BISG, there are a lot of skilled workers ~ people with special skills - for example:

compurer
Progranmmers

store managers

cleaners

www.En'g.lish'F'rn.ir
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Write sentences to say what the people are good with. Look at A opposite to help vou.
1 Boris likes compurters and he knows how they work,
HE e GO0 I MU S, e e e

2 When Jocasta uses a computer, she has problems.

3 When employees are unhappy, Jocasta can help them.,

4 When employees are unhappy, Boris can’t lep thf.m

IUL}I(b at the company’s hgurcq h—: Lnov.:. hu“ 1o maLr. thcm hecrer'

5 When Boris

& T{'rh[:ﬂ_lﬂfﬂﬁtﬁ |ﬂf)]'(ﬁ at 1]11‘ 1.:1']!111?;1”}"5 ﬁi—_‘_‘l_ll_'b:_‘z]1 .‘G}Ir‘ III!HIt‘I'Sl;;'lI'!dS thr_‘In.

Now describe the skills of the people in 13,7 above. Look ar B opposite to help vou.
Baris has computer skills,

Answer the guestions. What skills do emplovees in a company need to do the things below?
Look at B opposite to help you.

1 Sell products to countries where people speak another language.

3 Td] pcnplc clearly about their ideas and pmduct&

4 Sell pmdmn at the right price, whcn thc customers dnn t want to p(u rhar prlu,
5 Undersrand what customers say.
6 Manage the company well,

Over 4o you

Are you good with:

M computers?

www.EnglishPro.ir
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Qualifications and training

Look at Mark South’s business card.

1
290 Park Lane, London W1 ]
Tel: +44 20 970 2000 Fax: +44 20 970 2055 |
Email: mark south@bisg.co.uk | alificats
‘f;ﬁf%*'—’f qualificanions
Mark South, BSc (Economics), MBA' | ——iobrile
Finance Director f”ﬂ‘:’f_ﬂ
I ]

B5c (Bachelor of Science) and BA (Bachelor of Arts) are types of degree, a qualification
after a three- or four-year course at a university.

An MBA (Master of Business Administration) is a type of Master’s degree, a higher
qualification afrer another year at a universiry.

T al '..'I
Training is for a job. For example, you can train as a doctor, an architect, an accountant,
or an engineer,

You can go on a training counrse to learn skills in computers, management and other arcas,

Charlotte Stene didn’t go ro universiry, bur she had on-the-job training - she learnt how
to do her job while she worked. And she has a lot of experience - she worked as a store
manager for a long time and she knows the job well.

i www.EnglishPro.ir
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Complete the business card with the informaton below. Look ar A opposite to help you.
Her name is Samantha Unowin,
She studied French for three vears at university.

She is 1n charge of the training deparrment.

290 Park Lane, London W1
Tel: +44 20 970 2000 Fax +44 20 970 2055

Email: samupwin@bisg ook

Complere the interview. Look ar B oppasite ta help vou

Interviewer:  Melanie, how many buildings have you designed?

Melanie: Ower thirty.

Interviewer; 5o you have a lot of (1) e, ! Do vou use computers in your work?

Melanie: Yes, I do, Bot 1 erained {2 . an architect in the 1970s, and

computers Weren't important ther.

Interviewer: So what did you dow {34 .. compuier {4} O

Melanie: I learnt about the job while | worked: vou know, {5} s~ i
e [raiming.

Interviewer: Wn that enough?

Melanie: Mo, it wasn't So I decided to g0 on a three-month full-ome (6)
oo 10 1990 to ger these skills.,

4"

Over 4o You 34i1~

Think of your job or one¢ you would like. Are qualifications needed? [s training important?
glishPro.ir
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5] Numbers and time
|M Talking about the time

What's the time? (= What time 15 it?)

Tt’s ten oh thres,
It's three minutes

It’s nine ten.

It%s eight fifteen.

past ten. [t's ten past nine. - It's quarter past eigh
| IF’s ten twenty-seven.
It’s twenty-seven Tt's eight thirty, It's nine forty, . It’s eight forty-five.
I minutes past ten. It’s half past eight. Tt's twenty to ten.  It’s guarter to nine.
||I i .
| It’s ten forty-six.
| Ir’s fourreen minutes [t's nine fifty-five. It’s noon.
to eleven, It's five to ten. It’s midday.

| .BrEfAmE: twenty-five past eight; AmE: twenty-five after eight
. BrEfAmE: twenty to nine; AmE: twenty of ning

| BBEEBED St and foish times

You can talk abourt start and Anish tmes ke this:

/" “The bank opens ar nine A ——
‘ thirty and it closes at five, C work from ming to @

In the UK, banks are ope
from half past nine until
half past three.

| @ ¥ Morning, afternoon, evening and night

‘ nine t]?rry_ . .
The bank opens at half past nine | ™ the morning. |

9.30 am. '

‘ four thirty
The bank closes at half past four

4,30 pm.

in the afternoon.

nine
nine o'clock
9.00 pm.

in the evening.

The bar opens at

The bank is ¢losed at night. WWW.EI'Ig'IShPFEI.IP
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15,1 Complete the sentences using words only, Look at A opposite to help you.

Shop ope::ning hours |
10.30 am to 4.00 pm

2 ,.—_,_ —
Bgr;w‘y s P/ﬂh The mght club opens .. R | S —
“"\\\; 7 and closes ....................... three
SF[I’S Slm Ermarkﬂ The supermarker opens seight
Momday ~ Sedurdav  § e e and ¢loses ar 1% e
BT~ G0

The bank opens ... eight thirty .o
............................................. and closes ... quArter 1o
one, It doesn’ Gpen again e
_______________________ !

Over 4o You t

What time is it now? What time do you go {o work? What time do you get home?

www.EnglishPro.ir
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Timetables

This is the twenty-four-hour clack.

seventeen, hundred (hours) rwentv-three hundred (hours) oh nine thirty (hours]
ten oh five twenty-one twenty (hours) twenty-three fifty-nine

It is used mainly for timetables (= information about times of trains, planes, etc.).

v timetable; AmeE: schedule

r

Look at this train umetable,

] When

the train leave I Paddington?
g . does ) | .. o
What time it arrive in Bristol?
It leaves ' twenty hftt‘cu.
The train leaves Paddingron | 3 15  pm.
- L at — — S
It ATIVES | twenty-two hundred (hours),
The train arrives in Bristol | 10 pm.
- ) _tht' ;]HIL\’ | o
L 1 .
How long does L s | take | from Paddingron o Bristol
B 1
[ 1 E .
, one hour {and} forty-five minutes,
It takes
an hour and three~quarters. | -
— 1 — e — W,
R

Ir’s a dircet train. You don't
| change trains,

~———wwwEngtishProir—
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16.2

16.3

Complete the times on the clocks using the 24-hour clock. Look ar A opposite to help vou,

1 oh six thirty 3 eighreen tourteen 5 twenty-one twelve
4 rwenty hundred 6 rwenty-three eleven

Complete the questions and answers abourt the timerable below. Look ar A and B opposite o
help vou,
Train 1
Train 2
Train 3
1 Ar When does the train leave Singapore?
B o SINEAPOTE v D830
2 A lsita e train?
B: No, itisn'n. You .o trains in Kvala Lumpur and Bunerworth.
3 A: When does the train arrive in Kuala Lumpur?
Bl - Kuala Lmnpur
4 A L nime , it Kua]a Iumpur’
B lt Ieaves Kuala Lumpur ar 20 ]I[]
5 Ax | - Burrerworth?
B: l: arrives in Burr.envorth . ... the next day,
B AL i s i i .. Butterworth?
B: It leaves Butterworth o
T A When o - - Banglok?
B o Bangkok 10.00 the next day.
Ask and answer questions about these journeys using the timetable in 16.2 above,

Look at B opposite t help you.

1 S - Bangkok
ingapore ngko I A How long does the iourney take from Singapore
2 Singapore — Kuvala Lumpur to Bangkok?

3 Kuwala Lumpur = Butterworth B: It takes twenty-five and a haif hours,
4 Butterworrth — Bangkok

Over to Hou ‘H»

Write five questions and answers about a journey that you Know.
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Days and dates

Maorths and seasons
January February March April May June
| July August September October November December

C The New Year begins in january.j

spring summmer autumn winger C 1 take three weeks' holiday in summ@

| ' V'

! l BrE: autumn; AmE: fall

Days and dates

You say ... You write ..
| /15t first the first of August, August the first 1 August, st Angust, August st
i / /an sccond  the second of August, August the sccond 2 August, 2od August, August 2nd
£/ 3rd third the third of August, August the third 3 August, 3rd August. August 3rd
a ‘ } ﬂf/élth fourth  the fourth of August, August the fourth 4 August, 4th August, August 4th
| I .Jj:f ;." _Jf,aSth fifth the fifth of August, August the fifth 5 August, 5th August, August Sth
! i I:i'l fil I.!J ! Iff Em&: You uswally say Pugust first and you always write fugest 17 o "August 15t
! | |' i) BrE: 1/8 in informal writing; AmE: 8/1

Look at this calendar.

| I AUGUST
Mcmday Tuesday \\Wednesday Thursday ™ Fri Saturday  Sunday

|| 1 A » B 2 I S | S - TR - B

l. L SR e o7 18 e 20
2 2 s 2 B L

| 28 29 30 31 | :

I l Be carcful with:

| 20th twenticth 22nd  twenty-second 30th  thirtieth
2lst  vwenry-first 23rd  twenty-third st thirey-firse

I | Monday to Friday are weckdays and Sarurday and Sunday are the weekend.
i The training course starts on the The meeting is on Monday the
ewenty-third of February. seventh of June.

Public holidays

Some days are national holidays or public holidays when many businesses are closed.
For example:

New Year's Day is on Januacy 1st. May 1st is a national holiday in many countries.

(BrE: public holidays are aiywwlErglishPraieys
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V7.1 Wite each date in one of the ways vou can sav ir. Look at A and B opposite to help vou.
1 17 Mar (St Parrick’s Day, [reland)

.......................................................................................................................................................................................................................
-----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

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

172 Write the days and dates of the shows, using the calendar and the information abour an
exhibition centre, Look at B opposite 10 help you,
R T T O T
i 'J:-l"F":.'"?'EZ
brhodd $FLL'J”J'¢$C uRaRnTul

if'March ""”"'""ff_'ffff_fff"ff_'_'ﬁ“fffffffﬁéﬁfﬁ]] | SPRNe ATTHE SHOU CENTRE
L1 cak Show 282

:, e b 2 Business Shouw B3|/3
G TR Y b 3 eachion Show 24
o 12 1 s 191 4 Home Show /4
17 18 .m 120 21 122 23 ! & Boak Show 2074

17,3 Complete the sentences, Look at A, B and C opposite to help vou.

1 Her birthday 18 i Tane,

2 Earth Day is oo - 22nd Aprll

3 The office is too hot . - summer and oo cold wintet.
4 Tusually go on holiday B N1 = 1T

5 The main national holiday in France is o July 14th.

Over to You

Write down the spoken 'md written forms of three dates that are impartant for you.

www.EnglishPro.ir
Business Vocabulary in Use (elementary) 41


www.EnglishPro.ir

carly (= before the start umel.

half an hour early.

. , 30 minutes carlv,
I arrived at the mecting . T IS
on nme (= just betore ar at the scart crme |,

I was .
late (= after the starr rime).
three quarters of an hour late,
45 minutes late.
i
T ——— |
spend = usC Tme in a particnlar way
lose . = use more time for something than yvou planned
» time § - i ]
waste = usc time In a way that 15 not useful |
save = use less time for something than you planned

T usually spend 30 minutes every morning checking my email.
1 wasted two weeks waiting for a reply to my leter.

We saved two hours by gerring a dirccr flight to Hong Kong,

' i R 1 f
always AL always
1ally
usually SO usually o I
I often zet oy work late.
| often e SOMmeTimes
' sometimes | & - never
| never X

A: How often do you arrive at work on rime?
B: T usually arrive at work on time, WWW.EHgliShPI"U.iI"
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Complere the sentences. Look ar the times thar these rthings usually starr, and the times thar they
started last week. Look at A opposite to help vou.

Normal time Time last week
Sales meeting Morday 9.00 am Monday 9.20 am
1 Last week it stareed 20 minutes  late
Presentation by the boss to all employees Tuesday 10,30 am Tuesday 10.30 am
2 Last week it started oo .
Open-day presentation for visitors Wednesday 2.15 pm Wednesday 2,45 pm
3 Last week o started oo o
Conference call with the New York office Thursday 4.00 pm Thursday 410 pm
4 Last week it started .
Drink at the pub Friday 5.00 pm Friday 4,30 pm

6 Last week it started ...

Match the two parts of the sentences. Look at B opposite to help vou.

1 1 last time when my a because the office was closed for holidays.
2 They wasted three days in London b it was a good presentation!

3 We saved a lot of rime ¢ computer crashed.

4 She spenra lot of time planning - d after we bought faster computers.

Write sentences with adverbs te say how often hald do the rhinga below. Use each adverb once
only. Look at C oppusite to help vou.

How afen do youws

1 ot the theatre in the evening? «

Talk about what you do in a week, as in 18.3 above, using the adverbs in this unit,

www.EnglishPro.ir
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Do you have time?

‘m don't have time

Look at this diary,
‘ ay
CiBbanen 0 T dd Wkl D td fels o
10,00 Bales . 95 Meed 1045 Meed .30 i
meeting | cushomer : A TRET ' See (= meet) |
, i ' I . manager :
| I R SRR S
| bt 2,30 L 2.00 Work ot 2.00 Worke an ! :
E Acpomdment | Hhe office. cusdomer i :
| widh deatist | orders |
_______ . . . e B
[ ( Can we mceet on Monday? ?
| S
No, I'm afraid I don't have time to meet on Monday. I'm busy. I'm going to a sales
* l I mesting in the morning and 1 have an appointment with my dentist in the afternoon.
] | ( What are you doing on Friday? /
|
going o a sales meeting
l meeting a customer
I'm working at the office {on Friday},
seeing my manager
l ‘ having lunch with a customer
|

Are you free on Friday?

! ( Are you free an Fridav? 7 { Yes, U'm free on Friday afternoon. Where shall we meet? |

|
. my/your office.
a restaurant for lunch.

Lets meer [ at a café for a coffee.
: | a bar for a drink.
| '
I i When shall we meﬂ?)
12,302
How ene o'clock?
b
| What | AP35
| | afrer work?

To learn more ahout the present continuous for future plans, see page 108,

www.EnglishPro.ir
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19.1

19.2

Complete what Trevor says about each day next week, using his diary. ook at A and B
opposite ta help vou.

gy Theres 23 ¥t 16 _.
Z : ;
| .00 an 8.0 am - .45 an |
: Work at the : 5&‘.’: i j Visik Mr :
obfice | wanager Bt -
230 pm 145 o 2,00 pm !
- Visit Atex Appointment | Pay qobf
LA with Hhe doctor with Mr Smith |
- Then g0 back
4o offiee 5.00 gr free.

1 On Monday I'm 3013 10 & sales meeting in the morming. 'm werking on sales plans in... . ..
the afternoon

R R B Py St PO R PP PR DTS L I SN P E S T PRSI

-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

e S PP

Complere the conversation. Look at B apposiee 10 help vou.

Dartien:  Are you free for a coffes on Tuesday afternoon?

Frnily:  Pmoafraid Pmo(1) on Tuesday afternoon. Tm seeing g customer.
Damien: Can we {2} . on Wednesday?

Emily:  Yes, Im (3) ... on Wednesday.

Damien: Where {4} e We meet?
Emily:  Lets meet {5} e Luigi’s café,
Damieni: (6} oo shall we mect?

Emily: {7} o about four o'clock?

Damien: See vou there at four!

Over to you ‘&»

Look at your diary. What are you doing each day next week?
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Free time and holidays

—_, o,

What do you do in " Do vou play an Y Whar about \ 4 I'm going swimming
vour free time (= when instrument? yau? How do on Friday. Are you
you are not working)? you relax (= rest free then?
R TR afrer working)?
\i L)
9 3 P I go swimming
-y = §g S at the pool near
E. ) my office and
; . 4L A r i ,\ play a lot of galf. [/}
' Pm interested in music, T Yes, in miy free 7] [ play ar least - _
s0 [ go to a concert rime, I play the twice a week (= stop work for a
once a week (= one (pimm, but not {= two times a (shurr time) in the
Iy wpnlr ¥ * agy g upn 9
\Htlrm every WLEH'_._. . _very often! y. 1\:-.th or mnre_l.f/, \ afrernoon. 3

a break
a coffee break / a tea break
your lunch break

a day off / the dﬁy off
have a week off £ the weel off

take — —_— —_—
a long weekend (= take a day off on Friday or Monday to add to the weekend)

a holiday
three days” holiday
| two weeks” holiday

Mote: "2 day off' or "a week off' can be a holiday or for illness
‘have' = the company gives you the time; “take’ = you decide to take the time

- T ~

“ (" Thave five weeks holiday a year. | take three
W weeks in summer and two weeks in winter.

X And [ somenmes take long weekends toa!

. —

. R .
_{ Tnsummer, [ don't stay in France. T go
™ abroad {= go 10 another country). T like
to go on holiday somewhere very hot!
b

-

— —
( In winter, I stay in France. I go skiing in the
=D Alps, Sometimes it’s important to take it

\_ casy (= relax). B Eng
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(3,7 Complete the sentences with words from the box. Look at A and C opposite to help you.

music walking the piano golf
the violin reading swimming foorball
—
Ill’ . ™ I -\\'Iu—
runaing. modern art. 7
’ L eo mountain climbing. I like history. ‘
guitar B I'm mrerested n .
| i
H | |
7 b e Pl e |
i':;.;‘-:,l" ll\h_ < b J)I
u"-,__-
-
saxophone [ . . N ™\,
P L
) the guitar. rughy.
_.{ T I play the saxophone | play tennis
rugby p AN oy
203,7  Complete the crossword. Look at A, B and C opposite to help vou.
11 2z |
[ HEERER
5
[ ;
. | | HERN

H HEEN |||J_L
I 1] [T}

i— o
|

e

Across
tennis: | play every day. (4,1,3,2)
5 They e evirmennnneens at the pool near
their office every lunchtime. {2,8)
& If you feel 1l
s (4,3,3.3)
% One time. (4)
11 Stop work to drink coffec. (4,1,6,5)

12 British English for ‘vacadon® (7}
13 Relax and take it o ! (4)
14 Taking Friday off makes a long ...

Over +o You {

How do you relax?

{7

10 Dan goes

Down

2 I don't go on holiday in my own country:
lgo 6]

3 Two times. (5)

4 A: Are vou . it the local tootball
team? B: Yes, 1 go to every match, (10}

7 When you're not working it's your
....................................... . 14,4}

8 Don’t work too hard, You must ...
sometimes! {5}

inn the Dolomites

every winter. (6)
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Numbers and money

You talk abour exact {= complete) amounts of money like this:

$12.99 twelve dollars {and) ninety-nine cents
twelve dollars ninety-nine
twelve ninety-nine

£211.53 rwo hundred and eleven pounds {and) fifty-three pence
two hundred and eleven pounds hfry-three
two hundred and eleven fifty-three

€33972.35  thimy-three thovsand nine hundred and seventy-two euros {and) thirty-five cenes
thirty-three thousand nine hundred and seventy two euros thirty-five
thirty-three thousand nine hundred and seventy two, thirty-five

When you write amounts of maoney on a cheque {= printed form from the bank), you give
as much information as possible;

§12.99 twelve dollars {and) ninety-nine cents
£211.53 twao hundred and cleven pounds {and) fifty-three pence
€33,972.35  turry-three thousand nine hundred and seventy-two euros (and) thirty-five cents

BrE: cheque; AmE: check | Tor | bout ‘and’
, - . i . \ o learn i 7
BrE: You usually say 'and” in figures; AmE: You don't usually say ‘and e nore about an

in figures, see Unit 4.

You talk abour large amounts of money like this:
£2,250,000 two and a quarter million pounds
€6,500,000,000  six and a half hillion euros
¥19,750,000,000  nineteen and three quarter billion ven

To learn more about fracrions, see Unit 5.

Vhen you want to give an idea of the size of the figure, you use ‘of";

| hundreds pounds.
- housands euros
This camera costs thous: of )
millions dollars.
billions yerl.

You can also use words to show that the Agure is not exact — it
is near this amount, bur may be higher or lower,

about

" around
roughly
approximately

The price of this house is

£2,500,000.

When you give an exact figure (= complete amount}, you do
not use the word ‘of’. For example, you say:

This camera costs five hundred and rwenty-five euros.
MNote: ‘Approximately’ is more formal than ‘about’, ‘around’ and ‘roughly’
www.EnglishPro.ir
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Complete the cheques. Look at A opposite to help yon.

1
20-05-54
Date 23 June 20
Fay Ken Mintoff |
Four thousand threes hundred and sighty-four surps and € 4PR45S |
DR,
Signatura
Chiogue Mo Lo Dogde Accomgd Wa
100536 20-05-54 102265878
e R R
A ] ) - INew2o |
Sandra Shaw
- pretifds 10,056,581
pEnCE
bl
[ Signature
3 > Dec 15, 20
Jane Doe . -
dollars, ‘ 805,07 ]
cents, _ i
-;?,’__ My,
Signature
4 e e .
I Pay Frank Delaado e T
T - 1 .- 1 € 2.55;7 OB B2
cents,
Y
Sgnaiure
Lﬂ £ Gl e . R T e o o T e L L e e e e T eSS

Whrite and talk about these prices without giving an exact hgure. Look at C opposite to help you.

1 €599 hundreds of euros
2 $86.,066

3 £2.7 hillion

4 €40,000,000

Use approximate figures to write and talk abour these houses and flats using the words in
brackets { ). Look ar C opposite o help you.
1 chateay, €9,950,000 (about) The price of the chateau is about ten million euros.... ...

2 wvilla, €705,000 (AroUmid) o et sarsesessseeee e eesessaerrrees
3 Har, €299, 500 (FOUZRIYY oo s ettt s oAbt e stk e
4 studio, €50,500 {approximately) ... e e e e et

Over to you "h.

Talk about prices of heuses and ﬁats in your area, using ‘about’, ‘around’, ‘roughly’, and
‘approximately’ Talk about:

I 3 big house. m a small house. = a big flat. ~ m a small flat.

www.EnglishPro.ir
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£19 995 £24.950 ~£39,000 £48,700

How much is the red one? The red one is
What's the price of this model? The price of this model is | £19,995.

How much does the X-type cosc? The X-type costs

Sometimes you pay tax on the basic price — this gives the total price. Prices are shown
iilc]udillg tax or ax;;lur]ing fax.

In some states in the US, and in some other countries, vou pay sales tax on things that
vou buy. For example, in Pennsylvania, the rate of sales tax is 6 per cent,

AN
This beautiful book is $100.00 per copy. (" The basic price is $100 and vou add six
P‘enns}'h-‘anjn_ residents add sales tax of $6.00. \ dollars sales cay if you live in Per lTI.‘;}flv’dTIE&l.

= L o

In Europe and some other places, yon pay VAT (value added tax) at a particular rate on
some products and services. For example, the rate in France for most things is 19.5 per
cent, and in the UK it’s 17.5 per cent.

M , i We have to add £3.50 VAT onto the

Mountain Castle computer game basic price of £20), so the price including

£20.00 excl, VAT, £23.50 inc. VAT at 17.5 per cent. VAT is £23.50.

et " RS WP AP .
y

Mote: inc. or incl, = including; excl. = excluding
Ihese are abbreviations (= short ways of writing something).

Wala' arnd warth’

It vou want to talk about the price of something which 1s not for sale, youn can use ‘value’
or ‘worth’,

The value of Cézanne’
‘Aunvers-sur-Oise’ is The Hope diamond is worth  These Fabergé epgs are worth
gL €85

£10 million, 3250 million.

€500,000 cach,

www.EnglishPro.ir
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Complete the conversation about the DVD plavers. Look at A nppnxllr to lull_ Vol

JLCRN S T SO I 4 - R s <54
B: This ane IJJ e 350,
A; And what's t|1r: |_,:-_h

thar one over there?
B: That one is $30.
A: And what abour the black one? How

(4] .. e ererrssersnene ENAE ONE (3] ¥
B: That one [HJ e 20,

True or false? Took at B Uppnsi'rt" to hr‘]p Vi,

1 The basic price is the same as the price including tax.
VAT stands for ‘value added tax’,

3 The abbreviation for ‘excluding’ s ‘excl.’,

4 People in the US pay VAT

5 People pay sales tax in all states of the US.

Complete the sentences. Look at C opposite to help vou.

1 The value .............. this house . $37 million.

2 These boules of perfume ... worth £50,000 cach.

il i &

! l.r.' S r?ﬁn'
e

Cieviai RN

s 4 These planes ... worth $187 mullion each.

#
PRl s

5 This pamnting ...

6 The value ... this shopping centre ..
52 billion,

Is there sales tax or VAT in yuur country? If so, what are the rates for different types of
products? How much is the tax on food and books?

glishPro.ir
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y&3 Notes and coins

Lurrency
The money used in a country is its currency.

The currency in Australia is the Australian dollar (A$). There are notes or banknotes for:

A$100 A%s50 AR20 AS10 ASS
The Australian dollar 15 divided into 100 cents (¢). There are coins for:
Ag2 AS1 50¢ 20¢ 10 5¢

a hundred-doliar note

a fifty-cent toin

| BrE: note, banknote;

AmE: bill

Marion is going on holiday to Australia. To change or exchange money, she goes o a
bank or a burcau de change. She asks these questions:

-

7 , . -
| What's the currency in Australia? )
.

—_— —

= T
L
f"’ ) . 1 1 5 )
I\_ What's the exchange rate? How many Australian dollars are there to the euro? )

-7
-~
¢ /7 , . . . p
[ Do you sell traveller’s cheques? Arc they easy to cash in Australia? /i
s
T
d A

l\ How much commission do you charge? (= How much does it cost to change money)? |

A

€ .
[ If I have some Australian currency ar the end of my holiday, can I change it back into eur
o,

L

BrE: traveller's cheque;
AmE: traveler's check

www.EnglishPro.ir
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P30T Mateh the notes and coins of Doradia (1-6) w0 their names (2—1). Look at A opposite o help you.

a two-dollar coin

a fifty-dollar note
a five-dollar nore

a fifty-centave coin
a en-centavo Coin
a one-centavo coin

T B = o B -

Complete the sentences using information from 23.7 above, Look at A opposite to help you.

A: How was vour holiday in Doradia?

% Great, thanks. I'm just gomg to the bank 1o 1) oo i the money |
didn’c spend.

A What's the (2) s in Doradia

B: It’s the Doradian dollar This is a (3) s e

Az Qh, w's very colourfull

B: Yes. Did you know thar the Doradian dollar is {4) i S one hundred
centavos? Look, this is a Afty-centavo {5} .. .. . This is ten centavos, and these smaller

anes are oné Centavo.

Martch the answers below to the questions in B opposite,

1 There are 1.6 Australian dollars to the eura,

2 We charge one per cent commission on banknotes, but for traveller’s chegues, we charge two
per cent commission,

3 1It's the Australian dollar,

4 Yes, you can change the notes back, bur not the coins.

5 Yes, we scll traveller's cheques in euros and US dollars. Banks, hotels and restaurants wall cash
th‘rll — Il(} prﬁ[‘llt'lll.

Over to You

Talk about the notes and coins of a country that you have visited recently. What is the
exchange rate?
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Kim works as a teacher in London.

‘Living in the city is very expensive! Transport
and clothes cost a lor of money and food prices
are high too.

I can't afford to go out very often: I don™ have
enough money, [ spend all my money. 1 don't

have

it's difficult to save (= keep and not spend).”

:.af

Kim

Lisa:

Kim:

[.isa:

Kim:

Lisa;

Kim:

Lisa:

Kim:

Lisa:

Mote

Can | afford it?

any maney left at the end of the month —

TR ISPECIAL OFFERS

15 talking with a friend, Iisa.

Are you careful with money?

Yes, Tam, [ ory not to spend too much.

How do vou try to save money?

| try not to spend too much. [ go o shops when there is a sale = with lower prices
than usual.

Yes, when [I'm at the supermarker, [ look for special offers — for example when you
get two products for the price of one.

And T try not to waste money by buying things [ den’t need.

Are you renting (= paving moncy to live in a building thar someone else owns) or
buying vour house?

I'm buying ir. | borrowed £200,000 from the bank but it’s difficult to repay the
foan, Whart abour you?

The bank lent me £185,000 and I have to pay back £7(10 per month.

: You can say '£700 per month' or "€700 a month®
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o i -

Complete the table. Look at A, B and C opposite to help you. Use the verh list on page 00 1f
you need more help.

Verb base form (infinitive) Noun
| Cost
' lend
[ repayment
SavIngs

Choose the correct word to complete each sentence. Look ar A, B and C opposite to help you.

1 The bank ... o (lentfloan) me £150.000 and T ... (repay/repavment) £550
a month.

2 Thave a . {loanflend) to buy a car. The {repayments/repaid) for this are
£90 per month.

K I [ {costfcosts) so much to ear out in restaurants' 1 prefer to eat at home,

4 | get £2,000 a month from my job. | spend £1,800 and ... (savefsavings) £200.

51 i (burrow/borrowed} £10,000 for a long holiday, Then 1 won some money so 1
,,,,,, e (rEpay/Tepaid) £3,000,

Complete the sentences. Look at A, B and C opposite to help you.

1 If you want to buy things at lower prices, you go te a shop where there’s a .
2 If you want to buy things more cheaply ar supermarkets, vou look for ..
3 If vou don’t have enough money to buy something, YOu s e i

4 If you spend more money than necessary, You .. MONEeY.

5 If something costs a lot of money, it 18 . .

6 If vou pay money to live in a house or flat owned by someone else, vou .. it,

A TR E L T LI P ris o TP AR s e ETR R

bk

Over to you ‘t

Are you careful with mnnﬁr? What do you do to save money? Is it easy?

Business Yocabulary in Use (elementary)
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Pay and benefits

staff: the people who
work for a company

Superfastfood Restaurants | .. oy mone

We are looking for staff for our restaurants, .~{ you get for r‘-’*?"kiﬂg
35-hour week Y the normal hours

. . . . p ac wele 135
wages! the MONCY YOU-——— yyages: Earn €5 per hour basic pay” L ehuh Wi ["L_’a_? A
get if vou are paid _—" €6 per hour overtime —__ | hours in this job)
every week " e e SR ——

/ o . i - OVErtime: monc
carn: ger— Free meals: all the hamburgers you can eat! }

. , vou get for
Email personal details to Tn
recruitment@superfastfood.com

:  working more
L than your
=¥ normal houars

We are looking for producers at our studios in Frankfurt.

salary: the —_—— - -——F—Sa]ary: €90,000 per year

money you - ;

get if you Working hours: Monday to Friday, 9.00 am - 5.30 pm
are paid
every month ___—— Benefits

__,ff-""_:__?;[] days’ holiday per year

benefits: the—
things vou

get in - Company car
additmu to
Money

- Company restaurant with cheap meals

- Company pension — -
Fmail humanresources@orbitbusinesstv.de |

pension: money you get after—
you stop working, for example
at 60 or 65 vears old

BrE: hofiday;
AmE: vacation |

www.EnglishPro.ir
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March the two parts of the word combinations. Look at A and B opposite to help ¥OLLL

1 basic a hours
2 company b meals
3 company ¢ pay

4 free d pension
5 working & car

Complere the sentences using word combinations from 25.1 above, Look at A and B opposite to
help you.

-

e

{1 Its great — | can sell my own car, They're giving me a

for when [ get old. |
vy

B I 1 e 3
but I don’t like hamburgers!

R N X
are \'Ell}-' ]r!'l'lj-_’_: I ﬁnih]t “'(_:lrk
very late,

5 The s v 15
very bad, but the overtime
1% gl_'uud.

March the two parts of the sentences. Look at A and B opposite to help you.

1 I'm looking for a job with a betrer salary: a you haye to pay €2 for lunch.

The ¢o ; restaurant isn't free
2 The company restaurant igin't free

3 It’s a 25-hour weel,

4 The other staff are very friendly:

b 1 get 30 days’ holiday:
6 The henefirs are excellenr:

-

but Tean always work overtime,

I don’t earn enough where I am naw.
that’s six weeks a year.

[ have a company car.

1 like evervone working there.

Write an advertisement for your dream job using expressions from this unit.

Business Vecabutory in Use (elementary)
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Banks

Kim is the teacher we mer in Unit 24.

T with ADKL Bank, 1 have a cheque
account with a cheque book so I can write
cheques (= printed forms from the bank).
My salary is paid directly into my account.
[ also have a savings account where | save
money and earn interest {= money the bank
pays youj.

[ can transfer money berween these two
accounts — | can move money from one accoun: into the other [ can go to the bank to do

this, but it's casier to use ADKLs internet hanking service,

BrE: cheque; AmE: check |
BrE: cheque account, current account; |

L L AmE: checking account
11 the account).’ —

[he bank send me a statement (= a printed list of
payments from and to the account} every month,
showing me the balance (= how much money | have

| Lisa: Do vou have a cash card?
Kim:  Yes, I use it to take out or withdraw money fraom cash machines. T can use the
maney t pay cash for things wm shops.
Lisa: And do you have a credit card like Visa or American Express?
Kim: Yes, Tdo. It has a limit of £35,000 - thar’s the maximum amount T can spend - but
| I rry to repay what [ owe (= need o pay back] every month. I don’t want o ger
ingo debt and owe a Lot of money withour being able o repay 1,
Lisa: 1know the problem!
Mote: Cash machines are also called ATMs

lautomatic teller machines), especially
in the US,
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Complets the crossword. Look at A and B opposite to help you.

Across

2 If you have a job, vou ... money

foor the work that O dor {4

3 When vou can look at vour account
on Computer: INEFMCE . ..., A7

3 You can make payments from this.
(6,7

7 You can get cash from this. {4.7)

9 If you don't spend money, vou ..
i, {4)

12 Anorher name for an account with a
chequebook. (7)

13 Another expression for ‘withdraw’.
4,3}

L3 [f Vil '\'UL‘LR‘I. mors l'['lfl['l.l:"_';' 111:['.'1 YLy

HavE, YOU e e ettieeoenins (3440
17 and 19 across md 6 drm n My salary
IS i vt (1o TR .
4.8,71
Dhrwn

1 What vou usc to get money at 7 across,

(44) i
4 FExtra money that you get when you save. [8) L
8 Mastercard is a type OF s i (B,
L0 ‘Complete” a chegue: ... ir. {31

11 Another expression for ‘take our’, (8}

12 You can use one nstead of cash to pay for something, (6)
14 A place where yvou can get maney when the bank is closed. l],f‘ll
16 To move money from one account ro another 18 to . it o
18 1f you have an account ar a bank, vou are ... rl hat hank. (4]

Complete the ext with words from the box. Look at B opposite to help vou.

take out orwed debr it —|

credit card cash machine cash card ‘
lon got his first (1} oo . owhen he was a stodenc, At that
tirme it had a {2} e, n! [ 3,000, \‘?]1-:11 he got his first job, the bank
raised the limit 1o E].‘.J,U(]*..-. Jon spent oo much and got into

5] I . He couldn’t pay what he {4) ... every month.

In the end, he paid back the debr, bur he doesn™t want another eredic card,

j.J.nu withdrew money ane day ata {3} s v wiith ber

1) — . Larer she looked in her I andbag and her card
had gone — someone had stolen it She remembered someone was looking
over her shoulder when she was ar the cash machine. They used it o
b e 21l the cash in her cheque account.

When you pay for different things, how do you pay?

“www.EnglishPra.ir
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Product details

A journalist is ralking to the markering manager of Samson, a mobile phone company.
The product is coming out (= Samson is sclling it for the first timel next month,

Journalist:
Marketing manager;

Jowmalist:
Marketing manager:

Journalise:
Marketing manager:
Journalise:

Marketing manager:

Journalist:
Marketing manager:

What is the Samson 5007 What does
it dov

It's a mabile phone and it's also a
small computer,

What are its dimensions?

It's 10 centimetres by 10 centimetres,
and 1 centimerre thick.

That's an interesting shape!

Yes, 1t's not rectangular, It's square.

How big is the screen? ———

The screen is 5 centimetres wide by 7 X
cennmetres long.

How much does it weigh?

It's not heavy — it’s very light. It weighs only 120 grams.

| L

BrE: millimetre, centimetre, meire;
AmE: mullimeter, centimeter, meter

i messages
phonebonk

¢l oroaniser

SELLNGS

# Filee manager

sCrCeEn

1t TR

f messages

phonebook

10 em 7em organiser

settings

i

# file manager

The journalist asks about the features (= important paints) of the Samson 500,

Journalise:

Marketing manager:

Journalist:

Marketing manager:

Journalist

Marketing manager:

Business Vocabulary in Use (elementary)

How fast 1s the compurter in the Samson 500?

It's very fast. It works at very high speeds.

What does it do?

It stores names and addresses, you can write notes on it and it has
a clock with an alarm.

Is it easy to nse?

Yes, very easv. You don't need to read the book that comes with it!

www.EnglishPro.ir
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Complete the rables, Look at A and B opposite to help you,

Adjective “Noun

long | length
Cwidh )
- T - |;I1fi.'T<UL‘;’- -
Csquare
) rE'CI.l‘—I‘J.s_-':]; - - -
Verb : Noun
__________________l“l'ti};ll‘__ -y

rd

Complete the sentences using words from 27,1 above,
Look ar A opposite to help you.

1 The screen is 105 contimerres .. The L.
of the screen is 105 cennmetres.
2 It5 e, 15 4 centimetres. Tt 4 CENLMETrEs oo
3 It's not square. IS s
ATt i 20 kilograms, 13 am

Complere the sentences. Look at B opposite to help vou.

T T T T T T T,
( Oh not 1 paid €100 for this, DUt e e L|
| SV « [T |
Ml N y

~
|’/ Evervehing 15 clear, 1 understand? 16 very o ]
\\ ............................................... ! ,"Ir
A ;,/f_ ______ —

3 1 .
-y AN
oy |' This computer 11t VEry ... . It rakes a long time just W
* | o send an email! ]
N y

www.EnglishPro.ir
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friendly -

Any time — any distance

" friendly

__—¢clean

i L
SETVIH

Qur drivers are -~

Qur cars are
comfortable

Our fares are

Low!

lenw

e b A pen

Joe is asking Tom about a conference hotel he visited last month.

s ™
1
the hotel
- was  the service .
(] - I
What the food like?
were | the hotel rooms
\\ ‘_)
7~
e

Business Vocabulary in Use (elementary)

It was

—m——— -

R R

ST —

They were

reliable: they
arrive at the
right time

helpful: they
help vou with
your bags

comfortable

f;

-I::

|
(Fu
¥

7

;f

W s
e

-

©

reliable,
modern.
comfortable.
delicions.

&
unreliable.
old.
uncomfortable.
terrible.

~y
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Complete the table. Look at A and B opposite to help vou.

Adjective Opposite :

triendly unfriendly

unrehahle

urthelpful
L uncomforrahle
clean dirty
high

Complete the conversation using adjectives from 28.1 above.

Anthea: Have you tried Tim's Taxi Services?

Belinda: Yes, and they're terrible! The drivers don’t say *hello” = they're 50 (1) e ;
Anthea: Do the drivers arrive when you ask them to?

Belinda: No, they're always late — they're really (2) ...

Anthea: Do they carry your bags?

Belinda: No, they just sit in the car — they're so (3)

Anthea: And whar about the cars? Are they clean?

Belinda: They never clean the raxis — they're always (4} s

Anthea:  And are the cars comfortable?

Belinda: No, they use very small cars, so you always feel (5) oo, and very tired at the

end of the journey.
Anthea:  And what about the fares?
Belinda: They're so (6] e ! You pay so much! Try Sid’s Taxa Services instead!

Complete the text about a conference hotel. Look at B opposite to help you.

T T e SR
The hotel was very (1) ... [(D], but the food was
The hotel rooms were very (3) ... (], but the service was
(4) e [E9].

Over to you ‘;-

Talk about a service that you use, using adjectives from this unit.

www.EnglishPro.ir
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Where's it made?

ook at this Samson 3000 DVD plaver. Where’s it made? (= Where
is it made?)

Ttis
Tt's made factory
. & in China.
They are manufactured plant
They're |

e It's shipped to the It’s stored in a It's distributed 1o a
United States. warehouse, retatler: usually an
electrical goods shop.

To Jearn more abour the passive, see page 110,

These vegerables are grown in East Africa. They are loaded on plancs the same day
Thev are picked by hand. and they are flown to Europe.

They are unloaded and stored in warehouses,
but only tor a shorr time,

They are sold in supermarkets two davs after
they are picked. They are bought by customers
in Furope and North America.
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Complete the rable. Look ar A and B opposire 1o help you. Use the verb list on page 00 if you
need more help,

Base form (infinitive) : : Third form [past participle)

by

| distribure

I_I('Fr!li_ o o a -

manufacture

el

unload

Complete the sentences. Look at A and B
lij_)["‘ﬂ"xilt' iy} heli'ﬁ you,

1 These clothes o e {make)
in Viernam,
2 For example, this type of T-shirr . .
e imANGfACIUEE) 0 2 factory in
Hanoi.
3 The T-shirts e oo I (=14 )

into a container.

4 The COntainer ... o (Ship} ACrOSs
the Pacific.

5 The container e oo e {unload) in
San Francisco.

& The Tshirts o R o . {store) in a
warehouse.

7 They s e (distribute) by truck
to the stores,

B The T-shirts I 1| | I Tl
stores all over North America.

Over 4o You

Where are your favourite clothes made? Where do you buy them? How arc they transported
there?

www.EnglishPro.ir
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Where's it sold?

%N checkout

You can buy food, clothes and sometimes other products i a supermarket. You can use a
trolley and you pav at a checkout or all,

A convenience store is a small shap that is open from very early to very lare. In the UK, a
corner Sh(}P jS a EOnVEniﬁﬂCﬂ store near yYour hUmL'| (Il fhi_' COorner ﬂr‘ WO SErLels.

A chain store is one of a number of shops with the same name. These shops are all part
of a chain (= group of stores owned by one company).
A department store is a farge shop usually in a city centre. It sefls many rypes of goods in
departments or sections — for example clothes and furniture - on several floors,

! A mall or shopping mall is a large building outside a town with many shops and a big car
park. .

BrE: shop; AmE: store
BrE: shopping trolley;
AmE: shopping cart

Some manufacturers use direct sales — selling o the customer
without using a shop.

You can buy things by mail order. You choose from a
catalogue and order by post or on the phone.

With internet shopping vou buy things over the internet
using the seller’s website. Buying and selling like this is also
called e-commerce.

atalogue;
-&,’ AmE: catalog |
- — 1

www.EnglishPro.ir
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Complete the crossword. Look at A and B opposite to help vou.

Across f

2 A book where vou choose what o buy. {9) . | ] ]
. F 1 [ ]

Buving without going to a shop. (6,3)

el

You buy food and some other things in a
B

9 Where you buy things when other b
shops are closed. (11,5} |—| |

11 When vou l\u}-‘ things by post: mail

12 and 13 A building with a lor of shops.
[8.4)

14 The place where you pay in a
supermarker. (8)

Down
1 On the internet, yeu bay things on a
COMPANY S coorvrciieccrs s A7)

Ly

e and el : .
EI“:::;-lng and ft".i]]'lg things on the
internet. {1-8)

& In the UK, a shop near your home which 1s open late. {6,4)
8 1In this tvpe of Yarge shop, there are Yots of different e (1)

10 Bricish English for shopping ‘cart’. {7)

Complete the sentences. Look at A and B opposite to help vou.

1 I asupecmarker, vou pay o the checkout.

2 More and more books are sold ... the internet.

3 When vou buy clothes .. mail arder, you choose . a catalogue,
4 You can order .. POSEOF e e phone,

Do you like shopping? Where do you buy your clothes?

www.EnglishPro.ir

Business Vocabulary in Use felementary) &7


www.EnglishPro.ir

Where was it developed?

A journalist is interviewing Sandra Perers, an expert in the history of compurers.

Journalist:  Where was the first PC developed?

Sandra; It was developed at an IBM centre in Florida.
Journalist:  Where was the software written?
Sandra; The software was written by Microsoft in California.
Journalise: Who was the PC sold to?
Sandra: Ir was sold to businesses and to people interested in computers.
It was developed - Florida.
. They were written California.

To learn more abour the past passive, see page 111,

S 1. o Lo . N . I
] - FlE Iy

IBM PC ipersonal computer), 1381

Journalist:  Where werc the first PCs produced?

Sandra: PCs were produced at IBM’s factories. But [BM allowed other companies (o
make the same computer with rhe same software.

Journalist:  Which companics made PCs?

Sandra: At first, they were made by lots of companies, but today there are not so
many: Dell, Gateway, Hewletr-Tackard ... . Tstill have a PC that was made
by Compag in 1987, but L don’t use it now!

Journalist:  Where was the first PC manufactured?

Sandra:  The screen was made in Texas, the kevboard was manufactured in Mexico
and the disks were produced in Singapore,

Journalist:  And where was it all put together?
Sandra; In Texas. The PCs were packed there and then they were distnbuted all over
the world,

www.EnglishPro.ir
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Complete the rable. Look at A and B opposite ro help you. Use the verb list on page 00 if you
need more help.

Base form (infinitive) - Third form {past participle)

develop

distribure

manufacture ,

pack

put together

Complete the sentences using the correct form of
the verh in brackets { 1. Look at A and B apposite
ta help you.

Ir the 1930s, Britain had a very hig u';ntf_z[c_',',."re
industry, Onc of the companies was BSA.

1 The marorcycles were et e in
the BSA factory. (put rogether)

2 Then they were ... wrrnrniee. DY Tetailers all over the
world, {sell)

3 They were o by land and sea to different
CONTInents. {t|!ﬁ|.'r|hlll:e]

4 They were . .. into hoxes. (pack)

5 BSA mmnruwlcs VECTE i e in Birmingham.
{develop)

1.3 Now put the sentences {1-3) in 31.2 above inro the correct order.

Look at a product that '{nu use every day. Where was it made? Where is it sold?
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Product instructions

5 Turn the key
o start.

1 Pull the lever.

2 Keyin your
PIN number,

& Plug the cable into
a socket.

3 Put your nicket
into the slot.

7 Insert your
card.

B Select a language,

i 4 Push the door ¥,
to open, /

[ - | I -
“ress the button

To play a CI:

1 To switch on, B o
press the *On’ *
button.

4 Press the *Close” BT G

: 1
burton. stE F;'

2 Take the CD
our of the box,

5 Then press the
‘Play’ huttan.

3 Putthe CD
into the trav.

6 To stop the
disc, press the
‘Stop’ button,

www.EnglishPro.ir
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B e ——

Match the instructions in A opposite to the products and machines below.

¢ cash machine
{3 Imstructions)

d car e office door f CD player

MNow write the instructions for each of the products and machines in 32.1 above,

1]

ticker barrier Fut your ticket into the slot.
lemon squeegcr

cash machine

car

office door

CD player

b T B = T - I =

Put the instructions for recording a DVD inwo the carrect order. Look at B opposite to help you.

To record a DVD:

a2 When vou have Anished, SToP e Press the ‘Record’ el :
press the “Stop” hutton, button. B @
A =
h Put a blapk DVD int f Press the *On' buttan, N
the tray. o @

¢ Sclect the TV station thar ~ ! | »
you want to record.

——

d Push the tray to close it

Over 40 you

Give instructions Tor using an office drinks machine.

Business Vorabulory in Use {elementory)
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Problems with products

Antenia is having problems with her DVD player.
She phones the call centre (= office giving help on the
telephone) of the chain store where she bought 1t

Sharon:  Service department. How can [ help?
Antonia: | have a problem with my DVD plaver.
[t broke down (= stopped working} last week.
Sharon:  Whar make and model number is it? ———
Antonia:  [ts a Samson DVD 7000, | i FhEE
Sharon:  Whar exactly is the fault (= technical problem)? ! SHIIISIIII IWII TIIIIII !
- - : s
Antonia; When I press the button, the tray | Samson 2 year
. doesn't operL. _ ‘ 5 guarantee
Sharon:  How old is the DVD player? i . :
- . YUl AT Not sarisfied o - |
Antonia; [ boughr it last vear. ‘ ; not snstied or have
. o j . - . Ay problems with che DY
Sharon:  OK, you can send it back by post for repair OO0, simply teturn o print
(= the company will make it work again}. [ . efpenchase alung wich this
S X ) i (= mise t o H Buarantee within #0 davs and
E .;IT]SOT: gu;l_rantea? = promisc to repalr ol we will offar a replacement
replace) their products for two years, | o full rufund |
Antonia: That’s difficule. 1 don’t have the box. : '
Sharon:  Don't worry. You can take it back o the shop.
Where did vou buay it? ...

UL Erantess
_ The company repair the DVD player and return it to Antonia, but it breaks down again.
' She phones the call centre again,

Sharom:  Service deparrment. How can [ help?

Antonia: My DVD plaver broke down last month. You repaired it, but it broke down
again yesierday.

Sharon:  Whar's the fault now?

Antonia: Tcan play DVDs, but I can’t record.

Sharon:  Is it still under guarantee (= in the time period of the guarantee)?

Antonia:  Yes, [ only boughr ir six months ago.

Sharon: OK. Because ic’s broken down again, we'll
give vou a replacement — 2 brand new
{= completely new) machine.

Antonia: That's great!
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33.7 Mach the two parts of the senfences. Look ar A and B opposite to help vou.

1 This product is brand a with your new kirchen equipment, just give us a call.
2 This TV is soll under b down two days after [ bought !

3 If you have a problem ¢ new. I bought it vesterday,

4 My CD plaver broke d back to the shop.

5 When my new phaone stopped e guarantee. Tr's less than two years old.

working, | sent it

33,2 Complete the senfences with words and phrases from the box. Look at A and B opposite to
help you.

rake it back repair replacement faulr

breaks down call cenrre guarantee under guarantee J

1 We our products for two years. 5\5\% I
{%

2 If the product doesn’t Work, . i
..................... to the shop where you bought it.

3 If the shop can’t help you, phone our ...

~-If there is still a ... , send the product back to
us. We will it.

5 f the product again while it is
SEH s e , send it back to us and we
will send you a ... .

N N )

Over 4o You

Talk about a problem you had with a product. Did you:

i scnd the product back for repair? W gct a new product?

What happened exactly?

Business Vocgbulary in Use (elememary)

www.EnglishPro.ir
73


www.EnglishPro.ir

Excuse me. Are
you Rita Sandoro?
! I'm Stephanie

| Howard.

_q/’ Hello. Nice to
in¢et vonn

Hou was ; l’].l take you o Ay
the ﬂJght" your hotel and

then we'll go ouc
M '\ to dinner,

e i ! R * - ___,/
Y ' ’/ %:

- \_,— 4 "y ! {
fery good t]'ldl'ﬂ\s -

I\D problems at  } Thank youL. That
all. /_Lwnuld be mice
- (¥ Fine thank: Take a e ——
ﬂ seat. Would vou like [”__ e v __ I

Hello. Nice to
L Mect you too.

< Good morning, Rita.
. How arc you?

L4l%

Py
s

something o drink?
There's coffee, tea, and
| orange “]lLL

[}

E‘/ Vu\"ﬁell thanl:;g "
and you? Pl

— 2 AL
Have you bi.‘t:l'l to |
Cape Town before?
e A
\ . .. ™,
J '\n, this is

my first visit. /g

o - .

{ Trevor, this is Rira Sandoro from
World Wines in TLondon. Rita, this is

|\ Trevor Smith, our marketing manager

i
] ] ‘ ":
: | . ‘I 4._ , C }:’)‘\ /Flv \/\ } ‘“u—“x\ j——“—.ﬂ
f Lj\' 1,/ i\f k-{\r /é ,J
N N e e

Where are | i
( Hello, Trevor I\O . N

you staying? = Y
o S A ATl
. HP]E’hLd_'[_U- meet vi;ﬂu 9 : ﬁ 5 At the Iﬂ[’t_rLfH][l!]E‘llTlJ [ Very comfortable, thanks. )

I\
|

_h‘\

e Qe Lnye

Stephamie: It was nice meeting vou, Rita.

Rita: Nice mecting yvou too, Stephanic.
Stephanie: Have a good trip back te London,
Rira: Thanks. I'll be in touch soon.
Stephanie: 1look forward to seeing vou next time.
Rita: Yes, me too. Bye.

Stephanie:  Goodbye.
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Choose the correct reply to each of the expressions {1-71 Look at A and B opposite to

help vou.

1 Nice ro meet you.

2 How was the flight?

3 I'li rake vou ro your hotel and then we
can have dinner there.

4 How are vou?

5 It was nice meeting vou.

6 1look forward to seeing vou nexr time,

7 Have a good wip back,

a Hello.
b Fine, thanks.

a That would be nice.
b Very good, thanks.

a Fine, thanks.

b Thank yvou. That would be nice.
a Very well, thanks,

b Nice to meet vou.

a Pleased ro meet vou.
b Nice meeting you too.

a Yes, me oo,
b Here you arc.

a Thanks,
b That would be nice,

Complete the questions that two people ask a visitor. Look at B opposite to help you.

1 Leshe: Take a (1) . Would you like (2) oo to drink? (3} i cotfee,

tea, and apple juice,

2 Leslic: Brian, (4)
our production manager.

is Georgina Oshorne from SPL in Dublin, Georgina, this is Brian,

3 Brian: MNice to mect you, Georgina. (5 o YO (B e to Melbourne before?
4 Brian: Where are vou {7) .7
5 Briar What's 1t (8] e ¥

Match Georgina’s answers below to the questions (1-5) m 34.2 above, Look at B opposite to

help vou,

a At the Hilron.

b Pleased ro meet vou.

¢ Tea, please,

d Very comfortable, thanks.

£ TL'.*,',_ I was here about ten YEArs agon.

Over 4o qot.i

v

A visitor comes to your office. You infroduce the visitor 1o a colleaque. Write the conversation.
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|
|

Wht’:rc wnuld you hkc to sit :‘jﬂ /

\Jr ar t
smoking or non-smoking? ;
\\" e —re

nar- ';IIIUL(IHE drea, p]l, 15€.
e e st

R 1Y Socializing 2: at the restaurant

)

What do vou recommend? ),
S ——— T

]hL hsh is very good.
Do you h<: fish?
—t-""{f

o ———

he window in the

E ki =
—

4 / [ think

t

No, I'm not keen on (=1
don’t like) seafood. Whar
| are you going to have?

.

—

1
—

wiwi}

”/’ 2 = M

Var o -4

/

_I\\-

vindaloo. Thar’s a rype Dr
curry with chicken,

I'll have a chicken

7

V

’J\

That smmds gﬁnd
I'tl have the samc.

.l

Da you like

commuting ?

on the snurh COAsL.
I commure. What
about you?

st lare! T rea
and [ listen o
music. And yo

Rita and Stephanie finish their meal.

Rita: That was delicious!

Stephanie:  U'm glad you liked i, Would
vou like a coffee?

Rita: Yes please,

Stephanie

{rey waiter): Twao L':,:fft‘:h' p]e;l:it_

Business Vocabulary in Use {elementary)

I LTI too,
It takes aboue 20
minutes by car.

AT ™~ SR
b Its fing, if there { Really? 1 play golf too!
‘ 1s51°t too much How about a game
” trafiic, What do tomorrow after our .
vou do 1n your meeting? .
free time? \/ —
1 mras
r \'.'. "
: £‘1 1
*, E 1 W
; Ao L“‘?’
d !
. Tp!a‘. a lot xf G
u? B/ of golf. (\ Good idea!
fLater)
Stephanie: Can we have the bill, please?
Waiter:  Cortainly. (The bill arrives|
Stephanie
ito Rita): Ul get (= pay for] this
Rita: Thank you very much.
5 anie: ; :
Stephanic: My pleasure! WWW.EHQ'lShPFU.lF
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Put the conversation into the correct order. Look ar A opposite to help you.

Roxanne: What do von recommend? 1 =
Francesca: 1 think 1] have a salade nicotse.
Francesca: Ir's a type of salad with lots of different things in it
Francesca:  The steak is very goad. Da vou like mear?
Roxanne: I'm not keen on mear. Whart are vou going o hawve?
Roxanne: Whar's thar?

Roxanne:  That sounds good. Ill have the same.

[T T I - I =~ N = -}

Match the questions {1-4} to the answers {a—d). Look at B opposite to help you.

1 Do you live in Paris? a Cood idea!

7 Do vou like communng? b No, T live in Versailles, abour 20 minutes from Paris,
3 Whart do you do in your free ime? ¢ It's OK. I do a lor of work on the train,

4 How about a game this evening? d I play squash,

Write the conversations below. Look at C opposite to help you.

]
Alan Bengt
Ask Bengtif
he wants a dessert. L TT— — - —
= —_— T Say vou would
_____,__-—’”"; like ice cream. .
Ask the waiter for rwo /
160 CTEams. “"““H—-_\R\
| Say vou liked
""" the meal.
Reply. - _ .
2

Ask for the bill and el
Bengt that you will pay., E“H

_ . I - 1
Reply, -

Over to you ‘i»

You are at a restaurant mth a visitor to your country. Write a ‘small talk’ corwcrsatmn
between yourself and the visitor,
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1

(_Hello__
- )

lm Telephoning 1: starting and ending

o

{

o~

F i

':\ Speaking.

{

&

L

e

Good morning. Cara w

B | Thompson's office.

h
/

s

™
A o -
|’/ Is Ma there?
. % thar Pia?
. — -
|
A o
L Hi Pia, its Liam here.

{  Hello, Liam. How are vou? /,:'
o -

— p
| Hello. g'::]d I speak to | Ms Thompson, please? |
-\.,__\_ __’f'
( Who's calling, please? :, A
ﬂ—y_,—————-—-" ———
My name’s Julian Maxwell, )
I'm calling from |M
|\ Conseltants in New York, )
o e o e i
One moment pleasc.
I'll put you through, P
—,— - — —_
" ( Thank you. J
" Good morning, Ms ]
Thompson., My name’s ...
— .
4 . phone | . - ( Good _
I'll i again next weck. - . to talk to you,
call | | Nice
A k. A
~T -5
7 N - ,
| on Thursday, Thanks calling.
: .' for .
See you at the mecting. | Thank you phoning. |
| in Rome. I . o
S d
-5
4 Bve. \
L Goodbye, |
~ —
4
www.EnglishPro.ir
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5.1 Put the conversaton into the correct order. Look at A opposite to help vou,

Speaking!

i : \h
. C ( Hi Nadine, ir's Mel herc. ) ( Hi Mel. How are you?
‘f/’
bl: Is that Nadine? | €

1.2 Complete the conversation. Look at B opposite to help you.
Madcleine Townsend's PA Fernando Soria Madeleine Townsend

~,

) R .

Madeleine Townsend's

office, ) i

2 2 M
\hEi;"ﬂ;;r}i;;ﬁ;"i'iim,f.::'.: ..... :)

(" Who's (4) ... S ?) A

V Cﬁ; .................................... A
Fernando Soria.
ErMando »Hria j

L (" Thank you. ) T

( Madeleine Townsend. )

.3 Complete the conversation. Look ar C opposite to help you.

So. you'll be in touch next week to fix the
exact details? //]

It was nice to talk to you. ) /?"

Over to You

When you answer the phone at work, what do you say?

Write short dialogues for the beginning of a phone conversation at work:
m with someone you know.

M with someone you don't know.

www.EnglishPro.ir
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Telephoning 2: spelling and numbers
‘n Telephone alphabet

When someone spells (= says how to write) a word on the phone, it can be difficult to
hear the difference berween these letters:

= Band P m BandV m DandT

- m Fand$ m (andY ®m Mand N

Make sure vou learn the English names for these letrers:
m Aand R m Eand! m OandU m land ¥
m Cand$ m Gand] m Kand Q = Vand W

i To learn more about how to pronounce each letter, sec page 106.
I

] If you want 1o spell a word you can say A for Alpha, using the welephone alphabet in this hst.

|_ I Alpha Bravo Charlie Delea Echo Foxtrot
i Golf Horel India Juliet Kilo Lima
Mike November Oscar Papa Quebec Romeo
Sierra Tango Uniform Vicror Whisky Xeray
Yankee Zulu

D o

. I ( Wha's calling please? ) A
l T ( My name’s Nora Laker, )
( Can vou spell thar, please? ) A

Yes, it's Nora: N for November, O for
Oscar, R for Romeo, A for Alpha,
l\ T I'm calling from Maggs Lind, in London,

(" 1s that M-A-G-S2 Py
l : [ No, M-A-double G-S, new word, )

Lind — L-I-N-D.
| m Numbers

You say telephone numbers in groups of numbers, Your voice goes up for each group,
| except for the last group, when vour voice goes down.

d 4 = 4 ol

0o 44 20 9422 5483

Double ok double four  owo oh nine four double two  five four cight three
l 4 Ed 4 4 >
| 00 1 212 13 6544

Zern zero one tWo One two one three one six five four four

BrE: double oh; |
AmE: zero zero !

www.EnglishPro.ir
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You are talking aboutr numbers and lereers on the relephone. Use the elephone alphabet to
correct the other person. Look at A opposire to help vou.

I 1 s that V for Victar?
mR51 I-M B r:;,-, ]; for lt'i:r['zi's;wr

’7 M | 2 Is that T for Tango?

|
32D876

i cl-p 933 3 Is that B for Bravo?
éﬁjm B REF;q_qﬁ \J_ 4 Is that M for Mike?
.934 HUY 75 & Is thar I for India?

rMU&El“EE# i 6 Is that S for Sierra?

Look at the telephone list for a company’s staff around the world. Spell the names using the
telephone alphabet, then use arrows above the numbers to show how your voice goes up and
down. Look at A opposite to help you.

A i
1 Mr Cairc 00 3319422 5122

2 Professor Fanshaw 00 44 131 937 9821

3 Ms Perersson (0 46 8 487 5044

4 Mr Hanks 00 1918 324 6622

5 Doctor Tanawa 00 81 42 975 2349

& My Dos Santos iy 55 61 644 7785

Match the questions to the answers. Look at B opposite o help you.

1 Whe's calling, please? a No, C-O-double L-I-N-5

2 Can you spell thar, please? b John Collins and Associares,

3 Which company are you phoning from? ¢ T for Tango, A for Alpha, N for November,
4 s that C-O-L-1-N-§? Y tor Yankee, A for Alpha, new word, H for

Hotel, U for Umbrella, double L for Lima.
d Tanva Hull,

Spell your name, your home address and your company address. Use the telephone

alphabet. What are your phone numbers at home, at work and l:m your mobile? Say them
with the correct intonation,

www.EnglishPro.ir
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rstanding

s .-*
N .

L e ™
I'm phoning from UWX in Svdney. ) \ ngl‘n
e
- — —\
Could vou ask Ellen to email the details? ) OK l’ll do th at,
(Torvers )
\ It’s very important, ) \\ I underql:md
Checking angd contirming information
Checking
' - )
{ My name’s Nicholls. )
Sorry, | didn't get that. Could you speak J
. more slowly, please?
PN A Y, P .
{ I'm sotry. My — name = is = Nicholls. }
. ”f —_— Y
9 Is that one L or two? /l
L _ —
5
¢ Two. N-LC-H-O-double LS. h
" The company is Goodwood. /;'/ )
{ Can you spell that please? :]
e . e
T
N - ™,
( [ m L_'thng FTUI” B['!lllrlx m T_Undr_‘rn, |
N vy -
( Can you repeat that (= say it again}, please? )
i p - o ~
(_YES, ir's Bendrix. )
L
{ { orry, | can’t hear you. Could you spesk up \‘II
; . i\: speak more loudly), please? -/
- - '\-._h
Yes, of course. The number is 020 7400 \“
3004, ).
. (s 020 7400 3004, 3
Confirming \_ 20 that’s 020 ’ v
—~5
LN — -
a ‘\
(s |
. : v

A1
4 My cmail address is 0
Jane dot Nicholls at jhu dot co dot uk, J
|

A Mkau
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(8.1 What do you say in the situations below? Look at A and B opposite to help you.

1 You understand what the caller is saying. {3 expressions)
2 The other person 1s speaking too fast.

3 You can't hear the other person.

4 You're not sure how to write a name.

5 You want someone to say the word agamn.

6 You confirm some information.

15,2 Pur the conversation into the correct order. Look at B apposite to help vou. The first sentence
is i
Speaker A Speaker B
1

A ( That’s it. Thank vou very much. \j b C No problem. Goodbye,
e,

-~

€ (l’m sorry. Il try 1o speak louder, Lisa d (]s thar one G or rwo?

dot Taggart at A-Y-Z dot com.
ot

e o f Sorry, 1 can't hear vou. Could vou
(Lisa dot Taggart ar A-Y-Z dot com. ) Spﬂﬂ.k up, please?

-
97 Yes, of course. My -~ name —is - h Cl.isa dot Taggart at A-Y-Z dot com.
Taggart.

T

i J 7 Thank vou. And what's vour email
( My name’s Taggart. \j address, please?

k |
( Twa. T-A-double G-A-R-T j [ Sorry, [ didn’t ger thar. Could you

speak more slowly, please?

\x_,/\._./\_/‘\__/f\_/’b

14,3 Write the conversation below. Look at B opposite to help you.

Souphie Louis

Ciive your number

> | Say you can't hear
Repear it
\*: Confirm the number

Over 4o you G
Write a short dialogue belween you and one of your colleagues to check information using
expressions from this unit. Give your email address.
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Telephoning 4: messages
‘n Useful expressions

Person receiving a call
" " 7
I'm sorry, " he's " on another call,
I'm afrasd shes - not here at the moment,
A !

7
/" Can | take a message? (= you want to write down a message from the caller) ]

Who's calling please?
\ Which company are you calling from?

Person making a call

Can 4 : ;
Could CaAVE a message: (= you want o give a message)

m l.eaving & message

84

Can him call LOMOrTow?
Could you ask [ her 0 phon me back as soon as pnssihle?]
Person receiving a call Person making a call

A
(Mark Simpson's office. }

( Hello. Can [ speak to Mr Simpson please? )
(I'm sorry, he's in a meeting. Can I take a N

message?

p ( Yes, please. My name’s Denise Parker, )

( Can I have vour number? } h

) C Yes, it’s 020 9422 5483, )

( 020 9422 ... j ™
) (5433. )
j

| 5483. So, that's 020 9422 5483, N

That’s right. Could you ask him to call me
back? It’s very urgent {= important to do

uickly).
y g v .
(I’ll give him the message.
p (Thank you very much. Goodbye. )
)

C Goodbye.

www.EnglishPro.ir
Business Vocabulary in Use {elementary)



www.EnglishPro.ir

Pur rhis conversation into the correct order. Look at A and B opposite to help you. The first
sentence is h,

“-'H"\-\._‘
a c , o h 7 .o ™
Cbo, thats 0131 899 0210, ) i Mary Trevor’s office. )
J o\ /
~3
b~ i - . - N ~
( Can T have vour number? ) : '.\ Thank you very much. Goodbye. |
", . . — /
.ﬁ-‘l.\'—_
o o — _
[ Goodbye. Ny Thar's it
\ 4 . _
™ ™~
d 7 . . k o~ . ™
{  Hello, Can Tspeak to Ms Trevor p]n‘.alst‘:‘} |"f My name’s Ray Bradman. Can [ leave a Y
" - \ message? Its very urgent.
3 S — —_— =3
(Tl give her the message, Mr Bradman, | -
- < | Can vou ask Ms Trevor to call me back ]
f - }'l.\\_,\ \_ [OMOTIOW Morning? J
[ I'm sorry, she's not here at the moment., | o
Who's calling please? — —_
m .
™ / ! Yes, of course. )
\ .
a
P ., T

5!.”[-. . .
(I 0131 899 0210,
h

Complete the message form using the information from the ¢all in 39.1 above.

TELEPHONE MESSAGE

Message for:

Name of caller: —_— —

- L] will call again [ ] Please call

' Phone number:
pl Urgent ] Not urgent

Notes:

Over to Yyou “- .
Think of the tast phone message that you left. What did you say? Practise saying it in
English.
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Email, faxes and letters 1:
business writing

Ways of communicating

‘ fax
something, someone post
send | a document (= paper(s) with cto | Carlos by | email
written information, e.g. a letter) Bestco courier (= a company
f like Fedex or DHL)

(I’]l send it o you by fax. 7
- : email SOIMCONE ‘
i LIl tax it to you. | post something to | Carlos

' l fax Bestco
write = 2 I received the fax yesterday. )
' cend a lerter
. send ' a message } .
receive / get a fax _ I Please reply to this message as soon as possible, )
:-23‘11 . an emat
l py 1o . | /- Tget over 50 emails cvery day. )

Formal and informal

If you know someone well, you use an informal style. If vou don’t know the person or
the commumication is very serious or official, you use a formal style. You need to think
about formality when you begin and end your writing.

Beginnings
More formal —= » Less formal
)| Duar Sir Dear Mr Randall Dear Jack
| Dear Madam Dear Ms Dunn / Dear Mrs Dunn Dear Gina
Note: You use ‘Dear Sir' for a man, and ‘Dear Madam' for 2 woman, when you don't know the
[ g person’s name,
i Endings
More formal -= = |ess formal
Best regards Regards Best wishes All the best Best

Yours sincerely
; Yours faithfully Yours
Note: You use "Yours faithfully' only in BrE, when you don't know the person's name.

BrE: Yours sincerely;
AmE: Sincerely

www.EnglishPro.ir
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(hoose the correct word to complete each sentence. Look at A opposite to help vou.

LI B I (writtenfgot} five faxes this morning, but T haven’ sent them yet.

2 {replied/received) her letter yesterday.

3 There’s no need to ... (readfreply) o this email.

4 | e (got/posted) this email from Rita,

5 I've e (written/read) your message, bur [ haven™ o freplied/sent) to it yer.
6 Tl {fax/reply) the information to her.

Kay Lumsden receives the messages below (1-9). Are they formal {F) or mformal (1) Look ar B
opposite to help vow

1 Her colleague, Tom, asks Kay if she’s free for funch. I

2 A journalist {Tony Kent} writes to ask her for an interview,

3 Her friend, Serena, asks Kay if she’s free for a game of tennis,

4 A supplier that she doesn't know {Roger Olafsson) writes to ask Kay for a meeting,
5 Janet Freeman, who doesn’t know Kavs name, writes to ask for a joh.

Write the beginming and ending of each message (1-5) in 40.2 above, Look at B, C and D
opposite to help you.

2 (BEGINTIIE) et
T o LT O

3 (beginning) ... e e

1 T O

4 {BEEINIIE] coeoeevoeee e esmssenmessanins e .
(ending) s

5 (beginning) e e oo
{em‘li!lg} b RS e R S e et 1111

Over to You ‘l

How do you prefer to eunimunicate:
M with friends? m with colleagues? W with clients?
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ml Email, faxes and letters 2:

the message

Starting the message
Thanking sameone

Thank you (very much)

{Many) thanks | for

vour email.
a very useful meeting vesterday.

coming to Prague yesterday. :
sending the information [ asked for, _ !

Giving a reason for writing

I'm wrinng .
-['This (email/fax/letter) is | o

let you know our new contact details.
I tell you that I'm coming 1o Boston next month,
confirm (= make sure you know} the details of my trip.

Future action

Would it be possible to postpone the meeting?

Could you send us the information as soon as possible?

Can vou call me next week?

I look forward 1o

hearing from you (= receiving your reply].
seeing you in Budapest.
meeting your colleagues next week.

I'll speak to you next week.,
T’ll call you as soon as possible,

Please let me know if you need anything else.

Enclosures and attachments

Something that you send with a letter is an enclosure. Something that you send with an
email or a fax is an attachment. You can write:

Please find enclosed
I'm enclosing
Please find attached
I'm artaching

brochure (= pictures and information
about a company or product).

map (= a drawing to show where
- places are).

| report (= a document describing a
! particular subject).

Business Vocabulary in Use {elementary)

www.EnglishPro.ir



www.EnglishPro.ir

Complete the message. Look ar A and B opposite to help vou,

Drear Ms Howard

1 e AETECING [0 s2E e NEXT Week. (2] s
. .,ﬂnﬁrm dc"t J[|'-> of my trip: P'm flying from London on
Thur:c]av afrfrnnnn, 26 July, and staying at the Hilton in the centre of Cape Town,

(3] e . senid me a map showing where your company 1s?
L arraching some information abour my company, World Wine Imports,
l’lms& IJ} s i 1E YOI NEEA any more information about

the cmﬂpam btu:rrt thc meeting,.

| Y OO ¢ &' heuring from YO,
Yours sincerely

Rita Sandoro

Tk TN e ales Sl it AL T PSP NPT E S, B TS ——

Martch the situations (1-6) 1o the sentences (a-f). Look ar C opposite to help vou.

1 You send a photo with an email. a I'm enclosing some hrochures.

o

2 You send intormation abour vour
products with a letter.

Please ind attached a map,

¢ I'm attaching a report.
3 You send a drawing to show vour d

\ : : . I’'m artaching a picrure of our product.
COMpany s location with an email. ’

[g1)

Please find enclosed a report.
4 You send a document about a . _

particular subject with a fax. f- I'm enclosing a map.
5 You send a drawing 1o show vour

company’s location with a lerter.

6 You send information about a particular
subject with a letter.

Over 4o you

Write a message to an imphrtant client wha is visiting your company next week, and send 2
map to show where your company is. Remember to use formal language.

et e T R N A e S e Lo st et e R = e e e il
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Emails, faxes and letters 3: emails

i forward = senid an email that vou have recoived to someone else
| delete an email = remove an email from your computer
| copy = send a copy of an cmail to other people ar the same tme
~ - — — — _‘-\l r/-u— . — - T -
( Could you forward Rita’s email to me? L Don't delete the email - ir’s impaortant 3
. v A
T - - — =0
A —_— -

: . . . . : ™,
m sending the information to John by email — I'll copy 1t to vou. )

80686 T - —

& 1 Ao -

' H Aftach  Adgvess FoAls  Colars  Sawe As Draft
: email——— :
| address Fromi; —-stephanie howard@capeco .53 T rita sandoro@worldwineimports couk
| i TEss 1
Subject  Your visit File: capeco.doc I
A e i e g E RN A Tt e s e =TT T e o £ e o e TR " P A Se e R -
attachment

To learn more about how to say email addresses, see Unit 38,
[ To learn more about attachments, see Unit 41,

Semetimes emails are written quickly and are very informal. Here are some of the things
you see in informal emails:

Informal Formal
Hi Rita #  Dear Ms Sandoro
. Pleased to hear that you're coming to Cape ¢ | | am pleased to hear that you are coming

=

Town next Tuesday. I'll come and pick you  § | to Cape Town on 25 July. | will come and
| up at ‘.I:e airport. ' [ pick you up at the airport. i
: ~Here’s the brochure we talked about. i | Please find attached the brochure you i
. See you v. soon! i requested. ;
Best {  llook forward to meeting you.
| Stephanie " Yours sincerely i
f ! A eramee® | Stephanie Howard ‘

] I =g e Y s
- w8 abbreviations v, = very
~ - B contractions I'll = 1 will

~m mussing words  Pleased to hear = Tam pleased o hear

FEoerairimas Ssno eriirns

If you know someone very well, vou can start and end the email with very informal
language. Sometimes you start the message with Hi or Hello, or the person’s name.

Hi Rita i . Stephanie

Here are the documents you requested. ¢ Thanks for the documents!

Best :  Rita
| stephanie .

- T SR

To ]e:lirn more ;1i:r.m]r t:!.'-l.]'-iTI..;Ir] and informal h.e. innin - .-a. d E-";di"l "s.\ e Uut 4IJ' T -. .. .
‘ DI eRines an B see www.EnglishPro.ir
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Complete the email with words from the box. Look at A opposite o help you,

Attachment delered email address Ce (= copy) |
forward To ) Subject From '
eeo L ' =
g 1 A
Amath  Address Fonld Colors  Sawe A Drakt
.......................... o Markwalker@bestco.uk s tomhill@bestco.uk
esivssnr et d@VIdjames@bestco. uk citiiiissses - REQUESt for information |
s, 3alES report.doc [
Dear Tom
I'm attaching the report you requested, Could you ... it to Sarah? | don't
know her ... - S =1Vthink | it by mistake! I'm copying this
email to David too. E
Best wishes
Mark

Change the sentences from formal to informal. Look ar B opposite to help vou.
1 I enjoyed meeting vou last week. {missing word)

Change the sentences from informal to formal. Look ar B opposite o help you.
1 We're arriving in London on Monday, (contraction)

2 It was v. good t speak ro vou yesterday. (abbreviation)

3 Hope that your howe! is comfortable, (missing word)

Over +o you ‘&

Write the fext of an emafl with an attachment:
= to send to a colleague. M to send to & customer.

Think about formal and informal language.

www.EnglishPro.ir
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. ®] Presentations 1: getting started

Jennifer Marshall is an expert in presentation skills. She gives
this advice:

Start to prepare (= get ready] early.

Think about your audience {= the people who will be ar vour
presentation).

Write notes,

. e I
Prepare shides. ‘ L .

Prepare handouts (= pages with information for the audiencel},

Check the room (= make sure the room is ready),

.

Y,
=S f \

' ' . -
Ilk Is there a projector?

e
R
' . I
; [ ls there a whiteboard? |
lll.ll I.-.- ] L T |-.'|.
introducing yourself and your subject /}
y ra o
| i My name’s ., . )
I work for Gillerre. T work in the sales Llu.:l'--.lrllnt:nt,
L Today I'm going o ralk about ... j
N o
Describing the plan
, First
Then ' look ar ) gales.
| Avfter that I'd like to say something about our products.
Next move on to

Finally

Talking about questions

please feel free to interrupt me (= stop me while I'm talking).

]f }'DI.J .hﬂ\"c dny g llL'S[i'_I"S‘
v | I'll be happy to answer them at the end.

www.EnglishPro.ir
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Complete the sentences from a presentation. Look at B opposite to help vou.

1 Finally, I'll say something . the future = ll ralk about possible new products for the
NCXT [EN VEars,

2 First, 'll ook ... business-to-business products.

3 Hello. My name’s Ren Grant. T work ... .. GIE, the electronics company.,

4 Then, I'll move . oo et consumer products.

5 Today I'm going to talk e our latest business-to-husiness and consumer products.

Lisa Woo, the marketing manager ar Samson, is going to give a presenration, Write what she
needs. Look at A opposite to help vou.
1 I want 1o be sure evervone can hear me.

I need a Micrepnons.,

2 1 want to write on paper o that everyone can see.
Ineeda i, .

3 1 want to know if there are enough chairs,
Ineed 1o ..

4 [ want to use my compuier to show information.
[oeeda ...

5 The andience doesn’t want extra informarion on paper.
I don’t need e

Put the sentences of Lisa's introduction into the correct order. Look ar B opposite ro help you.

And finally, T'll say something abour how we can work with vour company.

Firse, Pl look at the technical side.

I work for Samson in the marketing deparrment.

If vou have any questions, Pl be happy to answer them ar the end of my presentation.
My name’s Lisa Woo.

Then, I'll move on to the sales possibilities.

Today I'm going to talk abour a new product that we have developed.

[C= T T I~ T B = a1

Lo iaTTEs

Over 4o You

Write the intreduction to a presentation and practise reading it aloud,
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LR ]

Presentarions are usually divided into sections (= parts).

To start a section or move on to a new section

First the producrs.

Firstly the sales figures.

. look at | -

zem"jl flet’s look at .

["—I;I:z Y I'd liketo | move onto | next puoint,
turn to the arca.

Mow

Finally | | last

To talk about a slide or a handout

As you can see in | this slide of last year’s sales ...
Let's look at the handout abour cur products ... |

To end the presentation

A !
- . . - I P Ty
| ( That is the end of my presenmn:m._/] ( Thank you very much. |
. . — A
T — - — N
i { Thank you for listening. “_‘\. [ Thank you for coming, 1
: L e e _,_z—'_____ __-”'l N "?_,-"'" ...-'"
Questions
~ — — /‘I‘_‘“\ e g
( Are there any questions? } " 1f you have any questions, I'll be w
s — T — happy to answer them now.
. . _-‘,
...—-E\ Yo
" T'm sorry, but I didn't follow your ) ; ~,
o ’ ! { Could you repeat the question? )
| gquestion, | . S iy
L A
|” I'm sorry, but T dont know the 3 o - ™
) - I'm sorry, but I can'’t give you that
answer to that. Can I check and get ) g |
. information,
back 1o you? | . i _
e S L FnalishPro.i
7 www.tnglisnrero.ir
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O

Samson's marketing manager is making a presentation. Look ar her plan and write what she
says at the start of each section. Look at A and C Gppositt to help you,

ﬁ“““aﬁﬂf”u%“‘a{w; STATATS
Gboddodbdbodbddoddd éééowo
Plan

{ Technical side

2 Sales plan (show slide
3 Damson’s branches

4 Ending

5 Questions

1 First, [d like to talk about Bhe LachmiGal Sl ... et e

What do you say in the situations below? Look at C opposite to help you.

1 You don’t undusrand a question,

B e L L LT L T il LT TTVC R ————

6 You want to o find some information and answer a question later.

Over to you

Write one of the sections of the presentation that you started in 'Over to you' in the
previous unit.

Business Vocabulory in Use felementary)
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Presentations 3: charts and graphs

This pie chart shows where people from Estland had their summer holiday last year

Asia 7T Rest
, -~
3 P

N America E0% -

Furope 25%

of world 3%

~Estland §5%

This segment
The red segment
The segment shaded blue

shows

that ...
the number of ...
the percentage of ...

/" This segment shows thar most M
people stayed in Estland for
their summer holiday.

I

L

Granhs and bar char
/

rise stay the same
go up

increase

(" The blue segment shows the |
number of people who went
to Europe ~ 25 per cent, ]
hS A

—
s

L0k

——
\\\‘_ / \
fall
go down /

decrease /

0 104
Line graph

This bar graph or bar chart shows sales of Samson

phones from January to June last year

&0
sm'.:l
4]

304
200+

thousands of units

100 : ; |

o lmm | ’

II'I J;lrul:lr}-‘ 1215[ }"L'EU', R;'I_I']'ISLJ!'I Hflld
50,000 phones. In February, sales rose
to 175,000, Sales in March fell from
175,000 to 100,000 units. In April,
sales increased by 200,000 unis 1o
00000 units and in May they stayed
the same. Then in June, sales went up
by 250,000 units to 550,000 units.

Jan " Feb | Mar | Apr

Business Vocobulary In Use felementory)
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3.1

Complete and label the pie chart showing the information below. Laok at A opposite 1o help
you.

Cars sold in Estland last year

Model Number sold Percentage
of total
Delta 4.5 million 45%
Echo | 2.5 million 25%
}ﬂm 2 million 20% |
Others 1 million 10% '
\ Total \ 10 million cars 100%

Now wrire 3, sentence about one of the segments.

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

Complete the table. Look at C opposite to help you. Use the verb list on page 112 it you need
more help.

Basec form (infinitive) Second form (past simple)

decreased

went down
fell
increased

i rose |'

1 | stayed the same

Complete the text deseribing the bar graph, Look at B opposite to help you.

700~ —— = - -
“ ﬁﬂD-—Ir : :

£ 500+
= 400 S
2 300
2 200
-
=10k

0 : Sales of Samson mobile phones from July to

Jul " Aug  Sept  Ocr © Nov - Dec December last year : Y

In July last year, Samson sold 400,000 phones. In August, sales (1) .. - to
250,000. Sales in Seprember (2} o 2 In Ocrober, sales increased
) I 50,000 units to 300,000 units and in November they rose (4) . 300,000
(5) i 350,000 units. Then in Decembet, sales went (6) s by 250,000 units to
600,000 units.

Over 4o you ‘ﬁ-

Draw a bar graph showing how many days off you have each month in a typical year, and
deseribe it. [Include holidays and days off for illness.)

www.EnglishPro.ir
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98

At Samson’s main (= most important} site vou can find:

the reception area where visitors arrive

the offices

where people work on managing and planning

the factory or manufacturing plant where products are made

the research and development department  where people work on new ideas and products

the tr;linin,c_', departrrlent where c'ruplu:.'{'n'h learn how to da their work

Guide:

Guide:

Clara Long:

Cmde:

&

e
LU LVPE Leidt

Good morning, ladies and gentlemen, and welcome to Samsen. Today, we're
going to see some of the departments on this site. We’ll start here i the
reception area, then Ill show you the main departments and finally we'll
look ar the production area. I'm afraid we don't allow photography during
the tour.

PN

Ler’s now leave the reception arca and move on to the offices. Come this
way, please,

Here on the left you can see the marketing department and on the right, the
finance department. This 1s the finance director, Clara Long,.

Hello, everyone,

Follow me and let’s go into the manafacturing plant. This is where we make
our mobile phones. We make a mallion phones a year in this plant

Let’s continue now to the research and development department. P'm afraid
this area is restricted (= closed o the public) bur as you can see through the
window, we're testing new designs for our phones,

Now, finally, we can £O 1O have a look at the training department. This is
where we do all the company training. In this room, you can see some of
our managers from the finance department on a course in advanced finance,
Can I ask vou to keep vour voices down (= speak morc quetly) in this area?

www.EnglishPro.ir
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March cach place {1-3) w whar the guide says {a—e) during the guided tour of 2 company. Look
at A opposite to help you.

1 The factory == a We work on ideas for our new products here.

2 The offices b This is where people learn how to do their job.

3 The training department ¢ This is where we make the products,

4 The reception area d This is where our managers work.

5 The research and development e We welcome company visitors here.
department

You are the guide on a company site tour. What do vou say in the situations below? Look at B
and C opposite to help you.

1 Ask vour visitors to speak more quiertly.

2 Tell ehem ro follow vou into the finance department.
3 Say that they cannot take photos.

4 Tell them that the company’s machines are on the lefr,
5 Explain that they cannot go into room 101.

Complete the site tour using the map below. Look at B and C apposite o help you.

We'll start here in the reception area. Can I ask you to keep vour voices (1) vl in
this area? Lots now leave the reception area and (2} i on to the offices, Come
this (3} . please. Here on the {4} ... - you can see the sales department
and on the {5} , the human resources department.

Let’s (6] v, 0OW 0 the research and development department. This is where we
design new computers. Finally, we can go w have a (7) at the training
department. This s where we do all the company training, weluding, English classes for
our employees.

I'm sarry, but we can’t go into the manufacturing plant. If's (8} and closed to
the public. Are there any questions?

Over +o Hou

Whrite the beginning o a guided tour for your site. Welcome the people to the company
and name the places you are going to visit. Then write what you say when you take them to
the first place.

Business Vecabulary in Use (elementary)
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arrange ] = OrEanize 3 meeting
chair = be in charge of a meeting
attend . = 20 1O a meeting
a meetng -
| miss = NQC g0 10 A MeeTing
postponge = change a meering to 2 later time
cancel ) = not have a planned meeting

J4 Meetings 1: organizing a meeting

iR RNTEY M LIS Wil [ER RS N AN

These verhs are often used in front of *a meeting.

An agenda is a list of items (= different things) to talk about at a meeting, Before the
mecting, someone sends out the agenda (= sends copies to evervone attending).

AGENDA
_ Staff meetimg, 25 January 20

Meeting room 3

Apologies for absence - ———— "
Minutes of the last meeting

1 Car parking

2 Company restaurant

-

3 Holiday dates

4 AOB

any other business (= other things that people want to talk about)

venue (= the place where the meeting will be)

feee

Sonlo Cs dNG minutes

[f you cannot attend a meeting, you send
your apologies (= a message t say you
cannot attend). At the beginning of the
meeting, someone reads out these

messages.
The minates of a meeting are writen
notes of what s said and decided m the
meeting. During the meering, someone
takes the minutes (= writes down what s
said and decided), After the meering,
spmeone sends out the minutcs,

At the beginning of the nexr meeting
people agree that the minures are correct.

www.EnglishPro.ir
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Choose the correct word to complete each sentence. Look at A opposite to help vou.

1 5he e, (mussed/arranged) the mestung because she was lare for work.

2 I decided to ..o {cancel/arrange) the mecting because there was nothing to discuss.

3 We can ... (postponefcancel) the meering uneil next week 1f necessary,

4 Tasked Jean 10 oo (arrange/miss) the meeting next week bur there were no rooms
available.

5 They o (arrendedfpostponed) the meeting, but they didat hear anything inreresting.

6 This meeting is very important. Don'’t . (miss/arrend) it!

Make phrases using the verbs and nouns below. Then march the phrases to their meanings

{1-4). Look at A and B opposite to help you.

artend : your apologies
send the minutes
send out the agenda
take a mecting

1 make the formal record of a meeting

2 give people a list of things to talk abour at a meeting
3 go o a meeting

4 say that you will nor be able to come to a meeting

"3 Complete the memo with words from the box. Look at B opposits to help you.

venue Mminutes Irems attend agenda

To: All managers

Please find enclosed the (1) ... Tor next week's meeting.
Please make a note of the (2) o swe are meeting in room 7.
Let me know if you are unable 0 (37 .

Please bring with you a copy of the (4) . ... of the last meeting,
If you want me to add other (51 . . to the agenda, please let
me know.

Over to you ‘k-

Write the da for a meeting in your organization, shewing the date, the venue, and the
items to talk about.

www.EnglishPro.ir
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Meetings 2: chairing a meeting

The chairman, chairwoman or chair (= the person in charge of the meeting) opens, runs
(= manages) and closes the meeting,

Opening the meeting

.r/f
e o . -, rar - . T,
Is everybody ready? Let ™ I/-DUL::, CVETYONE ALTee v James and Chris send
make a start. J with the minutes of the \ their apologics.
M . s s
) last meeting? ) [
-
Running the meeting .
o —— - .--—\_’H:r . ‘,-" - l\\— —— -_\_\\
" So, the first item is the v/ Lets mave on to the nexr iten: |
\_lfl_l_n‘.pml}ffftf 1‘mm y, ul\_t_hf CI:}IIIDE]1_1?.'_-.'t‘fsf'-'.lLJ-1'L-11‘;t. Y,
Closing the meeting )
— I S . P —
o

Can 1 sum up (= repeat the ) {1 think that's all for today. Thank vou for \“|

f

\ main ideas)? We decided ... ,l |\ coming. See you at the next meeting.
S N y

Interrupting

, 1 sav something .
Can LI ®  here?
Isabella come in i

Stopping interruptions

[ haven't finished ...
Just a moment. Can T just finish?
I.et him / her finish.

Can [ say something here about the costs? \)

—~ S — U

e ‘II.H"\-\.

{  Just a moment, [ haven't hnished talking abour the plans,ﬁ\;
I — ———— www.EnglishPro.ir
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Complete the sentences. Look at A and B opposite to help you.

1 That'sall today.
2 Thank you . COMing,
3 Ter's talk abowr o the next meeting,

4 Let’s MOVE e, to the next item.

A Can lsum o ¥
6 Does evervone agree .o, the IITILS oo the last meeting?
7 Can T come o here?

You are chairing a meering. Whar do vou say in the situations below?
1 You wane Val to ler Yvonne speak.

4 You say thar Tanya and Stefan are sorry that they cannot atrend.

Over 4o Yyou

Think about a recent meeting you attended. Write down what the chair said to open, run
and close the meeting. Use some of the expressions in this unit and in Unit 47.
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04

m Meetings 3: opinions and explanations

I O

plnions, agrecing and disagresing
An opinion is whar a person thinks abour an idea or a subject, If you have the same
opinion as another person, then you agree. If vou have a difterent opinion, you disagree.

Asking for opinions Giving opinions
What do vou think about ...} I think ...
Wharts your opinion of ...} In my opinion, ...
Agreeing Disagreeing
I agree, I don't agree.
Exactly, I'm atraid I disagree,
That's right. Yes, but ...
I agree with Peter on !h'_dl. I disagree with Suc on tl"f“‘
this. this.

Ar What's your oporion of the service in the company restavurant?
Br 1 think it’s very bad!

C: Tagree. It's so sl

D: U afraid | disagree, In my opinion, it's quite good,

N - CcEiwvre M o ny | s L e b
JUGOesiing and expramning

Suggesting (= telling people about an idea or a plan)
P — I —

I - Iy . - ™
How about ..} { What about ...?
kS ,;' . ,-]
Iy | A
[ Why dont we ...7 ) [/ I have an idea. Lets ... )
- . v A
Responding

L —

( That's a good idea. \j

- -

Asking for explanation

i -
- ' N : A
{ Sorry, I don't understand. Do you mean that .3 Are you saying that ...7 ]

A: 1 disagree with 1D om this. We need 1o find new people to work in the restanrant.

B: Can | came in bere? | bave an idea. Let’s use a comipany from outside.

C: Sorry I don’t understand. Do you mean that the people working in the restavrant
will not he employees of aur company?

B: That's right. The restaurant comprany can be completely independent.

A: That’s a good ideal

D: | dow't agree. We'll lose control of the restaurant!

www.EnglishPro.ir
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(:l_m‘.plrrf' the conversation from a |nf:='tingl nsing the p}:rdse.-\' {u—;_-;,'l_ Look at A and B (]1?]305i!’l“ )
help you.

a | have an idea

b T disagree with Ben

¢ Thar's a good idea

d Yes, but

e [lo vou mean

f That’ right

g whar do vou think

Anna: S, who's the best person for the job? Ben, (1) .. - ?

Ben: Lea Smuth is very good, She has a lot of expericnce,

Charlene: {2} e, abour this, Malcolm Jones may be younger, but he has a lot of
experience too,

Ben: (3) e Lea can start work next week, Malcolm can only start next month.

Dan: Can Leome in heve? {4) ., . We can give them both a job as a sort of test for
si% months.

Eila; (3} keep them both for six months and then give one of them the
permanent joh?

Dan: (&) .

Anna: (7 .. ! 1 hadn't thought of thar,

Match whart happens in the meeting {1-7) to what the people say (a—g). Look at A and B
opposite 1o help you.

1 Naomi interrupts, and agrees with Lindz,  a | have ap idea. Lets tell them we will order
- - : more products if they can make the delivery
2 Manuel gives his opimon. e products i they can m ¢ delivery
. more reliable.
3 Manuel makes a suggestion. _ X
P X l b Tthink Parrco’s producrs are very cheap.
4 Linda disagrees with Manuel. ) i
o _ What do vou think about Partco, Manuel?
5 The chair, Chris, starts the meeting. )
3 . i . o l\: f"\r'L'l'}-"lJﬂd}" r'L‘ilL]}'.‘
6 The chair asks for Manuel’s opinion. ) _
o Yes, but they never deliver on time,
I Chris responds, Lo .
That's a good idea.

w - M o m

Can [ say something herer T agree with Linda
deliveries from Partco are always late.

Now put the sentences (a—g) in 49.2 above into the correct order.

Over 4o you

Think again about a recent meeting you attended. Write what people said to agree and
disagree. lse some of the expressions in this unit.

www.EnglishPro.ir
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- Pronunciation of the alphabet

e SR D L PR S T o

L]

N o Mg o m m w0 D e e

feif
fbiif
s/
fdiz/
iy
fetf
fdzis/
fewtf/
fasf
fdser/
fkey/
felf
fem/
fen/
faul
fpiyf
fkjui/
faxf
les/
ftizf
fjus/
fvizf
fdablju/
feks/
Awaif
fzed!
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Form

- Verbs 1: present simple

B You make the peesent simple with the base form {= infimitive}.

W You add -5 to the base fonn for ‘he’, she” and i’ {= third personl.

B With some verbs, {or example 'go’ and *do’, vou add o5 to the hage form.,

Affirmative seniences

i work I do not
You { Your doret
He { | He does not ;
She works P She oes o i work.
T : k doesa't
B N N s e e
W work P We gy unt
They i | They dont
1
Question forms
Do :
you
b
Dioes she waork?
it
o : we
i they
do :!wu
Whers
When he
Why does she work?
How it
dﬂ Ve
they
Examples

Whick department does she work fnf {(Unir 7

Some people work 20 bowrs a week. {Unit 8

Do vou compmte? (Unit 1)

He explains things very cearby {(Unit 13}
She doesn’t bave compruter shifls, (Unic i3
I prdary the piowio, but rot very often, (Uit 20)

How doy vou try $o seve money? (Unie 249

When | press the button, the tray doessCs upes, {Unie 33)

www.EnglishPro.ir
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Form

Verbs 2: present continuous

W You make the present continnous with ‘he’ + the g form of the verb,

Affismative sentences

Negative senfeners

lam ! 1 am nar
Tm Tmopor
You pre Yoy are tot
You're Yone preny
Heis He 13 net
He's He isn’
She is working. She is e working,
By She isn
13 ki ok
i3 bt isn't
We are We are not
We'ra We aren’t
They an Fhey are o
They're They aren’t
{Jestion forms
Aml !
Are vou
is he
Is she working?
fs it
Are we
Age they
am i
Where are vou
When is he .
Why is she working?
How is i
Are We
are they
Pxamnples
Heow are things goimg? M 12)
What are you domp on Fridey [Untit 19}
Fn going 1o a safes meesing on Friday, (Unic 19)
Are you rewting or buving voser Posse? {Unit 24
www.EnglishPro.ir
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- Verbs 3: past simpie

Form
™ ow make the past simple of regudar verhs with the base form = mhinitive) + -ed or -d.

m For most regolar verbs you add -ed. For verbs ending in -¢, you add -d.

w Same verbs are irnegular {= do not follow this patern). For ircegadar past simple forns,

see page 112
Affirmative sentences Megafive sentthees
I ] :
You ! You
He i1 He -
P id
She worked. She [ dii d;,ff wark.
{3 I
We We
They _ They
Question forms
1 .
POHL
he
d i she waork?
: it
we
they
_ _ .
i
Where bt
When . he
Why did : she wark?
Thivw Pl
you
the

Exarpies

His mnther worked gt a ,ﬁm:itﬂrz company (Unit 12}
Whast did bis parents do? {Ung 12)

When did be leave sehoof? (Uni 12}

F boueght it Last year. {Unie 33}

Died you serd the product back for repair? (Unir 33)
I didn’t get that. {{nit 38)

In fune, sales went up fry 250,000 wnizs, (Unit 45)

. www.EnglishPro.ir
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Verbs 4: present passive

Farm

B You mehe the present passive with “5" or 'are’” + the past participle (= third form) of the
verh.

m Some verhs are icregudan For irregudar past participle forms, see page 112,

They sell she products in supermarkers,

- —
Loy sch E the product ]—m supermarkets, :
o
g '
§ i The product is | 1 serkt ‘ | in supermarkets.
|
- Move 1o o ke s for
- starg of singaiar oF
: | sentence. are kor plaral,
andd add the
past participle
of the verb.
f ! l : Affirmative sentenecs Negative sertences
'E ; Thy
tll g:m product | i sold in superrnarkets. ’f‘s Be produst is not | sold in supeamarkets,
| %c products 1 are sodd in supermarkers. }i":ﬁ prodicts ?s:'f:t sold in superinarkets,
ey ; it
Question forms
e —————E_T. eSS
I % 1:1:- product
A seid i supermarkers?
y Are the produocts
| ] | they
|
E, 'r Where Is the product
o When — ] 037
[ Why i@ the prodacts
| ; I'IOW § i the‘);
| Examples
! The product is mansifactured i Ching. (Unst 29)
[' The vegotables are flowm fo Bwrope. [Unir 29)

The goods are stored is warehouses before they are sold, (Unit 29

Where are vour favowrite clothes madeé Where do you by them? How are they
transproried there? (Uit 29)

. www.EnglishPro.ir
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. Verbs 5: past passive

Form

W You make the past passive with ‘was” or “were’ + the past participle (= thied foom) of
the verh.

W Some verbs are irregudar For eregalar past parnoiple forms, see page 112,

Affirmative sentenees

'IIt'he product wis
sold in supermarkers.

The producrs |

They [ WERE
Negative sentences
! ;i;h{: prodect ﬁ s 1o
- ! sold i sepormarkets,
é I'hc pfﬂdﬂcﬁ el Wikt ot H
[Fhey | J L
(iuestion forms

Was the product
* i

i sald 1 sapermarkers?
Were the products
they
A 3

Where ’f was | the product

When ’; v | sold?

Why twere | the products

How E they
Exampics

It was develaped at an IBM centre in Flovida. (Unie 31}
The disks were produced in Stgapore, [Unic 31)
Where was the soreen made? (Unit 31)

When were the first FCy produced? {Unit 31}

Whare was it afl put topether? {Unit 31)

www.EnglishPro.ir
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1i2

Irreqular verbs

form (infinitive)

Busiress Yocabulary in Use (elementary)

Third form {past participle)

drank
driven
eaten
fallen
felt
found
flown
forbidden
forgotien
got

given
gone
grown
had
heard
hidden
hit

held

hurt

kept
known
laid

led
learnt/learned
left

lent . .
www.EnglishPro.ir
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Base form (infinitive) Third form (past participle)
i A et f
lain I
tost

made |
meant

met

paid

it

read
ridden
rung

risen

said

seen

sold

sent

set

shaken
shot
shown
shut

sung

sat

slept
spoken
spent
spread
stood
stolen
stuck
swum
raken
taught
told
thought
thrown
understood
worn

won

written

www.EnglishPro.ir
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- Answer key

1.3

1.4

1.5

1.6

2.1
2.2

2.3
2.4

31

3.2

3.3

§i4

MNouns: salary, money, sales
Verbs: lose, leart, sell
Adjecnives: big, expensive, helpful, fong, old

2 phrase 4 phrase 6 phrase
3 serdence 5 sendence

2 true 4 False & false
3 trus 5 btrue

b 1 iive in Pans.

2
Base form {infinitive} Second form {past simale}
be - wasiwere 1
become became )
come B e
3 e, 2a, 3b

4 1 base 2 second 3 plural 4 queston 5 phrase
full-time job, part-tisne job, permanent job

money: surrency, doflars
cutrgany depariments: eesedrch and development, marketing, raining

1, 2e, 3b, 4¢, 5d, 6a

e

= T

These answers are for the Camnbridge Essenital English ficitonary.
1 °5" uses 44 pages (pages 276320

2 'x" has three entries

3 before: "erploy’; after: ‘employer’

4 in the CEED, you look at the entry for “rose’ to find the verd *rise”. You can also fook at the

verly rable on page 112 of this book.
5 work, worker, workd, World Wide Web, worse, worth

1 &ve
2 heavy fhevif
3 an adiective
4 {igh

1 yes

% She got a job as a cleaner. | did a few jobs around the house, IS my joh ¢o water the planss,

3 make o badfgood job of something
4 no

Business Vocabulary in Lise {elementary}
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3.4

4.1
4.2

4.3

5.1

5.2

o
3

1 a noun
2 four

3 We do a lot of business with China. He runs a small decorating business.
be none of someone’s business, mind your own business

432 four hundred and thirty-two | tour hundred thirty-two
2| 240,000 two hundred and forty thousand two hundred forty thousand 1
| 3| 191 a/one hundred and ngt}'-u_ne | one hundred nact}-;ne o
] 4| 11,000,000 | eleven million | eleven mullion _ |
|L_i_ 6,912 | six thousand nine hundred and twelve | six thousand nine hundred rwelve !
2 eighteen fourteen 4 nineteen oh one 6 nineteen forty-four
3 eighteen seventy 5 nincteen twenty-six 7 mineteen ninety-two

Ower to you — sample answer

21— two

10 - ten

3,320 - three thousand three hundred ahd twenty (BrE); three thousand three hundred twenty
{AmE)

3,000,000 — three million

35,000,000 — Gifty-five million

1 dhrd 3 twenty-ninth 5 forty-first
2 seventeenth 4 thirty-third 6 ffty-sixth
Carnegie - —— 4422

Hall

St Patrick’s — =

Cathedral = United

Nations

Percentage Fraction Decimal

1| seventy-five per cent | three quarters i {nought/zero) point seven five |
2 fifty per cent | a half / ane half |! {noughtfzeroa) point five
| 3 | twenty-five per cent | a quarter / one quarter (nought/zero) point two five
. —— —
L 4 | twenry per cent a fifth / one fifth {nought/zero) point two |
| 5| ten per cent | atenth/onetenth | (nought/zero) point one

I—

Owver to you — samiple answer

I work on the fifth floor. Ms Adams works on the eighth floor. Mr Bryant works on the
nineteenth floor. Mrs Cass works on the twenty-third floor. . .
www.EnglishPro.ir

Business Yocabulary in Use (elementary) 115


www.EnglishPro.ir

6.3 2 aphotographer
3 an architect
4 a docenr f a aurse

B.2 18 2 Re, 8¢ 5a, 6d

6.3 2 Whar does he do2
3 What do they do?
3 What does she do?

Owver e you - sample answer
Uert a Factory workes Fwant o be reck muosician,
Anu 5 3 managen Bob is an office worker. Charlene Is a driver.

7.1 2e, 3d, 4a, 5

172 1m T a8 & in T at
2 on 4 in 6 on

1.3 1 do you work in 3 does he work in & do they work
7 does she work n 4 dd you work

1.4 1 telecons 3 education § advertising
2 ni} 4 BOUrisT 6 CconstRction

Ower w you ~ sample answer
T work. ar head office. Jaime works in the Anance department. Sheila and Ursula work in the
production department,

g1 ceiulslifolmie Rl
\\\\\\ Y i
£ T L] 2l .
AL . S . all i
elefrimiain]e|npe) fefolU[LTETATGTUTR]S]
| 54 L I W 1M .
el 6 M B
PRlAlRITITIE[MIE i RS
AL EIREI )
Feiolniririaiely| Y M
Y Felolmiplulriels £
*2 T
retire retirement
resign : restgnation
igrniss ) disrmissal

PO Adjective

3
redundancy | redundant

www.EnglishPro.ir
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8.3 1 redundant 2 resign 3 fire 4 retire

{Drver D you — samaple answer
I have a full-time job. 1'd like & parctime job so T can have more dme with my children. My job
is permanent — 1 kave a coprract.

DY erue 2 false 3 false & trus

9.2 1 How many 4 how many 7 Are there 10 on average
2 about 5 There are 8 there s
3 exact Bgire . 6 alvpether 9 hours a week

3.3 1 head office, offices 2 Branches 3 warehouses 4 gitis

Over 10 You - saimple answer

Dwaorek for ATR Mamdacturing. Cuar head office is i Mexico Ciey. There are about 15,000
employees. We have wen sites altogether in Mexico - two offices, seven branches ard one
warchouse,

0.1 1f) 2a, &, 4, Bb, Ge

10.2 1 never gets 3 leaves 5 stops
2 dossn't get 4 goes, reads 6 walks

10.3 6,5,2,3, 4,1

Olver (o you — sample answer
Teommute o work - 1 take the wain, I leave bome av 5.13 and 1 ger 10 work at 2,15,

11.7 2 the firance director 3 ehe chief executive 4 the sales director
5 the research and developmeng direcor

1.2 2 The finance director is responsible for getting the money to develop and make the planes,
3 The chief executive is responsible for the whole company.
4 The sales director is responsible for fnding customers For the planes.
B The rescarch and development direcror is responsible for thinking of new idens for planes,

1.3 Carlos Sonera
production directar 3 : -
|,“_,, vvvvvv - porsonal assistant
Sandy Baker

4 production managers

l _ Caros Sonera is in charge of production. Minety employess work
arder him - four production manayers, elghty production workers
and Irs personsl sssistant, Sandy Baken

80 production workers

Over (o you ~ santpke answer

Nadine Goodalt
rales divecror . -
I___,_|V peesonal assistant
i Lydia Bax |

4 sales managers

| 30 wiospeople | www.EnglishPro.ir
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1
1
1
1
1

12.1

12.2

134

13.2

13.3

4.1

Base form [infinitive}

Secongd form [past simple)

be waslwerne
bacorne becarsc
COHR came

do did

ger ot

B went
joia joined
Yeave left
MOve moved
SEaEt started
seirchy studied
work wizked
tgo 2wemt 3 did 4 worked 5 joined

Over 1o von - sample answer
I was born in 1971 in Aachus and T went 1o school there, | mosed 1o Copenhagen m 1995 when

I jomed Carlsberg. I becamne head of sales in 2001,

T e’ (veryl good with computers.

2 She isn't very gond with computers,

3 She's {very) good with people.
4 He sn't very good with people.
E Hes {very) good wirh fgures.

& She’s good with figures.

Jocasta doesa’t have computer skills.

Jorasea has people skilis.

Boris docsn’t have prople skiils.

t lanpuage skills

2 problem-solving skills
3 presenation skills

4 pepetiating skils

5 listening skills

6 manapement skils

Oner 1o you - sample answor
U very geod with computers and very good with people. But Pa not very good with fgures,

CALTe

i 2 280 Park Lang, tondon W1
el 14 20970 2000 Fae #3420 370 2055

Envzadh; sam s ni@ttisg oo uk

Uz, o B, (French)

woigining . Diectar.

Business Yocabutory i Use fedementary)

& hecome

7 became

B move

9 oy
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14.2

15.1

15.2

16.1

16.2

1 experience 3 leamn 5 on-the-job
2 as 4 skills 6 rraining course

Over to you — sample answer

In my job — selling — qualifications are not important, You just sclt the products.

You get a lot of on-the-job traiming. But it’s good to go on training courses about the products.

one thirty / half past one

three forty-five / quarter to four

six o'clock

seven fifteen / quarter past seven

eleven twenty-nine / twenty-nine minutes past cleven
twelve thirty-seven / twenty-three minutes to one

T W F ol e -

from, in the morning, in the afternoon

at, in the evening, at, three in the morning
at, in the morning, at, in the evening,

4 at, in the morning, at, in the afternoon

e b

Over to you — sample answer
It’s 2.30 pm now. [ go to work at 7.30 am. I get home at 5.45 pm.

1 A: When does the train leave Singapore?
B: 1t leaves Singapore at 08.30,
2 A:Is it a direct ram?
B: No, it isn’t. You change trains in Kuala Lumpur and Butterworth.
3 A: When does the train arrive in Kuala Lumpur?
B: It arrives in Kuala Eumpur at 15.00.
4 A: What time does it leave Kuala Lumpur?
B: It leaves Kuala Lumpur at 20070,
5 A: When does it arrive in Butterworth?
B: It arrives in Butterworth-at 06,10 the next day.
6 A; When does the train leave Butterworth?
B: Tt leaves Bunierworth at 14,30,
7 A: When does the train argive in Bangkok?
B: It arrives in Bangkok at 10,00 the next day.

www.EnglishPro.ir
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16.23 2 A: How lnag does the jourmey take from Singapore te Kuale Lumpar? B: It rakes six and a
half hours.
1 A How long does the jonrney 1ake from Kuala Lumpur ro Bumerworsh? B: k rakes wen hours.
4 A; How long does the journey take from Buterworth o Bangkok? B B takes mineteen and a

half hoors.
Orver to you ~ sample answer
A: What time does the teain leave Paris? Bkt leaves Paris ar 14,00,
A: When does it arrive in Valegee? B: bt arrives in Valenoe ot 1638,
Ar When does « teave Valence? Bkt leaves Valence ar $6.35.
A: When does it arrive in Avignon? B Er arrives in Avignon at 17.00,
A How long doos she ourney mke? B Fr takes three and a half hoors,
17.Y 2 the cwenty-fifih of April Apri} the twenty-fifth Apnil cwenty-fifth
3 the fourth of July July the foueth July fournth
4 the fourtcenth of July July the foureenth July fourteenth
5 the twenry-niath of Octoher Ocober the cwency-ningh Cetober twenty-nieh
6 the ewentieth of Novermber November the twenteth MNovember twenticth
7 the vhirey-frst of Decemnber Decernber the thivey-Hra December thirry-first

112 1 The Car Show is o Monday 28th March / Monday 28 March / Monday March 28th,
2 The Business Show is on Tharsday 31st March / Thursday 31 March / Thuesday March 3st
3 The Fashion Show s on Saturday 20d Apnl / Satueday 2 April / Saturday Apnt 2ad.
4 'The Home Show is on Sunday 3rd April / Sunday 3 Apnil / Sunday Aprif 3ed.
5 YThe Boat Show 15 on Wednesday 20th April / Wednesday 20 April / Wednesday April 20th,

T3 1in 3 im, in 5 on
2 on 4 m

Owver po you — sample answer

My histhday is on the twenty-second of September My birthday is on 22ad Seprember.
, The next pavday ts on the tweney-fifth of May, The nexe payday s on 23ch May,
| I go on holiday on the Grse of Juby I go om holiday on Est July, '

18.1 2 oneame & ten penutcs kare
3 half an hour late & half an hour varly

18.2 1, 2a, 34, 4b

18.3 2 [usuably have Junch at a restausant, 4 1 always wateh wlovision in the evening,
3 | never po skilng in winter, 5 1 often go o the gym,
Oreer 1o you — sample answer
' Foften have lunch with colleagues,

I never pu for a drmle ar che pub after worl,
! sometimes g0 1o the cinema [n the evening.

www.EnglishPro.ir
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19,1 2 On Tuesday Pm visiting ¢ customer in the morming, 'm meeting my daughter’s teacher at her
schoo! in the aftermoon,
3 (O Wednesday Pm working at the office m the moming. T'm visiting a commpany 5 the
afteErooon,
4 On Tharsday P seeing my manager i the moming. T have an appointment with my doctor
i the afternoon, { Pm seomg my docsos in the afternoon,
& On Friday U'm visiting a customer in the moming. Ui playing golf with him i the afternoon,

19.2 1 basy 3 free 5 at 7 How
2 mect 4 shall § When

Chver 1o you - sample answer

On Monday Pm working all day in the office. 1'm having Junch with my febemd Jim.,

On Toesday | have an appoinunent with my doctor in the afternoon, then Fm gowg back to the
otfice.

Ont Wednesday P visiting a costomer

On Thursday aned Friday I'm going on a training course.

20.% 1 go walking/swimming. FBke /! Fm mrerested i mosigireadine,
1 play thg violin 7 the plang. I play golffootball,
20.2 _PeleialvIaligolv[o]F]
m
ik 4
i T Fejo|s[Wlim[M]T NG}
0 = A
AT et rini s o A[YTO]FTF F
E Rl PoIn][C F
B i 1
| Eiajcfe|[FIFIE[E|B|R E1alK]
S T X
T (rlelt i plalvy
|® ey
ElN fwlefejk[e[N]o]

Over 10 you ~ sample answer
T redax, 1 go swinuming ar lunchuime, In the evening, 1 often go o the theawe. And | ake a day
off every month,

27,1 ¥ BrE: forr chousand three hundred {and) cighty-four euros and Gfty-chree cents;

Am¥: four thousand three hundred eighty-four euros and Bfty-three cents

2 BrE: ten theusand and thiry-six pounds and cighty-one pence;
AmE: ten thousand thirty-six pounds (and) eighty-one pence

3 BrE: eight bundred and rwenty-three dollars and ninety-seven cents;
Am¥: eight hundred twenry-three dollars fand} ninety-seven ents

& Bl rwo million five hundred and fifrv-two thousand nine hundred and thirty-four dolars
and thicty-two cents;
AmE: rwo million five hondred fifty-rwo thonsand nine hundred chirry-four dollars {and)
thirty-rwa conts

21.2 2 thousands of doilars
3 billione of pounds
4 millions of euros
www.EnglishPro.ir
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21.3 2 The price of the villa is around seven hundred thousand euros.
3 The price of the flar is roughly three hundred thousand euros.
4 The pnice of the studio 1s approximately ffry thousand euros.

Ower to vou — sample answer
The price of a big house is abour €600,000. A small house costs around €400,000. A big flat
costs roughly €350,000. The price of a small flat is approximately €250,000.

22.1 1 How much 3 price of 5 cost
2 isfcosts 4 much does 6 is/oosts
22.2 1 false 3 true 5 false
2 true 4 talse
223 1 of,is 3 this, is 5 is 7 s
2 arc 4 are 6 of, is

Over to you - sample answer
In my country, we pay VAT, The rate is 19 per cent on a lot of products. But VAT on books is
only 5§ per cent, and there 1s no VAT on food.

23,7  1b, 2d, 3¢, 4e, 5a, 6f

23.2 1 change back 3 fiveffifty-dollar billinotehanknote 5 coin
2 currency in Doradia 4 divided into
23.3 b, 2d, 3a, 4e, 5¢
Over to you — sample answer
In Russia, there are notes tor 500, 100, 50 and 10 roubles, There are coins for 5 rouhles, 2
roubles and 1 rouble, and for 50 and 10 kopeks,
The exchange rate is about 35 roubles to the euro.
ERstlll Verb base form (infinitive) Noun
COsLE Coast
lend loan
repay repayment
save savings
24.2 1 lent, repay 3 cosks 5 borrowed, repaid
2 loan, repayments 4 save
24.3 1 sale 3 can'r aftord 5 expensive
2 special offers 4 waste 6 rent
Over to you = sample answer
I'm very careful with money — T try not to waste it. [ eat ar home because T can’t afford to cat in
restaurants. In Sh{)p:,j ook for special offers.
25,1 1¢, 2d, 3e, 4b, 5a
25,2 1 company car 3 free meals 5 basic pay

2 comparny pension 4 working hours ) ]
www.EnglishPro.ir
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253

26.1

26.2

ic, 2a, 3b, 41, 54, 62

Over 1o you — BiI!IlPIE’. ATEEWOT

Gizmo Consumer Soods
London

Sales Directo

Salary: €120.000 per year
Worling week: Monday to Friday, 9.00 sm ~ 5.00 pm
Senefits
- 35 days’ holiday per year
~ Company restaurant with free meals
- Campany Car
-~ COmpany pension

frnail s neosomices @R ook

.
IR BTATRLEe]
5 N
[eln]elafulraTefciotuln]T
e C ‘
Felalsfulmladclaliaisl vl
R 0 HERa
i 4 wlalvit
W] mi Tw T b
TTUTR|R[E[N]T 1 o K
i ¢ il REENNE
£ i L3 E
a| [wle[S[jniTloioiedglT]  [a
n K ML R I
i AT - B
''''''' W [ “_
AL
[oli]rielc]r]aiy
Al
b eredit card 3 delbx B cash machine 7 take ont
2 limit 4 qwed & cash card

Over 1o you — sample answes
At the supermarket, [ zhways pay cash. But when [ buy something expensive, fike furnitare, T use
@ credit card,

www.EnglishPro.ir
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>
L

| weigh | weight
2?.2 1 “"idt‘, "r\"idl]] 3 n—-;'_'“l”gulal-
2 thickness, thick 4 weighs

clean diﬂy‘ :
low high
28.2 1 unfriu:mﬂ}' 3 unhclpful
2 unreliable 4 dirty
28.3 1 comfortable/modern 3 comfortable/modern
2 terrible 4 unreliablefrerrible

124

long length
wide width

| thick o thickness
square squarc

redt ;mgu]ar rectar lE_I!;'

7.5 1 whar does it
2 easy 1o use
3 fast

Over to you - sample answer

[ have a radio. It's rectangular, It's 8 em long, 3 cm wide and 1 cm chick. It weighs 200 grams.

28.1 Adjective Opposite

friendly unfriendly
1'c|iah|f_ unreliable -
| helpful urthelpful

comfortable uncomft)rrah'IEJ

Ovwer to you — sample answer

5 uncomfortable

I like Joe's dry cleaners. Joe is very friendly and helpful. The service is reliable and the shop is

very modern. And the clothes are very clean when T ger them back!

Business Yocabulary in Use {efarmentary)
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CERIN Susc form {infinitoee]  Third form {past participlc)

! bniay longhet
% distribute .l distribaed
flv Fewan
ii oW SrOWH
load . loaded
make raade
manufamge maggfcecmrqi
seil : soobd
ship ) slipped )
StOLE Stered |
_unfoad | aroaded
292t are made 3 arc lnaded % s unboaded 7 are distributed
2 i3 manufactured 4 3 shippad 6 are stored #r serkd

Ver 1o you - sample answer
My favonriee clothes ave made in Malan, § buy thew in my local dothes shop, They are
wansporied there by pline and eruck from laly

30.1 W)
celajriatiiofeiuie
B
PoFiJeferciT]sialLlT[5]
N r:; ; ol
sl - e
LA T A
[sfulelEifamiairleicit]| [E .a{
gl Tw i el
clofnly iE*NU Eimfe B[St ofR i
AL i?-‘ Ay 4G (S
L] fol&jolE|R; iH
N H Gl (0
SIGPEe WA o
al E g
5 up o E]
Rj Tc[nie] BIEIE LY
] S
3.2 1 m 3 by, from

Z pwerfon 4 by, an

Qwer to you — sample answer
I like shopping a lot,  buy my clothes at the shopping mal oveside my town.

www.EnglishPro.ir
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31.2

L
it
i

2

34.1

1A T
d4.2

126

Base form (infinitive) Third form (past participle)

develop developed
distribute distributed
make ‘ made
manufacture manufactured
| pack packed
I put together put together
sell sald
WIITe written
1 put together 3 distributed 5 developed
2 sold 4 packed

5,1,4,3,2

Over to you - sample answer
My BMW was made in a actory. in Munich. BMWs are sold all over the world.

1b Pull the lever. 5d Turn the key to start.

2¢ Key in vour PIN nomber, 6f Plug the cable into a socker.
3a Pur your ticket into the slot. 7¢ Insert Vour card.

4e Push the door to open. 8c Selecr a language.

Lgb dcea

Over to you — sample answer
Put your money inte the slot. Press the button to select your drink. Wair for 20 seconds. Take
your drink.

1¢, 2e, 3a, 4b, 5d

1 guarantee 3 call centre 5 breaks down, under guarantee, replacement
2 take uwt back 4 fault, repair

Over to you — sample answer
My mobile phone broke down, T took it back to the shop where T bought it. It was under
guarantee, They gave me a replacement.

1a, 2b, 3b, 4a, 5b, 6a, 7a

1 seat 3 There's 5 have 7 staying
2 something 4 this 6 been 8 like

1c, 2b, 3e, 4a, 5d

Over to you — sample answer

You: Jack, this is Susan Kelly from GJI in New York.

Susan:  Pleased to meer you,

Jack:  Nice to meet vou, Susan. Have you been to Vancouver before?
Susan: Yes, [ was here abourt five years ago.

www.EnglishPro.ir
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361

36.4

36.3

3%

adebics

th, 3¢, 3d, 4a

1

Alaing Wouid you like a dessert?
Bengt: Ve, T Irve ioe cvemm, plegse,
Alain (ro waierk Two ke creams, please,

Pergt That was delicions.

Alain: Fm glad vou dilced it

4

Alain {ro waiter]: Can wo have the bill, please? {to Benge) Pl ger this.
Besyre Thank vou very much,
Almn: My pleasure,

Orver to you - sample answer

You: Do vou live i Lishond

Your visivee: No, | hve i Sintra, § drive to work every dav. It takes abour an houn

Yan: o you {ke commicing?

Yoar viswesr: Ir's ORI Y Buten 1o the radic,

You: What do yoa do in vour free time?

Your visttor: 1 go Ashing, and 1 play a lor of renois.

You: Really? 1 piay rennis too! How about 2 game tomarrow after our meeting?

Your visitors  Good ideat

e, b a0 d

3 Guod morping 3 please 5 My name’s

2 Helle, Can L speak to 4 calbing please § pur vou thoough

¥ phonefeadl again next week 3 for phomingicalling 5 BrefGoodbye
Z good o wmik 1w you 4 See you

her Y - S'amphi ATESMWCT
Rosalia Mendoza, Good morning/afternoon,
somenns you knoe A Rewalin Mendoza, Good moveing,
B: Fizlle, Rosalia. 15 Terey hero
Ay Hello, Terry, How are you?
someons vou don't know: A Rosalia Mendoza, Good moening.

B: Hello, Ms Mendoza, My name’s U Jensen. T'm calling from

LEAB m Sweden,

2 N, I bor Plra, 4 Moy N Eor MNovetnber, & Mo, ¥R Foxtron
3 No, It for Papa. & Mer, Y for Yankee,

Business Yacobudary in Lee (elementary)
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37.2

37.3

3.1

182

128

2 F far Foxtror, A for Alpha, N for November, 8§ for Sierra, H for Hotel, A for Alpha,
W for Whisky

I A A . W
a0 44 131 937 9821

3 P for Papa, E for Echoe, T for Tango, E for Echo, R for Romeoe, double § for Sierra, O for
Oscar, N for November

AL T Ty
00 46 8 487 5044

4 H for Hotel, A for Alpha, N for November, K for Kilo, § for Sierra

AT T
G0 1 918 324 6622

5 T for Tango, A for Alpha, N for November, A for Alpha, W for Whisky, A for Alpha

A A T T,
(0 81 42 9735 234%

6 ID for Delta, O for Oscar, S for Sierra, new word, 5 for Sierra, A for Alpha, N for November,
T for Tango, O for Oscar, 5 for Sierra

A A Ty
00 55 61 e48 7785

1d, 2c, 3k, 4a

Over to you — sample answer

My name is Rosalia Mendoza. R for Rameo, O for Oscar, § for Sierra, A for Alpha, L for Lima,
1 for India, A for Alpha, new waord, M for Mike, E for Echo, N for November, T} for Delea, O
for Qscar, Z for Zulu, A for Alpha.

My home address is calle Kahlo 32, K for Kilo, A for Alpha, H for Hatel, L. for Lima, O for
Oscar, number 32.

My eompany address is Diagonal 350, Mexico Gity. 1 for Delta, 1 for India, A for Alpha, G for
Golf, O for Oscar, N for November, A for Alpha, L for Lima, number 530,

My number is:

00 55 8302 9622

Double och  double five  eight three oh two  double nine double two

1 Right, / OK. / I understand.

2 Sorry, I dide’t get that. Could vou speak more slowly, please?
3 Sorry, I can’t hear yvou. Could you speak up, please?

4 Could vou spell that, please?

5 Can you repeat that, please?

6 That’s it. / That’s right.

i, L £ d ke fc,hab

Passible answers:

Sophic: My nwmber is 00 33 21 1 32 47 04,

Louis: Sorry, [ can’t hear you. Could vou speak up, please?
Sophie: Yes, of course. The nunber is 00 33 21 39 47 08,
Louis: 5o, that’s 00 33 21 39 47 (e.

www.EnglishPro.ir
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39.1
39.2

40.1

40.2
4.3

Over to you — sample answer

A: My name’s Paul Robbins.

B: Sorry, I didn’t get that. Can you speak more slowly, please?

A: 'm sorry. My — name — is — Paul — Robbins.

B: Can you spell that, please? Is that one B or two?

A: Two. R-O-double B-1-N-S.

B: R-O-double B-1-N-S.

A: That’s right.

B: And what’s your email address?

A: Paul dot Robbins at K-I-E dot co dot U-K.
B: Thank you.

hyd, f, k,m, b, g a,j,¢e,1,c

TELEPHONE MESSAGE

Message for: Mary Trevor

Name of caller: Eay Bradman

| 7] will call again [/] Please call
I- Phone number: 0131 292 0210

WV I.Irgent
i Notes:

L) Not urgent

Ower to you — sample answer

My name’s Rosalia Mendoza. I'm calling from GIC 1in Mexico City. Can you ask Ms Robinson
o call me hack? My number is 00 55 8302 9922, Thank Yo,

1 written 3 reply 5 read, replied
2 received 4 got 6 fax
2 formal 4 formal

Dear Ms Lumsden
Yours sincerely

Dear Ms Lumsden
Yours sincerely

Tony Kent Roger Olafsson
3 informal 5 formal

Hi Kay Dear Madam

Best Yours faithfully

Serena Janet Freeman

Over to you — sample answer

I prefer to phone friends, to send emails to colleagues, and 1o send faxes to clients.

Business Yocabulary in Use (elementary)
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I

R —————

411

41.2

421

42.2

43,1

130

t Thank you For 3 Ceuld yon 5

ler me kooaw

2 T wrelting, to 4 I'm B8 e forward

td, #a, 3h, 4, B, &

O‘E’QI 0 v SK!HF.}_‘F!_F‘. SEERWE

Diear Mr Cheng

Thank vou for sending the derails of your trip. Our office is ngar the rue Monunarre. 'm

attaching a map showing how © 4od i,
T ook forward m meeting you.

Yors sincerely

orence Dapead

e E B A D

S oSepE Cral Rrmch gddru; Fapms  Cabars a;.ve.hs_bw:'-'r

© 1o Pavid too.
. Best wishes
. Mark

Bt ARSI | T s TomTGBOROK
el davidjames@bestco.uk | Bublect . : Request for information
Artaghment._: Sales mpor’cdoc _ ’ :
e T e o U

© I'm attaching the report you requested. Could you forward it to Sarah? | don’t
: know her email address— | think | deleted it by mistake! I'm copying this email

2 Pmt 5o glad von had a mice wrig back to Eondom.

3 Uve posted the brochure to yon,
4 They are v, inrerested i working with vou,

¥ W are arniving in London o Meonday

2 It was very good 1o speak to you yesterday.

3 [ hope that your boted is comforable,
4 1 will be in rouch again soon.

Ohver 1o you - sample answer

Fo a colleague:

FE Stove

Here's the report. It . interestivg.
Besr

Flarence

T a3 castosner:
Drear Mr Cheng

Please find atzached the reporr we discussed. | think you will nd @ very interesting,

Bewt regards

Florence Duaval
b about 3 ks B abouz
2 ak 4 4T 1o

Business Vocohplary in (e (elementary)

www.EnglishPro.ir

o,



www.EnglishPro.ir

43.2

43.3

44,1

2 flipchart 4 projector
3 check the room & handours

¢ Gg b fad

Over 1o you— S;-tll'l'pll'. HIISWeT
My name’s Juana Lopez and [ work for the First Nanonal Bank of Costa Rica, Today I'm going

tor talk abouc dittecent types of lending, First, Pl talk about lending to businesses. Then T'll move

on to lending to individuals. And finally, I'll look ar possible developments for the next ten
vears. If you have any questions, I'll be happy to answer them ar the end.

Possible answers:

2 As you can see in this slide of the sales plan ...

3 Now let’s look at Samson’s branches.

4 That is the cnd of my presentation. Thank vou for listening,
5 Are there any questions?

2 I'm sorry, but I can’t give you that information.

3 lf you have any questions, Ul be happy to answer them now. / Are there any questions?
4 Could you repeat the question?

5 I'm sorry, but I don’t know the answer ro thar,

& Can [ check and gel hack ro vour

Orver 10 you = sample answer

First section

First, lets look at lending to businesses. When we lend money to businesses, we want to be sure
that they can pay the money back. So before we lend money to them, we ask to see their
accounts and their sales plan for the next five years.

Others 1 Q:“ Delta 43%

Alpha 20%,

Fcho 25‘.’;.;

Possible sentence:
The segment shaded blue shows that 45 per cent of the cars sold in Estland last vear were Delta
models.

Base form (infinitive) Second form (past simple)

| decrease decreased [
g0 down went down
fall fell |
increase increased
rise rose

| stay er_samc_ | stayed the same

Business Yocabulary in Use [elementary)
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45.3

46.1

46.2

46.3

471

47F.2

47.3

§32

1 went down 3 by 5 to
2 stayed rhe same 4 from & up

Owver to you — sample answer

LGy o oo
14
12

days off

In January, February and March, T usnzlly take rwo days off each month becanse 'm iil. In
April, this rises to five days off, becanse I take a holiday that month. In May, June and July I
take a day off each week to play golf, so the number of days off falls to four days each month.
In Angust, [ go on holiday for three weeks — so T take 15 days off. 1 work very hard in
September, October, and November, so the number falis to one day off each month. In
Deccmber, the number rises ro seven days off because of winter holidays.

2 d 42
3b B a

Can T ask you te keep your voices down in this area?
Follew me and let’s go into-the Anance department,

I'm afraid we don’t allow any photography during the tour.
On the left you can see the company’s machines.

I'm afraid room 101 is restricted.

o W=

2 move 4 left 6 go/continne B restricted
3 way 5 right 7 look

Over to you — sample answer

Guide: Good morning, ladies and gentlemen, and welcome to the DDE Advertising Agency. One
hundred people work on this site and today we’re going to see some of the things that they do.
We'll start here in the reception area, and then we'll look at the offices where the mansgers
waork, and at the design deparmment, where the advertisernents are designed,

First, let’s go to the offices. Come this way, please.

1 missed 3 postpone 5 attended

2 cancel 4 arrange 6 miss

1 rake the minutes 3 attend a meeting

2 send out the agenda 4 send your apologies
1 agenda 3 attend 5 items

2 venue 4 minutes

www.EnglishPro.ir
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Qver to you — sample answer

AGENDA

Stafl meeting, 25 January 20 Meeting room 3

—_—

Apologies for absence
Mimtes of the last meeting

i Car parking
2 Company restaurand
3 Holiday dates
4 AOB
481 1 for 3 ar 5 up i
2 for 4 on 6 wath, of

A2 1 Val, can Yvenne say something bore? / Val, can Yeonne come i here?
2 Val, just a morment. Let herfYvonne finish.
3 Iz everybody ready? Lets make a seart, -
4 Tanva and Stefan send rheir apologtes,
5 Can T sum ap?
6 Does everyone agree with the sinutes of the last meedng?
7 | ehink thats al for roday. Thank you for coming,
§ 5o, the Arst ftem s the company’s new Festanrnt.

O‘FE!’ 10 ¥iou — SRHIPIE AEEWEr

Chriss s eveeyhosly ready? Lets make a start,

Chris: Tom and Carl send their apologies: they can’t atrend the meetng today. Does everyone
agree with the minutes of the last meetiug?

Cheas: S0, frst wem is the move eo new pffices, Fow are things going, Rebeoca?

Chiris: | ehink thars all for today, Thask vou for coming. See vou at the next meeting.

4591 g, 2b, 3d, 24, 50, 61, T
487 g 2h, 34, 4c, S, B, 7
493 doebyepgaf

Choer 1o vou — sample answer

Rebecea: 1 think evervone is ready for the move,

Kerry: 'm afeaid § disagree, There o snl a kot of work 1o do.

Rebecra:  Yes, but most departments are ready.

Suzavne: 1have an ides. Why don't we postpone the move for 2 momh?

Keery: 1o you measn we can move i May instead of in April?

Suzanne: Thac's righe. *
Kerry:  Thart's a good idea.

www.EnglishPro.ir
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The numbers in the index are Unit mumbers not page numbers,

abbreviations 73 brizvi'cofnz
22,42

abour fa'baut’ 21

add onto fed 'ontur 22

adjective Mwdzikiyy 1

advertising Mwdvataizy’ 7

agenda /2'dzenda’ 47

agree [2'ariy’ 49

altogether 7 sl a'yeda’ 9

am /21 'em,

AQB {any other business)
feran'bnl 47

apologies /3’ poladsiz’ 47

appointment ‘2'pontmant’ 19

approximarely /2 proksmatli
9. 21

April Merprald 17

architcer M“a:kitekt’ 6

around fa'raond! 21

arrange a meeting /a remdsz o
'mixiy’ 2, 47

armist Satist 6

ATMs ! ettiv'emz! 26

attachment ‘o'tie fmants 41

attend 3 meeting < fend 2
‘miitimi 47

audience M oudianes’ 43

August “agosts 17

autumn Somamd 17

balance “buelans’ 26

bank ‘banks 23

bank account “hank skaont!
28

bank holidays / baenk thnladeiz
17

bhanknotes Mhenknatics’ 23

bar chart “bu: tfa:t? 45

bar graph /ba: gra:fs 45

base form (infinitive) “hers
[2:mi 1

basic pay ¢ btk per’ 25

basic price 7 beisik prass 22

benefits “henifiis’ 25

bilingual dictionary ‘b higgwl
‘dik [nris 3

bill /=17 33

bold /bauld’ 3

borrerw Shorao 24

branches Sbrosat[izd 9

brand new / hreend ‘mjusn 33

break down 7 bretk daon’ 33
(= virh)

brochure “'brau/a; 41

bureau de change / bivaran da
tfemmds’ 23

bus ‘hasi 10

business card #'hisms ka:d’ 14

busy 'bigi’ 19

buy hai’ 29

by ‘bars 10, 45

by pose ‘bt 'pacsts 30

call cenree kil "sentad 33

can't afford /kamnr a'fal 24

cancel a meeting < hicnsl o
mishin, 2, 47

careful with money / keat]l wid
‘mani; 24

cash kel 23

cash card "kee[ kards 26

cash machines ke[ malinz
26

catalogue Mkeralngs 30

chain stare M fom sty 30

chair a meeting 7t [ea a 'mistiny
47

chairman/chairwoman/char
fleaman’ 7 ea woimoan
tfea 48

change ‘1feindz 23

change it back /1 cinds 1t
haek. 23 '

change trains / t [einds treme
16

check 1ok 43

checkout "1 fekaot’ 30

cheque tfek’ 21

cheque aceount 7 [ek skaonts
24

cheque book 1ok buks 26

chicf executive - 1]i:f
' rekjarnyy 11

chowose 4 fuzz’ 30

clean klin' 28

close a meeting - klauz 2
mistiny 4%

coins ‘kanzd 23

collcagues “kplitgz’ 8

college #kolids 7

coimfortable "Rampfiabls 28,
34

commission ‘ka'mifns 23

commute JKa'mgurt’ 10

commuter ‘ka'mjurra’ 10

company car | kampani 'kao:
2,25

company penswon ¢ kampani
penfn’ 2, 25

company restaueant S kampan
restepnts 2, 25

computer skills ‘kam'pjuta
shales 13

confirm ‘kan'fsim’ 41

construction Ckan'strak o 7

comstruction site kan'strak[n

Business Vocabulary in Use {elementary)

sarnt
construction worker
kan'straknwika' 6
contract S‘kontrekr’ 8 (= noun)
contractions Jkan' ek nz’ 42
CONVETIENCE STOFE
kan'vitnians sta A
copy 'kopid 42
corner shop kamna Jop’ 30
cost Mkpst 2]
cost a lot / kosl 2 'lol 24
courier horia’ 40
credin card “kroedi kard? 26
currency Ckaransic 23
current account 'karnt
Fkavnt, 26
customers CkKastamaz’ 8, 29
cycle Msakld 10
December adi'semba’ 17
decimals fdesimles 5
decrease S'dizkrizs: 45 {noun}
degree course /di'grir ks 14
delete «dr'linn: 42
delicious fci'li[ass 28, 35
department store /di pustmant
st 30
departments “di' parimants’ 30
develop ‘di'velap’ 31
diary “darari 19
dimensions / dar'ment [nz! 27
direcr sales ‘direkt 'serlz: 30
direct tram fdirekt "traind 16
disagree f disa’gris’ 49
dismiss fi'smis’ §
distribute Ahesimibjon 29, 31
divided into /di'vardid inta’ 23
do exercises / du: "eksasarziz
2
Do you like dus jus Tk 35
Da you live /du: jur v 35
doctor “dokta’ 6
double fabl! 37
dream job { drizm "dzobd &
drive «drary: 10
carly “aliy 18
carn und 25
earn nterest 7 n Cintrast? 26
easy to usc izl o juis’ 27
g-commerce O komass 30
education ¢ cdzo'kein’ 7
electrical goods shop 71 lekirikl
‘gudz [pps 29
email “imoels 40
employees im'ploiiz 8, 11
enclosure ‘1n'klaoza 41
engineer { endz'nia’ &

www.EnglishPro.ir
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Luglish-Foulish dictionary
fenghif ool dikfoels 3

enery Paelst 3

exact fgurs g, ackt Tige
o, 4

cxchange racney (ks Letrds
‘wiani 2.3

pachange cate k't nds roitd
I3

erchading 2ax frks kliedrn
“taksi 22

excese me AR skies mic 3

expeistve Ak spoenaeS 24

experience Ak sprotinmte’ T4

Factory Flektriy 7, 29, 44

Fall A 43

Fast Aooits 2

Fawl Aoty 33

fax Fmksd 40

February /lebrend 17

Apampes Slamentsd 7

france department Mainens
s portisset 7

teanes director S Farnents
di,rekrat 11

fine Hamy 34

fire o §

firgt Mfagwes 4,47, 43, 44

flighe Turs 34

flipchart SFhpt [aus 83

floprs w30

fy Mar 39

fommal #{oimld 40

Forward /' Exnwal! 42

fractiong Mfrek o S

Frec meaks £ friz mided 25

free nimie £ Sri ey 36, 35

Friday Myarder’ |7

Friendly ' Frendill 28

Fub-titae jobs 7 ful Larm dyobes
L3

got fgeid 40

gt Jneo debr /uet anda deds 24

o abroad S ot Fheodd 260

pr o ot filannd 48

3 00 A TAHUING COUTSE £GaD
PR 2 ireamap ko' B

o e feobiclay 2900 o
e 26

po skatag A aoe skinge 20

BU 1D S g api 45

pasewl with S god w13

eoodbye igud’hass 34

ot 4 job A oot o 'dankd 12

grow gract 3F

puardaniee S geen 't 33

hardoot Phaendains 43, 44

bave a break @ hev o 'heajis 20

have & day off /by ader 'off
20

have 5 beliday / hav o
hobaded 20

have 3 long weekend @ hav o
Iy witk end? 20

have 2 proldern with [ hav o
'‘proflam wadd 33

bhead of sales [\ hed ov serlzd 12

Bead pbfce hed fedtss 7, %

heavy Shevis 27

heflo thelfand 14

befpiul thalplli 28

Bere voul e M jud g 34

high speeds fhag spindzd 27

holiday Mhinjader 23

Py @ week fanar o 'witke ¥

Fhow are voue £ hao "o ju 34

mang 7

i charge of fan fuscls ne 11

i e By @

mchiding tax A Riwdn ks
a2

morease Cihkeins’ 43 (= noun}

ndustay Srnfayiel’ 7

mformal fin'{oiml 40

Hiserr Sansld 32 {s noun)

Hiterested in S Inteasii i 0

mternet banking 'mtanet
Lk 26

Breperieet shapplog el anet
demend 30

sents Faamef 47

January Mdzmenjury 17

by vitde Mlsob Jueld B4

July ‘dxivlay 7

Jane idnwny 17

meen on Ckim o’ 38

ey i f Rk g 32

lanpsage skills £ lgowidy
shabsi 13

lage Aenr/ 1%

leare skills / Tuip 'shatad 14

lend Aensll 24

Lighe Marté 27

lienie Shimiys 26

line graph Ma:n graly 45

listeiuing sicitls Fanm skaler 13

lapeed Bamle 29

loan e 24

leng dond 27

lome girme Sl tapmd 1%

il order frmedt '2adas 30

fialn sie Amorn TsaIE 46

miake 8 misgale 7 meik 2
rmrsnerks 3

make and moadel numbes imerk
an tmnd) namhod 33

riralee redurdant smerk
rr'tfandanes &

mall ‘mozld 30

mnapagemcnt skifls
Pmznidgmand skales 13

ey SRemnezd 13

manufacture / meenia Takefy
89,3

mantfacturing plang
fmania' Tk plang 446

map map 41

March maoie)s 17

smsrleeting departinent
Freatkiy drpeszmantd 7

Mav fmeif 17

ipssage {nesids’ 39

mifmpimnf fraatkratonnd 43

raidday J ol 'der’ B3

mideight fetdents 1R

THinEes Froomgsl 47

mise @ mweling /w0y 2 mMIEE
2,47

reissing wards Smesey wandad
42

modern fmndnd 28

Mtonday fmander 17

eaintly Mmnestlii B

naricnal hedidays 7 nefo
Selacleez? 17

negogiatig skils /s gaaflelg
skafzd 13

MNECE Ter meet v s Tl
i jeand 34

vieraty Snznd 13

notes Sanrsd 23, 45

menpht it 4

TIgkele sy ]

Movember nacvemba |7

{ceober ok Laoba’ 17

offee foftsd 7, 46

odd Fopld 7

ol rig Mosd megd 7

vl worker Pob wilka' 4

olid ioulkd? 28

ofl ‘nad 7

on average ‘on wviply B

cal thTie C 0e 'Taedmie BA

mnce £ pwider 2 week wams
wars piwisks 2

an-the-job tramng fon de dinh
Freunnd 14

Gpen & MeCHBE S, 20T @
Mg 48

apmnion Ao pand 4%

prder Pomkad 3 {=noun;

ardor A osdad 3L 38 {wverh)

organization charm
dogmanzer it fund 11

over the interaet S auva da
IR 2Rl 3

overbimme Saovatann’ § A5

awe o? 26 www.EnglishPro.ir
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pack paks 31
part-rme job £past vam “daoby

pay back / per 'bicks 24 (= verh}

pay cash / poyr ke [d 26

pay wx on [ pel'taeks ond 22

pension Mpenn’ 8

people skalls /'pizpl skilz/ 13

per cent / percentage /pai sentd
pa'sentids) 8

permanent job / paimnant
dzpb’ 8

personal assistant / pa:spl
alsstntd 6, 11

photo Mattas’ 41

photographer /f2'tngrafa’ 6

pick ki 29

pic chart fpar tfotd 45

plant splonts 29

please ‘plizz/ 34

Pleased to meet you £ phizzd 1u;
'mitn jar 34

plug into /plag intuy’ 32

pm S pidemd 15

post ‘paust! 40

POSIDONE 3 TeCTing
‘pacst paon @ 'mitigd 47

prepare pri‘pea’ 43

presentation skalls / preznteifn
skailzi 13, 43

press ‘press 32

price /prs/ 21, 24

problemns fproblamz’ 34

problem-soiving skills
fprohlam solvig skiles 13

produce ‘proa‘djurs’ 31

producrion department
ratdakfn dypostmamt! 7

production director ‘pra‘dakn
drrekras 11

programmer ¢ proogriema’ &

projecror jpro‘daekial 43

public holidays / pabirk
holaders 17

pull /puls 32

push ‘poj! 32

put into Spot “intuzn 32

pur throogh /pot Broy 36

pur together /put 1a'gedn’ 31

gualifications / kwoll'kerjng
14

rare /reit) 22

read /1i:d/ 40

receive /ri'sinv/ 40

receprion area ni'sepfn garial
46

receptionist ri'seplnist! 6

rectangular ‘rek tengiolay 27

relax /ri'leeksi 20

reliable /ri'laiobly 28
reng ;renty 24
repair 11'pea’ 33
repay ri'per’ 24
repeat ‘ri'piily 38

replacement f0vplaismanty 33

reply to o' plar tuss 40

report Ti'paitd 41

research and development
{REDY director v szt 2
dirvelopmant di'rektad 11

research and development
department Jri,s3:0 [ an
divelapmant di' poitmant
46

resign /Ti'zaimn’ §

responsible for ri'spontsabl
f2f 11

retatler /'rizterlas 29

retire ri'talal 8

rise Jrarz/ 45

rock musician /' Tok miv el
6

roughly Zraflii 21

run @ meenng ran a 'mirtig!
48

silary Swelny 25

sale /se1l! 24

sales /serlzi 7

sales assistant Mseilz o sisim
12

sales department #'seilz
drpasimant’ 7

sales dirceror fseilz di'rekind
11

sales tax /serlz taskss 22

Saturday Sswetader 17

save fsepv 14

]

save money Jsery ‘mani’ 24

save time / semv 'lamm/ 18

savings account sevinz
akaant! 26

scresn Sskrins 27

second Ssekndd 4, 17, 44

second torm [past \'imph‘}

scknd faimd

section Ssckind 44

secnions Jsek nes 30

scgment M segmant’ 45

sclect /s1'lekly 32

sell /sels 29, 31

send fsend! 40

send back 7 send 'haeks 33

September fsep'tembal 17

service department /'
th, partmant’ 33

shaded /' Jeidid’ 45

shape /Jerps 27

ship Spe 29

shop /[np! 7

=ETVIS

Business Vocabulary in Use (elementaryj

shopping mall /'[opg mo:ls 30

sites ‘salts’ 9

skifled workers 7 skild 'wakaz
13

shide /slnd! 43, 44

speak up f spitk aps 38

special offers 7 spefl 'olaz 24

spell fspel’ 37

spend spend! 24

spend tme  spend taimyd 1§

spring /sprig’ 17

square Jskwes’ 27

sraff /spufy 28

statement Mstetimant! 16

stay the same ‘/ster do serms 43

store /stan 29

study Sstadid 12

M np L eam Tapd 48

sunmuner /' sama’ 17

Sunday Msander 17

supermarker {'suipamazkit/
29, 30

suppliers ~sa'plaraz’ 8

switch an 7 swat| 'ond 32

take a break /terk o etk 20

take a day off | teik o doy 'off
20

take a holiday 7 teik 2 "holaded/
20

take a long weekend ek
g witk'end! 20

take it back 7 terk it bk 33

take it easy /teik ot 'itzid 20

take our 1ok aot? 26 {= verh)

take our of /[ 1ek aot ov/ 32

teacher “titt o @

telecoms Stelikomz 7

temporary work Jtemprart
wth! 8

tereible “terabl’ 28

thank you “Henk jui 34

thick ks 27

third Bud’ 4, 17 44

Thursday /fBa:zder’ 17

ol Stk 30

timerables “lamm teihles 16

total price /'taot] prarss 22

rour guide U2 guid’ A

touarism Ctosreem! T

train /teeind 10

train as /trein 4 14

train timetable Stremn
taimterhl 16

training Stremins 14

training department O ETeINLE
dh paztmants 7, 46

traim Semd 10

transfor money / trensfa
'mani’ 24
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traveller's chegues (revion
theks! 23

R finpy 34

srolley SMrrolic 36

Toesday Mtimzdon 17

mr flnnd 32

yneamiormble ian kamplabl/
28

under graramcs / anda
ApeTRiy 43

undergravnd fandagracmdd 10

unlnad fanflpod! 2%

uttretiable @ o' laralds 28

wveskilled warkers S ansicsdd
‘wakar! 13

untih Sadak 13

wrgens Madznil 39

valoe vl juy 22

VAT {value added rax) ivan/ 22
venue Svenud 47

verh fvhy |

viey well Mverd weld 34

visit Svizitd 34

wiapes Cweidaee’ 25

walk hwoik? 16

warchouses fMweahawyd 9
waste raonoy fweisl fmani’ 24
waste time Ll lanmd 18
welsits Mwebsan! 3
Wednesday wenzdey 17
werkdays Swnkdeizs 17
werkend Fowik'end! BT

weigh Sverd 27

wide fwak 17

winter Swianta’ B

wighdraw fwad'dray 26

word combiaaniang M el
komin et [nzd 2

worl {or Mweark fad B

waorle e Swensk e 3

waork uadar Swerk andal 13

waork with fwenk widi 8

wareking hours etk soog
28

worth Ay 22

wWriE frakif 31, 4

write cheeiess S et ek 16

zertg PTlage’ 4
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