


















2 Visitors to the company 

Welcoming company guests I Exchanging business cards I Describing your job 

Conversation 

~ 1 Diane Kennedy and Tom Field from Lowis Engineering meet John 
02 Carter and Karen Taylor from APU. Read their conversation and watch 

DVD the video. Who has Diane never met? 

Diane 

John 

Diane 

Karen 

Diane 

Tom 

Karen 

John 

Tom 

Karen 

Tom 

John 

Diane 

Hello, John! Good to see you again! 

Diane! Good to see you again, too. Can I introduce you to Karen 
Taylor? She's Chief Information Officer at APU . 

Nice to meet you. 

Nice to meet you, too, Ms Kennedy. 

Please, call me Diane. And let me introduce you to my colleague, Tom 
Field . Tom, John is head of engineering and special projects for APU. 

Pleased to meet you both. Let me give you my card. 

Pleased to meet you, too ... and here's my card .. . 

.. . and mine . So, what do you do, Tom? 

Well, I work with Diane a lot! I'm a project manager. I'm responsible 
for some of the larger projects here at Lowis. And I'm also a change 
management specialist. 

I see. So do you know many of the different department managers at 
Lowis? 

I think so, yes. It's important to know the different people and their 
responsibilities here. 

Oh yes, that's very important for a project manager. 

Please, have a seat. 
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Visitors to the company I Unit 2 

Business tip 

People in companies often shorten job titles like this: 

CEO= Chief Executive Officer, the person who manages the company. 
CFO =Chief Financial Officer, the person who is in charge of the finances. 

CIO =Chief Information Officer, the person who is in charge of the company's 

computer hardware and ·software. 

When you speak to visitors, don't shorten job titles because they may not 

understand them . Always give the full job title . 

Understanding 

~ 2 Watch again and choose th e best answer for each question. 
02 

DVD 
John has never met 

A Tom . 

B Karen . 

C Diane. 

2 Karen Taylor works for 

A a Chief Information Officer. 

B Lowis Engineering. 

C APU . 

Key phrases 

3 Tom is in charge of 

A Lowis Engineering. 

B large projects in Lowis Engineering. 

C specialists in Lowis Engineering . 

Welcoming company guests and exchanging business cards 

Good to see you again! 

Good to see you again, too. 

Can I introduce you to ... ? 

Nice to meet you. 

Nice to meet you, too. 

Please, call me ... . 

Practice 

3 Match the sentences. 

Can I introduce you to Tom? 

2 Let me give you my card. 

3 What do you do? 

4 Nice to meet you, Mr Martinez. 

5 Good to see you! 

Let me introduce ... . 

Pleased to meet you both. 

Pleased to meet you, too. 

Let me give you my card. 

Here's my card. 

What do you do? 

A I'm a computer specialist. 

B Good to see you, too. 

c Please, call me Carlos. 

D Thanks. Here 's mine. 

E Nice to meet you . 
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4 Complete the sentences with these words. 

I at for in of to to too 

Pleased meet you, ___ _ 

2 Diane is head personnel Lowis Engineering. 

3 I'm res ponsible the company finances. 

4 Can I introduce you Robert? 

5 She's a specialist Java programming . 

D) 5 Use the words to complete the sentences in the conversation. Then 
05 listen to Track 05 to check your answers. 
CD 

Jasmine Hi, John I good I see I again I 

John Hello, Jasmine I good I see I again I too I 

Jasmine Can I introduce I colleague I Julia I 

John Pleased I meet I you I 

Julia Pleased I meet I too I 

John What I do, Julia I 

Julia I I Mr Fisher's I personal assistant I 

Language spotlight 

The present simple tense for regular activities 

She's Chief Information Officer. 

What do you do? 

I'm responsible for .. . . 

We use the present simple tense to talk about things that we always do. 

Go to page 119 for more information and practice. 
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Visitors to the company I Unit 2 

Speaking 

D) 6 Notice how the underlined words are stressed in the exchanges below. 
06 Listen to Track 06 and repeat the sentences. 

0] 7 
07-08 

CD 

Good to see you again! 

Good to see you agai n too. 

2 Pleased to meet you both. 

Pleased to meet you too. 

3 Nice to meet you. 

Nice to meet you too. 

With a colleague, Tom, you are visiting Jenny, a supplier to your 
company who you already know. Read through the prompts and 
responses before you press play. Play Track 07 and speak after the 
beep. Then listen to Track 08 to compare your conversation. 

You 

Jenny 

You 

Alex 

You 

Alex 

You 

Alex 

You 

{Greet Jenny) 

Oh, hello I Good to see you again tool Can I introduce my colleague, Alex? 

{Greet Alex.) 

Nice to meet you too . 

{Ask what Alex does.) 

Oh, l"m responsible for sales and marketing. What about you? 

{Tell him your job.) 

Interesting. 

{Introduce your colleague, Tom, to Jenny and Alex.) 

Jenny, Alex, Tom Hi ... hello .. . pleased to meet you both . 

You {Offer Alex your business card.) 

Alex Oh, thanks. Here·s mine! 
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3 Down to business 

Starting a meeting I Making requests I Talking about future plans 

Conversation 

~1 Diane Kennedy and Tom Field from Lowis Engineering are meeting John 
Carter and Karen Taylor from APU to discuss the takeover of Lowis by APU. 

Read their conversation and watch the video. Who is Tom going to help? 

03 

DVD 

Diane 

John 

Diane 

Tom 

Karen 

Tom 

Diane 

John 

Diane 

John 

Diane 

So, thank you, everybody, for coming to this meeting today. 

Let's start by discussing what we 're going to do over the next few 
months. John and Karen, you are going to be responsible from the 
APU side for integrating Lowis into APU . 

That's right. I'm going to deal with the management side with you 
and Karen is going to work on systems like IT. 

And Tom, I want you to work with Karen. 

OK. How I can help exactly? 

Well, I'd like you to help me understand how Lowis works. You 're 
the expert. It's going to be difficult for me to integrate your system 
into APU without your support. 

That's true. 

Good . I think you 're going to find this a very interesting project, Tom. 

We really need you to make this work well, Tom. 

Exactly. Let's look at the current situation at Lowis. Tom, could 
you give John and Karen the handouts while I start the projector? 

Would you mind if I make a quick phone call while you set up? 

Not at all. 
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CQ) 
03 

DVD 

Down to business I Unit 3 

Business tip 

Particularly in English-speaking countries, it is usual for business people to use 

first names, even with people they meet for the first time . 
John and Karen, you're going to be responsible for ... . 

We really need you to make this work well, Tom. 

When you are in international meetings, listen and follow what other people do. If 
they use first names, you use first names. 

Understanding 

2 Watch again. Are the sentences true [T) or false [F)? 

John and Karen are in charge of integrating Lowis into APU. 

2 Karen deals with HR issues for APU. 

3 Tom knows a lot about APU. 

4 Karen doesn't want Tom's help. 

5 Diane asks Tom to help her. 

6 John doesn 't want to make a phone call. 

Key phrases 

Starting meetings and making requests 

Thank you for coming to this meeting. 

Let's start by ... +ing .... 

I want you to ... . 

I would I I'd like you to ... 

Practice 

We really need you to ... . 

Could you ... ? 

Would you mind if I ... ? 

3 Complete the sentences with language from Key phrases. 

APU like you to start work next week. 

2 Would your boss if I change our appointment? 

3 I really you to do this for me. 

4 Thanks for to this meeting. 

5 you send me an email? 

6 Let's start ____ talking about the new project. 

T/F 

T/F 

T/F 

T/F 

T/F 

T/F 
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4 Put the words in the sentences into the correct order. 

you I windows I mind I Would I we I open I if I the 

? 

2 boss I needs I him I really I call I you I to I The I give I a 

3 checking I start I information I by I some I Let's 

4 like I to I to I you I come I She'd I meeting I the 

5 reservation I check I you I Could I my 

? 

6 you I for I this I all I coming I morning I to I this I Thank I meeting 

5 You want a colleague at work, James, to do some things for you. 

Complete the requests with some information of your own. 

James, I want you to ... 

2 Would you mind if I .. . 
______________________________________________________ ? 

3 Could you .. . 
______________________________________________________ ? 

4 . The company really needs you to ... 

5 When that's finished, I'd like you to ... 

Language spotlight 

Going to future 

I'm going to deal with the management side. 

It's going to be difficult for me to integrate your systems. 

You 're going to find this an interesting project. 

The going to future is used to talk about future plans, intentions or expectations. 

Go to page 121 for more information and practice. 
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Down to business I Unit 3 

Speaking 

D) 6 The two words going to are often run together when spoken quickly so 
09 that it sounds like gonna. Listen to Track 09 and repeat the sentences. 
CD 

0]7 
10-11 

CD 

I'm going to phone him. 

2 He's going to send an email. 

3 What are you going to do? 

4 It isn't going to work. 

5 Are you going to see him tomorrow? 

You are a project manager. Ask the project team members to do things for 
you. Read through the prompts and responses before you press play. Play 
Track 10 and speak after the beep. You start. Then listen to Track 11 to 
compare your conversation. 

You (Thank Helen and Colin for coming to the meeting.) 

Helen+ Colin OK, good. 

You (Ask Helen and Colin to do some things for you.) 

Helen+ Colin Fin e. No problem. 

You (Ask Colin to check the project costs.) 

Colin Sure. Can I get the figures from you tomorrow morning? 

You (Say you aren't going to be in the office tomorrow morning. Ask if 

he can come to your office after the meeting.) 

Colin Of course. 

You (Say you'd like Helen to check the factory with you.) 

Helen Great! Wh en? 

You (Say you plan to check it on Monday next week.) 

Helen OK. 

You (Ask the team to send you all their reports to you by Friday lunch time.) 

Helen+ Colin Sure. No problem. 
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4 The presentation 

Starting a presentation I Sequencing a presentation I Talking about the past 

Conversation 

~ 1 Diane and Tom are giving a presentation to John and Karen about 
04 Lowis. Read their conversation and watch the video. In which countries 

ovo does Lowis have offices? 

Diane 

Karen 

Tom 

Diane 

Karen 

Diane 

Tom 

OK. So Tom and I would like to tell you something about the two 
biggest projects at Lowis over the last three years: first, there's 
the accounting software- xRoot- that we use for all of our 
bookkeeping, and second, the Jupiter project for the government. 

So, first of all, xRoot. Some years ago we used a basic 
spreadsheet for all of our bookkeeping. This wasn't a problem 
then because we worked in one London office. But after we 
opened offices in Strasbourg, Seoul and then Houston, we realized 
we needed to upgrade . The system was a problem at first, but we 
used some consultants to help us and now everything works very 
well. 

Sorry, do you store your numbers in a Delphic or a Compex 
database? 

Compex. xRoot only works with Compex. 

Thanks, Tom . 

I see. 

So, next topic, Tom can tell you about the Jupiter project. 

Thanks, Diane. Well, I was the project manager for the Jupiter 
project, which was a £45 ... 
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--
The presentation I Unit 4 

Business tip 

It is a good idea to keep the structure of your presentations simple. This three
step approach works well : 

Introduction: Tell the audience what your presentation is about. 

2 Main body: Give the audience your points. Support each point with facts and 
figures. · 

3 Conclusion: Tell your audience what they need to do with the information you 
have given them. 

Understanding 

~2 Watch the video again and choose the best answer for each question. 
04 

DVD 
In her presentation Diane wants to talk about 

A Lowis offices around the world . 

8 APU. 

C two large projects at Lowis. 

2 The xRoot system 

A deals with financial figures. 

8 deals with sales. 

C deals with office systems. 

3 Tom 

A was project manager at xRoot. 

8 was the project manager on the Jupiter project. 

C worked for the government. 

Key phrases 

Giving a presentation Talking about the past 

I would like I I'd like to tell you something After ... , we did ... . 

about... . Then ... . 

First, ... . I First of all, .. . . 

Second, ... . 

Third, ... . 

Next ... . 

Finally, .... 
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Practice 

3 Join the two parts of the sentences together. 

We would like to A look at these figures . 

2 So, first of all, 8 the project in Turkey, we then .. . . 

3 After we finished c six months in Indonesia with ... . 

4 Then we worked for D show you our new product. 

4 Complete the beginning of a presentation about APU with words from 

the Key phrases. 

I would [1) to tell you something about APU : [2) ____ _ 
our projects in Southeast Asia, [3) , our merger with Lowis 
Engineering and, thirdly, the Sydney traffic projects. 

So, first of [4) , Southeast Asia. In 2005 we opened our offices in 
Jakarta, and Kuala Lumpur in 2007. [5) we started working there, 
we realized how important it was to have local experts in our team and so we 
[6) hired graduates from the local universities. 

5 Complete a presentation about your company with some facts of your own. 

I would like to tell you something about _______ __ _ 
2 Firstly, _________ _ 

3 Secondly, _________ _ 

4 So, first of all, ________ _ _ 

5 After we----------· we then _________ _ 

Language spotlight 

The past simple 

Some years ago we used Microsoft Excel ... . 

.. . we worked in one London office .... 

This wasn 't a problem then. 

I was a project manager ... . 

... after we opened offices in Strasbourg ... . 

The past simple is used to talk about activities in the past that are finished. 

Go to page 122 for more information and practice. 

22 Workplace English 2 

• 



The presentation I Unit 4 

Speaking 

D]6 In presentations we usually pause after signal words like first and 
second so that the audience knows something important is coming. 
Listen to Track 12 and repeat the phrases: 

12 

CD 

Dl 
13 
CD 

First, the costs. 

2 Second, the size. · 

3 So, first of all, the new plans. 

4 After that, we closed the company in Ankara . 

5 Then we opened a factory in Malaysia. 

7 You are giving a presentation to a group of suppliers. Use the notes to 
write your presentation. Then listen to Track 13 to compare your 
presentation. 

Notu 

To[Xu: Pay~ ter/4U 

WtUtt to taLk:, abou:t ( 1) ~e, ~ ter/4U ( 2) reaooru for ~e, ~ ter/4U 

Pt.u.-&: paf~ teri4U to ~e, jroMV GO to 90 dAys orv }a~UUtrJ 1 rt. 

ReMorv for duutje,: 90 JAys u wlw.i: our uutom-ers rettuin. 

~ ll8 J ~~-== \ ~ Now you can 
-r Be in a P-resentation 
~------~S~erg~-e-nceafJ.• Qre~s~e~nlitgatitiQonn---------------
r Tall< about the e·~as?J.t _______ _ 
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5 Questions and answers at the presentation 

Handling questions I Asking questions about the past 

~ 1 At the end of Diane and Tom's presentation John and Karen have some 
05 questions about Lowis. Read their conversation and watch the video. 

ovo What was Diane responsible for in Seoul? 

Tom OK, so do you have any questions? 

John Yes. Diane, have you always worked here in London? 

Diane Sorry, I don't understand your question. 

John Well, I mean did you ever work at any of the Lowis offices outside Britain? 

Ah, I see. I'm glad you asked that question, John. Yes. I did. In 2008 
Diane I was sales manager responsible for Asia and I worked in Seoul. But 

I didn't work there for very long, only about six months. 

Karen Were you responsible for the xRoot project in Asia? 

Diane No, I wasn 't . That was my boss, Mr Lee Ji-Sung . 

John 

Diane 

Ah yes, Mr Lee. I met him last week in Sydney. And how much did the 
new system cost? 

That's a good question .. . erm ... I'm not sure about that. Tom, do you 
know? 

Tom Yes. Including the Compex consultants it cost around six million dollars. 

Karen And how long did it take to insta ll? 

Tom 

John 

Tom: 

That was very fast. The project took nine months. 

That is fast I Now I have a question for you, Tom: when did your work 
for th e Jupiter project start? 

Oh, let me think. It began about 12 months ago when I sta rted work 
on the ... 
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@ 
05 

DVD 

Questions and answers at the presentation I Unit 5 

Business tip 

Be positive about questions at the end of your presentation. It is a good chance to 

repeat key information or to give your listeners more information about your 
topic . 

Understanding 

2 Watch the video again. Are the sentences true IT) or false IF)? 

Diane has only worked in London. 

2 Diane worked for a short time in Seoul. 

3 Diane 's boss wasn't responsible for the xRoot project in Asia . 

4 Tom says the xRoot project cost about six million dollars. 

5 John doesn't think the xRoot project was fast. 

Key phrases 

Questions and answers at a presentation 

Do you have any questions? 1 I'm not sure about that. 

Sorry, I don 't understand your question. [Now] I have a question for you, Tom. 

I'm glad you asked that question. Let me think. 

That's a good question. 

Practice 

3 Look at the sentences below and write in the missing word. 

I'm you asked that question . ____ _ 

2 Sorry, I don 't your question. _ ___ _ 

3 That's a questionl _ _ _ _ _ 

4 Have a question for you, Kim . ____ _ 

5 Let think . ____ _ 

T/F 
T/F 
T/F 
T/F 
T/F 
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4 Put the words in the sentences into the correct order. 

Do I presentation I you I the I any I questions I have I about 
________________________________________________________ ? 

2 not I sure I I'm I about I that I point 

3 question I me I think I Let I about I that 

4 you I question I for I asking I Thank I that 

5 What do you say when: 

you want people to ask you questions after your presentation? 

2 you don't understand a question? 

3 you aren't sure of the answer to a question? 

4 you want some tim e to think about the answer to a question? 

Language spotlight 

The past simple: questions and negatives 

Were you responsible for the xRoot project? 
Did you ever work outside Britain? 
I didn't work there long. 
No,/ wasn't. 
How much did the new system cost? 

Go to page 122 for more information and practice. 

Speaking 

0]6 When you ask questions, the intonation is very important so that people 
realize you are asking a question. Listen to Track 14 and repeat the 
questions. 

14 

CD 

26 .I 

How much did it cost? 

2 What did you do? 

3 How long were you there? 

4 Were you the sales manager? 

5 When did you arrive? 
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D)7 
15-16 

CD 

D) a 
17-18 

CD 

Questions and answers at the presentation I Unit 5 

After you make a presentation, your customer wants to ask some 
questions about your new product. Use the information below to help 
you answer the questions. Read through the prompts and responses 
before you press play. Play Track 15 and speak after the beep. Then 
listen to Track 16 to compare your presentation. 

You {Ask if there are questions.) 

Customer 1 Yes . How much time did you need to develop your product? 

You {Say you don't understand.) 

Customer 1 I mean, how long did it take from start to finish? 

You {Nine months.) 

Customer 2 Was the product tested in Taiwan? 

You [Say you aren't certain. Ask if you can send an email with the answer.) 

Customer 2 Of course. How many people worked on the project? 

You {Say you are glad he asked that question. Say it wasn't many, only six 

engineers.) 

Now take the part of the customer and ask more questions about the 
new product. Use the information below to help you ask the questions. 
Play Track 17 and speak after the beep. Then listen to Track 18 to 
compare. 

You 

Supplier 

You 

Supplier 

You 

Supplier 

You 

Supplier 

{Ask if the supplier was responsible for the project.) 

Yes, I was. 

{Ask how much the project cost.) 

I'm afraid I can't tell you that information. 

{Say you understand. Ask where the six engineers worked.) 

They worked as a team in the UK. 

{Say thanks.) 

My pleasure . 
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6 Closing the meeting 

Finishing a meeting I Setting objectives I Offering refreshments 

Conversation 

~ 1 At the end of the meeting Diane makes a summary of the discussion. Read 
06 their conversation and watch the video. What does Tom promise Karen? 

DVD 

Diane 

John 

Diane 

Tom 

Karen 

Tom 

Diane 

John 

Diane 

John 

Diane 

John 

Karen 

Diane 

Karen 

OK, let me summarize : Tom will work with Karen on the integration 
project full time. Karen will report to John and Tom will report to me. 

Right, and you and I, Diane, we'll have a meeting or telephone call 
once a week to check progress. 

Yes. 

OK. So, Karen, l"ll make a list of all the IT systems for you so that you 
know what we have. 

Great! When will you be able to send that to me? 

lt"ll be on your desk on Wednesday. 

Are you OK with that, John? 

Oh, yes. That"s great. 

Good ... Well, I think that's enough for today. 

Good. 

Ah, excellent timing. Now, you and I, John, have a factory tour with 
Chris Fox the production manager in half an hour and since we won't 
have time for a proper lunch, I ordered some sandwiches for us all. 

Thank you. 

Good idea . 

So, help yourself to something. 

Thank you . 
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John 

Diane 

Karen 

Tom 

Karen 

Diane 

Closing the meeting I Unit 6 

Looks good . 

Tom, could you pass me a bottle of water? 

Sorry, is that chicken? I'm afraid I don't eat meat. 

Oh, sorry. Would you like some of these sandwiches? Cheese, egg 
and ... I think those ones are salad sandwiches. 

I think I'll just have some fruit, thanks. 

Good idea. Have some of this mango. It's delicious! 

Business tip 

When you offer guests food or drink, be careful to check if they have any special 

requirements . They may not eat certain foods. If you can plan this, find out before 

the meal. 

Understanding 

CQ)2 Watch the video again and correct each of the sentences below. 
06 

DVD 
Tom and Karen will work on the integration project part time. _____ _ 

2 John and Diane will have a meeting every month. _____ _ 

3 On Friday Tom will send the list of IT systems to Karen. _____ _ 

4 Diane ordered some pizzas for lunch . _____ _ 

5 Karen doesn't eat fruit. _____ _ 

Key phrases 

1 Finishing a meeting 

Let me summarize : ... . 

Are you OK with that? 

2 Refreshments 

Help yourself to something. 

Could you pass me ... ? 

Sorry, is that chicken? 

I'm afraid I don't eat meat. 

I think that 's enough for today. 

Would you like some ... ? 

Have some .... 

It's delicious. 
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Practice 

3 Join the two parts of the sentence together. 
1 Let me summarize A bottle of water? 

2 Would you like a B OK with that? 

3 Are you c our meeting. 

4 I'm afraid D sandwiches. 

5 Have some E I can't eat nuts. 

4 Make sentences using these words to help you. 

think I enough I today 

2 Please I yourself I something I eat 

3 Could I pass I orange juice I John? 

4 Would I like some I fruit 

____________________________ ? 

____________________________ ? 

5 Write the first part of the dialogue for each answer below. 

A 

B A mineral water? Here you are I 

2 A 

B Yes, that's fine for me and my company. 

3 A 

B Some cheese? Oh yes, thanks very much. 

4 A 

B No problem. We can order some vegetarian food. 

5 A 

B Mmm, you're right! The mango is delicious! 

Language spotlight 

Will future 

It'll be on your desk ... [promise] 

We won 't have time ... [prediction] 

Tom will work with Karen. [instructions] 

Karen will report to John. [instructions] 

When will you be able to send ... ? [instructions] 

Will is used when we promise or predict something, or when we want to give 

instructions. 

Go to page 123 for more information and practice . 
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Closing the meeting I Unit 6 

Speaking 

D) 6 
19 

CD 

D] 7 
20-21 

CD 

When speaking, we usually contract will. Listen and repeat the 
examples. 

lt"ll cost a lot of money. 

2 What"ll he do? 

3 She won't be at th e mee ting . 

4 Tom"ll fini s h th e report tomorrow. 

5 When "ll he call he r? 

6 They' ll fly bac k tomorrow. 

At the end of your meeting, you offer your American colleague, Cindy, 
some refreshments. Use the information to help you have a 
conversation with her. Read through the prompts and responses before 
you press play. Play Track 20 and speak after the beep. Then listen to 
Track 21 to compare your presentation. 

{Say that 's the end of the meeting.} 

That's good. 

You 

Cindy 

You 

Cindy 

You 

Cindy 

You 

Cindy 

{Say you ordered some refreshments. You hope Cindy is hungry!) 

Yes . Very. 

{Tell her to help herself) 

Mm m, it looks grea t! 

{Ask her to pass you an orange j uice./ 

Here yo u are . Um ... is that beef in the sa ndwic h? I'm afraid I don't 

eat meat ! 

You 

Cindy 

You 

{Offer her some cheese sa lad sandwiches. ) 

Oh thanks I Sorry to be diffi cult! 

{No problem. Tell her you can 't ea t fish.) 

~ l,(,JJ ~~~ , ~ Now you can 

-r Finish a meet Q 
F~-~~L.UJ."<~ 

Set objectives . . 
~r-----t~- f shments to VISitors 
r Offer re re 
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7 On the phone to Australia 

Telephoning a business partner I Asking for somebody on the phone 

Telephone call 

D) 1 Tom wants to speak to Karen in Australia. Listen to the telephone 
22 conversation. Why can't Tom speak to Karen in Sydney? 
CD 

II Kim 

Tom 

Kim 

Tom 

Karen 

Tom 

Kim 

Tom 

Kim 

Tom 

Kim 

Tim 

Kim 

Kim Benders speaking . 

Hello, this is Tom Field from Lowis Engineering in London. Can I 
speak to Karen Taylor, please? 

Oh hello, Mr Field . l"m Karen ·s assistant. I'm afraid she's not in the 
office today. She's on a business trip to Malaysia . Can I help you? 

Oh, I see. Well, can you put me through to John Carter? 

Of course. Hold the line, please. Hello, Mr Field ? I'm sorry but his 
line's busy at the moment. Can I take a message? 

No, don·t worry. I'll call him back later. 

By the way, I know that Karen checks her emails every evening. 

Yes, that's a good idea. I'll send her an email. Thanks for your help. 

And she"ll be back in the office on Friday, so you can speak to her then. 

OK. Good to know. Thanks a lot. 

No worries. 

Goodbye! 

Bye! 
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On the phone to Australia I Unit 7 

Business tip 

Thanks for your help. 

Always thank assistants when you speak to them. They will remember you as a 
pleasant business contact and be more willing to help you if you want to contact 
their manager in the future. 

Understanding 

D)2 Listen again and choose the best answer for each question. 
22 
CD 

Kim Benders 

A works for Lowis Engineering . 

8 is Karen 's boss. 

C works for Karen. 

2 John is 

A in Malaysia. 

8 speaking on the phone. 

C in a meeting. 

3 Tom wants 

A Kim to tell John to telephone him. 

8 Kim to tell John he telephoned. 

C to telephone John later. 

4 Tom decides to 

A write to Karen. 

8 telephone Karen later. 

C visit Karen. 

Key phrases 

Telephoning 

Calling a business partner 

Hello, this is Tom Field from ... . 

Can I speak to Karen Taylor, please? 

Can you put me through to ... ? 

I'll call back later: 

I'll send her an email. 

Thanks for your help. 

Answering the phone 

Kim Benders speaking. 

I'm afraid she ·s not in the office. 

She ·s on a business trip to .... 

Can I help you? 

Hold the line, please. 

I'm sorry but his line's busy at the moment. 

Can I take a message? 
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Practice 

3 Join the two parts of the sentences together. 

Hold A take a message? 

2 Can I B back later. 

3 I' ll call c for your help. 

4 Thanks D speaking. 

5 David Knopf E the line, please . 

4 Put the words in the sentences into the correct order. 

you I please I put I through I me I to I Can I Julia, 
______________________________________________________ ? 

2 afraid I meeting I he 's I l"m I in I a I at I moment I the 

3 I I Jasmine I speak I Goodman, I to I Can I please 
______________________________________________________ ? 

4 him I write I an I I' ll I email 

5 Knopf I this I xRoot I Software I is I David I Hi, I from 

5 What do you say in these telephone situations? 

The te lephone rings and you answer. 

2 The caller wants to speak to your manager. She's in a meeting. 

3 You want the caller to wait while you transfer their call to so mebody else . 

4 You have to tell the caller that the person they want is speaking on the phone: 

5 You offer to take a message . 

Language spotlight 

Phrasal verbs 

Well, can you put me through to John Carter? 
ru call him back later. 

Go to page 124 for further information on phrasal yerbs and practice. 
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On the phone to Australia I Unit 7 

Speaking 

C) 6 
23 
CD 

C) 7 
24-25 

CD 

When you want somebody to do something for you, add please at the 
end of the sentence. This will help you to get what you want! Listen and 
repeat the sentences below. 

Can I speak to Karen Taylor. please? 

2 Can you put me through to Susie Goh, please? 

3 Can you take a message, please? 

4 Hold the line, please. 

You need to call your supplier, Compex Inc, in the US. Read through the 
prompts and responses before you press play. Play Track 24 and speak 
after the beep. Then listen to Track 25 to compare your conversation. 

Jodie Compex Incorporated, Jodie King speaking. How can I help you? 

You {Give your name and your company name and ask to speak to Frank Linker.} 

Jodie I'm afraid he 's in a meeting . 

You {Say you 'll send him an email. Then ask to be put through to Susie Goh.} 

Jodie I'm sorry but her line 's busy at the moment. Can I take a message? 

You {Tell her not to worry and you 'II call back later. End the call politely.} 

Jodie Goodbye! 

( 

r 
-r 

Now you can 

.J __ .--f!.:.!.==--

( 

Workplace English 2 1 35 



8 Emailing Australia 

Making suggestions I Making an appointment I Creating an out-of-office message 

Email 

1 Tom sends an email to Karen. What does Tom suggest? 

Dear Karen 

I tried to call you today but I heard you are on a business trip. 

With regard to your email and your questions, I think it's a good idea if we 
discuss them with Diane, John and some other people from Lowis. I suggest 
that I organize a telephone conference call on Friday at 8 am UK time (6 pm 
in Australia]. Your assistant said you'll be back in the office then. Could you let 
me know if that's convenient for you? 

I look forward to speaking to you soon. 

Best wishes 
Tom 

I am out of the office until Thursday 7'h November. I will be back in the office on 
Friday S'h November. I will be reading my emails every evening. 

Thanks, Karen 

-- 36 1 ~orkplace English 2 



Emailing Australia I Unit 8 

Business tip 

Dear Karen 

Although there are different ways to start emails, starting with Dear ... is usually 

best for business emails. The alternatives, Hello Karen, Hi Karen, Karen, can sound 

too informal. Only use a first name if you know the person. 

Understanding 

2 Read the emails again. Are the sentences true [T) or false [F)? 

Tom spoke to Karen. 

2 Karen isn"t on a business trip. 

3 Diane wants to organize a telephone conference ca ll. 

4 Karen is back in the office on Thursday. 

5 Karen is reading her emails on her business trip. 

Key phrases 

Business emails 

1 Business emails 

I tried to call you .. . but ... . 

With regard to ... . 

/look forward to speaking to you soon. 

Best wishes 

3 Automated replied 

I am out of the office [in .. .] until .. . . 

Practice 

2 Making suggestions and 
appointments 

I think it's a good idea if .. . . 

I suggest that I ... . 

Could you let me know if that's 
convenient for you? 

3 Find the missing word for each sentence in the box. 

I a but me until we your I 

With regard to project in India .... 

2 I think it"s good idea if we ... 

3 I tried to speak to you thi s morning you were in a meeting. 

T/F 

T/F 

T/F 

T/F 

T/F 
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4 1 suggest that meet as soon as possible. 

5 Could you let know if that's convenient? 

6 I'm out of the office Monday. 

4 Put the sentences in this email to Diane's assistant, Jasmine Goodman, 

into the correct order. 

Dear Ms Goodman 

Best wishes 

With regard to our meeting tomorrow, ... 

I look forward to seeing you tomorrow. 

I suggest that I invite our accountant, Gordon King, to the meeting . 

_1_ : I tried to call you this afternoon but you were in a meeting . 

__ . I think it's a good idea if we also discuss the project costs . 

Priti Makesch 

5 You are writing an email to a business partner. Complete the email with 

information of your own. 

Dear ________________ __ 

[ 1) _________________ I tried to call you [2) _________________ but 

your assistant said you are [3) _________ _ 

With regard to your [4) ________________ I think it's a good idea if I 

[5) . Also, I suggest that I [6) ___ ____ _ 

Could you let me know if that's convenient for you? 

Best wishes 

[7) 
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Emailing Australia I Unit 8 

Language spotlight 

in I on I at prepositions of time 

I suggest that I organize a telephone conference on Friday at 8 am. 

I will be back in the office on Friday 8 'h November. 

We use: 
In for months and years: In July I In 7 989 

On for days of the week and dates : On Friday I On May 30'h 
At for clock times and festivals : At eight o'clock I At Christmas 

Go to page 125 for a full review of prepos itions of time and a pract ice exe rcise. 

Writing 

6 An important US customer has Left a message on your voice mail with 
several questions about your company's products or services. You tried 
to call her but she is flying to China. Send an email to say you want to 
speak to her and suggest you call her tomorrow at 6 pm Beijing time. 
Ask for her hotel telephone number. 

7 Write an out-of-office reply for yourself for next week. You are going 
to be away all week on vacation and your assistant Susan Smith on 
smith0XYZ.com can deal with any enquiries. 

r:-~,8 ~~~ ' U Now you can 
1 . ,., rn"' 1· Ls.UJg_g.es.tio.g..a-plan Wnte ~-'-'-'"'·· 

..1 Write an ou -oLoffic.aLep.L)l'-----\ 

~~~~~~j~:~:~~~---------=~====~ 
--.r ~~ -::::---~ ---------
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9 Starting the telephone conference call 

Taking part in a telephone conference call [telco] I Greeting other participants 

Telephone conference call 

D) 1 Tom, Diane, John, Karen and Robert take part in a telco. Listen to the 
26 conversation. Where is Tom? 
CD 

Recorded voice 

Tom 

Recorded voice 

Recorded voice 

John 

Tom 

Jo hn 

Karen 

Tom 

Recorded voice 

Diane 

Robert 

Tom 

Karen 

40 Workplace English 2 

Welcome to the Maxtime telephone conference service. 
Please enter your conference call PIN followed by the 
pound sign. Please give your name. 

Tom Field. 

Until the other participants arr ive, you will hear some 
music . 

Another participant is entering the call. 

Hi, John Carter here. Hello , Tom? 

Hi there. 

I'm sitting here with Karen. 

Morning, Tom . 

Hello, Karen, hi John . I'm not calling from the office because 
I'm working at home today. But Diane will call in in a minute, 
together with Robert Holden. You want to ask him about the 
xRoot systems for the account ing department. 

Anoth er participant is entering the ca ll. 

Hello . Diane and Robert here . 

Hi, everybody. Sorry we're late . 

No problem. Well, let's start. Karen, you have some 
questions for Robert and me, I think. 

Yes, thanks Tom . Robert, can you tell me how many different 
IT systems you need for the financia l accounts for Lowis? 



Robert 

Karen 

Robert 

Karen 

Robert 

John 

Robert 

Karen 

Tom 

John 

Business tip 

Starting the telephone conference call i Unit 9 

Hmm, we use three systems. 

Yes, but why do you have three IT systems? 

Because Lowis is an international company. One system is 
for the local figures in each country- the US, Korea or 
Germany. The second system collects the figures from all 
over the world. The third system prepares the figures for 
ou.r management and the tax office. 

And how much time does the process need? 

Not much. We can prepare the complete annual report in 
two days. 

Yes, that is good. Tell me, Robert, how many people work in 
the accounts department? 

Only a few. Including the trainees it's ... erm ... fifteen . 

Right. Tom, can you tell me how much space the company 
computer servers need? 

Only a little . We have them all in the basement. Maybe five 
square metres. 

I see, Diane, what do you think about ... ? 

In a telco always listen carefully to the other speakers and let them finish what they 

have to say. Two people talking at the same time means nobody understands anything. 

Understanding 

D] 2 
26 
CD 

Listen again and answer the questions 

Why is Tom not in the office? 

2 Why does Lowis have three IT systems for the accounting department? 

3 How long does it take to do the figures for Lowis? 

Key phrases 

Starting telcos 

Tom here. 

I'm sitting here with Karen. 

I'm calling from home. 

I'm working at home today. 

Diane will call in in a minute. 

Sorry we're late. 

Let 's start. 

Asking questions 

Can you tell me .. . ? 

Why do you have . .'. ? 

How much ... ? 

Howmany .. . ? 
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Practice 

3 Join the two parts of the sentence together. 

1 Sorry A computers do we need? 

2 Let"s B what you know about the software? 

3 I'm working c start with the agenda. 

4 Ken will call in D time do we need for the meeting? 

5 Can you tell me E later. 

6 How much F I'm late . 

7 How many G from home today. 

4 Put the words in the sentences into the correct order. 

Mondays I home I Diane I from I on I works __________ _ 

2 si tting I Bernadette I here I with I l"m I Kim I and ________ _ 

3 you I costs I much I tell I Can I how I it I me ___________ ? 

4 you I many I know I worldwide I how I offices I you I 
have/Do _________________________ ? 

D)s John and Karen have another telco with a Korean supplier, Mr Park. 

Put the sentences into the correct order to make a conversation. Then 

listen to Track 27 to check. 

27 

CD 

1 John 

• MrPark 

• John 

John 

Karen 

Mr Park 

John 

Mr Park 

John Carter here . Hello, Mr Park . 

No problem, Ms Taylor . 

My colleague Karen Taylor will call in in a moment from home. 

Good . Well, lefs start. Can you tell us how much time you 
have for us today? 

Hello, John . Hello, Mr Park. Sorry l"m late . 

As much time as you want, Mr Carter. 

Great! Well, first of all, we need to know how much your new . 
products will cost? 

Good evening, Mr Carter. 

Language spotlight i 

How much I How many I a little I a few 

We use : much for things we cannot count [e.g . How much space do we have?]. many 

for things we can count [e .g. How many computers do we have ?) 

We answer How much with a little [e .g. We only have a little space.]. We answer 
How many with a few [e .g. We only have a few computers.) 

Go to page 126 for further examples and a practice exercise. 
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Starting the telephone conference call i Unit 9 

Speaking 

C) 6 
28 
CD 

C) 7 
29-30 

CD 

Practise the question forms. Listen and repeat the sentences. 

How much does it cost? 

2 Can you tell me when she' ll call in? 

3 How many offices do you have? 

4 Why do you have so many systems? 

You are taking part in a telephone conference call with Jun Watanabe in 
Tokyo and Pascale Benoit in Paris to discuss a project you are working 
on together. Read through the prompts and responses before you press 
play. Play Track 29 and speak after the beep. Then listen to Track 30 to 
compare your conversation. 

Recorded voice Another caller is entering the conference. 

You {Say hello and give your name.} 

Jun +Pascale Hi, Jun here. Hello, this is Pascale! 

You {Apologize for being late.} 

Pascale That's OK! 

You {Say you're working from your home. Then ask how much time we 

need for the telco.} 

Jun As much time as you want. Well, let's start. Can you tell us how 

many people you have for this project in your office? 

You {Only a few. Ask Pascale how many people she has .} 

Pascale Oh, it's the same for me. Only a few. 

You {Ask Pascale how many people she needs.} 

Pascale I think another five at least! 

~ ~o~~-~N~o~w~y~o~u~c~a!2n~~= L -= ~~ = rnn:;fpn~e..D:~~:__c~-~aL~l ~ 
--r Take p_grt in a telg~ 
-r;---t-S~t-a-rt a teleghone conference c l , 

r 
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10 Ending the telephone conference call 

Making arrangements I Saying 'goodbye· on the phone I Talking about fixed plans 

Telephone conference call 

D)1 Tom, Diane, John, Karen and Robert are taking part in a telephone 

conference call. Listen to the conversation. How many nights is Tom 

staying in Portsmouth? 

31 

CD 

Diane 

Robert 

John 

Karen 

Tom 

Karen 

Tom 

Karen 

Tom 

Diane 

Tom 

.. . and then we can integrate our computer system with yours and 
cut the number of computer servers. 

And that cuts the costs, of course. 

Yes, that's very important. Do you agree, Karen? 

Yes, definitely. By the way Tom, I just want to let you know that I'm 
flying to London next week. Can we have a meeting some time? 
What are your plans on Monday? 

Let me check my schedule for next week. Well, on Monday 
morning I'm having a meeting with the sales team to talk about 
your Customer Relationship Management tool . 

How does Monday afternoon look? 

Mm, let me take a look. Sorry, not good . After that, I'm driving 
down to Portsmouth to visit our largest customer and tell them 
about the company changes. 

Well, can I come with you? Then I have a chance to see you and 
meet the customers of Lowis Engineering . 

Well, I'm not sure if that's a good idea . 

I think that's a really good idea, Tom. It's very important for Karen 
to meet our customers as soon as possible. 

Yes, of course. It's just that I'm staying in Portsmouth on Monday 
night and I'm not driving back to London until Tuesday night. 
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Karen 

John 

Diane 

Karen 

Tom 

Business tip 

Ending the telephone conference call i Unit 10 

No problem, Tom. I can take a train on Tuesday morning. 

Exce llent. Thafs a good solution, I think . Now, I have another 
meeting J"m afraid ... 

Me too. Good to speak to you, John ... Karen. 

Great I Speak to you soon, Diane and Robert. Nice speaking to you, 
Tom. See you on Monday 

Right, Monday then. I'm looking forward to it, Karen . 

Great! Excellent! 
You can use positive words like these to help improve your business relationships 
when your partner agrees with you about something . 

Understanding 

D) 2 Listen again. Are the sentences true [T) or false [F)? 
31 

CD 
Karen is flying to London tomorrow. 

2 Tom is busy all day on Monday. 

3 Tom is visiting a supplier in Portsmouth. 

4 Tom Likes the idea of Karen going with him to Portsmouth. 

5 Karen will catch a train back to London on Tuesday. 

T/F 
T/F 
T/F 
T/F 
T/F 

Key phrases I 

1 Making arrangements 2 Saying 'goodbye' 

I just want to let you know... . Good to speak to you, .... 

What are your plans on .. . ? Speak to you soon. 

Let me check my schedule for next week. Nice speaking to you, .... 

How does Monday afternoon look? l"m looking forward to it. 

Let me take a look. 

Practice 

3 Complete the sentences with one of these words. 

lunchtime Mr Carter"s seeing speak Tuesday 

1 to you soon. 

2 How does Thursday look? 

3 Let me check schedule for next week. 
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4 rm looking forward to you . 

5 What are your plans on ? 

4 Match the sentences. 

How does Saturday look? A Well, l"ll go to work and finish the report . 

2 What are your plans on B February? Let me check my calendar. 

Monday? 

3 What about next month? c Yes, I think it should be a good meeting . 

4 rm looking forward to it! 0 Oh, I never do business on the weekend! 

5 Read the conversation between John and a Korean supplier, Mr Park. 
In each numbered line there is at Least one small mistake. Find and 
correct them. 

1 J I just want to let you know. l"m flying to Seoul last week. 

2 P Oh, let my check me schedule. 

3 J How do Wednesday look? 

4 P Hmm, not too bad . What about on ten o"clock in your hotel? 

5 J That"s fine . l"m have a meeting at the APU office after lunch . 

6 P OK. So, ten o"clock on Wednesday. Nice speaking at you, John. 

7 J Yes. He"s looking forward to seeing you soon I 

Language spotlight 

Present continuous to talk about the future 

On Monday morning I'm having a meeting. 

I'm staying in Portsmouth on Monday night. 

I'm not driving back until Tuesday night. 

We can use the present continuous to talk about things in the future which are already 

planned, organized and agreed. 

Go to page 119 for further examples and practice. 
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Ending the telephone conference call i Unit 10 

Speaking 

6 When you say goodbye to somebody on the phone it's important to 
32 sound enthusiastic and friendly. If possible use the person's name. 
CD Listen and repeat the sentences. 

Good to speak to you, Linda I Byel 

2 Speak to you soon, Kim! 

3 Nice speaking to you, Ms Carter. Goodbye! 

4 I'm looking forward to it, Pascale . Bye! 

5 Well, goodbye then, Alex I 

CJ 7 You are taking part in a telephone conference call with Jun Watanabe in 
33-34 Tokyo to discuss a project you are working on together and to arrange a 

CD meeting. Read through the prompts and responses before you press 
play. Play Track 33 and speak after the beep. Then listen to Track 34 to 
compare your conversation. 

Jun Well, I think a meeting is a very good idea . 

You (Say you are flying to Tokyo next week.} 

Jun Let me check the schedule. 

You (Ask about Tuesday afternoon.} 

Jun Oh, I'm sorry, I'm visiting a supplier outside Tokyo on Tuesday. 

You (Say you're staying in Tokyo until Friday.} 

Jun Oh, very good . Then I have a chance to see you on Thursday morning. 

You (Say you are meeting somebody at your hotel in the morning. Ask about his 

plans for Thursday afternoon.} 

Jun Yes, that's fine . Is three o'clock OK? 

You {Say that.'s an excellent idea.} 

Jun Great. Well, it was good to speak to you, Karl. See you next weeki 

You (Say you're looking forward to it and goodbye.} 

Jun Goodbye I 

r 18 
r lJ Nowyo~u~c~a~nL-------------~-----
--1 :a.ke_arr.ao_g_e.rne.nt 
~------~·· n~---------------------Talk about Qlans 
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11 Making plans by email 

Making requests and suggestions I Talking about what is not allowed 

Email 

1 Karen sends an email to Tom. Read the email. What does she suggest? 

Dear Tom 

Following our telco discussion this afternoon, I had an idea. Why don't I come to 
your meeting on Monday morning with the Lowis sales team? 

If this is OK for you, we can show your sales people the APU Customer 
Relationship Management system together. We must make sure they are happy 
about using it. Then perhaps we could all have lunch together before driving 
down to Portsmouth in the afternoon . How do you feel about this? 

By the way, I'm going to take the train back to London on Monday night, after the 
meeting in Portsmouth. I have an appointment with Peter King from the Lowis 
legal department on Tuesday morning and I mustn't be late for that. John also 
says I have to check the servers in London as soon as possible. But I don't have 
to do anything else until Friday when I fly back to Sydney, so shall we meet 
again on Wednesday morning? If that's suitable for you, do you think you could 
reserve a meeting room in the office for us? 

Best regards 

Karen 
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Making plans by email I Unit 11 

Business tip 

We must make sure ... 
If you want your colleague to agree to do something it can help if you give them the 
feeling that you are doing something together by saying we instead of you or/. 

Understanding 

2 Read the email again. Find the mistake in each sentence and correct it. 

John wants to come to Tom's meeting . 

2 The sa lespeople already use the APU system. 

3 Tom and Karen are taking the train to Portsmouth. 

4 Karen must meet Diane Kennedy on Tuesday morning . 

5 Karen mustn't check the servers for John. 

6 Karen doesn't have to fly back to Sydney on Friday. 

Key phrases 

Making suggestions 

Why don 't/ ... ? 

If this is OK for you, ... . 

Perhaps we could .. . . 

Practice 

Requests and asking for opinions 

How do you feel about this? I What's your 
opinion on ... ? 

Shall we ... ? 

Do you think you could ... ? I Would you 
mind+ ing .. . ? 

3 Join the two parts of the sentence together. 

How do you feel A mind booking me a flight? 

2 What's your opinion B have a meeting next week? 

3 Shall we c on thi s? 

4 Would you D could speak to Diane about this. 

5 Perhaps we E about this issue? 
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4 Put the words in the sentences into the correct order. 

to I you I and I mind I speaking I Jun I Would I Pascale 
_____________________________________________________? 

2 your I the I on I opinion I problem I What"s 
_____________________________________________________? 

3 think I you I could I you I send I me I report I the I Do 
_____________________________________________________ ? 

4 send I the I the I figures I to I we I project I Shall I manager 
_____________________________________________________ ? 

5 this I for I is I OK I you I If, I we I work I together I can 

6 don 't I meeting I have I we I a I on I Why I Wednesday 
_____________________________________________________ ? 

5 Complete the email below. Use the email on page 48. 

Dear John 

Following our meeting this morning, I spoke to my manager, Mr Lee. 
I think it would be helpful if we had a telco to discuss your ideas. 
( 1) I arrange a telco for next Friday morning? Perhaps 
(2) talk about the prices together. 
How (3) idea? 

If (4) _________________ you, we can also find a time for you to visit our 
factory. You (5) see how we make our motors, it"s very 
impressive! 

Would (6) _________________ emailing me to say if Friday is OK? 
Many thanks 

Best regards 

Keow 

:-'I 

Language spotlight , 

Modals for obligation 

We must make sure= This is very important for me and 100% necessary. 

I mustn "t be late= It is very important for me that this does NOT happen. 

John says I have to check = It is very important for somebody else that this happens. 

I don't have to fly back to Sydney until Friday= It's not necessary. 

Go to page 126 for further information and practice . 
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Making plans by email I Unit 11 

6 You want to go to visit your colleague Pascale Benoit, in Paris. Write an 
email based on the notes below. 

• Say you are visiting Paris next week for a sa les conference. 

• Suggest you visit Pascale to discuss the project progress. 

• Suggest you take her to lunch . 

• Ask how she feels about this . 

• Suggest you meet her at one o"clock at her office. 

• Ask if she can make reservations in a restaurant. 

~~lf.J ~Jlli_ill~:==J , U Now ou can 
-( d:..s.U g.g.estiDtJ5 Make___r__e_q_uests_aD. -
~------· -~-Qn~------------~----~ r Ask about o{Jill iOns 

Sa what is allowed and 
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12 Telephone small talk 

Making small talk on the phone I Making sugg estions I Making arrangements 

Telephone call 

D) John Carter calls Tom Field in London. Listen to their conversation. 
35 What is John's suggestion? 
CD 

Tom 

John 

Tom 

John 

Tom 

John 

Tom 

John 

Tom 

John 

Tom 

John 

Tom 

John 

Tom 

John 

Tom Field. 

Hi Tom, John here . 

Well, good morning ... sorry, good afternoon, John. How's the weather 
there today? 

Hot today and the radio says tomorrow will be hotter! My sons want 
me to take them down to the beach over the weekend so they can do a 
bit of surfing and we can have a barbecue. 

Sounds great! It's raining here in London right now. 

Oh, too bad! Did you see the football last night? 

No, I missed it. 

Good game. So what's work like at the moment? 

Difficult! Not all the teams here are happy about the merger. And I 
think the legal department will be even more difficult. But Karen is 
going to talk to their boss, Peter King , soon . 

Right. Umm. Tom , I was wondering if you could visit our offices here 
in Sydney? You could stay for a week and meet the people here . 

Er ... well, yes, but have you spoken to Diane about it? 

Not yet. She 's not in the office at the moment. I'll call her again later. 

I see . Well, ... 

So, when is a good time for you? 

Oh, well, I have to check my schedule first. I'll send an email with 
some suggestions. Is that OK? 

Yes, that's fine and I have to speak to Diane. Good. Well, what are you 
doing this weekend? Are you doing anything ... ? 
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Telephone small talk I Unit 12 

Business tip 

How 's the weather there today? 

In many cultures it's a good idea to build up a friendly relationship with your 

business partners with small talk, even if you only meet on the phone. Small talk 

is general conversation about topics such as the weather, sport or work . It's 

important because people like to do business with people they like . 

Understanding 

2 Listen again and choose the best answer. 
35 1 Tom 2 John wants 
CD A has some problems with the merger. 

B doesn't have much work to do. 

A to visit Lowis . 

B Tom to visit APU . 

C is going to a meeting . C Tom to move to Sydney. 

3 John 

A has written to Diane about Tom 's proposed visit . 

B has spoken to Diane about Tom's proposed visit. 

C is going to speak to Diane about Tom 's proposed visit. 

Key phrases 

1 Telephone small talk 

How's the weather ... ? What are your plans for this weekend? 

What's work like at the moment? 

Did you see the football I tennis I 
baske tball last night? 

What are you doing this weekend? 

It's raining here. 

Sounds great. 

Too bad. 

2 Making suggestions and arrangements 

I was wondering if you could ... . 

When is a good time for you? 

I have to check my schedule. 

Practice 

3 Complete the sentences with language from Key phrases. 

1 your plans for next week? 

2 my schedule for Friday. 

3 see Pasca le 's presentation yesterday? 

4 could send me the figures . 

5 ______ _ time for you to see me? 
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4 Complete A's sentences. 

Dls 
36 
CD 

1 A: It's _ _____ _ 

8: Really? It's raining here as well. 
2 A: _ _ ____ _ you _______ ? 

8: For this evening? I'm going to the movies . 
3 A: _____ ___ at the moment? 

8: Terrible. We don 't have enough people for all the work. 

4 A: Did last night? 

8: The football? No, I missed it. 

5 A: ? Thursday 2.00 pm? 

8: Thursday afternoon is great. 

Karen phones Peter King in the Lowis Legal department to make an 

appointment. Put the sentences into the correct order to make a 

conversation. Then Listen to Track 36 to check. 

Karen 

Peter 

Peter 

Karen 

Peter 

• Karen 

Karen 

Peter 

How's the weather in London? 

Hmm, I have to check my schedule . Oh, I'm sorry but the 
afternoon 's no good . 

Well, on Tuesday perhaps. 

Sure . When 's a good time for you? The afternoon, maybe? 

It's raining here . 

Well, what are you doing on Tuesday morning? 

Too bad! Listen, I'm visiting the UK next week. I was 
wondering if we could have a meeting some time? 

Tuesday morning is fine . 

Language spotlight 

Comparatives 

Hot - hotter 
Difficult- more difficult 
The comparative is used to compare things or people that are different from each 
other. Short words, for example hot, add er- hotter. Longer words, for example 
difficult, add more- more difficult . 

Go to page 128 for more information and practice. 
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Speaking 

6 When you say sentences with have to you usually do not stress to. 
37 Listen and repeat these sentences. 
CD 

1 I have to check my schedule. 

2 She doesn't have to come . 

3 He has to be on time . 

4 I have to phone. 

5 We don 't have to do anything. 

6 It has to work first time. 

7 You telephone Colin, a colleague in Manchester. Read through the 
38- 39 prompts and responses before you press play. Play Track 38 and speak 

CD after the beep. You start. Then Listen to Track 39 to compare your 
conversation. 

You {Say hello and ask about the weather.} 

Colin Oh, hellol It's raining here! 

You {Reply Ask about his work.} 

Colin Very busy! 

You {Say you are visiting Manchester next week and ask if you can visit him.} 

Colin Well, next week is busy, but I'm sure it's possible. 

You {Ask what he 's planning for Thursday} 

Colin Hmm, not so good . What are you doing on Wednesday? 

You {Say you need to check your schedule.} 

Colin No problem. 

You {Ask when on Wednesday is good.} 

Colin Wednesday morning is fine. 
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13 Arranging the business trip 

Writing a business email to arrange a visit I Asking your colleague to do something for you 

Email 

Read the email from Tom Field to John Carter and John 's answer. How 
many nights does Tom plan to stay in Sydney? 

Dear John 

Following our phone call this morning, I have Looked at my schedule and the 
week starting Monday October 20 is a good time for me to visit the APU offices 
in Sydney. 

If you are happy with that, I"LL arrive from London on the Frid ay before. Would it 
be possible for APU to book me a room in a hotel from October 17-24? I will fly 
back to London on October 25. 

Regarding the age nda for our discussions, I could arrange a conference call 
with us three and also Diane to make a List of important topics. If you want, I"LL 
invite other people as well, for example Robert Holden from the accounting 
department and Peter King from the Legal department. Please let me know. 

Best regards 

Tom 
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Dear Tom 

Thanks for your email. Yes, the dates are fine and we look forward to seeing you 
then . I think a telco in advance to agree your agenda with Diane is a good idea, 
but I don't think ifs necessary to involve Robert and Peter at the moment. After 
the telco, Karen will set up some meetings with the relevant people here . 

My assistant- Pia Levene- will organize your accommodation and she'll email 
you soon. By the way, would you like to do something on the Saturday evening? 
Maybe a harbour cruise and dinner? Let me know if that's OK for you. 

Best wishes 

John 

Business tip 

When you write an email to a colleague or partner in English, make sure you give 
yourself time to check it before you send it. Or even better, find someone else to 
check it for you . 

Understanding 

2 Read the emails again and answer these questions. 

1 What does Tom want APU to do? 

2 What two things does Tom suggest? 

3 What does John think about Tom 's two suggestions? 

4 Who will reserve Tom a hotel room? 

5 What invitation does John make? 

Key phrases 

1 Emailing to make arrangements 

Following our phone call .... Please let me know. 

Thanks for your email. Let me know if that's ... . 

The week starting I ending ... . 

Regarding .... I As regards ... . 

2 Asking for support I help 

Would it be possible for ... to ... ? 

Best regards I wi~hes, .. . . 
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r 
Practice 

3 Complete the sentences with a word from the box. 

I as ending for [x2) if I 
1 Thanks very much ___ _ your ema il. 

2 Let me know that's OK. 

3 regards the meet ing, here is the agenda . 

4 Would it be possi ble you to do it? 

5 The week March 5 is good for me. 

4 Put the words in the sentences into the correct order. 

OK I me I if I that I date I is I Let I know 

2 end ing I is I good I for I me I Th e I 25 I June I week 

3 thi s I ou r I afternoon I here I are I my I Following I notes I meeting 

4 your I for I phone I this I ca ll I morning I Thanks 

5 it I be I for I a I Would I room I you I to I possible I reserve I meeting 
___________________________ ___ ? 

5 Read this email from John's assistant, Pia Levene. Find and correct the 
mistake in each numbered line. 

Dear Mr Park 

following your ca ll yesterday with Mr Carter I have checked his sched ule and 

2 the week starting Febuary 14'h is a good time for him to fly to Seoul. 

3 Would it bee possible for you to co llect Mr Carter from the airport to take 

him 

4 to your offices? He will arrives on QA 6 73 from Sydney at 10.00 and will stay 

until February 20'h 

5 As regard the agenda, Mr Carter asks if you will send him a list of the topics 

6 you want to discuss. Please late me know if that is OK for you . 

7 best regards 

Pia Levene , Personal Assistant 
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Language spotlight 

First conditional 

If you are happy with that, I'll arrive .... 

If you want, I'll invite .... 

Conditional sentences have two parts : the condition clause and the result clause. 

We use the first conditional to talk about something that is likely to happen in the 

future: 

If you send the report !condition). I'll give it to my manager [result]. 

Go to page 129 for more information and practice. 

6 Yesterday you received an interesting email from a consultant, Kevin 
Murray. You write back to suggest a time when he can visit your office. 
Use these notes to help you. 

• Thank him for his email. 

• Say his services sound interesting . 

• Ask if he can come to visit your office on 12th June in the morning to discuss 

working together. 

• Say your assistant can reserve a hotel if he wants. 

• Ask him to let you know if thi s is possible . 

7 Now write a reply to this email. Use these notes to help you. 
Say 12th June is good for you. 
Rese rving a hotel room is not necessa ry. 
Ask about the time of the meeting . 

r:_ ll"l J ~~~ , ~ Now you can 
--r Make travel arrang~e~e:.nttsi..-------1 
..r to do something.JQLY-r Ask someone . 

( 
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14 Priorities for the business trip 

Taking part in a telephone conference call I Prioritizing what to do 

Telephone conference call 

0] Tom, Diane, John and Karen take part in a telephone conference. Listen 
40 to the conversation. Who is the first person on the conference call? 
CD 

Recorded voice 

Tom 

Karen 

Tom 

Karen 

Recorded voice 

John 

Diane 

Tom 

Karen 

Tom 

John 

Tom 

Karen 

60 _[ Workplace English 2 

A new participant is entering the call. 

Tom Field here. 

Hi, Tom. I'm here already. John is coming in a minute. How 
are you? 

Oh, fine. How about you, Karen? 

Great, thanks. I'm looking forward to .... 

Two new participants are entering the call. 

Hi Karen, hello Tom and Diane. John here. 

And Diane as well. Hello everybody. 

OK, we can start then . We need to make an agenda of 
topics for me to discuss next week with the guys from APU 
in Sydney. 

Well, first of all, I want to show you the data centre . That's 
very important. 

Yes. I agree. It's much bigger than the data centre in 
London, I think . 

Right. And next you have to talk to Veronica Mayer. She's 
the data security manager. 

OK. 

After that, you must meet my team here. They can tell you 
about the developments wr; plan for our computer systems 
over the next five years. It's very exciting. 



Tom 

Karen 

Diane 

Business tip 

Priorities for the business trip I Unit 14 

I'm sure . Then I can see what we have to do about our 
systems in London . 

Finally, we have to decide when Lowis can change their 
accounting systems to the APU system. We can't wait too 
long. That's crucial. 

Well, it looks like you're going to be busy, Tom! 

When you are visiting colleagues in another county, it is always a good idea to 

agree on an agenda of activities or itinerary before you travel there. This way you 

can make sure all the people you need to talk to are available for meetings. 

Understanding 

D] 2 Listen again and complete the agenda for Tom's visit to APU. 
40 
CD 

Visit to APU to see _____ _ 

2 Talk to Veronica Mayer the ______ manager. 

3 Meet Karen's team to learn about new _ _ _ _ __ for their computer 

systems . 

4 Discuss timing of change to APU ______ systems . 

Key phrases . 

Prioritizing 

First of all .. . I First .... I Firstly .. . . 

Next .. . . 

Third I Thirdly ... . 

Finally .. . . 

Second I Secondly ... . 

After that, .. . . 

Practice 

That 's very important I crucial. 

3 Join the two parts of the sentence together for these instructions on a 
coffee machine. 

1 First of all, A put the money in the slot . 

2 Second, B put your cup in the machine. 

3 After that, c you can drink your perfect cup of coffee! 

4 Finally, D choose the kind of coffee you want and press the button. 
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4 Complete the sentences. 

After _______ , you need to change your supplier. 

2 Finally, we have organize a workshop. 

3 There are two problems : first, the product is too expensive and 
_______ the quality is bad . 

4 These are my plans: first _______ all, I'm going to send the report 

and .. . 

5 That's very-------· crucial in fact. 

5 A colleague of yours wants some tips about how to organize his day 
efficiently. Give him some ideas. 

First of all, you need to--------------------

2 Next, you should--------------------
3 Third, you can ___________________ _ 

4 And finally you can ___ ________________ _ 

Language spotlight 

Can for ability I possibility 

We can start. 
We can't wait. 

We use can is used to talk about general ability or something that is possible in 
the present and future. 

Go to page 130 for more information and practice. 

Speaking 

D) 6 Sometimes it is difficult to hear the difference between can and can't. 
41 Listen to these sentences and repeat them. 
CD 

1 I can phone her. 

2 I can't hear you. 

3 They can't come today. 

4 He can speak Japanese. 

5 We can't pay them . 

6 They can start work tomorrow. 

7 When can you start? 

8 Why can't you do it today? 
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7 You are talking on the phone to a colleague, Jun Watanabe, who wants 

42_43 to come to visit your company. Read through the prompts and 
co responses before you press play. Play Track 42 and speak after the 

beep. Then listen to Track 43 to compare your conversation. 

Jun So I'm coming to visit you and other people next month. What topics 

should we disc.uss? 

You 

Jun 

You 

Jun 

You 

Jun 

You 

Jun 

{1 I can I discuss I project schedule} 

Good idea. What next? 

{2 I have to check I project costs} 

I agree. And after that? 

{After I must talk about I problems with I consultants} 

Yes, that is a big problem. Anything else? 

{Finally I have to I go out for dinner} 

That's a very good idea! 

r ~~ 
r ~u~~~~~~:= 
-r 
__r ------~-'=~~ 

r 
r 
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D) 
44 
CD 

15 Dealing with questions in the conference call 

Asking for repetition I Asking for explanations I Making recommendations 

Telephone conference call 

Tom, Diane, John and Karen are still on a conference call. Listen to the 

conversation. What does Diane suggest and what does John think 

about her suggestion? 

Diane 

John 

Diane 

John 

Diane 

John 

Diane 

Tom 

Karen 

Tom 

John 

Well, we 've agreed on Tom's agenda . But John, I think we should 
organize a conference for the senior management level of Lowis 
and APU . I think it could really help us all. 

Hmm. Is there a reason why you think it's important at the 
moment? 

Well, I think it would be a good idea for the managers to get 
together so that we can all see why changes at Lowis are so 
important. 

Yes, but I don't understand why it's necessary for the managers 
from APU to take part as well. It'll be very expensive then. 

Mmm, well it's clear that some things are not working as well as 
they could. 

I'm sorry but could you repeat that? I'm afraid I didn't hear what 
you said . 

Oh, sorry. I think if the people here meet the APU managers, 
everybody will be able to work together better. 

And we can deal with some misunderstandings 

What do you mean by "misunderstandings"? 

Well, we think we ought to improve the communication . 

I see. Can you give an example? 
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Diane 

John 

Business tip 

Dealing with questions in the conference call i Unit 15 

Well, for some managers at Lowis it's difficult to understand why 
the changes are necessary. To the accounting systems, for 
example. We shouldn 't wait until people here begin to cause 
problems. 

Hmm. Yes, in that case maybe that is a good idea, Diane . I think 
you and I should send an invitation to the key people . When do 
you think would be a good date and where should we have the 
conference? 

Whenever you are unclear about what your business partner said in English, you 

should always ask them to explain it again. That way you can avoid 
misunderstandings. Be careful to sound polite when you ask these questions. 

Understanding 

Cl z 
44 
CD 

Listen again and choose the best answer. 

Diane wants to organize a conference for 

A the old managers. 

B the managers with high positions in the company. 

C the young managers. 

2 Diane wants to organize a conference so that 

A the APU managers understand what they have to do. 

B the Lowis managers understand what they have to do . 

C the APU and the Lowis managers understand what they have to do. 

3 John wants 

A Karen to send the invitations. 

B Tom to send the invitations. 

C Diane and himself to send the invitations. 

Key phrases 

1 Asking for repetition 

/'m sorry but could you repeat that ? 

2 Asking for explanations 

Is there a reason why .. . ? 

Yes, but I don 't understand why ... . 

I'm afraid I sorry I didn 't hear what you said. 

What do you mean by ... ? 

Can you give an example? 
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... 

Practice 

3 Match the sentences. 

What do you mean by ·difficult '? A Sure . Last week I called your hotline 

2 Can you give an example? and .. . 

3 Could you repeat that? 8 I said the 21 '1 April. 

4 Is there a reason why you're c Well, my train was late. 

late? 0 I mean it's not easy. 

4 Put the words in the sentences into the correct order. 

word I sorry I could I I'm I repeat I you I that I last I but 

--------------------------------------------------------? 
2 do I mean I you I by I 'delayed' I What 

--------------------------------------------------------? 
3 I I a I understand I But I why I it's I don 't I problem 

4 you I this I give I example I me I an I Can I of 

--------------------------------------------------------? 
5 Complete the sentences. 

A: _____________ understand . Why _____________ difficult? 

8: It's difficult because we don't have the money. 

2 A: Can ____________ example? 

8: Yes, of course . The software doesn 't work. 

3 A: Is _____________ you haven 't paid us? 

8: Yes. We don 't have any money at the moment. 

4 A: sorry. that? 

B: Yes, I said ·delayed ·. 

5 A: understand her job is. 

8: Data security. She's the data security manager. 

Language spotlight 

Should I shouldn't I ought to for strong recommendations 

We should organize a conference. 

We ought to improve communication. 

We shouldn't wait. 

Should and ought to have the same meaning and are used to talk about things that are 

a good idea to do. Shouldn 't is used when you want to say something is a bad idea . 

Go to page 131 for more information and practice . 
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Speaking 

6 When you ask for explanations, it is important to sound polite. Listen 
45 and repeat these sentences. 
CD 

46- 47 
CD 

7 

1 Is there a reason why we can 't do it this month? 

2 Yes, but I don 't understand why we have to wait. 

3 What do you mean by a small delay? 

4 Can you give an example? 

You are talking on the phone to a supplier to your company about a 
problem. Read through the prompts and responses before you press 
play. Play Track 46 and speak after the beep. Then listen to Track 47 to 
compare your conversation. 

Supplier 

You 

Supplier 

You 

Supplier 

You 

Supplier 

You 

Supplier 

You 

Supplier 

Then there was a strike at the factory. 

{Ask him to repeat that.) 

There was a strike. 

{Say you don 't understand the word.) 

Oh, I see . A strike. It means the workers stopped working . 

{Say you understand now. Ask why they had a strike now.) 

Well, they weren 't happy with the new terms and conditions. 

{Ask for an example.) 

Well, first the workers wanted more money. 

{Ask for repetition. You didn 't hear the last word.] 

The workers wanted more money. 
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16 Written invitations 

Writing a business invitation I Replying to a business invitation 

Email 

1 Diane and John agreed to organize a conference for the top managers of 
APU and Lowis Engineering. Read the email invitation and reply. Where 
and when will the conference take place? Can Ray Saunders attend? 

Subject : Save the date 

Dear Colleagues 
We are pleased to invite you to the first joint senior management conference for 
Australian Power Utilities and Lowis Engineering. The event will take place on 
January 10 in London . 
This occasion will be an opportunity to meet your new colleagues and network 
with .them. We would be grateful if you could email us if you can attend by 
Wednesday November 4. 
As soon as we receive your answer, we will send more information including a 
detailed agenda, list of speakers, planned activities and hotel reservation forms . 
We look forward to welcoming you to London in the near future . 
Yours truly 
Diane Kennedy & John Carter 
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Dear Diane and John 

Thanks very much for your invitation to the conference. I think this is a very good idea. 

I planned to go to our Brazil office during that week but will try to change this. 

When I know I can chang·e this trip, I will get back to you to confirm my attendance. 

Best wishes 

Ray Saunders 

Business tip 

When you write an important email to colleagues, make sure you get their 

attention with a phrase like Save the date as a subject head ing . 

Understanding 

2 Read the email again . Are the sentences true IT] or false IF]? 

The email is sent to customers of APU and Lowis. 

2 Participants will have a chance to get to know each other. 

3 Diane and John want people to telephone them with their answer. 

4 The information about the conference is all on the email. 

5 Participants w ill stay at a hotel. 

6 Ray Saunders can definitely attend the conference. 

Key phrases 

A formal email invitation 

Save the date We would be grateful if you ... . 

T/F 

T/F 

T/F 

T/F 

T/F 

T/F 

Dear Colleagues 

We are pleased to invite you to .... 

The event will take place on ... . 

We look forward to welcoming you to ... 
in the near future 

This occasion will be an opportunity to 
network with .... 

Yours truly 
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Practice 

3 Find the word that is missing in each sentence. 

We are pleased invite you to the opening of our new offices in Penang . 

2 We would be grateful you inform us about you plans. ___ _ 

3 We forward to welcoming you to our new offices in the near future . ___ _ 

4 This occasion be an opportunity to meet senior managers. ___ _ 

4 Correct the mistake in each sentence. 

1 Please save the dade . _ _____ _ 

2 The conference will take plaice on April 23. _ _ ____ _ 

3 We Look forward to seeing you in the next future . _____ _ _ 

4 Yours Truly ______ _ 

5 This conference will be an opportunity too meet the staff. ______ _ 

5 A colleague has written an invitation to customers for a sales 
conference to show your latest products. She wants you to check it. 
The highlighted parts are too informal. Rewrite the parts with more 
suitable, formal language. 

2 

3 

4 

Dear Mr Hunter 

1) We want you to come to our sales conference on September 13. 

Please save the date. 

2) It's going to be in the Tower Hotel. 

3) 1t'll be a great chance for you to meet our staff. 

We Look forward to welcoming you to London in the near future . 

4) Cheers, 
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Language spotlight 

Time phrases 

We use can phrases and words like as soon as I when I after I before to link 
sentences together. 

As soon as we receive your answer, we will send an .. . . 

When I know I can change this trip, I will get back to you to .... 

Go to page 131 for more information and practice. 

Writing 

6 Your boss, James Scott, wants you to invite the senior management of 
your company to the opening of the company's new factory in Munich, 
Germany. Use his notes to write the invitation. 

·-· ·-- ·- ·-- ·----- >wwwwwwwwwwwi,>IDII>II>II>li>ID\I>lD 

Factory openin9- Aprill.f (10:00 am) 

Opportunity to )ee neW equipment in 

action 

Reply before March 1 

A> )oon a> reply received -detail> of 

eventj location and hotel 

Look forWard to meet at factory 

open1n9 

7 Write a reply to this invitation. Say you are not sure you can attend but 
will tell James as soon as you know. 

r 18 
r ~lJ!__lN~o~w~y~o~u~c~a~n~~:=:O:~--======~ 
-r - · · · alio-[L_----1 

Write a busmess . 
__r R l to a business invitat o 
~r ______ -r_e.fL 

r 
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17 Business trip details 

Providing hotel details I Talking about recent activities 

Email 

1 Pia Levene, John Carter's administrative assistant, sends an email to 
Tom. Why is she writing to him? 

~ ~ 
Dear Mr Field ~I 
Let me introduce myself- I am Mr Carter's administrative assistant and I would 
like to confirm your hotel arrangements . 

I have booked you into the Southern Cross Hotel for seven nights (October 17-24). 
The hotel has sent me a confirmation code for your reservation, TF180CT2421 0. 
The hotel has a limousine service and, if you send me your flight details, I will 
arrange for you to be picked up from the airport. For detailed information 
about the hotel facilities , please check their website: 

www.southern-cross.aus 

Mr Carter has reserved tickets for a performance of the opera Carmen at the 
Sydney Opera House on the Saturday evening . He will meet you in the hotel 
lobby at 6.30 pm. You can find reviews of the production here : 

www.sydney echo.com 

I look forward to welcoming you to Sydney and the offices of APU on Monday 
October 20 . Please contact me if you have any questions. 

Yours sincerely 

Pia Levene .... 

72 Workplace English 2 



Business trip details I Unit 17 

Business tip 

If you are organizing a business trip for an important foreign visitor, find out what 
their interests are- music, sport, theatre, museums, restaurants- so you can plan 
a social programme during their visit. 

Understanding 

2 Read the email again and answer these questions. 

Who will pick Tom up from the airport? 

2 What does Pia want Tom to send her? 

3 Where can Tom find out if the hotel has a swimming pool? 

4 Where will John take Tom on Saturday? 

Key phrases 

Looking after visitors 

Let me introduce myself- I'm ... . 

I would like to confirm .. . . 

I will arrange for .. . . 

For detailed information about .. . . 

Practice 

Please check ... . 

You can find ... . 

Please contact me if you have any 
questions. 

3 Join the two parts of the sentences together. 

1 I would like to confirm A find information ... . 

2 Please check your B your reservation . 

3 You can c for your ta xi to arrive at .... 

4 I will arrange D information, please .. .. 

5 For detailed E cred it card details. 
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4 Put the words in the sentences into the correct order. 

will I photocopied I documents I arrange I for I the I Jasmine I be I to 

2 I I to I Singapore Airport I like I would I your I landing I confirm I time I at. 

3 find I document I more I details I in I the I can I attached I You 

4 introduce I me I Let I myself I- I name 's I Goodman I my I Jasmine 

5 call I any I you I me I if I have I Please I problems 

5 Read this email from Diane's assistant, Jasmine Goodman. Find and 

correct the mistake in each numbered line. 

Dear Ms Taylor 

[1) Let my introduce myself- I am Diane Kennedy's assistant and I am writing to you 
[2) because I will like to confirm details about your visit next week. 

[3) I have reserved meeting room 715 for you and I will arrange four coffee 
[4) and water. A multimedia projector are available in the room for presentations. 

[5) I have booked you into the Tower Hotel from October 12-15. For detail information, 
[6) please cheque the hotel's website (www.towerhotel.co.ukl . 

[7) Please contact me if you has any questions . 

Yours sincerely 

Jasmine Goodman 

[1) _ __ [2) ___ [3) _ _ _ [4) ___ [5) __ _ 

[6) [7) __ _ 

74 I Workplace English 2 



Business trip details I Unit 17 

Language spotlight 

Present perfect 

I have booked you into the Southern Cross Hotel for seven nights. 

The hotel has sent me a confirmation code for your reservation. 

Mr Carter has reserved tickets for a performance of the opera Carmen. 
We use the present perfect to talk about recent activities . 

Go to page 132 for more information and practice. 

Writing 

6 Your boss has asked you to email a new business contact, Kate Benders. 
Kate is going to visit your company to attend a meeting and go to dinner 
with your boss. Write to Ms Benders with these details. 

• Introduce yourself. 

• Hotel details : Harunami Hotel, three nights I March 23-261. 

• Confirmation code: HH23MAR211 

• Further information www.harunami_hotel.com 

• Restaurant table reserved March 24. Boss will meet hotel lobby 7.00 pm 

• Contact you with any questions. 
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18 Changes to the schedule 

Offering help I Making a request I Giving thanks 

Telephone call 

D) 1 Listen to Tom Field call Pia Levene in Sydney. How many days will Tom 
48 now stay in Australia? 
CD 

Pia 

Tom 

Pia 

Tom 

Pia 

Tom 

Pia 

Tom 

Pia 

Tom 

Pia 

Tom 

Pia 

Tom 

Pia 

Pia Levene, how can I help you? 

Oh hello, Pia. This is Tom Field from Lowis Engineering in London . 

Oh hello , Tom. What can I do for you? 

Well, first of all, thanks very much for arranging my hotel for me . 

My pleas ure . 

I wonder if I could ask you for a favour . Could I make a small 
change to the schedule? 

Of course. 

Please could you change my hotel reservation so that I arrive on 
October the 16th? 

No problem. 

And I wanted to ask if you could arrange for me to have a rental 
car for the Sunday, the 19th. I have some fri ends to visit up the 
coast. Just a sma ll car. 

Certainly. By the way, have you visited Sydney before, Tom ? 

No, I have n't. 

Well, would you like me to make sure the rental company gives 
you a satnav in the car? So you don 't get lost. 

That's a great idea . Thanks a lot for your help with all the 
arrangements, Pia . 

No worries . 
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Tom 

Pia 

Changes to the schedule I Unit 18 

And would you mind sending me an email with the details again? 
That would be really kind. 

Of course not. 

Understanding 

2 Listen to the conversation again. Pia wrote some notes during her 

48 conversation with Tom. What mistakes did she make? 
CD 

Tom Field - Lo\Ni5 En9ineerin9 

2 Want5 to chan9e hotel 

3 Arrive Sydney Oct 1G, 

Key phrases 

1 Offering help 

How can I help you ? 

What can I do for you? 

2 Making a request 

I wonder if I can ask you for a favour? 

Please could I I you change ... ? 

3 Giving thanks 

Thanks very much for .. . +ing 

Thanks a lot for your help with the 
arrangements. 

Practice 

3 Match the sentences . 

Would you like me to make 

reservations? 

4 Rental car 18-11 Oct 

5 Vi5ited Sydney already 

6 Send letter confirmin9 detail5 

I Would you like m e to .. . ? 

I wanted to ask if you could ... . 

Would you mind sending me an email ? 

That would be really kind. 

A Of course. Which one would you like? 

B My pleasure . 

2 I wonder if I can ask you for a favour? c Sure . What would you like me to 

3 Thanks a lot for your help. do for you? , 

4 Please could you change the D For dinner? That would be really 

meeting room? kind I 

5 Would you mind saying that again? E Of course not. 
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4 Complete the sentences. 

How ____ we help you? 

2 I wanted to if you could send me the files .. . 

3 you like me to make sure they're sent by courier? 

4 That would be really ___ _ 

5 Thanks a for your help with the project. 

D) 5 Diane's assistant, Jasmine, is phoned by Eva Schmidt, about Eva's visit 
49 to Lowis Engineering next week. Put the sentences into the correct 
co order to make a conversation. Then listen to Track 49 to check. 

Jasmine 

Eva 

Jasmine 

• Eva 

• Jasmine 

1·, 
• Jasmine 

• Eva 

• Jasmine 

Jasmine Goodman, Lowis Engineering London . How can I 
help you? 

No, it's OK thank you . I'll take the underground . But thanks 
a lot for your help with the arrangements . 

Fine. Would you like me to organize for you to be met at the 
airport when you arrive? 

That's right. 

My pleasure! 

Well, you booked me a room at the Tower Hotel for three 
nights . Would you mind changing the reservation to only one 
night? For the last two nights I'm going to stay with friends . 

Of course, Ms Schmidt. What can I do for you? 

Hello. This is Eva Schmidt here . I wonder if I could ask you 
a favour . 

No problem. So you only want a room for October 31 •1? 

(anguage spotlight 

Present perfect- negatives and questions 

Have you visited Sydney before? 
Yes, I have. I No, I haven't. 

We use the present perfect to ask and answer questions about past experiences 
where no specific time is mentioned . 

Go to page 132 for more information and practice. 
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Changes to the schedule I Unit 18 

Speaking 

6 When you ask people to do things for you and when you respond, it is 
50 important to sound polite. Listen and repeat these requests and responses. 
CD 

D) 7 
51 - 52 

CD 

A: I wonder if I can ask you for a favour? 

8: Of course. How can I help? 

2 A: Please could ! ·change my reservation? 

8: No problem. I"LL do that now. 

3 A: I wanted to ask if you could send me a brochure. 

8: No worries. I"LL do that today. 

4 A: Would you mind sending me an email? 

8: Of course not. 

You are calling Frank, an assistant to an important business partner, 
Mr Ho. You want to make changes to your planned visit to Mr Ho's 
company next week. Read through the prompts and responses before 
you press play. Play Track 51 and speak after the beep. Then listen to 
Track 52 to compare your conversation. 

Frank 

You 

Frank 

You 

Frank 

You 

Frank 

You 

Frank 

Frank Richards speaking. 

(Say your name and ask if he can help you]. 

Of course . What can I do for you? 

(Ask if you can change your meeting time with Mr Ho.] 

l"m sure we can find a time. When is convenient? 

(Ask if ten o'clock on Tuesday would be possible.] 

Let me see ... well, I need to change another appointment of Mr Ho's, 

but that's not a problem. 

(Great! Thank Frank for all his help with the arrangements.] 

My pleasure! 
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19 Welcome back to the office 

Making small talk I Talking about a trip I Checking progress 

Video 

~ 1 After Tom 's trip to Australia, he meets his manager, Diane. Read the 
07 conversation and watch the video. What didn't Tom like about his flight? 

DVD 
Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Ah , Tom! Good to see you again! 

Hello, Diane . It's good to be back. 

Good flight? 

Oh, it was awful! We had to land in a very cold Moscow because 
of a technical problem. We stayed there for six hours. 

Oh, dear. Well, it's nice to have you back. Is everything going well, 
do you think, with APU? Did you get my ema il on Friday? 

About the APU-Lowis joint management conference? Yes. I think 
the APU people are really interested in the idea. I can give you 
more details in the project meeting later. 

Great. So, what did you get up to in Sydney? I remember they 
have some very good Italian restaurants. 

Yeah! But the best restaurants were the Japanese sushi bars. 

Did you do any sightseeing? 

Yes, a little. John and his wife took me to Sydney Opera House to 
see Carmen. 

Lucky you! 

Yeah, it was a nice evening. My hotel room was overlooking 
Sydney harbour. It's the most amazing place . 

What was the weather like? 
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Tom 

Diane 

Business tip 

Welcome back to the office I Unit 19 

Great! Lots of sunshine and really hot. On the hottest day I think 
it was about thirty-five degrees. It rained here, didn't it? 

Yes, every day last week! 

When a colleague comes. back to work from a business trip abroad or vacation, it's 

polite to make small talk about their trip. If you don't, they may feel you are not 
interested in them. 

Understanding 

@ 2 
07 

OVD 

Watch the video again and choose the best answer. 

In Sydney, Tom 

A had a vacation. 

3 Last week the weather was best in 

A Sydney. 

B worked all the time . B London. 

C did some sightseeing. C Moscow. 

2 Tom thinks the APU managers 

A like the idea of a joint conference. 

B don 't like the idea of a joint conference. 

C are planning a joint conference. 

Key phrases 

1 Making small talk 

Good to see you again. Well, it's good I nice to have you back. 

It's good I nice to be back. 

2 Asking about and describing past experiences 

Good flight? 

What did you get up to I do? 

Did you do any sightseeing? 

What was the weather like? 

3 Checking progress 

Is everything going well with .. . 7 

Lucky you! 

It was awful! 

Great! 

Is everything OK with ... ? 
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Practice 

3 Complete the sentences with language from Key phrases. 

2 

3 

_____ to be back! 

_____ the weather like? 

_____ any sightseeing? 

4 

5 

6 

_____ you againl 

_____ getup to? 

_____ have you back! 

4 Put the words in the sentences into the correct order. 

did I get I Paris I up I you I to I What I in 
_______________________ ? 

2 the I like I weather I What I when I you I Seattle I were I was I in 
_______________________ ? 

3 she I there I do I any I Did I sightseeing I she I when I was 
________________________ ? 

4 everything I in I going I Shanghai I Is I well 
________________________ ? 

5 to I again I see I Good I you 

D) 5 Read the conversation between Robert and Jasmine. Put the sentences 

53 in the correct order. Then listen to Track 53 to check. 
CD 

Robert 

Robert 

Robert 

Jasmine 

Robert 

Jasmine 

Robert 

Jasmine 

• Jasmine 

Some. I saw the Great Wall. 

Hi Jasmine. Good to see you again! 

No, it was awful. But Bejing was great! 

Really? Did you do any sightseeing? 

Yes, Diane told me. But still, it's nice to be back! 

Fantastic! What was the weather like? 

Oh, great. On the hottest day it was about 35 degrees! 

Lucky you . It rained here. 

Hello, Robert. Nice to have you back! Good flight? 

Language spotlight 

Superlatives 

But the best restaurants .... 
On the hottest day ... . 

It's the most amazing place. 

The superlative is formed like this: short words, for example hot, add est- hottest. 
Longer words, for example amazing, add most- the most amazing. 

Go to page 128 for more information and practice. 
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54 
CD 

Welcome back to the office I Unit 19 

Speaking 

6 When you ask a question with did you, the two words are run together. 
Listen and repeat the sentences. 

What did you say? 

2 Did you go sightseeing? 

3 Did you have a good flight ? 

4 When did you fly back? 

5 How did you know? 

6 What did you buy? 

D} 7 Your friend Cathy has just come back from a business trip to New York. 
Talk to her. Read through the prompts and responses before you press 
play. Play Track 55 and speak after the beep. Then listen to Track 56 to 
compare your conversation. 

55- 56 
CD 

Cathy Hello! Good to see you again. 

You (Say it"s nice to have her back again and ask if she had a good flight.} 

Cathy Yes, it was fine. 

You (Ask if everything is OK in the New York office.} 

Cathy Yes. I had a very interesting time . 

You (Ask if she went sightseeing.} 

Cathy No, not really. But I did go shopping! 

You (Lucky her! Ask her what she bought.} 

Cathy Well, I went to Bloomingdale 's because I've always wanted to go there . 

I bought a bag. 

You (Ask about the weather there.} 

Cathy Oh, it was good . Sunny and warm. 

You (Say it was very cold here.} 

Cathy Oh, dear. 
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20 The project review 

Reviewing a project I Asking about work progress I Giving explanations 

Video 

~ 1 Tom has to tell his manager, Diane, about the status of the IT integration 
oa project. Read the conversation and watch the video. Which task is behind 

DVD schedule? 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

So, Tom, are you saying that John and Karen aren 't happy about 
the project"s progress? 

Yes. They say we 're too slow. 

Let's look at the project plan then. 

OK. So, here we can see all the main IT topics: integration of the 
human resources systems, the integration of accounting and 
bookkeeping and the integration of sales data. 

Can you show me the project status? 

Well, the next diagram shows the detailed schedule for all the HR 
systems: payroll, social security, performance review, training 
records . All integrated into the APU systems. 

Great! Have you started the training programme for the HR people 
on the new system yet? 

Oh, we 've finished that already. We did that last month. 

Good . So when will you finish everything else? 

Well, moving on to the integration of our accounting systems, I'm 
afraid that 's late . We haven 't transferred all the data to APU yet. 

Oh. Can you explain why not? 

APU collects its information in a different way to us. That's one problem. 

84 Workplace Engli sh 2 J 



Diane 

Tom 

Diane 

Tom 

Diane 

Tom 

Diane 

Business tip 

The project review I Unit 20 

But I don't understand why that's a problem. It's the same 
information in different boxes. 

The biggest problem is that Robert's accounting team is too small 
to do all the work . But I've told them they have to finish by the end 
of January. 

Really? When did you do that? 

I had a telephone conference call with them last week when I was 
in Sydney. 

I see . That's good. 

Moving on? 

Sure. 

Don 't be afraid of questions at a project review. It's a good sign because it shows 

interest in what you have to say. And it gives you a chance to deal with the points 
that interest people the most . 

Understanding 

c 2 
08 

DVD 

Watch the video again. Are the sentences true (T) or false (F)? 

1 John and Karen are happy with the project. TIF 
2 Tom has to bring the computer systems from Lowis and APU together. T IF 
3 The training for the HR systems is finished. T IF 
4 The accounting systems are already integrated . T IF 
5 Robert doesn't have enough people. T IF 

Key phrases 

1 Using slides in a project review 

Let's look at ... . 

Here we can see .... 

The next slide I diagram shows .... 

Moving on to .. .. 

2 Asking questions at a project review 

Can you show me .. . ? 

Have you .. . yet? 

When will you finish ... ? 

Can you explain why .. . ? 

I don 't understand why .. . . 

When did you (do) that? 
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.. 

Practice 

3 Join the two parts of the sentence together. 

1 Have you finished A it"s the most expensive company. 

2 Let"s look at B the second slide, we can see the problem. 

3 I don't understand why c the figures. 

4 Moving on to D the first part of the project? 

5 When will you finish E the report yet? 

4 A colleague at work is making a presentation about a project. Ask 
questions about the project and complete the sentences with your 
own information. 

Can you show me ? 

2 I don't understand why ? 

3 When did you ? 

4 Have you written yet? 

5 When will you ? 

5 Tom has to make a presentation to his colleagues at Lowis about the 
project. Complete the sentence to go with each slide. 

1 I Schedule 

21 Costs 

31 Quality 

41 Next steps 

Language spotlight 

Already and yet 

Have you started the training programme yet? 

Oh, we 've finished that already. 

the project schedule. 

problems with the costs . 

question of quality, .. . . 

next steps. 

I'm afraid we haven "t transferred all the data to APU yet. 

We use yet and already with the present perfect to ask and answer questions 

about recent activities. 

Go to page 133 for more information and practice. 
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The project review I Unit 20 

Speaking 

6 An easy way to let your partner know what is the most important 
57 information in a sentence is by stressing a particular word. Stress can 
CD change the meaning of the sentence. Listen to these sentences. 

58- 59 
CD 

Have YOU finished the report? {YOU, nobody else) 

Have you FINISHED the report? {Is the report completed?) 

Have you finished the REPORT? {The REPORT, not the email} 

Listen and repeat the sentences stressing the word in bold. 

1 Have you seen Tom this afternoon yet? [mea ning not spoken to him] 

2 Have you seen Tom this afternoon yet? [mea ning not Diane] 

3 Have you seen Tom this afternoon yet? [mea ning not thi s morning] 

4 Have you seen Tom this afternoon yet? [meaning not someone else] 

7 You are a manager and one of your team members is presenting 
information about her project. Ask her questions. Read through the 
prompts and responses before you press play. Play Track 58 and speak 
after the beep. Then listen to Track 59 to compare your conversation. 

Team member 

You 

Team member 

You 

Team member 

You 

Team member 

You 

Team member 

You 

Team member 

So let"s look at the project status then. Here we can see the 

costs so far. 

{Ask if she can show you the time schedule.] 

Yes, well the next slide shows the detailed schedu le for the 

system integration and the train ing programme. 

{Ask if she has started the training programme yet.) 

No, we haven't started it yet. 

{Say you don't understand why not.) 

Well, the equipment isn't ready yet. 

{Ask when it will be ready.) 

It"ll be ready by the end of this week. But we've finished the 

software update already. 

{Good! Ask when they did that.) 

That was on Friday last week. 
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21 Starting the video conference 

Taking part in a video conference I Descri bing technical problems I Dealing with delays 

Video 

~1 Tom and Diane in London start a video conference with John and Karen 
in Sydney. Read the conversation and watch the video. Can they solve 
the technical problem? 

09 
DVD 

Diane 

Karen 

Diane 

Karen 

Karen 

Tom 

John 

Karen 

John 

Karen 

Diane 

So I just put in the numbers .. . li ke tha t .. . and then we should be able 
to see John and Karen. 
And there they are . This video conferencing equipment is fantasti c! 
Hi John, hi Karen , can you hea r us? Sorry, your sound doesn't seem 
to be working! 

... and if we press thi s button, we should be able to hea r them. Ah! 
Th ere 's Diane! Can you hea r us? 

That's much better. 

Just a moment. Now there seems to be something wrong with the 
picture. 

Diane, Tom? I'm having trouble with the picture. Can you see us? 

Yes, and we ca n hear you too! 

Well, I think our system has crashed! We can't see anything! 

Oh , I don 't understand . When I click on the start button, nothing 
happens. 

Sorry to keep you waiting, Diane. Karen ca n't work thi s thing and I 
don 't know what to do either. 

I think I need to call a technician. Hold on a minute! 

Don 't wor ry. I completely understand. We can wa it. 
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Starting the video conference I Unit 21 

Business tip 

If you need to use technical equipment for presentations, conferences or 
meetings then make sure: 
1 that you have checked the equipment is working at least half an hour before 

you need it. 
2 you have the telephone number of somebody who can help you if things go 

wrong. 

Understanding 

@ 2 Watch the DVD again and answer the questions. 
09 

ovo 
Who has a problem with their technical equipment, Diane and Tom or Karen 

and John? 

2 What is their problem? 

3 What do they do about their problem ? 

Key phrases 

1 Describing technical problems 2 Dealing with delays 

There seems to be something wrong with... . Just a moment. 

I'm having trouble with ... . Hold on a minute. 

I think my XYZ has crashed. Sorry to keep you waiting. 

The XYZ doesn't seem to be working. 

When I click on the XYZ, nothing happens. 

I think I need to call a technician . 

Practice 

3 Complete the sentences with information from the box. 

I click keep on trouble wrong I 
Sorry to _____ you waiting. 

2 When I on the Word icon, nothing happens! 

3 There seems to be something with the remote co ntrol. 

4 Hold a minute, please. 

5 I'm having with my cell phone. 
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4 Put the words in the sentences into the correct order. 

We're I se rver I having I with I trouble I the 

2 need I think I to I I I call I the I we I help I desk 

3 a I Ju st I please I moment, 

4 I I email I my I open I account, I Wh en I computer I crashes I my 

5 telephone I to I seem I The I doesn 't I working I be 

5 What do you say to the computer service hotline when: 

Your computer has a blue screen? 

My sys tem--------------- ------
2 The computer is working but you can 't open your email account? 

I'm having------------------ ---
3 You can't print a document? 

There seems ____________________ _ 

4 Your internet connection isn't working? 

The internet doesn't-------------- -------
5 You have to check your computer deta ils before you can answer a question? 

Sorry ____________________ _ 

Language spotlight J 

Too and not ... either 

Yes, and we can hear you too! 
Karen can't work this thing and I doD] know what to do either. 
Too has the same meaning as as well or also . It is usually placed at the end of the 

sentence. If we want to use the negative form, we use not ... either. 

Go to page 133 for more information and practice. 
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Starting the video conference I Unit 21 

Speaking 

6 When somebody tells you something bad has happened to them, you 
60 need to be able to react to it. Listen and repeat these phrases. 
CD 

61-62 
CD 

Oh no! 

2 Sorry to hear that! 

3 That's terrible I 

4 I am sorry! 

5 That's awful! 

7 You have a problem with your computer and you call a service hotline 
to ask for help. Read through the prompts and responses before you 
press play. Play Track 61 and speak after the beep. Then listen to 
Track 62 to compare your conversation. 

Help desk How can I help you? 

You (Tell her there is something wrong with your computer.} 

Help desk OK. What's the matter? 

You (Say you 're having trouble with the screen.} 

Help desk OK. Have you tried to reboot your computer? 

You (Say when you click on the restart icon nothing happens.} 

Help desk Have you tried to turn off the computer and then restart? 

You (Ask her to wait a moment.} 

Help desk No problem. 

You (Say you are sorry to keep her waiting. Then say you need a 

technician.} 

Help desk OK, I' ll come up to your office. 

You (Say thanks.} 

r I~ 
r llJ~_j~N~o~w~yo~u~ca~n~~~~-----======== 
-r Start a video conference 

oea l with technical Q1 rrQJo bWlge[lm)js;__ ____ , 
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22 Discussing problems in the video conference 

Agreeing in meetings I Disagreeing in meetings 

Video 

CQ)1 After the technical difficulties are sorted out, Tom, Diane, John and 
Karen continue their video conference to discuss problems with the 
integration of Lowis into APU . Read the conversation and watch the 
video. What doesn't Diane want to do? 

10 

DVD 

John 

Diane 

Karen 

Diane 

Oh good! We can see and hear you now! Thanks, Tony. 

Excellent! So we need to discuss the progress of the project, I think. 

That's right. The integration of the human resources and the sales 
departments has gone well. It's just your accountants that are a 
problem. They don 't seem to want to use our IT accounting system so 
they do everything slowly' 

I don't agree, Karen. Our accountants have to check your system 
carefully to be sure ... 

Karen Yes, but it's three months now! I think you need to put more pressure · 
on Robert Holden 's team . 

Tom 

Diane 

John 

Diane 

Karen 

I'm not sure that's going to work. They don 't have enough people for 
all their tasks at the moment. They need help. 

I think so too. They need more resources, not more pressure. 

Maybe I should talk to Robert and explain why it's so important. 

Look, I'm sorry but I don't think that's a good idea. Robert knows why 
it's important. We just have to give him more time. 

I'm afraid that's not possible. We have to integrate the systems before 
the new financial year starts in January. 

John Yes, I agree. You can't run a business without financial information . 

Diane You're absolutely right. So let's see if we can find anoth er solution to 
this problem. 
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Discussing problems in the video conference I Unit 22 

Business tip 

Agreeing and disagreeing in business life is normal. But the way people agree and 

disagree with each other is different from culture to culture. If you are in meetings 

with partners from a different culture to yours, make sure you understand in 

advance how people in that culture show agreement or disagreement. 

Understanding 

@ 2 Watch the video again. Are the sentences true [T) or false [F)? 
10 

DVD The accounting department integration is going well. 

2 Karen thinks the accounting department is working slowly. 

3 Diane agrees with Karen. 

4 The accounting team has enough people. 

5 Diane wants to find a solution to the problem. 

Key phrases 

1 Agreeing 

That's right. 

Yes, I agree. 

I think so too. 

2 Disagreeing 

I don't agree. 

Yes, but .. . . 

I'm not sure that's going to work. 

T/F 
T/F 
T/F 
T/F 
T/F 

You're absolutely right. I'm sorry but I don't think that's a good idea. 

I'm afraid that's not possible. 

Practice 

3 Join the two parts of the sentence together. 

She's absolutely A too. 

2 We 're not sure 8 right. 

3 I'm afraid c agree. 

4 They think so D that's going to work. 

5 He doesn't E that's not possible. · 

4 Complete the sentences. 

Mr Brauer isn 't that's going to work. 

2 I'm but we don't think that's a good idea. 

3 I'm afraid that's possible. 

4 They're right. 

5 We think too. 
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D) 5 Tom is in a meeting with two colleagues, Simon and Fiona . Put the 
63 sentences into the correct order to make a conversation. Then listen to 
CD Track 63 to check. 

Fiona 

Simon 

Fiona 

Tom 

Simon 

Simon 

Tom 

Fiona 

We need to open a new office in Moscow for our Russian 
customers . What do you think? 

Yes, I agree. We need to be close to our customers . 

I'm sorry but I don 't think that's a good idea, Simon! 

Yes, but at the moment we don't have any customers there, 
do we? 

We need to remember the costs. You're quite right. Perhaps 
we should close the office in Sydney and then open an office 
in Moscow. 

I don't agree. We have some business with Vladivoil. We 
need to increase that. 

I'm sorry but I don't think it's a good idea . It's very expensive 
to open an office in Russia . 

I think so too . Russia is the next big market. 

Language spotlight 

Adverbs 

They do everything so slowly! 
Our accountants have to check your system carefully. 
The integration ... has gone well. 
An adverb describes a verb . We form regular adverbs by adding -ly to an adjective, 

for example strongly- strongly, or -ily to adjectives ending in y, for example pretty 
- prettily. The adjective good is an exception and has the adverb well. 

Go to page 134 for more information and practice. 

Speaking 

D) 6 When you disagree with someone, it is important to sound polite. 
64 Listen and repeat these sentences. 
CD 

I'm sorry but I don 't agree with you . 

2 Yes , but that's too late, I'm afraid. 

3 I'm not sure that 's going to work. 

4 I'm sorry but I think that's a bad idea . 

5 I'm afraid that just isn't going to be possible. 
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Discussing problems in the video conference I Unit 22 

7 You are having a meeting with Dale, a colleague from the US, to discuss 

65- 66 IT strategy for your company. Read through the prompts and responses 
co before you press play. Play Track 65 and speak after the beep. Then 

listen to Track 66 to compare your conversation. 

Dale Well, the next point on the agenda is IT strategy. We need to decide what 

to do next abqut our business management system. 

You (Agree.) 

Dale In the US we think we need to update our business management system . 

You (Disagree and say you think the present system is fine.) 

Dale But the new system is really easy to use! 

You (Disagree and say you think the new system has problems.) 

Dale Well, the present system does work well. 

You (Agree.) 

Dale But the new system is much faster. 

(Suggest you continue the discussion at Lunch.) 

Dale Good idea! 
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23 Finding solutions in the video conference 

Video 

~1 Tom, Diane, John and Karen continue their video conference to discuss 
problems with the integration of Lowis into APU. Read the conversation 
and watch the video. What does Diane suggest? 

11 

DVD 

Diane 

Karen 

John 

Tom 

Diane 

Tom 

John 

Karen 

John 

Tom 

Diane 

John 

So, this is the situation: you want the Accounting department here at 
Lewis to integrate our IT systems into APU 's. But we don 't have 
enough people to do it quickly and, if it isn't finished before the new 
financial year, we'll have a problem. So, what can we do? 

What about hiring extra IT people? 

I don't think that's going to work. 

I agree with you, John . IT people can be expensive and, anyway, they 
don 't know our two companies. 

That's what I think. It'll take too long to explain everything . But what 
if you send over some of your accountants to help Robert's team? 

Good idea . And how about sending some IT specialists too? 

Well, we could always see if there are some IT people here who are 
able to do it if that's really necessary. 

But first, why don't you check with Robert what extra help he need s 
with the new system? 

Good point, Karen. Tom, can you send over some information as to 
where the problem is exactly? 

I'll do that today. 

Excellent. And John, if we tell you who we need, will you send us your 
people quickly? 

We'll do our best. This is important. 
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Finding solutions in the video conference I Unit 23 

Business tip 

When you are looking for new ideas to solve a problem, one good technique is 

brainstorming. In brainstorming meetings people first share their ideas and write 
them on a flipchart or whiteboard . After everyone has given their ideas, the 

people in the meeting then discuss the ideas. 

Understanding 

(9) 2 Watch the video again and choose the best answer. 
11 

DVD 
The Accounting department at Lowis Engineering 

A has too many people . 

B hires consultants. 

C needs more people to do the integration work. 

2 Tom and Diane think that extra IT people 

A are expensive and need too much time to do the work. 

B will do the job well. 

C could be a good idea. 

3 Karen wants to know 

A who Robert is. 

B what help Robert needs with the new systems. 

C when Tom can contact her. 

4 John wants Lowis to send to APU 

A some information about the people and the problem. 

B some information about the people. 

C some information about the problem. 

Key phrases 

1 Summarizing the situation 

So, this is the situation: 

2 Making proposals 

What about -ing .. . ? 

What if you ... ? 

3 Discussing possibilities 

What can we do? 

We can {do this} or we can {do that/. 

So, to sum up: 

How about -ing ... ? 

Why don 't you .. . ? 

We could always .... 
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Practice 

3 Join the two parts of the sentence together. 

We can send it by mail A always stay in a hotel. 

2 He could 8 say to her? 

3 Why doesn't c or we can courier the package. 

4 What can I D finishing the report first? 

5 What about E she telephone him? 

4 Put the words in the sentences into the correct order. 

1 about I new I trainer I hiring I How /a ______________ ? 

2 could I ask I it's I important I always I him I We I if ________ _ 

3 don't I meeting I you I arrange I Why I another ___________ ? 

4 can I situation I we I about I do I What I the ___________ ? 

5 changing I about I systems I our I What I computer ? 

D) 5 Put the conversation between Tom and his colleague Robert Holden 

67 into the correct order. Then check your answer with the Track 67. 
CD 

Tom 

Tom 

Robert 

Tom 

Robert 

Robert 

Tom 

Robert 

So, Robert, what can we do about the IT integration problem? 

No, APU says it must be this year. What else can we do? 

Of course. If this doesn't work, l'lllose my job! 

That's too expensive. How about asking people at APU to 
help? 

Good idea! 

We could always hire some extra people. 

Can you give me a list of the people you need? 

What if we ask APU if we can do the integration next year? 

Language spotlight j 

First conditiona l negative and question forms 

If it isn 't finished before the new financial year, we 'II have a problem. 

If it's finished before the new financial year, we won't have a problem. 

If we tell you who we need, will you send us your people quickly? 

To make a negative, we either add not I don 't I doesn't to the if clause or not to the 

result clause. To ask quest ions we turn the result clause into the question form. 

Go to page 129 for more information and practice. 
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68 
CD 

Finding solutions in the video conference I Unit 23 

Speaking 

6 Listen to these questions and repeat them. Note the key words to stress. 

What ca n we do? 

2 What about hiring extra people? 

3 What if you send some of your accountants to help Robert's team? 

4 How about some IT specialists too? 

5 Why don 't you check with Robert what help he need s? 

6 Can you send me some information about the problem? 

7 You and a colleague, Angie, have to organize the new English training 
69- 70 programme for your company. Discuss together the different 

CD possibilities. Read through the prompts and responses before you press 
play. Play Track 69 and speak after the beep. Then listen to Track 70 to 
compare your conversation. 

Angie Well, we need to decide what to do about the English training. What do 

you think we can do? 

You (Suggest sending people to the UK or Australia.) 

Angie I think that's too expensive. 

You (Suggest hiring an English teacher.) 

Angie But it's difficult to know if they are good English teachers . 

You (Suggest working with a good school.) 

Angie Yes, that's a good idea. What should I do next? 

You (Suggest she checks how many people want to study English.) 

Angie Good idea! 
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2' Ending the video conference 

Ending a meeting I Arranging a new appointment I Saying goodbye 

Video 

~ 1 Tom, Diane, John and Karen have nearly finished their video conference. 
12 Read the conversation and watch the video. When is their next video 

ovo conference? 

John 

Diane 

John 

Karen 

Diane 

John 

Diane 

John 

Tom 

John 

Diane 

Tom 

So, have we covered everything today? 

Yes. I think that covers everything. 

So to recap, I'm going to tell the head of the Accounting department 
here that some of his experts must be flown to London for a few 
weeks. 

And I'll check which of our IT specialists can be sent to you as well. 

Fantastic! With this solution I really think the accounting systems 
will be integrated on time . 

Great! Would it be possible to have someone arrange the hotels and 
security passes for our team? 

No problem. My PA, Jasmine, will handle that. 

Ah yes, Jasmine! So, when should we next meet? 

When is a good time tor you? 

OK, let me check my schedule. Ah, how is this time Thursday next 
week for you? 

That's good tor me. 

Me, too. 
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Karen 

Tom 

John 

Diane 

Tom 

Karen 

John 

Ending the video conference I Unit 24 

And me! 

Should I send invitations and set up the video conference? 

Ah, yes, thanks Tom, that would be great. So, we"ll be in touch soon . 
And next week, Diane, we must discuss the senior management 
conference. 

Excellent idea . I look forward to it . Bye then! 

See you next week then. 

Bye 

Take care! 

Business tip 

Before you finish a meeting, it is a good idea to recap on the main points to make 

sure that everyone understands what has been agreed. It is also important to 

make sure everyone is clear about their own action points . 

Understanding 

~ 2 Watch the video again and 
correct some of the action 
points that Tom made for 
himself during the video 
conference. 

12 

DVD 

Key phrases 

1 Ending a meeting 

Have we covered everything today? 

So to recap, ... . 

2 Arranging a new appointment 

When should we next meet? 

Let me check my schedule. 

That"s good for me! 

JoJ,I1 will a>k for accou11ti119 

>peciali>t> to fly to Lo11do11. 

Dia11e will look for IT >peciali>t>. 

Ja>mi11e will arra119e J,otel> a11d 

>ecurity pa»e> for team. 
I will )et up video COI)ferei)Ce for 

Tue)day 11ext Week. 

I think that covers everything. 

When is a good time for you? 

Does XYZ suit you? 

See you next week then. 
--------------~ 
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3 Complete the sentences with words from the box. 

covered her include See suit think When 

When is a good time for _____ ? 

2 Does Friday two pm you? 

3 I that covers everything. 

4 _ ____ should we next meet? 

5 Have we _____ everything? 

6 you tomorrow. 

4 Put the words in the sentences into the correct order. 

Monday I you I next I afternoon I Does I week I suit _________ ? 

2 me I my I schedule I Let I check I month I for I next _____ __ _ 

3 good I time's I for I That I us __________ _ 

4 to I our I recap I discussions I So I today ___ _ _ _____ _ 

5 is I time I a I for I Mr I When I good I Holden __________ ? 

5 Write a phrase or sentence which would be most useful in the following 
situations. 

You want to check the points agreed in the meeting. 

2 You think that all the points have been discussed . 

3 You want to arrange another meeting . 

4 You want to check your schedule. 

5 You want to suggest a time. 

6 Say that a time is suitable for you . 

Language spotlight I 
Passive 

Some experts must be flown to London. 

I'll check which of our IT specialists can be sent. 

I think the accounting systems will be integrated on time. 

We use the passive when the action is more interesting or more important than 

the person who has to perform the action. 

Go to page 135 for more information and practice .. 
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Ending the video conference I Unit 24 

Speaking 

6 When you want to show you like an idea, it is important to sound 
71 enthusiastic. Listen and repeat these words or phrases. 
CD 

72-73 
CD 

That's good! 

2 Fantastic! 

3 Great! 

4 Excellent idea I 

7 You and a colleague have almost finished a meeting. Read through the 
prompts and responses before you press play. Play Track 72 and speak 
after the beep, using the prompts to help you. Then listen to Track 73 to 
compare your conversation. 

Tony Well, have we covered everyth ing ? 

You (Yes I think I cover I everything.} 

Tony So, to recap . My team must be trained to use the new system. And the 

trainers can be provided by this company, xSoft. Is that correct? 

You (Yes. When I next I meet?} 

Tony Let me check my schedule . 

You (Tuesday I four o 'clock?} 

Tony Sorry, no. How about two o'clock? 

You (Good} 

Tony Great. Shall we go for a coffee? I need one! 

You (Agree} 

Workplace Engli sh 2 103 



; 

Key phrases for speaking t 
Greeting colleagues 

Good morning I Morning I I Good afternoon. I Afternoon I 
Hit 
Hello, .. . . How are you? 
Fine thanks, and you? 
Very wel l I 

Talking about your weekend 

Good weekend? 
Great, thanks ! 
How was your weekend? 
Very busy l 

Making small talk 

Good to see you again. 
It's good I nice to be back. 
Wel l, it's good I nice to have you back. 

Asking about and describing past experiences 

Good flight? I How was the fl ight? 
What did you get up to I do? 
Did you do any sightseeing? 
What was the weather l ike? 
Lucky you! 
It was awfu l l 
Grea t I 

Welcoming company guests and exchanging business cards 

Good to see you again I 
Good to see you aga in too. 
Ca n I introduce you to ? 
Nice to meet you. 
Nice to meet you too. 
Please, call me XYZ. 
Let me introduce .... 
Pleased to meet you both. 
Pleased to meet you too. 
Let me give you my card. 
Here·s my card. 
What do you do? 
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Offering refreshments to guests 

Help yourse lf to something. 
Cou ld you pass me ... ? 
Sorry, is that chicken? 
I'm afra id I don't eat meat. 
Would you like so me ... ? 
Have some ... . 
It's delicious. 

Starting meetings and making requests 

Thank you for coming to this meeting. 
Let's sta rt by +ing . 
I wan t you to .. .. 
I wou ld I I'd like you to 
We rea lly need you to 
Co uld you .. . ? 
Would you mind if I _? 

Checking progress 

Is everything going we ll w ith ... ? 
Is everything OK wit h ... ? 

Using slides in a meeting I presentation 

Let's look at . 
Here we can see .... 
The next sl ide shows . 
Moving on to .... 

Asking questions in a meeting 

Can you show me .. . ? 
Have you ... yet? 
When will you finish ... ? 
Can you explain why ... ? 
I don't understand why. 
When did you [dol that? 
Can you tell me ... ? 
Why do you have ... ? 
How much ... ? 
How many ? 

Agreeing 

That's r igh t. 
Yes, I agree. 
I think so too. 
Yo u're abso lutely r ig ht. 
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Key phrases for speaking · I 
Disagreeing 

I don't agree . 
Yes, bu t ... 
l"m not sure that"s going to work . 
l"m sorry bu t I don"t think that"s a good idea. 
l" m afraid th at"s not poss ib le. 

Summarizing the situation 

So, this is the si tuati on: 
So, to sum up : 

Making proposals 

What about -ing ... ? 
How about -ing ... ? 
What if you /we ... ? 
Why don" t yo u/we ... ? 

Discussing possibilities 

Wha t ca n we do? 
We could always ... . 
We can do this or we ca n do that. 

Ending a meeting 

Have we covered everything today? 
I thin k that covers everything. 
Are you OK w ith that? 
So to reca p, . 
Let me sum mari ze: 
I think that"s enough for today. 

Arranging a new appointment 

When should we next meet? 
When is a good t ime fo r you? 
Let me check my sched ule. 
Does XYZ suit you? 
Tha t"s good for mel 
See you next week the n. 

Starting a presentation 

I wo uld like I l"d like to tell you so methin g abo ut . 
First, .... I First of all, . 
Seco nd, 
Th ird, .. . 
Nex t .. . 
Finally, . 
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Questions and answers at a presentation 

Do you have any quest ions? 
So r ry, I don't understan d you r questi on. 
I'm glad you asked that qu est ion. 
That's a good qu estion. 
I'm not sure about that. 
IN ow] I have a qu est ion for you, Tom. 
Let me thin k. 

Talking about the past 

Aft er ... , we did . 
Then ... . 

Calling a business partner 

Hello, thi s is Tom Field from 
Ca n I spea k to Karen Taylor, please? 
Ca n you put me through to .. . ? 
I'll ca ll back later. 
I'll send her an emai l. 
Thanks for you r help. 

Answering the phone 

Kim Bend ers spea king . I This is Kim Benders speaking. I Kim Benders. 
I'm afrai d she's no t in the off ice. 
She's on a business tr ip to . 
Ca n I he lp you? 
Hold the l ine , please. I Ca n yo u !p lease ] hold? 
I' m so rry but his lin e's bu sy at th e moment. 
Ca n I take a messa ge? 

Starting telephone conferences 

Tom here. 
I'm sitt ing here w ith Karen. 
I'm ca l ling from home. 
I'm working at I from home today. 
Diane will ca l l in in a minu te. 
Sorry we're late. 
Let's start . 
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Key phrases for speaking 1 

Describing technical problems in telephone and video conferences 

There seems to be someth ing wrong with ... 
I'm having trouble w ith .... 
I think my XYZ has crashed. 
The XYZ doesn't seem to be working. 
When I click on the XYZ, nothing happens. 
I think I need to ca ll a technician. 

Dealing with delays 

Ju st a moment. 
Hold on a minute . 
Sorry to keep you wai ting. 

Telephone small talk 

How·s the weather ... ? 
How's work at the moment? I What's work like at the moment? 
Did you see the football I basketball game last night? 
What are you doing this weekend? 
What are your plans for th is weekend? 
It's raining here. 
Sounds great. 
Too bad. 

Making suggestions and arrangements 

I was wond ering if you could .... 
When is a good t ime for you? 
I have to check my schedule. 

Making arrangements 

I just want to let you know. 
What are your plans on .. . ? 
Let me check my schedu le for next week. 
How does Monday afternoon look? 
Let me take a look. 

Prioritizing 

First of all .... I First .... I Firstly .. . . 
Next.... 
Second I Secondly . 
After that, .... 
Third I Th irdly .... 
Finally .. . . 
That's very important I cruc ial. 
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Asking for repetition 

l" m sorry but could you repeat that? 
I'm afraid I sorry I didn't hear what you said. 

Asking for explanations . 

Is there a reason why .. . ? 
Yes , but I don 't understand why. 
What do you mean by ... ? 
Can you give an example? 

Offering help 

How can I help you? 
What can I do for you? 
Would you like me to ... ? 

Making a request 

I wonder if I ca n ask yo u for a favou r? 
Could you do me a favour? 
Please could I I you change ... ? 
I wanted to ask if you cou ld . 
Wou ld you mind sending me an email? 

Giving thanks 

Thanks very much for ... +ing . 
Tha nks a lot for your help with the arrangements. 
Tha t would be really kind. 

Saying goodbye 

Good to speak to you, 
Speak to you soon. 
Nice speaking to you, 
l" m looking forward to it. 
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Key phrases for writing I 
Business emails 

I tr ied to ca ll I phone you ... but .. . . 
Wi th rega rd to 
I look fo rward to speaking to you soon . 

Best wishes 

Making suggestions and appointments 

I think it's a good idea if ... . 
I suggest that I ... 
Co uld yo u let me know if that's co nve ni en t for you? 

Emailing to make arrangements 

Following ou r phone ca ll, .... 
Tha nks for your ema il. 
The week start ing I end ing 

Rega rding .... I As regards 

Please let me know. 
Let me know if that's . 

Best regards I wishes, . 

Automated replied 

I am out of the of fi ce [in ... ] unti l ... . 

Making suggestions 

Why don't I ... ? 
If this is OK for you, 
Perhaps we could .. .. 

110 I Workplace Engli sh 2 



Requests and asking for opinions 

How do you feel about this? I What's your opinion about ... 7 

Shall we ... ? 

Do you think you could ... ? I Would you mind +ing ... ? 

Asking for support I help 

Wou ld it be possible for ... to .. . ? 

Looking after visitors 

Let me introduce myself - I'm . 

I would like to confirm .... 
I will arrange for .... 
For detailed information about ... 
Please check ... . 
You can find ... . 
Please contact me if you have any questions. 

Formal email invitations 

Dea r Colleagues 

We are pleased to invite you to .... 
The event will take place on 
This occasion will be an opportunity to network with . 
We wou ld be grate ful if you .... 
We look forward to we lcoming you to ... . 
... in the nea r future 

Yours tru ly 

~I 
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Key words l 
Companies 

boss 

branch 

colleague I co-worker 

department 

division 

employee 

employer 

headquarters 

job 

to manage 

Departments 

Accounting 

Customer Services 

Distribution 

Human Resources [HR] 

Information Technology (IT) 

Logistics 

Marketing 

Payroll 

Production 

Research and Development 

Sales 

Security 

Transport [UK] I Transportation [US] 

Warehousing 
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Events and meetings · 

Your translation 

agenda 

agreement 

boardroom 

catering 

change 

compromise 

conference room 

equipment 

event 

facilities 

flip chart 

invitation 

meeting room 

negotiation 

participant 

presentation 

projector 

time out 

to agree 

to argue 

to arrange 

to attend 

to book 

to bring forward 

to cancel 

to disagree 

to make a deal 

to invite 

to negotiate 

to organize 

to put I move back 

to reserve 
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Key words i 

In the office 

chair 

computer 

cubicle I work station 

desk 

fax machine 

hole punch [UK) I hole puncher [US) 

paper 

paper clip 

pen 

pencil 

photocopy I copy 

printout 

stapler 

stationery 

telephone I phone 

to email 

to fax 

to forward 

to print something [out] 

to staple 

Emails 

disclaimer 

greeting 

out-of-office notice 

recipient 

sender 

subject 

to CC 

to contact 

to delete 

to email 

to forward 
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I ! 

Office job titles 

administrative assistant 

chairman I chairwoman I chair I 
chair person 

chief executive officer [CEO] 

chief financial officer [CFO] 

Chief operating officer [COO] 

clerk 

consultant 

engineer 

lawyer 

manager 

managing director 

personal assistant 

receptionist 

salesman I saleswoman I salesperson I 
sales rep [representative] 

secretary 

Telephoning 

busy [line) 

cell[US) I mobile [UK) phone 

engaged [line) [UK) 

extension 

line 

mobile [UK) phone I cell phone [US) 

to call[US) 

to call back 

to connect someone to someone 

to hold [the line) 

to put someone through to someone 

Your translation 

r 

Your translation 
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Key words j 

' 
Travel 

flight 

car hire [UK] I car rental[US] 

journey 

plane 

subway [US] I underground [UK] 

taxi 

tour 

traffic 

train 

trip 

Presentations 

audience 

conclusion 

handout 

laser pointer 

multimedia projector 

overview 

slide 

screen 

to make a presentation 

to present 

to sum up 
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Projects 

Act of God 

budget 

clause 

client 

contract 

cost 

customer 

deadline 

delay 

delivery 

goal 

kick-off meeting 

main contractor 

penalty 

phase 

plan 

progress 

project 

project leader I manager I member I 
team 

project meeting 

project room 

quality 

resources 

schedule 

status 

strike 

subco ntractor 

supplier 

time 

timeline 

Your translation 
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Present continuous 

Positive forms: 

• I'm [I am] waiting for my taxi. 

We're [We are] staying at the Anchor Hotel. 

They're [They are] having a meeting. 

Negative forms: 

• No. I'm not staying in the country. 

She isn't [She is not] wa iting for Diane. 

Questions: 

• Are you staying at the Anchor Hotel? 

Is Mr Jones waiting to see me? 

When are they leaving? 

Long answers: 

Yes. I'm staying at the Anchor. 

• No. I'm not staying in London. 

Short answers: 

Yes, I am. 

• Yes. she is. 

• Yes. they are . 

No. I'm not. 

No. she isn't. 

• No. they aren't . 

This tense is used to describe an action that is happening NOW: 

Would you like an umbrella because it's raining !now]? 

Or an action that has started but is not finished: 

I'm waiting to see him. 

It is also used for temporary actions or situations: 

She' s staying at the Anchor Hotel in London for three nights . 

Words that often take the present continuous are: now, at the moment, presently. 
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Future meaning 

The present continuous can have a future meaning and is used to talk about future 
activities that have been arranged or planned. 

• I'm staying in the hotel_ next week too. 

• We're playing golf with Yoshi on Saturday. 

• He's meeting them on Monday. 

• He's not flying to New York until after Friday the 13'h 

• Are you giving a talk at the data security conference next month? 

• Is he coming to Germany soon? 

If we use this form, we know the plans are fixed so it's a good way to make an excuse. 

• Sorry. I can' t co me on Monday. I'm driving to Frankfurt. 

Watch out- we don 't usually use these verbs in the continuous form: remember, 
understand, want, like, belong, suppose, need, seem, prefer, believe, know, think 
(=believe), hear, smell, have (=possess). 

Exercise 1 

Complete the text with the present simple or present cont inuous forms of the verbs 
in parentheses. 

To m Field and Diane Kennedy both 11 [work) for Lowis 
Engineering . At the moment Diane 21 [focus) on the integration 
of Lowis Engineering into APU and Tom 31 [help) her. Tom usually 
41 [arrive) at work at about 8.30 am. but today he 
51 [stay) at home because he 61 [n ot feel) we ll. 

Exercise 2 

Put the words in the sentences into the correct order. 

1 APU I is I next I vis it ing I the I Diane I offices I month . 

2 going I Aren't I to I the I you I Saturday I party I on? 

3 afraid I we're I I'm I visiting I mother I this I my I weekend . 

4 isn't I Tuesday I arriving I She I until. 

5 o'clock I meeting I at I They're I the I President I three. 

6 he I flying I Is I soon I to I LA? 

Present simple 

Positive forms: 

I work at the reception desk. 

She enjoys her job very much. 

• Our employees love help ing vis ito rs. 
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Negative forms: 

I don 't [do not] work for Lowis Engineering. 

This visitor doesn 't [does not] have a security card. 

We don 't allow pets in the com pa ny. 

Questions: 

• Does she work for Lowis Engineeri ng ? 

• Where do you come from? 

Long answers: 

• Yes, she does work for Lowis Engineer ing. 

No, she doesn 't work for Lowis Engineering. 

Short answers: 

Yes, I do . 

• No, I don't. 

• Yes, she does. 

• No, she doesn't. 

This tense is used to express facts : 

Tom works at Lowis Engineering in London but he lives in Croydo n. 

The off ice is on the corner of Ward our Street and Oxford Street. 

Diane works in Lond on but she comes from the USA. 

and for actions that are regular activities or routines : 

• I check my emails every day. 

The mai lman brings the mai l before lunch. 

It is also used with timetables and schedules: 

The cafeteria opens at 12 a· clock. 

The compa ny closes at m idnight. 

Words that often take the present simple are: often, seldom, usually, never, always, 
normally, rarely: 

It often rains a lot in April. 

• We never close . 

Exercise 3 

Complete the questions and answe rs wi th the presen t simple form of the ve rb in 
parentheses. 

1 Where you from? [come) 

2 I from Venice. [come) 
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3 Who you for? (work] 

4 I for an electronics company. (work] 

5 What time your boss in the office? (a r rive] 

6 She usually to the off ice at about eight o'clock. (get] 

7 How often she on vacation? (go ] 

8 She never any vacation at all I (take] 

Going to future 

Positive forms: 

I'm [I am] going to send an email tomorrow. 

They're [They are] going to complain about the meet ing. 

• He's [He is] going to book three conference rooms. 

• We 're going to write to the manager. 

Negative forms : 

• I'm not [I am not] going to te lephone tomorrow. 

• We aren 't [We are not] going to eat in the restaurant tonight. 

• She isn't going to go to Australia. 

Questions: 

Are you going to telephone tomorrow? 

Is he going to te l l the boss? 

Who 's going to tell the boss? 

Long answers: 

Yes, I'm going to telephone tomorrow. 

No, I'm not going to telephone tomorrow. 

Yes , they're going to email the manager. 

No, they aren't going to email the manager. 

Short answers: 

• Yes, I am . 
• No, l'mnot. 

• Yes , he is . 
• No, he isn 't. 

Yes, they are . 

No, they aren't. 
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This tense is used if we believe something is going to happen: 

• We 're going to move offices next year. 

Wh en are yo u going to get a company ca r? 

• Wh en I ge t hom e, I'm going to wr ite a report about the co nference. 

Exercise 4 

Complete the sentences w ith the words in the box. 

I I'm IS isn 't going not to I 
1 
2 
3 
4 
5 

When I get to the offi ce . ___ _ going to have a meeting with Robert. 

Next summ er we're to spend so me time sa iling in the Med iterran ean. 

_ ___ he going to come to the con feren ce? 

John and Karen phon ed. They aren't goi ng be here on t ime. 

____ Robert going to finish the integ ration by the end of December? I don 't 
think so l 

Past simple 

Positive forms: 

• He arrived yesterday. 

• I cancelled my meeting last week. 

• We visited the com pany last month . 

• She knew there was a delay. 

• We ate in the restaurant last night. 

Negatives and questions are formed with did: 

• He didn't [did not] telephone yesterday. 

• You didn't tell me that she was here. 

They didn 't enjoy th eir visit. 

• I didn 't expect to wait so long at reception. 

• Did Mr. Lawson arrive yesterday? 

• Did you enjoy you r vis it? 

• Did the suppli ers receive their money? 

• What did you buy in London? 

Long answers: 

• Yes . he arrived yesterday. 

No . he didn 't arrive yeste rd ay. 

Yes, we spoke to the manager about your prob lem. 

• No. we didn't speak to the manager about your prob lem. 
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Short answers: 

• Yes, we did . 

• No, we didn't. 

• Yes, 1 did . 
No, I didn't. 

The past simple is used for finished actions in the past. They can be a long time ago 
or very recent: 

• I visited you r compa ny last week. 

• Columbus sailed to America in 1492. 

Words that often take the past simple are: yesterday, an hour ago, last year, in 2009, 
last week, a year ago. 

Exercise 5 

Complete the sente nce wi th the co rrect past simp le form [pos itive , neg ative, 
question) of the verb in parentheses. 

_______ the report before I wen t home. (finish) 

2 She _______ to me after the meeting. I not speak) 

3 _______ Tom Karen yesterday eve ning ? (telepho ne) 

4 What _______ Diane abou t the problem? [do) 

5 They me the report on time. (not emai l) 

6 I a meeting last night with John. (have) 

Simple future- will 

Positive forms: 

• I'll [I will) mail it tomorrow. 

• We' ll arrange a meeting. 

• Tom' ll call me as soon as your taxi is here. 

Negative forms: 

• I won't [will not) do it tomorrow. 

• John won 't forget to do it. Karen. 

They won't come back. 

Questions: 

• Will you do it tomorrow? 

• Will she call me a taxi? 

• When will my taxi come? 
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Long answers: 

Yes, I'll do it in a minute. 

• No, I won 't do it today. 

Short answers: 

Yes, I will. 

No, I won 't. 

This tense is used for predictions about the future: 

• In the yea r 2020 we ' ll all work until we are 75. 

• You 'll never fini sh that report before 1:00. 

It is also used to give information about the future (that does not involve intentions 
or arrangements) : 

• In ten minutes we 'll test the fire alarm. 

It must also be used for conditional use, for example in if-sentences: 

• If you do not cancel in t ime, you'l l have to pay a fee. 

It is also used to announce a decision in offers, promises and threats, requests and 
instructions, and suggestions: 

• That sou nd s good. I'll have th e steak too. 
• I'll tell you as soon as the report is ready. 
• I promise I' ll inform my boss immediate ly. 

Do that again and I'll complain to your boss. 
Will you fill in this form , please? 

Exercise 6 

Match the sen tences from di fferent conversa ti ons. 

1 Can I speak to Ca ther ine, please? A I'll find a new job I 

2 You were fired I What'll you do now? B Don't worry, I'll send it again. 

3 When can we have lunch? c Oh yes. I'll probably see th em after 
lunch. 

4 Will you see Tony and Andrea today? D You're right. I'll speak to the boss 
abou t the problem. 

5 I can't find the report you ema iled me. E Of course. I'll get her. 

6 We don't have enough peoplel F Wait a moment and I'll check my 
ca lendar. 

Phrasal verbs 
• I must call up Robert. 

• Can you put me through to John? 
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• Hold on and I'LL [I will ] connect yo u. 

• Don't put down the rece ive r. 

• John picked up the receiver when the phone rang. 

• Can you fill in the form? 

2,000 workers we re Laid off by the compa ny. 

He got up at six o'clock in the morning. 

A phrasal verb is a combination of a verb (call, put, hold) and a word Like down, up, 
through. With many phrasal verbs we can separate the two parts. 

Karen can pick Tom up from the airport. 

Kim put the cup of co ffee down on th e tab le. 

Here are some more useful examples with their meaning. Keep a note of any 
phrasal verbs you see and add them to this List. 

• back up - make a copy of someth ing 

se t up- start a bus iness 

close down - stop a business 

• cut off- disconnect 

• hold up - cause a delay 

• turn on I off- start I stop a piece of electrical equ ipment 

Prepositions of time 

• The meeting is at ten o'clock. 

• We close the office at Ch ri stmas time. 

I'm meet ing Karen at lunchtime I the weekend [U K] I night. 

The next conference is in June. 

• The company was fo unded in 1981. 
• We need to organize a team-building exerc ise in the spring. 

• Ch ina is going to be the most powerful economy in the 21 '1 cen tury. 

We had tea in the afternoon. 

I saw him on Wednesday. 

• She sent me the email on Friday afternoon. 

• I'm flying back to London on New Years Eve. 

• The new off ices were opened on Monday July 21 •t 
I usually play tenni s on th e weekends. [U S] 

We use at, on and in with these time expressions. 

at - parti cular times, festival times and spec ific fi xed expressions 

in - months, years, seasons , centuries , parts of the day 

on - days of the week , parts of named days, festival days, dates 
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Exe rci se 7 

Co mplete the sentences w ith at . in or on. 

1 John and Karen are flying _ _ _ _ ___ Sunday morning to London. 

2 APU bought Lowis Engin ee ring 201 2. 

3 We have a meeting w ith the lawye rs 1 0.30. 

4 APU plans to ro ll out the new software the summer. 

5 I rece ived the report _ _ _ _ _ _ _ Chris tmas day. 

6 The workshops take place the weekend . [UK) 

How much I many I a little I a few 

• How much t ime do we have? 

• Do you have many offices in As ia? 

I don't have much coffee. 

Th e co mpany doesn't have many servers . 

He on ly has a little money in the bank . 

• They have a few people in New Yo rk. 

• Th ere are only a few salespeople. 

We use many and a few for nouns we can count, for example people, offices, chairs, and 
much and a little for nouns we cannot count, for example money, time, space, water, 
information, capacity. Much I many are normally used wi th questions and negatives. 

Exerc ise 8 

Underli ne the correct word in the sen tences. 

He isn 't paying many I much money for the informati on. 

2 Britain doesn't have much /ma ny mountai ns. 

3 We only interviewed a few I a little co lleag ues about the problem. 

4 How much I many fac tories does the compa ny have in Ukrain e? 

5 Th ere·s only a few I a little wa ter in the coo l ing system. 

6 How much I many lu ggage does she have? 

Modals for obligation: must, have to, mustn't, don't have to 

Positive forms : 

• I must speak to my boss. 

• I have to fly to Sydney. 

• Karen has to take a tax i to the sta ti on. 

• We must have a mee ting abou t thi s. 

We use these modal verbs to show there is some k ind of obligation or necessity to 
do something. 
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We use must for strong personal obligations or strong personal advice. 

• I must telephone my mother this eveni ng . 

We use have to where an external rule or situation creates an obligation. 

• Th e bad weather mea.ns we have to cancel the picn ic. 

Negative forms: 

• You mustn't (must not) speak to him about thi s. 

• She doesn't (does not) have to come to work tomorrow. 

• I mustn 't (must not) forget to book a hotel room. 

We can use must not to say something is not allowed. 

• You mustn't (must not) smoke in the office . 

But the negative form of don 't have to means there is no necessity to do something . 

I don 't have to wear a ti e in th e offi ce. 

Question forms: 

• Do we have to send the repor t by Friday? 

• Does he have to check the documents aga in ? 

• What do they have to do next? 

Long answers: 

• Yes. we have to . 

No. we don 't have to send it by then. 

Short answers: 

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

Exercise 9 

Complete the sen tences wi th must. have to. mustn't or don't have to. 

Our accountan t says we pay our ta xes this week. 

2 We go to lunch some time soon. 

3 Why do we take a plane? We ca n go by train . 

4 If you wa nt to drive hom e after the party, then you rea lly drink 
any alcohol. 

5 Th e boss says we _______ meet him in his off ice in ten minutes . 

6 I'm not feeling we ll. I finish the report today, so I'm going 
home. 
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Comparison of adjectives 

We use comparative adjectives to compare two things. 
One-syllable adjective add-er. 
Rich -7 richer 
Adjectives ending in -y change to -ier. 
Lazy -7 lazier 
Adjectives with two or more syllables have more I less before the adjective 
Difficult -7 more I less difficult 
Comparisons are often made using than. 

The Pac ific is larger than the Atlantic 

Watch out! 

Some adjectives have irregular comparative forms: 
good -7 better 
bad -7 worse 
far -7 further I farther 
big-7 bigger 

Exercise 10 

Complete the sentence with the correct comparative form of the adjective in parentheses. 

1 I don·t like th is job. It's [hard] than I thought it would be. 

2 Diane sa id the restaurant was [good] than the cafeteria. 

3 I want to take the train instead of flying because it's [cheap]. 

4 I need some pills. My headache is much [bad] now. 

5 Everybody is [happy] now that we·ve moved offices. 

6 This project is [difficult ] than we expected 

Superlatives 

We use superlative forms to compare one member of a group with the whole 
group. Short [one syllable) adjectives add the +-est in the superlative form. 

• Germany has the largest economy in Europe. 

Longer adjectives add the most I the least before the adjective. 

The Ritz is the most expensive hotel in London. 

We decided to travel by bus. It was the least expensive option. 

Irregular forms: 
Some common adjectives have irregular superlative forms : 
good-7 the best 
bad-7 the worst 
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far-7 the farthest I furthest 
big-7 the biggest 

Exercise 11 

Complete the sentence with the correct superlative form of the adjective in parentheses. 
1 London is [big ) city in the European Union. 

2 My flight was delayed by 24 hours. It was [bad) delay l"ve ever had. 

3 We cancelled the contract. It was [good) decision in the situation. 

4 Diane took the tra in to Pa r is from London . It was [fast) option. 
5 We decided to use the Hotel Orb is for our con ference. It was ______ _ 

[suitab le) hotel 

6 This building is _ _ _____ [expens ive) our company has bui lt. 

First conditional 

Positive forms: 

• If I see Mr. Field, I'll (I will) give him the message. 
• If he 's [he is) in the office, he 'll [he will ) call you. 
• If they' re [they are) late. they' ll [they will) miss the ir flight. 

Negative form: 

• If it isn 't [is not) ready, she 'll (she will) come later. 

Questions: 

• What 'll [what will) you do if the train is cancelled ? 
Will she be able to see me if I come to the office? 

Long answers: 

• I'll [I will ) take a taxi. 

Short answers : 

• Yes, you will. 
• No, you won 't [will not ). 

Conditional sentences have two parts or clauses: the condition (if) clause and the 
result clause. We use the first conditional to talk about conditions that are probable 
or expected in the future: 

If the train is late, we 'll take a tax i. 

We use the present simple in the if clause and will I won 't+ the infinitive in the 
result clause. The clauses can come in either order. If the result clause is first, 
there is no comma : 

We' ll telephone Diane if we have time. 
If we have time, we 'll telephone Diane. 
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Exercise 12 

Join the two parts of the sentence together. 

If the weather's good, 

2 We'll come to the meeting 

3 If the roads are clear, 

4 What'll he do 

5 We'll have a prob lem 

Can for ability 

A the drive will take about twenty minutes. 

B if I offer more money? 

C we ' ll work outs ide. 

D if there aren't enough people. 

E if you arrange a meeting room. 

We use can and can 't to talk about our ab ility to do something, either at th is 
moment or in general. 

Can you play golf? I= Do you have the sk ills?) 
Can you all see the sl ide? I= Is it poss ible for you to see it?) 

We also use can to say that we have per mission to do something. 

You can drive a car when you're seventeen. 
• You ca n't eat food in here. 
• He can sleep in the living room. 

The past form is could. 

• My daughter could speak three languages when she was five. 
• I couldn 't (could not) understand anything they said. 

Will be able to is used for future ab ility. 

The new BMW electric car will be able to drive at 120 km/h 

Exercise 13 

Complete the sentences with the words in the box. You may have to use them more 
than once. 

I able be can can't couldn't I 

My grandmother speak Mandarin perfectly, but she write it. 

2 We'll go on the train so we'll be to work together on our way to the meeting. 

3 He fly to Boston yesterday because of bad weather. 

4 you telephone me in about ten minutes? 

5 You sit in here. It's reserved for women only. 

6 The Russian spacecraft is so fast it'll able to reach Mars in only a month. 
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Should I shouldn't I ought to for recommendations 

Positive forms : 

• You should see a doctor. 
• She ought to telephone him . 

They should hire a consultant. 

Negative forms : 

• We shouldn't (should not) wait too long. 
They shouldn 't (should not) have borrowed any mon ey. 

Question form: 

Do you think he should do that? 
• What do you th ink I ought to do? 

We use should I ought to to give advice or an op inion. They have the same meaning 
but should is more common. 
We use should have I ought to have when we want to talk about the past. 

• You should have gone to the mee ting. 
• We ought to have paid the money on time. 
• I shouldn't (should not) have talked to him about it. 

Exercise 14 

Join the two parts of the sen tence together. 

You shouldn"t A known about the st ri ke. 

2 We ought to talk B bought the building. 

3 They should have c smoke. lt"s bad for you. 

4 He ought to D say in the meet ing? 

5 They shou ldn"t have E to the suppl ier about the problem. 

6 What shou ld she F find a new job . 

Time phrases 

• She"ll give you her add ress when she ca l ls. 
• l"ll help you after I finish this report. 

We"ll start the meeting as soon as the boss arr ives. 
We won" t wa it until Paul gets here. 

Will is not used after the words if, when, until, as soon as and after. With these time 
phrases we use the present simple with the time phrase and will in the main 
clause. If the time phrase is at the beginning of the sentence, we put a comma 
before the main clause. 

• As soon as I get to the offi ce , I'll send an email. 
I'll send an email as soon as I get to the office . 
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Exercise 15 

Complete the sentences with the words in the box. 

I fi nished IS soon until wait I 

Wh en the report _ _ _ ready, l"ll read it. 

2 Ka ren wi l l start the meet ing as as John arr ives. 

4 Afte r the project is , Lowis Engineering will be integ rated into APU . 

5 I won't start the report arr ives. 

6 If Diane is late , we 'll _ _ _ 

Present perfect simple 

Positive forms : 

• I've [I have] worked here for ten years. 

She's [She has] done sec retarial wo rk for te n years. 

The manager has read your letter. 

Negative forms: 

I haven't [have not] worked in an of fi ce before. 

She hasn 't [has not] called a tax i. 

Questions: 

• Have you worked in London before? 

• Has my taxi been called? 

• Whe re have you put the broc hures? 

Long answers : 

• Yes . I've worked in London for five years. 

• No. I haven't [have not] called a taxi. 

Short answers : 

• Yes . I have. 

• No. I haven't. 

• Yes. it has. 

• No. it hasn 't. 

The present perfect simple is formed with have+ the past participle (see page XYZ 
for irregular verbs). It is used to describe a completed action in the past which is 
still relevant to the present. 

Can you help me? I've lost the key to my off ice. I= I don't have it. ) 

• We have to cancel our visit beca use she's broke n·her leg. I= Her leg is broken. ) 
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I've read some information about your company. 1~ I know about the company.] 
• We've moved off ices since your last vis it. I ~ The off ices are different] 

Note that we do not use the present perfect if we say when something happened, 
for example, with finished time expressions such as yesterday, last week, at 
10 o'clock this morning, in 2010, last October. 

I'm sure we 've met before I 

Have you ever visited APU before? 

My boss has been to a conference here. 

• The company has been in the APU Group for over 25 yea rs. 

It is also used to describe events with expressions of 'time passing up to now' . 
Signal words are just, yet, already. 

Have you sent the report yet? 

• She's just finished the email. 
We 've already had some meetings with APU. 

We use the present perfect to give news. 

APU has bought Lowis Engineering. 1~ The date is not important] 

Exercise 16 

Put the words in the sentences into the correct order. 

1 Yo rk I you I to I ever I Have I been I New? 
2 hasn't I contract I signed I She I the . 
3 moved I We've I again I offices. 
4 contrac t I company I Sunstone I has I won I The I the. 
5 already I to I sent I finished I I've I the I my I report I and I it I boss. 
6 he I yet I answered I emai l I Has I your? 

too and not ... either 

• ' I drive a Mercedes· 'Oh, me tool ' 

• We want to go on the Queen Mary II to New York_· We do too _· 

• 'The email system isn't [is not] working _· ' I know. And the Internet isn't working 
either_· 

When we have the same exper ience as another person we can use too for positive 
forms or not ... either for negative forms. 

Exercise 17 

Match the sentences from different conversat ions. 

1 I hate this software I A Yes . and he's often bad-tempered too. 

2 We need to have a meeting about this . 8 I don't like it either. 

3 John seems very tired. C No, and not tomorrow either. 
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4 Will you see Diane today? 

5 I can't find the ema il John sent. 

6 I really like his ca r l 

Adverbs 

slow -7 slowly 
intelligent -7 intelligently 
cheap-? cheaply 

0 You're quite right. I think so too. 

E I do too. It's so fast . 

F I ca n't find it either l 

We use adverbs to describe how something happens: 

• The team wo rked quickly. 

• We make reg ular adverbs by addi ng -ly to an adject ive or -ily to an adjective 
end ing in y. 

• The photocopier prin ts quickly. 

The man fel l heavily to the ground. 

Adverbs of frequency like always, often, never usually come before the main part of 
the verb, but after the verb to be: 

• James is always late. 

We can put many adverbs after the verb and its object: 

Kim sings beautifully. 

• Petra closed the window quietly. 

Irregular forms: 

Adjectives ending in -ly !Lonely, lovely, friendly) do not need to be changed 

She looks lovely. 

Some words are both adject ives and adver bs : 

He's a fast driver; he drives fast. 

Tim has a hard job; he has to work hard . 

The plane was late ; it landed late . 

• My boss was at work early; he arrived early. 

The adverb from good is well: 

Hong is a good worker. She wo rks well . 

Exercise 18 

Change the adject ive into an adverb in the sentences below. 

I shut down my computer [quick) and lef t the office. 

2 She drove home [slow) in th e dark. 
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3 The report was sent (early) in the morning. 

4 My meeting was ca ncelled (sudden) because of illness. 

5 The server works extremely (fast). 

6 This new program helps us dea l with the prob lems (intell igent). 

Passives 

Positive forms : 

These shoes are made in Italy. 

Safety helmets must be worn at all times. 

The work will be finished on time. 

• The meeting was cancelled . 

Negative form: 

• The reports aren't (are not) sent to headquarters. 

We use the active form to talk about who or what did something: 

• Diane called John Ca r ter. 

Sometimes this subject or 'agent' is not very important, or not known, but we still 
want to know what happens. In this case we can use the passive. 

The signal is sent every five minutes. 

We form the passive with the appropriate form of the verb be+ the past participle. 
It is often used in writing for reports , to describe processes and formal notices. If 
we want to mention the agent, we use by. 

The employees are trained by Karen Armstrong. 

• The engine is cooled with water. 

Exercise 19 

Put the words in the sentences into the correct order. 

1 conference I cance l led I last I The I was I week. 

2 package I courier I by I will I The I be I sent. 

3 management I are I reports I read I by I the I Her I top. 

4 temperature I five I The I checked I minutes I is I every. 

5 I I be I driven I airport I to I must I the. 

6 with I house I The I is I solar I heated I power. 
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Answer key I Audio script 

Unit 1 Back in the office 

Conversation 

Diane wants Tom to come to a 
meeting with John Carter and Karen 
Taylor from APU. 

See page 8 for video script. 

Understanding 

2 
Yes, he does. Tom knows Cathy and 
Julia. 

2 Yes, he did. Tom enjoyed his 
weekend. 

3 Jasmine is making photocopies for 
Tom. 

4 Tom is changi ng the agenda. 

5 Cathy telephones Tom. 

6 They will meet John Carter and 
Karen Taylor in the board room. 

Practice 

3 

c 2 E 3 D 4 B 5 

4 
1 Hellol I Hi I 

2 Good weekend? 

3 How was your weekend? 

4 Good morningl 

5 How are you? 
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A 

5 

Tom Morning, Roberta. 

Roberta Morning , Tom . How are you? 

Tom Fine, thanks. Good 
weekend? 

Roberta Great, thanks. I played golf 
on Sunday. How was your 
weekend? 

Tom Very nice, thanks. 

6 
See page 11 for audio script. 

Speaking 

7 
Model conversation 

Colin Morning I 

You Morning, Colin' 

Colin How are you? 

You Fine, thanks, and you? 

Colin 
Very well, thanks . Good 
weekend? 

You 
Great thanks' How was your 
vacation7 

Very good , thanks. We went 
Colin to France . What are you 

working on at the moment? 

You Oh, f"m practising my English. 

Colin That's a good ideal 

You What are you doing7 

Colin 
Oh, l"m waiting for some 
coffee. 



I Units 1-2 

Unit 2 Visitors to the company 6 

Conversation 

Diane hasn't met Karen Taylor 
before. 

See page 12 for video script. 

Understanding 

2 

1 A 2 c 3 B 

Practice 

3 

1 E 2 0 3 A 4 C 5 B 

4 
1 to I too 

2 of I at 

3 for 

4 to 

5 in 

5 

Jasmine 

John 

Jasmine 

John 

Julia 

John 

Julia 

Hi, John, good to see you 
again I 

Hello, Jasmine , good to 
see you again, too. 

Can I introduce my 
colleague, Julia? 

Pleased to meet you. 

Pleased to meet you, too. 

What do you do, Julia? 

I' m Mr Fisher's persona l 
assistant. 

See page 15 for audio script. 

Speaking 

7 

Model conversation 

You Jenny! Good to see you again' 

Jenny Oh , hello I Good to see you 
agai n too l Can I introduce 
my colleague, Alex? 

You Hello, Alex, nice to meet 
you' 

Alex Nice to meet you too. 

You What do you do, Alex7 

Alex Oh I'm responsible for 
sales and marketing. What 
about you? 

You I'm a sales manager. 

Alex Interesting. 

You Let me introduce you to my 
colleague, Tom. 

Jenny, 
Hi .. . hello ... pleased to 

Alex, 
Tom 

meet you both. 

You Let me give you my card. 

Alex: Oh , thanks. Here 's mine! 
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Answer key I Audio script 

Unit 3 Down to business 

Conversation 

Tom is going to help Karen from APU 
with in tegrat ing Lowis into APU. 

See page 16 for video script. 

Understanding 

2 
Tru e. 

2 False, she deal with systems. 

3 True. 

4 False, Karen does wan t Tom's help. 

5 True. 

6 False, John does want to make a 
phone call. 

Practice 

3 

2 

3 

4 
5 
6 

4 

would 

mind 

need 

com1ng 

Could 

by 

Would you mind if we open the 
windows? 

2 The boss really needs you to give him 
a call. 

3 Let's start by check ing some 
informat ion. 

4 She'd like you to come to the meeting. 

5 Could you check my reservat ion? 

6 Thank you all for coming to thi s 
meeting this morn ing. 

5 
Sample answers 

1 James. I want you to do some th ing 
for me. 
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2 Would you mind if I turn on the light? 

3 Could you give me some paper? 

4 The company really needs you to 
help me with this project. 

5 When that's finished , I'd like you to 
jo in my team. 

Speaking 

6 

See page 19 for audio script. 

7 

Model conversation 

You OK, thank you for coming 
to this meeting. 

Helen+ Colin OK, good . 

You Now, I really need you to 
do some things for me. 

Helen +Colin Fine. No problem. 

You Colin, could you check 
the project costs for me? 

Co lin Sure. Can I get the 
figures from you 
tomorrow morning? 

Yo u I'm not going to be in the 
office tomorrow morning. 
Can you come to my office 
after the meeting? 

Colin Of course. 

You Helen, I'd like you to visit 
the factory with me. 

Helen Greatl When? 

You I'm going to check it on 
Monday next week. 

Helen OK. 

You Finally, could you send 
me all your reports by 
Friday lunch time ? 

Helen+ Colin Sure. No problem. 



I Units 3-4 

Unit 4 The presentation 

Conversation 

France [Strasbourgl. Korea [Seoul] 
and the USA [Houston] 

See page 20 for video scr ipt. 

Understanding 

2 
c 2 A 3 B 

Practice 

3 

D 2 A 3 B 4 c 

4 

like 

2 firstly 

3 secondly 

4 al l 

5 Afte r 

6 then 

5 

Suggested answers 

1 I would like to tell you something 
about my compa ny. 

2 Firstly, the size. 

3 Secondly, the products. 

4 So first of all, we have off ices in more 
than 50 countri es and 200,000 people 
work for us. 

5 Aft er we opened off ices in Korea in 
2008 , we then built factories in 
Vietnam. 

6 
See page 23 for audio script. 

5 eaking 

7 

Model presentation 

I'd like to tell you about the new 
payment terms, first the change in 
terms and second the reasons for the 
change. 

So, first of all, the change in terms. 
From January 1st the payment terms 
will be 90 days not 60 days. 

Second, the reaso n for the change in 
terms. Ninety days is what our 
customers require. 
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Answer key I Audio script 

Unit 5 Questions and answers at Speaking 
the presentation 6 

Conversation 

Diane was a sa les manag er, 
responsible for Asia. 

See page 24 for video script. 

Understanding 

2 
False, she worked in Seoul , too. 

2 True 

3 False, Lee Ji -Sung was responsible 
for the xRoot project in Asia. 

4 True 

5 False, he says it we nt fast. 

Practice 

3 

1 
2 

3 
4 
5 

4 

glad 

understand 

good 

I 

me 

Do you have any questions about the 
presentation? 

2 I'm not sure about tha t point. 

3 Let me think about that question. 

4 Thank you for asking that qu estion. 

5 

Suggested answers 

1 Do you have any qu es tion s? 

2 Sorry, I don't und erstand your 
question. 

3 I'm not sure about that. 

4 Let me think 
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See page 26 fo r audio scrip t. 

7 
Model conversation 

You Do you have any questions? 

C1 Yes. How much time did you 
need to deve lop your product? 

You Sorry. I don't understand your 
question. 

C1 I mean, how long did it take 
from start to finish? 

You I see. It tool< nine months. 

C2 Was the product tested in 
Taiwan? 

You I'm not quite sure about that. Can 
I send you the answer by email? 

C2 Of course. How many people 
worked on the project? 

You I'm glad you asi<ed that question. 
It wasn't many, only six engineers. 

8 
Model conversation 

You Were you responsible for 
the project? 

Supplier Yes, I was. 

You How much did the project 
cost? 

Supplier I'm afraid I ca n't tell you 
that information. 

You I understand. Where did the 
six engineers worl<? 

Supplier They worked as a tea m in 
th e UK. 

You Thanks. That's all. 

Suppli er My pleasure. 



Unit 6 Closing the meeting 

Conversation 

Tom promises to send Karen a list of 
the IT syste ms in Lowis. 

See page 28 for video script. 

Understanding 

2 
Tom and Karen wi ll work on the 
integ rat ion projec t pa rt t ime. full time 

2 John and Diane wi ll have a meeting 
eve ry f'!Wf1th . week 

3 On frithty Tom will send the l ist of IT 
systems to Karen. Wednesday 

4 Diane ordered some~ for lu nch. 
sandwiches 

5 Karen doesn't ea t-fft:ttt. meat 

Practice 

3 

C 2 A 3 B 4 E 5 D 

4 
I thi nk that's eno ugh for today. 

2 Please he lp you rse lf to so mething to 
eat. 

3 Could you pass me some orange 
juice. John ? 

4 Wou ld you li ke some fruit? 

5 
Suggested answers 
1 Cou ld you pass me a [bot tle of] 

minera l wate r? 

2 Are you OK with th at? 

3 Wo uld yo u li ke som e cheese? 

4 I'm afraid I don 't eat meat. 

5 Have some ma ng o. It's delic ious! 

Units 5-6 

6 
See page 31 for audio script. 

Speaking 

7 
Model conversation 

You 

Cindy 

You 

Cindy 

You 

Cindy 

You 

Cindy 

You 

Cindy 

You 

I think that 5 enough for 
today 

That's good. 

So, I ordered some 
refreshments. I hope 
you 're hungry ' 

Yes. Very. 

Please help yourse lf/ 

Mm, it looks grea t l 

Could you pass me an 
orange juice, please? 

Here you are. Um ... is 
that bee f in the sandwich? 
I'm afraid I don't ea t 
meat I 

Would you like a cheese 
sa lad sandwich ? 

Oh , thanks I Sorry to be 
difficult! 

No problem. I can 't eat fish 

myself 
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Unit 7 On the phone to Australia 

Telephone call 

Karen is on a business trip. 

See page 32 for video script. 

Understanding 

2 
c 2 B 3 c 4 A 

Practice 

3 

E 2 A 3 B 4 C 5 0 

4 
Can you put me through to Ju lia, 
please? 

2 I'm afraid he's in a meeting at the 
moment. 

3 Can I speak to Jasmine Goodman , 
please? 

4 I'll write him an email. 

5 Hi, th is is David Knopf from xRoot 
Software. 

5 
Suggested answers 

1 [Your name) spea king . 

2 I'm afraid he I she is in a meeting. 

3 Hold the line, please. 

4 I'm sorry but his line's busy 

5 Can I take a message? 
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6 

See page 35 for audio script. 

Speaking 

7 
Model conversation 

Jod ie Compex Incorporated, Jod ie 
King speaking. How can I he lp 
you? 

You Hello, this Michelle Blanc from 
Tapette. Can I speak to Frank 
Linker, please 7 

Jodie I'm afraid he's in a meeting. 

You OK. I'll send him an email. 
Could you put me through to 
Susie Goh7 

Jodie I'm sorry but her line's busy at 
the moment. Can I take a 
message? 

You Don 't worry. f'll call back later. 
Thank you very much for your 
assistance. Goodbye I 

Jod ie Goodbye! 



I Units 7-8 

Unit 8 Emailing Australia 

Email 

Tom suggests a telephone 
conference call . 

Understanding 

2 
False. he emai led her. He spoke to 
Kim . 

2 False. she is on a bus iness trip. 

3 False . Tom wa nts to organ ize a 
telephone confe rence. 

4 False. she is back in the office on 
Friday. 

5 True. 

Practice 

3 
With regard to your project in 
India ... 

2 I think it"s a good id ea if we . 

3 I tried to speak to you this morning 
but you were in a meeting . 

4 I suggest that we meet as soon as 
possible. 

5 Could you let me know if that"s 
convenient? 

6 l" m out of the off ice until Monday. 

4 

Dear Ms Goodman 

I tried to call you this afternoon but 
you were in a meeting. 

With regard to our meeting tomorrow, 
I think it"s a good idea if we also 
discuss the project costs. I suggest 
that I invite our accountant. Gordon 
King. to the meet ing. 

I look forward to seeing you tomorrow. 

Best wishes 

Priti Makesch 

5 
Suggested answers 

1 Bernhard 

2 this morn ing 

3 visi ting a customer 

4 project 

5 visit you next week 

6 bring my colleague 

7 James 

Writing 

6 
Model email 

Dear Amy 

I tri ed to return your ca ll but I hea rd 
you are flying to China . 

With regard to your questions. I think 
it"s a good idea if we speak on the 
phone I suggest I call you tomorrow at 
6pm Beijing time. Can you send me 
the telephone number of the hotel? 

I look forward to speaking to you 
tomorrow. 

Best w ishes 

Pascale 

7 
Model out-of-office message 

I am away from Model out-of-office 
message to on 
vacation. Please contact Susan Sm ith 
on sm ithraXYZ.com with any enqu iries. 
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Unit 9 Starting the telephone 
conference call 

Telephone conference call 

Tom is at home. 

See page 40 for audio script. 

Understanding 

2 

Tom is working from home today. 

2 Beca use it is an in ternationa l 
company and needs different 
systems for different countries . 

3 It only takes two days. 

Practice 

3 

F 

5 B 

2 c 
6 D 

3 G 

7 A 
4 E 

4 
1 Diane works from home on Mondays. 

2 I'm sitting here with Kim and 
Bernadette. 

3 Can you tell me how much it cos ts? 

4 Do you kn ow how many offices you 
have worldwide? 

5 

John John Carter here. Hello, Mr 
Park. 

Mr Park Good evening, Mr Carter. 

John My colleague Karen Taylor 
will call in in a moment 
from home. 

Karen Hello John , hello Mr Park. 
Sorry I'm late. 

Mr Park No problem , Ms Taylor. 
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John Good. Well . let's start. Can 
you tell us how much time 
you have for us today? 

Mr Park As much time as you want, 
Mr Carter. 

John 

Speaking 

6 

Great I Well, first of all, we 
need to know how much 
your new products will cost? 

See page 43 for audio script. 

7 
Model conversation 

Recorded Another caller is entering 
vo1ce the conference . 

You Hello, it's Paul here. 

Jun + 

Pascale 

You 

Pascale 

You 

Jun 

You 

Pascale 

You 

Pasca le 

Hi, Jun here . Hello, this is 
Pascale! 

Hi there. Sorry I'm late. 

That's OKI 

I'm working from home 
today. How much time do 
we need? 

As much time as you 
want. Well, let's start. Can 
you tell us how many 
people you have for this 
project in your office? 

Not many, only a few. How 
many people do you have, 
Pascale ? 

Oh it's the same for me. 
Only a few. 

Can you tell me how many 
people you need? 

I think another five at least I 



Unit 10 Ending the telephone 
conference call 

Telephone conference call 

Tom is staying one night in 
Portsmouth. 

See page 44 for video script. 

Understanding 

2 

False, Karen is flying to London nex t 
week. 

2 True 

3 False , Tom is visit ing a customer, not 
a supplier. 

4 False, He says he's not sure if that"s 
a really good idea. 

5 True 

Practice 

3 

1 
2 

3 

4 
5 

4 

5 

Speak 

lunch time 

Mr Carter's 

see1 ng 

Tuesday 

0 2 A 3 B 4 c 

John I just wa nt to let you know. 
I'm flying to Seoul W5t 
week. next 

2 Mr Park Oh. let my check my 
schedu le. me 

3 John : How tffi Wednesday look? 
does 

4 Mr Park Hmm, not too bad. What 
about fflt 10 o· clock in you r 
hotel? at 

5 John 

Units9-10 

That"s fine. I'm have a 
meeting at the APU office 
after lunch. having 

6 Mr Park OK. So, 10 o· clock 

7 John 

Wednesday. Nice speaking 
at you, John . to 
Yes.~ looking forward to 
see ing you soon I I'm 

Speaking 

6 

See page 47 for audio script. 

7 
Model conversation 

Jun Well, I think ... and I think a 
meeting is a ve ry good idea. 

You I'm flying to Tokyo next week. 

Jun Let me check my schedule. 

You How does Tuesday afternoon look? 

Jun Oh, I'm sorry. I'm visiting a 
suppli er outside Tokyo on 
Tu esday. 

You Well, I'm staying in Tokyo until 
Friday 

Jun Oh, very good . Then I have a 
chance to see you on Thursday 
morn1ng. 

You Hmm. I'm meeting somebody at 
my hotel in the morning. What 
about your plans for Thursday 
afternoon? 

Jun Yes. that's fi ne. Is three o'clock 
OK? 

You That's an excellent idea. 

Jun Great. Well, it was good to 
speak to you, Karl. See you next 
weeki 

You I'm looking forward to it. Jun. 

Goodbye. 

Jun Goodbye! 
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Answer key I Audio script . 

Unit 11 Making plans by email 

Email 

Karen suggests that she com es to 
Tom's meeting on Monday morning 
with the Lowi s sales team . 

Understanding 

2 
Karen wa nts to come to Tom's 
meeting. 

2 The sales people don 't use the APU 
system yet. 

3 Tom and Karen are driving to 
Portsmouth. 

4 Karen must mee t Peter King on 
Tu esday morning. 

5 Karen has to check the servers for 
John. 

6 Karen has to fly back to Syd ney on 
Friday. 

Practice 

5 
Why don 't 

2 we could 

3 do you fee l about this 

4 thi s is OK with 

5 mu st 

6 you mind 

Writing 

6 
Model email 

Dea r Pascale 

I'm visiting Paris next week for a sa les 
conferen ce. Why don't we have a 
meeti ng to di scuss th e proj ect 
progress? If you're OK with this, 
perhaps we could go for lunch . How do 
you feel abou t this? 

Shall we meet at your off ice at one 
o'clock? Would you mind making 
reservat ions in a restaura nt? 

Best regards 

3 Jun 
1 E 2 C 3 B 4 A 5 D 

4 
Would you mind speak ing to Jun and 
Pascale? 

2 What's you r opin ion on the problem? 

3 Do you think you could send me the 
repor t? 

4 Sha ll we send the figures to the 
project manager? 

5 If this is OK for you, we ca n work 
together. 

6 Why don't we have a meeti ng on 
Wedn esday? 
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I Units11-12 

Unit 12 Telephone small talk 

Telephone call 

John's suggestion is that Tom visit 
Australia for a week. 

See page 52 for audio script. 

Understanding 

2 
1 A 2 B 3 c 

Practice 

3 
What are ... 

2 I have to check . 

3 Did you .... 

4 I was wondering if you 

5 When is a good .. . 

4 
1 It's raining here. 

2 What are you doing th is evening? 

3 What's work like at the moment? 

4 Did you see the football last night? 

5 When is a good time for you? 

5 

Karen How's the weather in 
London? 

Peter It's raining here. 

Karen Too bad I Listen, I'm visiting 
the UK next week. I was 
wondering if we could have a 
meeting some time? 

Peter Well, on Tuesday perhaps. 

Karen Sure. When's a good time for 
you? The afternoon maybe? 

Peter Hmm, I have to check my 
schedule. Oh, I'm sorry but 
the afternoon's no good. 

Karen Well, what are you doing on 
Tuesday morning? 

Peter Tuesday morning is fine. 

Speaking 

6 

See page 55 for audio script. 

7 

Model conversation 

You Hello, Colin . How's the 
weather7 

Colin Oh , hellol It's raining here! 

You Too bad' What's work like at 
the moment? 

Colin Very busyl 

You I'm visiting Manchester next 
week. I was wondering if I 
could visit you. 

Colin Well, next week is busy, but 
I'm sure it's possible. 

You What are your plans for 

Thursday? 

Colin Hmm, not so good. What are 
you doing on Wednesday? 

You I have to check my schedule. 

Colin No prob lem. 

You When is a good time for you 
on Wednesday7 

Colin Wednesday morning is fine. 
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Answer key I Audio script 

Unit 13 Arranging the business 
trip 

Email 

He plans to stay eight nights. 

Understanding 

2 
Tom wa nts APU to book a hotel room 
for him . 

2 Tom sugg ests a telephone 
conference and inviting Robert 
Holden and Peter King to the telco . 

3 John thinks a telco is a good id ea but 
that it is not necessa ry to invite 
Robert Hold en and Peter King. 

4 Pia Levene , John's assistant, will 
arrange the hotel room. 

5 To do someth ing on the Saturday 
night. 

Practice 

3 

for 

4 for 

4 

2 if 3 As 

5 end ing 

Let me know if tha t date is OK. 

2 The week ending 25 June is good for 
me. 

3 Following our meeting th is 
afternoon. here are my notes. 

4 Thanks for your phone call this 
morn ing . 

5 Would it be possible for you to 
reserve a mee ting room? 

5 
1 lollovv ing- Following 

2 Febuary - February 

3 bee - be 
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4 8ffives- arri ve I wi ll arrive 

5 ~-regards 
6 ~-let 

7 best- Best 

Writing 

6 

Model email 

Dear Mr Murray 

Thank you for your email yesterday. 
think your services sou nd ve ry 
inte resti ng. Would it be poss ible for 
you to vis it my office next month on 
12 June? 

If you wa nt, my assista nt will reserve a 
hotel for you. 

Please let me know if th is is poss ible. 

Best rega rd s 

7 

Model email 

Dear ... 

Thank you ve ry much for your reply to 
my ema il. 12 Ju ne in the morning is 
good for me. What time would you like 
to meet? Thanks for your offer to 
reserve a hotel room but that is not 
necessary. 



Unit 14 Priorities for the 
business trip 

Email 

Karen is th e first pers.on on the 

Units 13-14 

6 

See page 63 fo r audio script. 

S eaking 

co nference calL 7 

See page 60 for audio script. 

Understanding 

2 
1 data centre 

2 data security 

3 deve lopments 

4 acco unting 

5 imp or ta nt 

Practice 

3 

1 0 

4 
that 

2 to 

2 A 3 B 

3 seco nd I seco ndly 

4 of 

5 impor ta nt 

5 
(Example answers) 

1 check you r emails 

2 plan your schedule 

3 answer you r emails 

4 go to lunch I 

4 c 

Model conversation 

Jun So I'm coming to visit you and 
other people next month. What 
topics should we discuss? 

You First, we can discuss the project 
schedule. 

Jun Good idea. What next? 

You Second, we have to check the 
project costs. 

Jun I agree. And after that? 

You After that, we need to talk about 
the problems with the 
consultants. 

Jun Ye s, that is a big problem. 
Anything else? 

You Finally, we have to go out for 
dinner. 

Jun That's a very good ideal 
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Unit 15 Dealing with questions in 
the conference call 

Telephone conference call 

Diane suggests a conference for the 
sen ior manageme nt level of Lowis and 
APU. At first John is not su re about the 
suggest ion but in the end he thinks it is 
a good idea . 

See page 64 fo r audio script. 

Understanding 

2 

B 2 c 3 c 

Practice 

3 
0 2 A 3 B 4 c 

4 
I'm sorry but could you repeat that 
last word? 

2 What do you mean by 'de layed'? 

3 But I don't understand why it's a 
problem . 

4 Can you give me an example of this? 

5 

I'm afraid I don't I is it 

2 you give an 

3 there a reason why 

4 I'm I Cou ld you repeat 

5 But I don't I what 
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6 

See page 67 for audio script. 

Speaking 

7 

Model conversation 

Su pplier Then there was a strike at 
the factory. 

You I'm sorry Could you repeat 
that ? 

Supplier There was a strike. 

You I'm afraid I don 't understand 
the word. 

Supplier Oh, I see. A strike. The 
workers stopped working . 

You Oh, I understand now. Is 
there a reason why they had 
a strike now? 

Supplier Well, they weren't happy 
with the new terms and 
conditions. 

You Can you give me an 
example? 

Supplier Well, first the workers 
wanted more money. 

You Can you repeat that? I'm 
afraid I didn't hear what you 
said? 

Supplier The workers wanted more 
money. 



~ Units 15-16 

' l 
Unit 16 Written invitations 

Email 

The conference will be in London on 
January 1 D. Joe Smith is not sure at 
the moment if he can attend. He 
needs to change his plans. 

Understanding 

2 

1 False, the email is sent to senior 
managers at APU and Lowis. 

2 True 

3 False, Diane and John want people to 
ema il them with their answer. 

4 False, the information about the 
conference will be sent when they 
answer the email. 

5 True 

6 False, Joe is not sure at the moment. 

Practice 

3 
We are pleased to invite you to the 
opening of our new offices in 
Penang. 

2 We would be grateful if you inform us 
about you plans. 

3 We look forward to welcoming you to 
our new offices in the near future. 

4 This occas ion will be an opportunity 
to meet senior managers. 

4 
Wtle. date 

2 ~place 
3 f'teltt near 

4 ffi:tty truly 

5 
1 We are pleased to invite you to our 

sales conference on September 13. 

2 The event will take place in the Tower 
Hotel. 

3 The occasion will be an opportunity 
for you to meet our staff. 

4 Yours truly 

Writing 

6 

Model email 

Dear Colleagues 

We are pleased to invite you to the 
opening of our Munich factory. The event 
will take place on April4 at 10.00 am. 
This occasion wi ll be an opportunity to 
see our new equipment in action. 

We would be grateful if you cou ld reply 
before March 1. As soon as we receive 
your reply, we wil l send details of the 
event, the location and the hotel. 

We look forward to meeting you at our 
factory open ing. 

Yours truly 

James Scott 

7 
Model email 

Dear James 

Thank you very much for your 
invitat ion to the opening of the Munich 
factory. 

At the moment I'm not sure if I can be 
there. As soon as I know, I will get 
back to you to say if I can attend. 

With thanks 
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Answer key I Audio script 

Unit 17 Business trip details 

Email 

Pia is wr it ing to Tom to give him 
information about his hote l in Sydney 
and other arrang eme nts. 

Understanding 

2 
Th e hotel will send a ·limousine to 
meet Tom. 

2 Pia wants Tom to send flight details. 

3 Tom ca n check the hotel facilities on 
the hotel's websi te. 

4 John is tak ing Tom to the opera 
house to see Carmen. 

Practice 

3 

4 

B 2 E 3 A 4 C 5 0 

Jasmine wi ll arra nge for the 
documents to be photocopied. 

2 I wou ld like to co nfirm you r landing 
time at Singapo re Airport. 

3 You can find more details in the 
attached document. 

4 Let me introduce myself - my 
name·s Jasmine Goodman. 

5 Please call me if you have any 
problems. 

5 

my me 

2 witt would 

3 fooT for 

4 a-reis 

5 deffitt detailed 

6 ~check 

7 ~have 
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Writing 

6 

Model email 

Dear Ms Binders 

Let me introduce myself - I 
am .......... ·s ass istant , and I would like 
to confirm your hote l arrangements. 

I have booked you in to the Harunami 
Hotel for three nights [March 23-26 ). 
The hotel ha s sent me a confirmation 
code for your reservat ion, 
HH23MAR211. 

For further information about the 
hotel, please check their website 
he re: www.harunami hotel.com 

. .. has reserved a tab le in a restaurant 
for March 24. She I He will m eet you in 
the hotel lobby at 7.00 pm. 

Please contact me if you have any 
questions. 

Yours sincerely 

XYZ 



f Units17- 18 
• 

Unit 18 Changes to the schedule 

Email 

Tom is staying for eight days in 
Australia. 

See page 76 for audio script. 

Understanding 

2 
1 Tom Field- Lowis Engineering 

2 Wants to change !wtet schedule 

3 Arr ive Sydney Oct 16 

4 Hire car Oct 19 

5 Visited Sydney already Hasn't visited 
Sydney already 

6 Send tetter confirming details email 

Practice 

3 

0 2 c 3 B 4 A 5 E 

4 
1 can 

2 ask 

3 Would 

4 kind 

5 lot 

5 

Jasmine Jasmine Goodman. Lowis 
Engineering London . How 
can I help you? 

Eva Hello. This is Eva Schmidt 
here. I wonder if I could ask 
you a favour. 

Jasmine Of course. Ms Schmidt. 
What can I do for you ? 

Eva Well. you booked me a room 
at the Tower Hotel for three 
nights. Would you mind 
changing the reservation to 
only one night? For the last 
two nights I'm going to stay 
with friends. 

Jasmine No problem. So you only 
want a room for October 31 51? 

Eva That's right. 
Jasmine Fine. Would you like me to 

organize for you to be met at 
the airport when you arrive? 

Eva No. it's OK. thank you. I'll 
take the underground. But 
thanks a lot for your help 
with the arrangements. 

Jasmine My pleasure! 

Speaking 

6 
See page 79 for audio script. 

7 

Model email 

Frank Frank Richards speaking 

You Hello. it 's Jim Levy here. I wonder 
if I could ask you a favour: 

Frank Of course. What can I do for you? 

You I wanted to ask if you could 
change my meeting time with Mr 
Ho. 

Frank I'm sure we can find a time. 
When is convenient? 

You Would ten o'clock on Tuesday be 
possible ? 

Frank Let me see ... well. I need to 
change another appointment of 
Mr Ho·s. but that's not a 
problem. 

You Oh. that 's great. Thanks a lot for 

your help with the arrangements' 

Frank My pleasure I 
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Answer key I Audio script 

Unit 19 Welcome back to the 
office 

Video 

Tom didn't like the stop at Moscow. 

See page 80 for video script. 

Understanding 

2 

c 2 A 3 A 

Practice 

3 

1 It's nice I good 

2 What was 

3 Did you do 

4 Good to see 

5 What did you 

6 It's nice I good to have you back. 

4 
1 What did you get up to in Paris? 

2 What was the weather like when you 
were in Seattle? 

3 Did she do any sightseeing when she 
was there? 

4 Is everything going well in Shanghai? 

5 Good to see you again I 

5 

Robert Hi, Jasmine. Good to see 
you again I 

Jasmine Hello, Robert. Nice to have 
you backl Good flight? 

Robert No, it was awful. But Beijing 
was great! 

Jasmine Really? Did you do any 
sightseeing? 

Robert Some. I saw the Great Wall. 
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Jasmine Fantastic I What was the 
weather like? 

Robert Oh, great. On the hottest 
day it was about 35 degrees I 

Jasmine Lucky you. It rained here . 

Robert Yes . Diane told me. But still, 
it's nice to be back! 

Speaking 

6 

See page 83 for aud io script. 

7 
Model conversation 

Cathy Hello I Good to see you again. 

You Hi, Cathy' It's nice to have you 
bacl< again. Did you have a 
good flight? 

Cathy Yes, it was fine . 

You Is everything OK in the New 
York office? 

Cathy Yes. I had a very interesting 
time. 

You Did you do any sightseeing? 

Cathy No, not really. But I did go 
shopping. 

You Lucky you' What did you buy? 

Cathy Well, I went to 
Bloomingdale's because I've 
always wanted to go there. I 
bought a bag. 

You Great' What was the weather 
like? 

Cathy Oh, it was good. Sunny and 
warm. 

You It was very cold here. 

Cathy Oh, dear. 



I Units 19-20 

Unit 20 The project review 

Video 

The integ rat ion of the accou nting 
systems is behind sched ule. 

See page 84 for video script. 

Understanding 

2 

1 False , John and Karen are worri ed 
abou t the project. They th ink it"s 
going too slow. 

2 Tru e 

3 Tru e 

4 False, no , they aren"t. Not yet. 

5 Tru e 

Practice 

3 

E 2 C 3 A 4 B 5 D 

4 
Suggested answers 

1 Ca n you show me the figu res for 
Ju ly? 

2 I don"t understand why it takes so 
long. 

3 When did you spea k to him ? 

4 Have you written the emai l yet? 

5 When will you finish the job? 

5 
Suggested answers 

1 Let"s look at the project schedu le. 

2 Here we ca n see th e problems with 
the costs. 

3 Moving on to the quest ion of quality. 

4 The next slid e shows the next steps. 

Speaking 

6 
See page 87 for aud io script. 

7 
Model conversation 

Team So let"s look at the project 
member status then. Here we ca n 

see the costs so far. 

You Can you show me the time 
schedule? 

Tea m Yes, well the nex t slide 
member shows the detailed 

schedule for the system 
integrat ion and the training 
programme. 

You Have you started the training 
programme yet? 

Team No, we haven"t sta rted it 
member yet. 

You I don "t unders tand why not. 

Team Well , the equ ipment isn"t 
member ready yet. 

You When will it be ready? 

Team lt"ll be ready by the end of 
member this week. But we·ve 

fini shed the so ftware 
update already. 

You Good! When did you do that? 

Team That was on Friday last 
member week. 
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Answer key I Audio script 

Unit 21 Starting the video 
conference 

Video 

No, they can't solve the problem. 

See page 88 for video script. 

Understanding 

2 
Karen and John have a problem. 

2 They can't make their video 
confe rencing equ ipment work. 

3 They ca ll a technician. 

Practice 

3 
1 keep 

2 click 

3 wrong 

4 on 

5 trou ble 

4 
1 We're having trouble with the server. 
2 I think we need to call the help desk. 
3 Ju st a moment, please. 

4 When I open my email account, my 
computer crashes. 

5 The telephone doesn't seem to be 
working . 

5 

1 My system has crashed. 

2 I'm having problems opening my 
emai l acco unt. 

3 There see ms to be something wrong 
with the printer. 

4 The internet doesn't seem to be 
working. 

5 Sorry to keep you wa it ing. 

Work place English 2 

Speaking 

6 

See page 91 for audio script. 

7 
Model conversation 

Help desk How can I help you? 

You There seems to be 
something wrong with my 
computer. 

Help desk OK. What's the matter? 

You I seem to be having 
problems with the screen. 

Help desk OK. Have you tried to 
reboot your computer? 

You When I click on the restart 
icon, nothing happens. 

Help desk Have you tried to turn off 
the computer and then 
restart? 

You Hold on a moment. 

Help desk No problem. 

You Sorry to keep you waiting. 
No, I think I need a 
technician. 

Help desk OK, I'll come up to your 
office. 

You Thanks a lot. 



' 
: · Units 21-22 
t 

Unit 22 Discussing problems in 
the video conference 

Video 

Diane doesn't want to put pressure 
on the accounting department. 

See page 92 for video script. 

Understanding 

2 
False, Karen and John think the 
integration of the accounting 
department is going badly. 

2 True 

3 False, Diane disagrees with Karen. 

4 False, the accounting team doesn't 
have enough people. 

5 True 

Practice 

3 

B 2 D 3 E 4 A 5 C 

4 

1 sure 

2 sorry 

3 not 

4 absolutely 

5 so 

5 

Fiona We need to open a new office 
in Moscow for our Russian 
customers. What do you think? 

Simon Yes. I agree. We need to be 
close to our customers. 

Tom 

Simon 

Yes, but at the moment we 
don't have any customers 
there. do we? 

I don't agree. We have some 
business with Vladivoil. We 
need to increase that. 

Fiona I think so too. Russia is the 
next big market. 

Tom I'm sorry but I don't think it's 
a good idea. It's vey expensive 
to open an office in Russia. 

Simon We need to remember the 
costs. You're quite right. 
Perhaps we should close the 
office in Sydney and then 
open an office in Moscow. 

Fiona I'm sorry but I don't think 
that's a good idea, Simon I 

Speaking 

6 

See page 94 for audio script. 

7 

Model conversation 

Dale Well, the next point on the 
agenda is IT strategy. We need to 
decide what to do next about our 
business management system. 

You You 're absolutely right. 

Dale In the US we think we need to 
update our business 
management system. 

You I'm sorry but I don't think that's a 
good idea. The present system 
works fine. 

Dale But the new system is really 
easy to use I 

You Well. I don't agree. I think the 
new system has problems. 

Dale Well, th'e present system does 
work well. 

You 

Da le 

You 

Dale 

I think so, too. 
But the new system is much 
faster. 

Look, let's continue the 
discussion at lunch. 
Good ideal 

Workp lace Eng li sh 2 



Answer key I Audio script 

Unit 23 Finding solutions in the 
video conference 

Video 

Diane suggests that APU send 
people to help the Accounting 
department at Lowis with the system 
integ ration. 

See page 96 for video script. 

Understanding 

2 

1 c 2 A 3 B 4 c 

Practice 

3 

1 C 2 A 3 E 4 B 5 0 

4 
How about hiring a new trainer? 

2 We could always ask him if it's 
important. 

3 Why don 't you arrange another 
mee ting? 

4 What can we do about the situation ? 

5 What about changing our computer 
systems? 

5 

Tom So, Robert, what can we do 
about the IT integration 
problem ? 

Robert What if we ask APU if we ca n 
do the integration next year? 

Tom No. APU says it must be this 
year. What else can we do? 
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Robert We could always hire some 
extra people. 

Tom That's too expensive. How 
about asking people at APU 
to help? 

Robert Good ideal 

Tom Can you give me a list of the 
people you need? 

Robert Of course. If this doesn 't 
work, I'll lose my job I 

Speaking 

6 

See page 99 for aud io script. 

7 
Model conversation 

Angie Well, we need to decide what 
to do about the English 
training next year. What do you 
think we can do? 

You How about sending people to 
the UK or Australia ? 

Angie I think that's too expensive. 

You Well, why don't we hire an 
English teacher? 

Angie But it's difficult to know if they 
are good English teachers. 

You We could always work together 
with a good school. 

Angie Yes, that's a good idea. What 
should I do next? 

You What about checking how many 
people want to s tudy English? 

Angie Good ideal 



n Units 23-24 

Unit 24 Ending the video 
conference 

Video 

Their next video confere nce is the 
same time Thursday next week . 

See page 100 for video script. 

Understanding 

2 
• John will ask for accounting specialis ts 

to fly to London. 

• Bi3tte Karen will look for IT specialists. 

• ~Jasmine will arrange hotels and 
security passes for team. 

• I will set up videoconference for 
~ Thursday next week. 

Practice 

3 

2 
3 

4 
5 
6 

4 

he r 

suit 

think 

When 

covered 

See 

Does Monday afternoon next week 
suit you? 

2 Let me check my schedu le fo r next 
mon th . 

3 That time"s good for us. 

4 So to recap ou r discussions today. 

5 When is a good time for Mr Holden? 

5 

So let me recap, ... 

2 I thin k that covers everythi ng . 

3 When shou ld we next meet? 

4 Let me check my sched ule. 

5 Does Tuesday suit you? 

6 That"s good for mel 

Speaking 

6 
See page 104 for aud io script. 

7 
Model conversation 

Tony Well, have we covered 
everything? 

You Yes, I think that covers 
everything. 

Tony So to recap, my team must be 
trained to use the new system. 
And the trainers ca n be 
provided by this company, xSo ft. 
Is that correc t? 

You Yes, that ·s right. Wh en should we 
have our next meeting? 

Tony Let me check my schedule. 

You Does Tuesday at four o "clock suit 
you? 

Tony Sorry, no. How about two 
o"clock? 

You That"s good for me. 

Tony Great. Sha ll we go for a cof fee ? 
I need onel 

You Me too. Good idea. 
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Answer key- grammar reference and practice 

Exercise 1 

1 work 2 is focusing 3 is helping 

4 arrives 5 is staying 6 is not fee l ing 

Exercise 2 

1 Diane is visiting the APU offices next 

month. 2 Aren't you going to the pa r ty on 

Satu rday? 3 I'm afraid we're visi ting my 

mother this weekend. 4 She isn't arriving 

until Tuesday. 5 They're meeting the 

President at three o'clock. 6 Is he flying to 

LA soon? 

Exercise 3 

1 do I come 2 come 3 do I work 
4 work 5 does I arrive 6 gets 
7 does I go 8 takes 

Exercise 4 

1 I'm 2 going 3 Is 4 to 5 Isn't 

Exercise 5 

finished 2 didn't speak 3 Did I telephone 

4 did I do 5 didn't email 6 had 

Exercise 6 

1E2A3F4C5B6D 

Exercise 7 

1 on 2 in 3 at 4 in 5 on 6 at 

Exe rcise 8 

much 2 many 3 a few 4 many 

5 a little 6 much 

Exercise 9 

1 have to 2 must 3 have to 4 mustn't 

5 have to 6 don't have to 

Exercise 10 

harder 2 better 3 more cheape r 

4 worse 5 happier 6 more difficult 
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Exercise 11 

1 the biggest 2 the wo rst 3 the 

best 4 the fastest 5 the most 

sui table 6 the most expensive 

Exercise 12 

1 C2E3A4B5D 

Exercise 13 

can I can't 2 able 3 couldn't 

4 Can 5 can't 6 be 

Exercise 14 

1 C 2 E 3 A 4 F 5 B 6 D 

Exercise 15 

1 is 2 soon 3 finished 4 until 5 wai t 

Exercise 16 

1 Have you ever been to New York? 2 She 

hasn 't signed the con tra ct. 3 we·ve moved 

offices again. 4 The company has won the 

Sunstone contract. 5 I've al ready finished 

the report and sent it to my boss. 6 Has he 

answered your email yet? 

Exercise 17 

1B203A4C5F6E 

Exercise 18 

quickly 2 slowly 3 early 

4 suddenly 5 fast 6 intelligently 

Exercise 19 

1 The conference was cancelled last week. 

2 The package wi ll be sent by courier. 

3 Her reports are read by the top 

management. 4 The temperature is 

checked every five minutes. 5 I must be 

driven to the airport. 6 The house is heated 

with solar power·. 






