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How to use this bool*

About the author;

Introduction

Introduction

The DELTA Business Communication Skills series uses a learner-centred approach to
develop key communication and language skills essential for today's international
business environment. The series is designed for learners of business English at
pre-intermediate and intermediate level, either pre-service or in-service, and it can be
used either in the classroom or for self-study.

Business English Language Practice aims to support the other books in the series by
developing grammar and vocabulary skills. It is split into two sections - Grammar and
Vocabulary - each containing 12 units, which focus on the key areas covered in the
rest of the series.
= The Grammar section covers meaning, plus use and form.
= The Vocabulary section covers meaning, spelling, pronunciation, collocations

and word families.
Each unit has a Practice section and a Reference section.

The book also contains:

= Needs analysis. This encourages you to consider what you need to focus on in
order to get the most out of the book and your learning.

e Learning journal. This provides the opportunity to reflect and personalize
what you have studied in the book.

= Answer key. This is designed to enable you to work either alone or with a teacher.

$teP |
Start by working through the Needs analysis (pages 5-6). This will help you to:

= consider your strengths and weaknesses in English grammar and
business vocabulary:

= identify and practise your immediate and future needs for grammar
and vocabulary:

= determine the order in which you work through the units in this book.

Step 2
Familiarize yourself with the Learning journal (page 7), to which you are asked to
refer at the end of every Practice section.

Step 3
Work through the units in the order you feel most appropriate to your needs
and interests.

We hope you enjoy using this book.

Susan Lowe and Louise Pile
Authors

Susan Lowe and Louise Pile have extensive general and business English teaching
and teacher-training experience. They have written and edited a range of print and
multimedia language-learning materials.



Needs analysis

Consider how effective you are in business grammar and vocabulary by answering the questions
below and on the next page. Choose the correct options to complete the sentences. Then check your
answers on page 74 and work through the Prioritizing your needs section on page 6.

Grammar

Present tenses
1 Myboss
astarts bisstarting c does start

work before 7 a.m. at least twice a week.
2 At the moment, sales very quickly.
aincrease bare increasing ¢ increased

Past tenses
3 Onlysixpeople_the training yesterday.
aattend bare attending ¢ attended
4 What___ atyour appraisal last week?
a didyou discuss b you discuss ¢ doyou discuss

Will and going to
5 Areyoulate? _ _ _ youaliftto work ifyou like,
al’llgive blgive cl giving

6 It’salready decided. We the conference in May
this year.

aare goingtohold bheld c hold

Modals

7 I’'m not sure what to do about the meeting. | just
postpone it.

acan bshall ¢ might
8 Stop here. You
adontneedto bmustn't ccouldn't

Conditionals
9 Ifl wereyou. | for the job.
awould apply bapply c applied
10 Ifsales_ _further, the company will be in trouble.

awillfall bfall c are falling

-ingforms and infinitives
11 My colleague suggested out for lunch.
atogo bgo cgoing

12 Are you hoping promotion?

atoget bgetting c get

go into the chemical research lab.

Comparatives and superlatives
13 James ismuch at finance than Henry.
agood bbetter c well

14 The Oxford branch is successful in the whole
company.

athe more bmore ¢ the most

Relative clauses

15 My boss, is the head of HR, is planning to retire
early.

awho bwhich c that

16 The department I work in is under tremendous

pressure.

awhat bthat cwho

Articles

17 Haveyouseen____ report we were talking about
earlier?
athe ba c—

18 I'm ____ designer and | work for Shiptons.

aan ba cthe

Determiners
19 I'msorry, but I don’t have money on me.
asome bany c¢many

20 Don’tworry. We'vestillgot___ time left before the
meeting.

aalittle blittle cfew

Passives
21 Due to a lack of support, the exhibition___ .
a has been cancelled b has cancelled ¢ cancelled
22 All staffreaching their target a bonus.

awill give bwill be given ¢ give

Reported speech

23 Mybosstold meshe___ herjob.
awould hate bhating ¢ hated

24 Sylviesaidshe___ totake early retirement.

awanted bwillwant ¢ want

Needs analysis



Vocabulary

Companies and offices

1 KP Recruitment hasn't been in business for very long. It is
company.
a an upcoming b awell-established ¢ a multinational

2 The media are reporting the unexpected-------- - between
JG Construction pic and Designit.

amerge bmerger ¢ merged

Finance

3 Sales have continued to go down over the last few months
- they've to 10,000 units per month.

adropped bincreased ¢ evened out

4 We don’t make much money on those products, but we do
on the E754 - it'squite----—--—-- -

aprofit b profitable ¢ profitably

Human resources
5 Helmutisonly 59, but he’s already planning what he’ll do
during his .
aretirement b pension ¢ application

6 JP Electronics looks after its staff—all
salaries and opportunities for training.

have good

aemployees bemployers ¢ employment

Logistics

7 The goods are being loaded onto the lorry, about to be

adelivered bdispatched c ordered

8 Ourusual has let us down, so we are looking for a

new one.

asupply bsupplier c supplies

Meetings and conferences
9 Linda took notes in the meeting, so she is typing up the

aminutes bhandouts ¢ agenda
10 Areyou ableto the meeting tomorrow?
a attendance b attendee c attend

People and places

11 The Head of Production speaks to workers on the
every day.
aoffice bfactory ¢ shop floor
12 Helen currently ateam of 12 people.

amanages bmanagers ¢ managed

Planning

13 We should not open any more offices. However, we need
to and produce a wider range of goods.

adownsize bdiversify ¢ expand

14 Nextyear’sresults aren’t ~-------- — we had good results
last year, but bad ones this year.

a predictable bpredict c¢ prediction

6 Needs analysis

Production and processes

15 Eduardo earns more money ifhe works the night__
astock bshift c batch

16 We’replanningto___ more to meet demand.
aproduce bproduct c production

Projects and teams

17 Have we got a ?We need to know the start and
end dates for the project.
a specification b deadline c¢ schedule

18 Before starting the project, we need of costs.

a estimate ban estimation ¢ estimated

Sales and marketing

19 We're___ the advertising campaign in May this year.
apromoting binquiring c¢ launching

20 GlobePharm pic is reducing its prices to remain____
acompete bcompetition ¢ competitive

Telephone and e-mailing
21 I'monatrain. Ifl , 'l call you back.

agetcut off bgetthrough c leave a message

22 Please refer tothe pricesinthe__ document.
a attach battachment c attached

Training

23 Howmany___ are there on each day ofthe training
course?
aprogrammes bexams ¢ sessions

24 This course should help participants____ writing skills.

adevelop bdevelopment ¢ developed

Prioritizing your needs

Step |

Each unit of Business English Language Practice focuses on a
different area. After you have completed the Needs analysis,
look at the contents page and think about which areas you
need to work on. Developing your awareness of what you
already do well and what you could do better will allow you to
focus on improving those skills you really need.

Step 2

Note down the units you would like to work through in order
of priority for you, in terms of the area in which you feel the
weakest (using your answers to the questions on this page and
page 5 as a guide), or which is currently of most importance to
you. Ifnecessary, discuss and agree this with your teacher.

Step 3
Before you start working through the units - in the order you
have decided on - look at the Learning journal on page 7.



Learning journal

During the course Asyou work through each unit, summarize helpful language (grammar and/or
vocabulary) from each unit. An example is given, but what you note down will depend
upon your own learning pattern.

uUnit:

Useful language:

Example

Unit: Articles

Useful language:

'America’, but 'the 175A'

I am 3.web editor.

Can 1speak to the managers’

After the course Itisimportant to consolidate your learning, both during the course and afterwards
at work. After you have completed each unit, you should decide how you will continue
to develop your language skills, for example which practice exercises you will do or
which reference sections you need to look at again. Note that it is helpful to give yourself
realistic deadlines! Make notes, for example using a framework like the one below.

Unit:

| need to:

To do this better, | intend to:

Example

Unit: Projects and teams

I need to:
be able to talk about projects to clients an4 my team members

To do this better, | intend to:
—4 o all the practice exercises again in the next two weeks.
- use five ofthe words and phrases at the team meeting next month.

This book is designed to be used during and after a course, so keep it with you and refer
back to it whenever you need to, and keep adding to your notes!

Learning journal



PRACTICE

GRAMMAR

Present tenses

~  Before you do these exercises, look at page 56 of the Reference section.

Form: Present | Complete the advertisement using the correct form of the verbs
simple in brackets.

m 1 (you/want) to improve your telephone skills?
"2 (you/often/feel) nervous about giving a presentation?
The company PTL 3 ----------- (provide) one-to-one tuition. Delegates often4
(say) how much they 5 ----------- (value) the individual support they 6 __
(receive) from the experienced trainers.
m 7 (you/work) for a small company?
The -s ending of third We 8 -------- — (not/just/offer) face-to-face training, and our work 9 _

person singular present (not/only/involve) large businesses. Each month, we also 10 (run) courses
simple forms can be

. for employees of small firms and individuals. Before a course, our head trainer always
pronounced in
ways- Ul /s/ wor n (meet) clients and 12 (find) out what their needs are.

and lal rises.

Form: Present 2 Complete the conversation using the correct form of the verbs in brackets.

continuous Bipun: Hi, Atul. Good to see you again.1 (you/Zgive) the keynote speech?
Atul:  No, 12 (not/do) that. 1 3 (just/lead) a workshop.
When forming the Bipun: Oh, really? 14 (work) on the exhibition stand this morning,
present participle check but15 (not/plan) to be here after 1 p.m. 6 (you/do)
your spelling - verbs anything at lunchtime?

ending in-e drop the

final - before adding Atul:  Notreally. Let’s meet up.

-ing (e.g- providing). Bipun: Sure. Anyway, who 7 (you/work) for these days?

Atul:  I'm still at Xcom, although 1 8 (not/manage) the same project any
more. 19 (now/run) a project to develop new DVD-based toys. The
company 10 (face) increased competition, so who knows how long
I’ll be there!

Bipun: It’sthe same for me. We 11 (not/sell) as many TV games as we used
to. The marketl12 (change), but the company 13

(not/keep) up with these changes.

Use: Routine events / 3 Putthe words inthe correct order to form sentences. Then decide whether
events happening each sentence describes:
now a routine activities b events happening around now
you /get /lift /work /Do /usually Za /to /?
taking Zjust /Sally’s /tea /a /break
moment /Manchester /not /in /the /7We’'re /living /at
pay /rises /often /get /Employees /don’t /very
most /Staff /days /start /at /work /7.30 a.m.
doing /boss /What /your /Zis /right now /?

o g A W N e

8 Present tenses



Use: Temporary |
permanent situations

Use: Future
arrangements

Consolidation

4

ol

o N o o1 A o w N

a Write three sentences about what happens at your company
using these phrases.

= every day = at least twice a month * never
b Write three sentences about what is happening at your company
using these phrases.

e now = currently = this morning

Correct the errors inthese sentences. Three of them do not contain errors.

Then decide whether each sentence describes:

a temporary situations b facts | permanent situations

The company | work for produces electrical equipment.

I work in the finance department for a few days.

We recruit for a new Marketing Manager at the moment.

My colleague’s on leave, so | handle all his PR this week.

I’'m helping out a colleague with this paperwork, as he’s overwhelmed!
The TVs in this shop don’t cost very much.

How many staff are you having?

I’m not belonging to any union.

Match the sentence halves.

What are you doing ... a ... after work on Friday?

We’re moving... b ... theJuly exhibition?

Mandy isn’t going to the show this c .. because she’s going on holiday
year... that week.

I'm attending a conference next d ... offices in the summer.
Friday,... e .. socan we meet another time?
Why aren’t we promoting our own

products at...

Wrrite the verbs in brackets inthe present simple or present continuous.

What (you/do) next weekend?

Staff members usually (take) their annual leave in Julv.

| (not/understand) that. Can you explain it again, please?
We often (use) financial consultants.

We (recruit) a new Finance Manager at the moment.
Where (you/come) from? Germany?

Jenna (not/run) the course today. She’siill.

Treally (not/like) that idea.

A NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Present tenses 9
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PRACTICE

GRAMMAR

Form: Past simple

See po9e 80 for °
list of some common

irregular verbs.

Form: Present
perfect

Th _ec/ending is
ponced /.d/mwme

verbs, N 'n°~ er®°
/d/ in others. Look in
your dictionary to see
how -edis pronounced
the verbs from these

exercises.

Use: Finished and
unfinished timie

EI Past tenses

Past tenses

Before you do these exercises, look at page 56 of the Reference section.

0 N o o b W N R

- W

Complete the sentences using the correct past simple form of the verbs
in brackets.

When you your own business? (start)
Yesterday, | _ _ work until 9 p.m. (finish)
The engineer over three hours trying to fix the photocopier, (spend)

I really the presentation skills seminar last week, (enjoy)

The company its profits by 15% last year, (increase)

The course ___ as much as we expected, (cost)

Unfortunately, we the project on time, (complete)

My boss hates flying, so she to Edinburgh by train, (go)

Find and correct the errors in these sentences. Two of the sentences
are correct.

I work at Colourlines since January.

How long you have been a consultant?

I haven’t travelled abroad on business for two years.

I earned almost £1,000 in sales since June.

I’m sorry, | didn’t start on the new project yet.

Martin and | have worked together on four projects this year.

How long do you know my boss?

My new employers haven’t contact me recently about my starting date.

W hat is the difference in meaning between the sentences in each pair?

a Didyou enjoy your holiday in Scotland?

b Have you enjoyed your holiday in Scotland?
a ldidn’t finish my application.

b I haven’tfinished my application.

a | worked overseas for about ten years.

b | have worked overseas for about ten years.

Match the sentence halves. Then decide whether each one describes
events that:

A
1
2
3
4
5

have finished B started inthe past and are continuing

My boss gave a speech last week... a ...inJune, as the weather was bad.

I haven’t sent the e-mail yet about... b ... about economic developments.

The car broke down yesterday,... ¢ ... the printers before lunch as we

| didn’t take my holiday ... agreed?

How many colleagues have you d ... to attend the marketing seminar?

invited... e ...so |l had to take the bus to work.

Didyou call... f ... the new HR policies.



Use: Time phrases

Consolidation

For more on past
tenses, see Exerc.se 2

on page 54 and the
mSpelling section on

page 73.

6

6

Complete the time phrases in the sentences using the words in the box.
Which verbs are in the past simple? Which are inthe present perfect?

ago already already ever for in last never since this yet

We only put a job advert in the local paper____ week, and we’ve

had over 50 applicants.

I received the consultancy contract three days , but I haven’t had time to
read it
Ginny has only worked here a year, but she’s become a director.

‘When did you join Steelcom?’

‘I've been here 2001

‘Have you been to France?’

‘I've been, but I'd love to go.’

I sent offthree bids June and I've already done two more week.

'For heaven's sake, Wilson!
Did | forget to send you home last night?'

Complete the e-mail using the correct form ofthe verbs in the box.

be come get not/hear post  promise not/receive

speak tell not/write
Hi Trudy
I'm afraid | 1 all the reports yet. The production team 2_
me their report two weeks ago, and | 3_ _ the marketing team’s on
Friday by e-mail. Marco from Sales 4 me yesterday that he
5 his team’s report yet. Apparently, he only 6 back
from Paris on Wednesday and he 7 really busy since then. Also, |
8 from Sam in Logistics. When | 9_ to him back in June,
he 10- to send in his report in good time. Anyway, the result of

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Past tenses
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PRACTICE

GRAMMAR

Form: Will and

Use: Schedules

9.00 WELCOME
9.00-10.30 OPENING SPEECH
10.30-11.00 COFFEE BREAK
11.00-12.30 WORKSHOPS
12.30-1.30 LUNCH
1.30-3.00 WORKSHOPS
3.00-3.30 TEA BREAK

3.30-5.00 CLOSING SPEECH

Use: Spontaneous
offers/decisions

Use: Predictions

12 Will and going to

Will and going to

Before you do these exercises, look at page 57 ofthe Reference section.

Choose the correct options.

We ’re going to / ’re going make a profit this year.
Why fie won't /won’t he come for lunch?

Who’s going /Who going to lead the meeting today?
Wait for me. | Z1'll just fetch my coat.

Are you going / You going to work late today?

Shall Z/Will | give you a hand?

I expect I'll be / 1be in Barcelona tomorrow.

0 N o g A W N R

What are we going to do /we do about all this?

2 Complete the e-mail about a conference using will/won’t and the verbs
in brackets.

Sally, please 1 (youl/let) staff know about the conference?
It2___ (begin) at nine with a welcome address by the Chair. Then there
3 (be) a speech by one of our trustees, followed by a break. This
year, the morning and afternoon workshops 4 (not/last) two hours,
but just 90 minutes, and they 5 (take) place in the main conference

suite instead of the annexe. Lunch 6 (not/be) until 12.30. Also, the

closing speech 7 (not/happen) unless we find a speaker. Any ideas?

3 Match the sentences,
, Thatdoorkeepsbanging.

a Don’t worry, we’ll call you a cab.
2 Gosh, this bag is heavy. b Sorry, I'll shut it for you.
3 I'mtired-1’'m off home. ¢ Poor you - shall | get you some paracetamol?
4 My car won't start. d I think I’ll join you.
5 I've got a real headache. e ldidn’t know. I'll get her a card,
6 It’s Sian’s last day on Friday. f I'll carry it for you.

4 Make predictions about yourself and other people (e.g. your boss,
a colleague, a friend) using will/won’t.

1 (on the 20th ofthis month) My boss definitely won't be at work on the 20th

ofthis month - she'll be on holiday in Spain.
(tomorrow at 3 p.m.)

(Friday lunchtime)

(next summer)

g b w N

(in five years’ time)



Use: Plans

Use: Predictions
based on evidence

Practise your
pronunciation by rea
the sentence pairs aloud.

See page 62 for tips on
linking sounds.

Consolidation

NOW TURN TO

5 Write about things you or other people are/aren’t planning to do over the
next seven days using going to. Use these ideas.

buy a computer < ride a motorbike e give a presentation < eat pineapple
goonabus e attend ameeting < take acourse e start work early
have a holiday = buy a present

Example: My boss isn't going to buy a computer, but be is going to take
3 course.

6 Match the sentences.
I didn’t hear my alarm clock. a More people are going to buy a house.
That screw looks a bit loose. b It’s going to be a long winter.
| feel so tired. ¢ You’re going to have to learn French.
Interest rates are low. d Management is going to make staff

It’s been really cold for weeks redundant.

e The company isn’t going to get a new

Are you really going to Geneva?
one, though.

Whiteside is losing money.
9 y f I’'m not going to get to work on time.

0 N O o B w N

The new server isn’t very reliable. .
I’'m going to fall asleep soon.

h Ohyes- doyou think the chair’s going
to collapse?

7 Complete the dialogues using the correct form of will | going to.

1 ‘Did you pick up the Business Journal for me?’

‘Oh no. | forgot. | go back for it now.’

2 ‘What about having a meeting on Friday about the project?’

‘Good idea, | ask my line manager if he’s available.”

3 ‘Are you both leaving already?’

‘Yes, we to visit a client.’

4 ‘Have you booked your flight yet?’

‘No, | think | do it later once I've checked prices.’

5 ‘Why have you booked the Hotel Magnifico for next week?’

‘W e launch a new product there.’

6 ‘What wear to the office dinner?’

‘I’'m not sure yet.’

7 ‘Did you see the training course brochure?’

‘Yes, | do the presentation skills course.’

8 ‘Shall we all go out for lunch?’

‘I’'m afraid Jason and | attend an exhibition.’

9 ‘Didyou speak toJenny?’

‘Whoops! | forgot. | phone her now.’

YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Will and going to 13
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GRAMMAR PRACTICE

Modals

Before you do these exercises, look at page 57 ofthe Reference section.

Find and correct the errors in these sentences. Two of the sentences
are correct.

Form: Modals

May | to use your phone, please?

You don’t have come to the exhibition.
You mustn’t stay late tonight.

Jack coulds help us, I think.

My boss doesn’t can speak French.
You shouldn’t working here so late.

I cant ring my boss now; he’s already left.

0 N o o b w N

Shall I give you a hand?

Use: Offers | 1 Put the words in the correct order to form offers/requests.

olite requests
P q pick 111 Shall 7 up /later /you /?

that, /you /Could /repeat /please /?

here, /sit /May 111 please /?

Jane, /to /1/Can /speak /please /?
moment Zinterrupt 1 11 May /for /you /a /?
order 111 Shall Z7a /taxi /?

o o1 A W N R

Use: Ability 3 Write four sentences about things you are/aren’t able to do using canlcan’t.
Use these ideas ifyou want.

Notice the different speak Chinese < use Word <« driveacar < rideabike < use PowerPoint
nunciation of can I e playrugby < chair meetings well < give good presentations

/Lm/ and can"t/kamt/. 1 o )
' Example: 1can use Wor4, but | can t use PowerPoint.

Use: Obligation | 4 Rewrite the sentences using have to | don’t/doesn’t have to | must/mustn't.

lack of obligation T, . . . I
9 1 Itis essential that visitors don’t touch the exhibition.

Visitors mustn't touch the exhibition ,

2 lIsit necessary for you to work until 6 p.m.?
Do

3 Itisn’t necessary for them to send the report off today.
They

4 ltis essential that all staffsign in before 8 a.m.
All staff

5 Don’t tell anyone about the new contract - it’s a secret.

You

6 Don’t forget to ask Maggie about the meeting.

You

14 Modals



Use: Permission 5

Use: Possibility 6

W rite sentences asking for permission to do the following.

Start work later tomorrow

May | start work later tomorrow, please?

Spend some money from your department’s budget

Take a day off next week

Use a colleague’s computer

Use your boss’s office for a while

Take a short break

Wrrite five things you may/might (not) do over the following week using

these phrases.

take a day offwork e goto afootball match e work on Saturday
give a presentation <« buyanew TV e have lunch out

Example: 1might take a 4ay off work next week.

Use: Advice 7

o o1 A W N R

oo

Consolidation

~N O o A w N

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Complete the sentences using should/shouldn’t.

It’s very late. | think we ...

Sales are down, but | don’t think we ...

That camera’s on special offer. | think you ...
I’'m fed up with my job. Do you think I ... ?

The train fares are quite expensive. | think we ...

I've seen ajob ad for a marketing manager. Do you think I ... ?

Choose the correct options.

All the staff think you shall /should apply for the new manager job.
May /Could you send in the next candidate, please?

I can't /mustn’t understand a thing Sharon is saying.

I can see you’'re busy. Shall /Must I give Pam a call for you?
Having a new CEO must /may help the situation here at work.

The company shall /might not invest in WEK any more.

Unfortunately, | can't Zcouldn’t make last Tuesday’s meeting.

Modals

15
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Use: Conditional |
- future possibilities

If the if clause comes
first inthe sentence,
the intonation rises

on if- If Y°uwanf t0
chick, have a look in

the manual.

Use: Conditional 2
- imaginary future
situations

16 Conditionals

Conditionals

Before you do these exercises, look at page 58 of the Reference section.

1 Match the sentence halves. Then decide whether each sentence uses
conditional 1or conditional 2.

1 We’ll have to increase production ... a ... we’ll probably close down.
2 What would you do ... b ... ifyour company closed down?
3 Ifparticipants’ feedback gets worse,.. c .. ifsales increase further.
4 People wouldn’t believe us if... d ... we told them how bad things were.
5 Ifwe don’t find a buyer for the e ... ifl found a better one.
company soon.... f ... we’ll have to cancel the business
6 1would change jobs ... programme.

2 Choose the correct options.

If I still feel ill tomorrow, | "1lstay /stay at home.

Ifit doesn 't /won’train later on, I'll go for a walk during my lunch break.
I might come /came to the party, ifyou don’t /won’t mind.

Will you chair the meeting if Myra will take /takes the minutes?

I'm not /won't be surprised if | won’t /don't get the job.

o o1 A w N

Bob will help Zhelps you with the report if you ask Zwill ask him.

3 Complete the sentences using the correct form of the verbs in brackets.

1 Ifyou (be) late for work again, your line manager (sack) you.
2 We (go) without you ifyou (not/Zhurry) up.

3 Ifwe (see)Jim, we (give) him your message.

4 We (stop) for a break ifyou (be) tired.

5 Ifwe (not/leave) soon, we (miss) the bus!

6 Business (improve) ifinterest rates (go) down.

7 Ifyou (not/read) the report carefully, you (not/understand) it.

4 Complete the sentences using the correct form of the verbs in brackets.

If 1 were younger, | (study) foreign languages.
2 Ifthe office wasn’tsosmall, 1 (put) another desk in.
31 (go) shopping ifl (have) more time.
4 Ifthe company (offer) Jack more money, he might stay on here.
5 He wouldn’t get the job, evenifhe (try).
6 We (not/attend) the course ifwe (not/enjoy) it.
7 More people (shop) here ifwe (reduce) our prices.
8 Ifl (live) outside the city centre, | (need) a car.



Use: Conditional 2
- advice

Consolidation

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Complete the e-mail using the words in the box.

be built  make might  moved would

Of course, if we 1 a new factory in Lanchester, we 2

definitely make huge savings. For example, land costs there would

3 twice as cheap as here in Bilton. We also think that if we
4 to Lanchester, the company might perhaps 5 savings
in terms of insurance costs. Also the cost of wages 6 be lower.

Wrrite sentences to say what you would do in these situations.

you win $Im - you fail your examinations
you lose your job - you miss your bus to work
the price of petrol rises substantially = you see someone steal in a shop

Example: if lwon $1m, I'4 buy ayacht.

7
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8
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Give advice using the ideas in the box.

buy new laptop  organize a social event  send out marketing flyers
speak to a manager take on more staff

A colleague wants to improve his computer equipment.

if lwas/were you, 1'4 buy a new laptop from 5Super4eals.
Your team needs advice for increasing sales.

Your colleague needs to deal with a bullying boss.

Your staff have to get a project back on schedule.

The team manager needs to improve morale.

Find and correct the errors in these sentences. Three of the sentences
are correct.
If you will want help, Janet will assist you.
We’ll go out for lunch ifthe weather gets better.
What would you do ifyour boss would make you redundant?
If all the staff will book flights together, they get a discount.
I come and see you later in the office if | have time.
Ifyou rang the office, you probably wouldn’t get an answer anyway.
You might enjoy yourself at the conference if you come.
If 1 would be you, 1’d tell your boss about your concerns with the project.
We won'’t finish this report if we won’t do it today.

We wouldn’t come to the meeting even if you would invite us.

Conditionals
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PRACTICE

GRAMMAR

Form: —ing formsi
and infinitives

Use: Verb + infinitive

check get meet

pay take turn

Use: Verb + object
+ infinitive

This structure is used
Qlot inreported speech

(see pQYe 61)-

Use: Adjective +
infinitive

bring concentrate
do see sit

work

18 -ing forms and infinitives

-ing forms and infinitives

Before you do these exercises, look at page 58 of the Reference section.

Match the sentence halves.

1
2
3
4
5
6

I’'m atraid that smoking ... a ... without saying goodbye,

Are you interested in ... b ... filling in the forms?

Have you decided ... c ... isn’t permitted in the building,

Please don't leave ... d ...to work more and more hours,

The CEO expects staff... e .. tochange jobs?

Did you have difficulties in ... f ... finding out more about the company?

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

We decided a taxi.

My boss agreed for my business trip.

I forgot off the machine when | went out.

Have you arranged Merlin later on?

| offered my colleague’s e-mails while she was off sick.
I've managed tickets to the opera for our clients.

Rewrite the sentences so that they mean the same.

Could you pléase help me to finish this report.'
My colleague asked me if | coulc) help him finish this report.

‘I hope you get the promotion.’ My friend wanted me ...

‘You mustn’t tell anyone about the staff changes.” Our boss told us not...
‘There may be further redundancies next year.” We were warned to expect...
‘Don’t forget to post that letter.” My colleague reminded me ...

‘| told you that you shouldn’t be late.” You were warned ...

Complete the sentences using the verbs in the box. Add to in the
correct place.

You need to be determined well.

It’s too hot in this office on anything.

Has it been interesting on this project?

I was surprised so many people at the event.
It'shard in front of a screen all day.

How expensive was it in the staff on overtime?



Use: Preposition +

-ing form

about losing
at making

before going

in attending
of talking

on writing

Use: Verb +
-ing form

Use: -ing forms

as nouns (gerunds)

AN

Consolidation

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

o]
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10

Complete the sentences using the phrases in the box.

Are you interested the conference?

I'mreally tired____ _ about this.

Are you worried__ ___yourjob?

Please concentrate __ thee-mail

Jeremy is the best person money.

Let’s meet up in the canteen for lunch to the meeting.
Use the prompts to write sentences.

you /Zenjoy /play /badminton /free time?
1/ suggest /go /7home

stop /make /that /noise

1/ not /mind /work /late

we need /to keep /promote /product

you /finished /write /article?

Put the words in the correct order to form sentences.

Spending /gone /has /goods /down /Zon Zelectrical
be /for /time /Making Zappraisals /will /impossible
start /meeting /the /Waiting /for /to /was /boring
of /part /best /staff /managing Zis /The /my /role

is /differences Zcultural /ZUnderstanding Zkey /to Zinternational /business

Complete the sentences using the correct form (-ing form or infinitive)
of the verbs in brackets.

| promised (give) my colleague a lift.

Don’t you mind (chair) meetings?

I dislike (have) to work Saturdays.

My boss suggested (hold) the product launch next week.
Have you finished (write) your report?

| enjoy (work) here.

My friend asked me (help) her with her application.

I really hope (go) to the United States one day.

Are you good at (manage) staff?

(work) at Electox is great.

-ing forms and infinitives

19

HVYNNVEO

30110V dd



PRACTICE

GRAMMAR

Form: Comparatives

and superlatives

Use: Comparatives
bit  expensive

further more

nearer than

Use: Superlatives

Comparatives and superlatives

Before you do these exercises, look at page 59 of the Reference section.

N
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Find and correct the errors in these sentences,

N eaSyer to take the train or drive?

Which is the more successful product out of these three?
Your TV is more moderner than mine.

This car is less efficient as my previous one.

Is your role the same than mine?

Our office is much biger now.

Complete the sentences using the words in the box.

The new office is to my home than the previous one.
Taking a taxi would be quicker foryou___ waiting for a bus.
Please could you work a faster, everyone?

The company cars are _ economical than they used to be.
Is your new workplace much _______away than your last one?

Buying a new car would be much more than repairing this one.

Complete the sentences using the appropriate comparative form of the
adjectives in bold.

Jacky’s desk isn’t very big. Mine is
My current job isn’t difficult. Yours is
The sales assistants aren’t very helpful. They used to be

I found the first session quite interesting, but I thought the second one was

even

Gosh, this task is too complicated! Let’s try one that’s

Complete the sentences using the appropriate superlative form of the
adjectives in bold.

This office is very old. It’s in the whole building.

Mikka’s a very good worker. He’s worker | know.

The IT suite here is modem. It’s suite the company has.
My line manager is so funny. He’s _ man I've ever met.
My desk is really small. I think it’s _in the whole office.
The sales figures are low. They're _ _ we’ve had in ages.

20 Comparatives and superlatives



Use: Comparative
and superlative
of adverbs

See the 'Word families
sections on pages 63

and 65 for M P W2V
the vocabulary in this

exercise.

Use: Useful phrases

Consolidation

o A w N e

Put the words in the correct order to form sentences.

member /creative /the /Lema /is /least /staff /of

in /city /is /London /the /biggest /England
comprehensive /the /report /Your /Zis /most /read /1've
interesting /the /is /My /job /least /here

their /lowest /since /Sales Zare /at /1999

Complete the sentences using comparative or superlative adverb form of
the adjectives in brackets.

Between January and March, Forby’s share price rose than in the previous

year, (sharp)

In this quarter, our share price dropped than investors predicted, (quick)
Bolt’s share price has increased much _than Profi’s. (dramatic)
OfPriceextra, 100pc and Profi, Profi saw its share price fall . (slow)

Shares in logistics companies are being sold cheaply, but those of mailing companies

are being sold . (cheap)

Rewrite the sentences so that they mean the same.

There are fewer staff at Compete than three years ago.
There aren’t 3s many staffat Compete as three years ago.

The Xtra project is more important to us than the BriefU project.

The BriefU project is

The amount of time spent on paperwork is similar in our London and Berlin offices.

People in London spend about the same

Sally’s computer is much more efficient than mine.

My computer isn’t

Fewer people are taking part in training than ten years ago.

Not as

Complete the sentences using the correct form of the words in brackets.

My colleague speaks German than | do. (good)
The projectisnot as as | expected, (complicated)
You will all need to work this year, (hard)
Who’syour salesperson this month? (bad)

We needtobe than we have been, (organized)
Mark is PA we’ve ever had. (reliable)

Sales are not going as as we hoped, (good)

-fr NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Comparatives and superlatives 21



GRAMMAR PRACTICE

Use: Defining clauses

22

Form: Relative
clauses

Relative clauses

Relative clauses

Before you do these exercises, look at page 59 ofthe Reference section.
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3

Look at these sentences and decide whether each one:
a gives essential information

b gives non-essential, extra information

c could leave out the relative pronouns

d contains pronouns that could be replaced with that.

The man who has just left is the CEO.

I haven’t managed to read the report that you wrote.

The work on the building, which only started in June, is already behind schedule.
An award will be given to the stalf member whose sales are the highest.

Mikka Erkkinen, who has joined us from Helsinki, will be working in Finance.
Janet Staples, whose role has recently changed, isn’t coming to today’s meeting.
The man who just walked past is my boss.

The woman who you need to talk to is in Unit C2.

Add the missing commas to these sentences.

Joseph who lives in Birmingham works in the HR department.
Marian Cavender whose team is based in New York is taking early retirement.

Kris who runs the logistics department is thinking of setting up his own business.

Choose the correct options.

Dear Mr Wang

I am writing to apologize for the problems 1that /Zwho you had with

the order 2 that /what you placed on 21 March (ref 30549).

It is likely that the staff member 3 who /which processed your order
made a mistake when writing down the details 4 whose /which you
gave them, although we cannot say for certain 5 which /Zwhose fault it is.
Sam Coleson, 6 that /who is our Deliveries Manager, will call you asap
to discuss a compensation package 7 which /Zwho we hope will be
acceptable to you.

I apologize again for any difficulties 8 that /who you may have.

Yours sincerely

Frances McCarthy



Use: Non-defining 4
cla.us6s
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Use: Relative clauses 5
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Consolidation 7

Combine the sentence pairs into one sentence using who, which or whose.

Madis is about 50 years old. Madis is our team leader.

Madis, who isabout 50 years ol4, is our team leader.

Britta comes from Sweden. Britta has just been made Production Manager.
The printer cost $Im. The printer has helped us to extend our business.
John’s car has broken down. John has become Head of Department.

Our new software was expensive. Our new software has enabled us to improve our
company’s systems.

Nadja’s colleague is off sick. Nadja is leading today’s meeting.
The offices are very old. The offices are located in Coventry city centre.

Petra is often late for work. Petra is the lead organizer for the annual conference.

W hat is the difference in meaning between the sentences in each pair?

a The printer which we bought last month has already broken down twice,
b The printer, which we bought last month, has already broken down twice.

a There are two staff members who are based in California,
b There are two staff members, who are based in California.

In which of these sentences can the relative pronoun be left out?

The meeting, which is scheduled for 12 p.m., has been postponed.

The member of staff that made the suggestion was praised by management.
Do you know about the contracts which Siobhan is sorting out?

We haven’t seen the e-mail that our colleague was speaking about.

I listened to the voicemail which you left me.

| haven’t seen the woman who has been taken on in Accounts.

Find and correct the errors inthe sentences. Three of the sentences
are correct.

1 I've found out the names of those employees which
will need to move offices.

THE SHOP THAT SELLS The 2 | hope to move to an organization that has a better
STuFF THAT OTHER PEOPLE reputation than this one.

That MAKES You Think 3 The fax to Thorns, that | should have sent yesterday,
| WONDFK WKFKE The/G o ThaT? Is still on my desk.

fikT H

4 The exhibition, which will take place in June, is going
to be held in Stuttgart.

5 The software which | ordered it hasn't arrived yet.
6 Joona who is our latest recruit used to work for GOAL.

7 Our regular receptionist, who is excellent by the way,
is on leave today.

8 Jakob’s the person which computer was found damaged.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Relative clauses 23
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GRAMMAR PRACTICE

Form: Alan

The'word families'
section on page 67 gives

examples of j°bsand
professions - which ar

used with the indefinite
article {a/an).

Use: Alan

See the‘Pronunciation

section on page 62 for

tips on linking words
such as anand another.

Form: The

Use: The

24 Articles

Articles

Before you do these exercises, look at page 60 ofthe Reference section.

1

2

aa A w N R

® N O o A~ W N e

4

© o N o g M w N

=
o

Write a or an before the nouns.

result 6 pension scheme
desk 7 university

hour 8 event

worker 9 question
engineer 10 European

Add a, an or another to the sentences where necessary.

We’ve launched new product.
My brother works as teacher.
Are you operator or receptionist?
It’s very exciting project.

That was lovely cup of coffee. Can | have cup?

Match the categories (1-8) with the examples (a-f). Then decide which
examples are preceded by the and which have no article (-).

continent a Alps

road b Daily Telegraph
city ¢ Edinburgh
mountain range d fire brigade
river e Nile
emergency service f South America
newspaper g supper

meal h Willow Terrace

Find and correct the errors. Three of the sentences are correct.

Frankfurt Airport is in Germany.

Is your office in city centre?

| usually have breakfast at work these days.

My favourite programme. Business Time, is on radio tonight.
My uncle used to be in police.

Our company is biggest in the sector.

My line manager and | live in same street.

I’d like my computer to go on left of the desk.

What’s time, please?

I've been working in the south-east of Scotland for three years.



N

Use: Alan, the 5

W hat is the difference in meaning between the sentences in each pair?

a
b

S
S

o9 T 9 T 9
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The CEO has just sacked the receptionist,
The CEO has just sacked a receptionist.

entence (a) implies that there is only one receptionist.
entence Cb) implies that there is more than one.

| found a mobile under the table.
| found the mobile under the table.

Tara needs the new computer,
Tara needs a new computer.

I love the music playing in reception,

I love music playing in reception.

Jakob sat at a large table to do his work.
Jakob sat at the large table to do his work.
Did you get a job in Madrid?

Did you get the job in Madrid?

Consolidation 6 Complete the sentences with a/an, the or no article (-).

1 Ohdear, sky’s really dark.

2

3

10

11

12

13

14

15

16

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

I’'m exhausted. | really need holiday.
Is Estonian hard language to learn?
What’s colour ofyour new office furniture?

___dinner’sready, everyone.

Please don’ttouch___ wires. They’re dangerous.
Have you seen our car? I’llclean____ car tomorrow, | think.
Khalid is ____ most experienced operator.

______swimming is a popular activity among staff.

Thisis____ best day of my life!

Istayedin___ _ dirty hotel in the city last year.

Have you beento___ bank yet?

You’d better hurry - we’ve only got half____ hour for lunch.
Ilivein ___ north of Spain.

Have you ever beento___ France?

fruit and veg are good for you.

Articles
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GRAMMAR PRACTICE

Determiners

A Before you do these exercises, look at page 60 ofthe Reference section.

Form I Put these words into the correct column.

advice employees energy euros finance information leaflet lorry

manager marketing offices suggestion warehouse
countable singular countable plural uncountable

See the 'Spelling
section on page 67 tor-
more on countable and
uncountable nouns.

Use: Some and any 2 Complete the sentences using some or any.

1 There have been___ applicants for the job already.
2 Haven'tyousold___tickets yet?
3 I'dlike____ more information about your training courses, please.
4 Haveyougot___ tealeft?
5 I'msorry, but | haven’tgot___ money on me.
6 We haven'thad problems with the new software.
7 Please could you passme___ headed paper?
8 They haven'tput_____ prices on these goods.
9 The IT department has ordered____ new printers.
10 There hasn’tbeen interest in our new range.

Use: (A) little amd 3 What is the difference in meaning between the sentences in each pair?
(a) few ™ a pew stalywere at meeting.
b A few staff were at the meeting.

2 a | speak little English,
b Ispeak a little English.

26 Determiners



Use: Much, many,
a lotofl lots of

Consolidation

5
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1

6

Complete the sentences using (a) little or (a) few and the words in the box.

hotels milk mistakes people petrol reports
suggestions  time unemployment

My PA’s excellent at typing and makes very

Yesterday, | had to write on behalf of my boss.

I'dlike in my coffee, please.

I love it here. There are I'd rather stay in than this one.

Would you like more to help you?

There’s in this region. We're so lucky.

Could you hurry up? We’ve got very

We’ve got left, so I'm sure we’ll get home.

We’ve had good today, so thank you for these.

Choose the correct options.

We haven’t had many /much enquiries today.

Do you drink much /many coffee?

There are much /a lot of taxis outside the office.

I haven't got much /many time.

| eat a lot of /much fast food.

We saw lots of /much good practice in the company.
How much /many foreign languages do you speak?
There aren’t many /much experienced staff here.
I've got many /a lot of envelopes if you need some.

People had lots of /much good ideas at the meeting.

Choose the correct options.

Dear Sally

How are things?

Is there 1 any/ many more news about Dave leaving?

I've just got back from a business trip to Stuttgart. Unfortunately, 2 a few /
few irritating things happened. Firstly, | had 3 some / any trouble with the car
on the way to the airport. | had 4 little / few time before the flight, so | rushed
into one of the airport shops to buy 5 some / any magazines - and ended up
losing my wallet. Although 6 a lot of/ much people joined in the search, we
couldn’t find it, and with just 7 a little / a few minutes before the flight, | had
to go without it. Then I'd ordered 8 some / any food for the flight, but | didn’t
get 9 anything / something at all, so | was starving by the time | arrived.
Finally, 10 a few / a little baggage handlers were off sick, so there were

11 some / any delays at baggage reclaim.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Determiners
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GRAMMAR PRACTICE

Form

See page 80 for some

common irregular past
participles.

Use: Formal/

impersonal

Use: By

job titles often have
initial capital letters
(see also page 67).

28

Passives

Passives

Before you do these exercises, look at page 6 1ofthe Reference section.

o o A w N

Which of the underlined verbs are passive?

Online psychometric testing 1is being introduced by a national charity in 2011. The
company 2 is adopting the system to help it shortlist applicants for jobs. Such tests

3 have been used widely by international companies for over a decade, but4 have not
been chosen as often by voluntary organizations. ‘Twenty potential candidates

5 are asked to complete the tests, after which five applicants 6 are shortlisted’, said a
spokesman. ‘Psychometric tests can indicate a candidate’s suitability to work in this

field. So far, we 7 have found the system really helpful in our recruitment process.’

Find and correct the errors in these passive sentences.

A leading London accountant was elect to a senior post within the industry.

An established insurance firm, which locates to the north of Warsaw, has gone
bankrupt.

MK Vehicles has taken over by its rivals.
It is expect that staff at R Media will receive a pay increase of 4%.

A project aimed at helping companies become more competitive have been launched
by SMT Finance Group.

Which sentence in each pair is more formal? Which sentences use the
passive?

Employees are not required to do overtime,
We don’t require employees to do overtime.

[@pE Y]

Someone will deal with the complaints straight away,
The complaints will be dealt with straight away.

All delegates are requested to check in between 9 and 11 a.m.
Please could all delegates check in between 9 and 11 a.m.?

A decision was expected yesterday.
Everyone expected a decision yesterday.

T o o o T o

Use the prompts to write passive sentences, adding by where necessary.

meeting /cancel /last Tuesday /Regional Manager

The meeting was cancelled last Tuesday by the Regional Manager.

applicants Zinterview /next week /HR Manager
seminar /currently /organize /Training Director
presentation /give /yesterday /Jon

£1,000 /spend Zalready /Zon software /ZIT Assistant

eco-friendly taxi /might /develop /Coventry company /next two years



N

Use: Systems and
processes

Use: Emphasizing
an action

Consolidation

5 Complete the description of a recruitment process using the words

in the box.

are been  given have is sent will

All new jobs 1 advertised in the local paper. Applicants are 2 a

comprehensive application pack in the post. Once completed forms have 3

received, a meeting is arranged to shortlist candidates and to decide when interviews

4 he held. | etters are then sent out to shortlisted applicants, inviting them
to an interview led by the HR Director. After the interviews 5 been
arranged and have taken place, the successful candidate 6 sent a letter
offering him/her the position. All unsuccessful candidates are 7 feedback

on their application and interview.

Rewrite the sentences so that they mean the same.

The company has promoted two members of staff.

Two members of staff

Someone else will sign offthe invoices while Jack is on leave.

While Jack is on leave, the invoices

The organization launched the new Inspire me DVD yesterday.

The new Inspire me DVD

People send in their timesheets to Finance every Friday.

Every Friday, timesheets

Find and correct the errors in the passive sentences in the article.

Exhibitors from around the world have invited to take part in the country’s largest
flooring trade show. Over 140 firms have already booked space at the Big Floor Fair,
which being organized by Erkki OY. The three-day event will bring together
importers, exporters, manufacturers and wholesalers. Show spokesman Peter Laing
said: ‘Last year’s show attended by over 1,000 delegates - but | think that record will
be broke this year! An advert for the show placed in a national newspaper three weeks

ago, and we have already received twice as many enquiries as this time last year.’

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.
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PRACTICE

GRAMMAR

Form: Reported

speech

Use: Tense change

Use: —ing form

Use: Infinitive

agree  decide
offer  promise

refuse want

30 Reported speech

Reported speech

Before you do these exercises, look at page 6 1ofthe Reference section.

~ We asked all our colleagues...

2
3
4
5

N
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Match the sentence halves.

a .. ignore rumours of redundancies,
Ann said not to ... b ... to help us with deliveries, as we were so busy,
Mark told his team to ... ¢ ... apply for promotion, as she was so talented,
I advised my colleague to ... d .. want to do any more overtime,
Staff said they didn’t ... e ... wait for her if she was late for the meeting.

Rewrite the sentences as reported speech using past tenses.

‘Staff morale isn’t very good.” Markus said ...

‘Job losses are highly likely.” Benjamin said ...

‘I've finished all my tasks.’ | told my boss I ...

‘I can’t attend the team meeting.’ Jacky said she...

‘Sales will rise over the next three months.” My boss said ...
‘The photocopier doesn’t work.’ Carole said ...

‘I don’t like working weekends.’ She said she ...

‘We don’t know why the office is so cold.” We said we ...

Rewrite the sentences as reported speech.

‘I didn’t want Jenny to resign.” He denied ...

‘Why don’t we travel to the conference together?’ My colleague suggested ...
‘I think the May Hotel is the best place to stay.” My boss recommended ...
‘We went to a good conference in Milan last year.” Sheila mentioned ...

‘I’ve found a few problems with the budget.” Gerard reported ...

‘I’'m afraid it was me that switched offthe machine.’ The new operative admitted

Rewrite the sentences as reported speech using the verbs in the box.

‘No, I’'m not going to write the report for you.” My assistant...
‘I could give you a lift to the station.” A colleague ...
‘Oh, if you really want me to, I'll give the presentation next month.’ Cecile...

‘I’ll definitely finish the summary by Friday.” My boss ...

5 ‘We’'re finally made up our minds. We’re going to leave.’ Two staff members ...

‘I’d like you to arrange a meeting next week.” My boss ...



Use: Objective and 5 Complete the dialogue using the words in the box.

infinitive Marie: So what did Horst want to see you about yesterday?
) ) Joachim: Oh, he just asked me to 1 the opening talk at the conference in
advised ask give
Bilbao. | was a bit surprised. | expected him to 2 Joanne, as she’s
me  to cancel
to do  you got more experience.

Marie: I see - did you say yes?
Joachim: Atfirst | said no, but he 3 me to reconsider.
Marie: You mean he actually warned 4 not to disagree with him?
Joachim: It wasn’t exactly a warning, but I felt he was telling me 5 what he

wanted. Anyway, after a long silence, | agreed. He then invited 6
to go and see him tomorrow, so we can prepare the talk together.

Marie: That sounds good.

Joachim: Hmm, I suppose so, although I've got to fly out on Monday already. Martin
reminded me 7 all the appointments I’ve got next week.

Marie: Well, 1’d better let you get on. Good luck!

Use: Time phrases 6 Add the correcttime phrases to the reported speech.

1 ‘I’'m starting the review tomorrow.’

She said she was starting the review

2 ‘l went to Japan on business two years ago.’

She said she went to Japan on business two years___
3 ‘The staff are all in a meeting now.’
He said the staff were all in a meeting

4 ‘You didn’t sell enough stock yesterday.’
She said I didn’t sell enough stock

Consolidation 7 Read the voicemail message, then complete the e-mail below reporting
what Carolyn has told you.

So, while I’'m away, please could you check my e-mails? Please could you also open any
post addressed to me? Oh yes, don’t forget to deal promptly with any orders. It might be a
good idea to get some help from Sam. | don’t want a big pile of invoices to do when | get
back, so please could you process the invoices as they come in? | think there will also be
a few bills to deal with. | don’t know exactly when I’ll be back, but it will probably be ...

Hi Sam
I’'ve just heard from Carolyn about covering her leave. She asked me

She also asked 2

She reminded me 3 . She recommended 4 . Carolyn
said she 5 lots of invoices to do and asked 6 . She also
said she 7 . She told me that she 8

A NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Reported speech 31
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PRACTICE

VOCABULARY

Companies and offices

dt Before you do these exercises, look at page 62 of the Reference section.

Meaning | Choose the correct options.

1 Although the training organization TrainULike only set up business last year, it is
doing well. It is expanding Zincreasing into new markets.

2 The renowned electronics firm DigiKom has a good reputation. It is recognized /seen
internationally.

3 The Chairman of the upcoming new company wanted to establish a solid client base /
basis before moving into new areas.

4 When choosing a new job, a clean environment Zeconomy is important to many
people.

5 When the contractor came into the office, he worked at the hot Zlimited desk.

6 Despite reports in the press of a hostile takeover, the two companies had in fact
decided to work together and had merged /partnered.

Spelling 2 Complete the missing words.
1 Lastyear, GlobalTrain, a large training company, t o} LearnLocal,
a small company based in south-west England.
2 Have you heard that PG Trips and FunHolsare m _ . ?They hope to

have a stronger presence on the holiday market by working together.

3 Because of our successful marketing strategy and the innovative results from

research and development, we are now in t

rec

4 Toremain co ,we need to reduce our prices and deliver

more quickly.

5 After the scandal surrounding the members of the Board, the company’s

rep went downbhill.

6 To gain access to the company premises, you need to show your se

pass at the gate.

Pronunciation 3 Mark the sounds that run together between separate words in the phrases
below. Not all the phrases have sounds that run together.

1 We have to close offices}n the regions.
w V.
2 Agood reputation requires hard work.
3 RJ Chemicals is recognized internationally.
4 Take the lift to the third floor.
5 The takeover resulted in job losses.
6 A clean and friendly working environment is important to me.
7 We work solely with well-known companies.

8 We support upcoming companies in their development.

32 Companies and offices



Collocations 4 Which words can go in front of company and office?
company

office

adjective

Consolidation 6 Think of vocabulary relating to companies and offices that you might need
to understand and/or use.

1 Note it down.

2 Putitinto sentences that you are likely to come across.

3 Practise saying and writing them.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.
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PRACTICE

VOCABULARY

Finance

N Before you do these exercises, look at page 63 ofthe Reference section.

Meaning | Label the sales graph using the correct phrases from the box.
in
000s
last next in ten
year year years’ time

By is used to give an

amount by which

something has changed,

e g. increase by 10/°, 10

fall by 5%. To is used
Jo give the actual figure,

e g increase to 20,000,

fall to 300. At is used exact figure (at past point) long-term outlook rough figure (at future point)
to give a stablei figure, short-term outlook to be up by 30% to drop to even out
e.g. even out at £6,0 to nose-dive  to rocket total sales figures

Spelling 2 Choose the correct options.

1 The economic Zeconomical climate is not very stable at the moment.
2 We can’t plan too far ahead because of the unstability /Zinstability of the markets.

3 Nobody is interested in that product any more - it’s become completely inprofitable /
unprofitable.

4 Prices have plummeted. It is difficult to preduce /Zpredict whether they will pick up
again soon or not.

5 What’s thefinancial Ainancal forecast?
6 Interest rates /reats have finally evened out.

7 The Finance Director was convinced that the investation Zinvestment in new
machinery would bring long-term benefits.

8 Following the takeover, shear /share prices dropped dramatically.

Finance



Pronunciation 3 Look at the letter o in bold in these words. Write the words in the correct
column of the table.

board meeting drop forecast foresee loans nose-dive overheads profit

rocket total sales figures

/d/ as in cost ho! as in overdraft h J as in shortage

Collocations 4 Which words can go in front of figureslWrite as many verbs, nouns or
adjectives as you can.

figures

Word families 5 Complete the table.

verb noun
For examples of some to rise 1
of these words m
context, see Exercise 2 an increase
on page 21.
pag 3 a drop
to fall 4
5 a decrease
to nose-dive 6

Consolidation 6 Think of vocabulary relating to finance that you might need to understand
and/or use.

1 Note it down.
2 Put it into sentences that you are likely to come across.

3 Practise saying and writing them.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.
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PRACTICE

VOCABULARY

Meaning

Spelling

Pronunciation

ooOo o0

application

36

Human resources

Human resources

Before you do these exercises, look at page 64 of the Reference section.

Match the definitions (1-6) with the words/phrases (a-f).

1 someone who goes for a job interview

2 tosend your CV to a potential new employer
3 to take on new members of staff

4 offering training to employees

5 away ofcontributing to money received later in life
6 to tell your company you are leaving

a to apply for ajob

b acandidate

c a pension scheme

d to give notice

e torecruit

f staffdevelopment

N

o o1 A W N

Unjumble the words and phrases.

boj palntapicio j a
episarpea a

yomplere e _
yncdndreua r

nnpioes p _
mpdveotleen d

Put the words in the correct column of the table, according to their
stress pattern.

agpUeffTTon apply recruitment recruit appraisal appraisee employer

employee employ salary company notice

o0o 000 Ooo Oo



Collocations 4 Complete the sentences.

1 My company is trying to speed up its process so we can fill

posts with as little delay as possible.

2 Alexisn’t in the office today. He went to the doctor's yesterday and has been signed

offon for a week.
3 Many employees are joining the at the moment due to the
For more on the use of restructuring ofthe , which is putting some jobs at risk.
the present continuous, |
S66 E)ay" ka 4 The marketing department is expanding. It is taking on more to
work on the TV campaigns.
5 Our members of staff need to improve their presentation , SO wWe are
offering

6 Tim believes he has enough managerial experience, so he intends to

for the Project Manager post that HR is currently

on the intranet at work.

Word families 5 Complete the table.
tr
noun verb adjective
1 to apply for 2
redundancy 3
4 to employ 7
5
6
8 9 recruitable
appraisal 10
(staff) development 11

Consolidation 6 Think of vocabulary relating to
human resources that you might
need to understand and/or use.

1 Note it down.

2 Putitinto sentences that you are
likely to come across.

3 Practise saying and writing them.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Human resources 37
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VOCABULARY PRACTICE

38

Logistics

Logistics

A Before you do these exercises, look at page 65 ofthe Reference section.

Meaning

Spelling

N

Complete the diagram using the words in the box.

Choose the correct options.

The last consinement /consignment was damaged when it was delivered.
Due to increasing freight /fright costs, it is difficult to remain competitive.

Can you please send the invoice Zinvoise by the end of the week, as we are reaching
our year end?

Your options are to pay in three instalments /unstalments or in full.
Crawford & Sons supplyed /supplied the electrical components on time.

We need to check all deliveries /deliverys before signing for them, in case they are
damaged and we can’t claim compensation later.

=4



Pronunciation

Collocations

W ord families

5RG TRVEB 25HE Pdge B8,

Consolidation

" NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

3 Think about the pronunciation of the letters in bold in the following words.

shipment
dispatch
purchase
confirmation
batch
insurance
financial
check

Tick the correct column.

/tf/ as in chair

Al7as in shop

4 Which words and phrases can go with the noun transport and the verb

6

w N

to transport?

1
A

transport

Wrrite the corresponding adverbs for these

careful
considerate
direct

fast
immediate
slow
speedy

swift

AN

1 to transport

" . W
A—

adjectives.

Think of vocabulary relating to logistics that you might need to understand

and/or use.

Note it down.

Put it into sentences that you are likely to come across.

Practise saying and writing them.

Logistics

39
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PRACTICE

VOCABULARY

40

Meetings and conferences

Before you do these exercises, look at page 66 of the Reference section.

Meaning 1 Match these words (1-4) with their synonyms (a-d).

1 to participate in a meeting a agraph

2 toorganize b toarrange

3 an attendee c to attend a meeting

4 avisual d a participant

2 Match these words (1-6) with their antonyms (opposites) (a-f).

1 to hold a meeting a to disagree

2 to pass round handouts b to cancel the venue

3 toreach an agreement ¢ tocancel a meeting

4 to book the room d afailure

5 asuccessful event e to collect in (completed) forms

6 to attend a conference f to miss an event
Spelling 3 Unjumble the words.

1 nttppoaiemn a

2 sonnqureiaeit q

3 tnmsuie m

4 tteengoai n

5 oopohtcpy p

6 eeeocoeivdcnfrnc \%

Pronunciation 4 Mark the /a/ sound in these words and phrases. There may be more than
one in some words.

presenter
organize

cancel

write up a report
agree

book a venue

projector

0 N o o A w N

attendance

Meetings and conferences



AN

Collocations 5 Complete the phrases using the verbs in the box. There may be more than

one possible answer.

arrange  attend book cancel fillin hold make  postpone

reach take write up

1 an agreement /a conclusion

2 _ __ aform /aquestionnaire

3 a report /the minutes

4 aroom /avenue

5 the minutes /notes

6 a meeting /a conference /an event
7 an appointment /a booking

8 a suggestion /a proposal /an offer

W ord families 6 Choose the correct noun that relates to each of the verbs in bold.

1 to disagree disagree /disagreeing /disagreement
2 to postpone postpone /postponement /postponant
3 toattend attendment /attendance /attend
4 to organize organizal /organization Zorganizement
5 to present presentation /presentment /presention
6 to negotiate negotiator /negotiater /negotiatator
7 to book book /booking /bookment
8 to participate participal /participant /participer
9 to discuss discuss Zdiscussment /discussion

10 to speak speakor/speaker/speakal

Consolidation 7 Think of vocabulary relating
to meetings and conferences
that you might need to
understand and/or use.

1 Note it down.

2 Putitinto sentences that you are
likely to come across.

3 Practise saying and writing them.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Meetings and conferences
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PRACTICE

VOCABULARY

42

Meaning

Spelling

People and places

People and places

Before you do these exercises, look at page 67 ofthe Reference section.

g B w N

a D W N R

Match these words (1-5) with their synonyms (a-e).

head of buying a co-worker
colleague b shop floor
team leader C premises
factory d chiefbuyer
offices e team manager
THE A
Cc.0O.

NAGING DIKECiPfcl
KHIEF EXECUTIVE I

Up/HINISTftATORI
[PRINCIPAL |

fBPSST
17

Match these words (1-5) with their antonyms (opposites) (a-e).
subordinate a boss

partner b city-centre location

on the outskirts con an industrial estate
easily accessible demployee

in the countryside e out ofthe way

Complete the missing words.

The offices were on a hill ov ariver.

The h office was in the city centre, but the distribution centre was on the

ou _

The warehouse wasn’t in a pretty 1o , but it was near the motorway,
SO ac was good.

The international company was b i __ most countries in South America,

as well as Europe and Japan.

The team manager delegated the job to his su

I work with a team of five people. We get on very well. Not everyone is lucky enough

to have good c o

He bought 50% ofthe company’s shares and became a p a

We were lucky to find such a good se ; she is very efficient at

organizing our meetings and typing up the minutes.



Pronunciation 4 Look at the letter a in bold in these words. Write the words in the correct
column of the table.

assistant based in central factory industrial estate location manager

partner sales manager subordinate warehouse

leil as inpay /eo/as in tradefair  /ae/asin manufacture /a/asinfarther /a/ as in attend

Collocations 5 Use the nouns and adjectives in the boxes below to complete these phrases.

Some can be used more than once.

1 centre
2 location
3 manager
4 head of
Nouns

call development  distribution finance sales team training
Adjectives

central easily accessible  financial industrial pretty rural

W ord families 6 Write the professions relating to these verbs and nouns.

1 to manage 4 to manage selling 7 science
Remember to use
... article before a job 2 tobuy 5 law 8 economy
or profession (see 3 to assist 6 to train 9 engineering

page 60).

Consolidation 7 Think of vocabulary relating to people and places that you might need to
understand and/or use.

1 Note it down.
2 Put it into sentences that you are likely to come across.

3 Practise saying and writing them.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

People and places 43
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VOCABULARY PRACTICE

1t

Meaning

For more on referring to

the future using
going to, see page 57.

44

Planning

Spelling

Planning

Before you do these exercises, look at page 65 ofthe Reference section.

Complete the crossword.

1 2 3
4 5
6 7
8 "
9

10

Down Across

1 when you think about the future and 7 targets or goals that are realistic
decide what to do and can be achieved

2 When companies move into new 8 aplan or target
0; different areas of business, 9 the way you see things to be in the
they future, the whole picture

3 to .forecgst the future, to say what you 10 a plan for success, the way forward
think will happen

4 something that may have a negative
impact on your future success

5 When you think you can do something,
you feel to doit.

6 specific goals you set for the future

1 Our Head of Planning is currently

2

3 We need to have at least five good

2 Complete the sentences using the words in brackets in the correct form.

(analyze) the data so she can set

realistic targets.

Last year, JK Roberts (diversify) into mobile technologies.

(strategy) in place, so we can prove to

Head Office that we are aware of future challenges.

They can’t decide on a final plan. Since our meeting two months ago, they have

(draw up) three different versions.

The present reduction in the number of orders is (enable) us to focus on

improving processes.

Because the CEO needed figures last month, Alex has already (set) targets

for next year.



Collocations

Word families

For more on adverbs and
adjectives, see page 59.

Consolidation

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

3 Think about the pronunciation of the letter r in bold in these words.
Tick the correct column.

pronounced Irl not pronounced

risk

forecast

currently

predict

realistic
diversify

failure

concern

4 Look at the collocations in italics. Which are correct? Correct the
incorrect ones.

We need to draw strategies.
Long-term plans were shown up at the last Board meeting.

Either you accept the risks or you come up with new ideas.

Before going any further, let’s assess the risks involved in this project.

o o b ow N

I’m only interested in hearing about achieve goals, not unrealistic ones.

5 Choose the correct options.

They cautious /cautiously set targets for the next year.

We can’t wait any longer - we need an immediately Zimmediate decision.
I am confident that we have agreed realistic /realistically goals.

Don’t you think those targets are unrealistic Zunrealistically?

Our CEO speaks very optimistic Zoptimistically about the future, which is good.

o o A w N P

The sales team is extremely ambitiously Zambitious and hard-working.

6 Think of vocabulary relating to
planning and the future that you might
need to understand and/or use.

1 Note it down.

N

Put it into sentences that you are
likely to come across.

3 Practise saying and writing them.

Planning

David is working with an external agency to do targets for the whole department.

45
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VOCABULARY PRACTICE

Meaning

For more on passives,

see page 61.

Spelling

Production and processes

Before you do these exercises, look at page 69 ofthe Reference section.

Complete the crossword.

Down

1 ‘Towork means when workers in a factory work set hours around
the clock.

2 acompany or person who provides materials or services so that production

can take place

3 Before a new product is launched, it is useful to it.
5 Items that are produced are often costed per

7 These initials stand for ‘quality assurance’.

Across

4 Production often needs to meet a deadline, and so runs to

o o B W N RN

~

to put new machinery in place

when a sample batch of new products is released on the market (5,3)

Correct the spelling mistakes in the words in italics.

The company implimented a new health and safety proceedure.

The order was delivered in consinements.

Because of the large order, the produktion line had to work through the night.
The staffworked hard to keep to shedule.

RS Engineering changed supplier because deleivery times were too long.

The technical testing team checks the qualities of the goods, as well as making sure
they work.

We try to keep storage costs down by not having too much in stoke.

The forklift truck has broken down three times in the last year. We need to do more
regular maintenances on it to try and avoid this happening again.

We have invested a lot of money in quality asurance, so we expect a high-quality
end product.

46 Production and processes



Pronunciation 3 Mark the main stressed syllable in these words.

1 aprocess
2 toinstall
3 installation
4 aproduct
5 to produce

6 a warehouse

Collocations 4 Match the sentence halves.

Word families

When a new customer putin ...
Staff at Brown Chemicals have regular training so they know how to follow ...
Logiline has had to put up its prices due to the increase in ...

Companies that store less in ...

o A w N e

We do regular testing so we can assure ...

.. health and safety procedures.

T o

.. a bulk order, RS Engineering had to take on extra staff,

o

.. the warehouse can get more on the shop shelves and sell more,
d ... the highest quality of our products,

e ... transport costs by 20% over the last five years.

(6]

Wrrite the corresponding verbs for these nouns.

process to process
maintenance

update

schedule
product/production
purchase/purchasing

supplies/supplier

o N oo o B ow N

delivery

Consolidation 6 Think of vocabulary relating to production and processes that you might

NOW

need to understand and/or use.

1 Note it down.
2 Putitinto sentences that you are likely to come across.

3 Practise saying and writing them.

TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Production and processes
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VOCABULARY PRACTICE

Meaning

For more on -mg
forms an« infinitives,

see page 58.

Oo

48

Spelling

Pronunciation

o0

Projects and teams

Projects and teams

Before you do these exercises, look at page 70 ofthe Reference section.

Choose the best option (a or b) to replace the words in italics.

1 Rupert is good at keeping projects on track, so he's been appointed as project manager.
a project leader b project control

2 Although Hugo retires at the end of the month, he wants to take the project to the end,
which is in three months’ time.
a conclude the project b see the project through

3 Before the project starts, we need to clarify the customer’s requirements.
a specifications b necessaries

4 I'm afraid the contractor has quoted too low aprice. The actual costs will be higher,
a underestimated b quoted below

5 The project manager provided the team with the timeframe for the work they were
about to start.
a schedule b calendar

6 Sasha was brought into the team because of her excellent IT knowledge.
a talent b skills

N

Complete the missing words.

How much time have we got? What’s the s ule?
Can you explain to Pete what he needs to do? | haven’t got time to b f him.

Now our lorry is repaired, we can deliver the ¢ Si nt.

What? Work can’t start yet? Why have we gotto p p the project?

o b w N

Our customer’s not happy with the design - we need to make some
m_d_f_c ns.

6 Tommy is going to be off sick for a few weeks, sowe needto reor ze the
team.

3 Put these words in the correct column of the table, according to their stress
pattern.

Jiuetcifier" developments modifications postpone progress project

reorganize requirements schedule specifications

o0o Ooo o000 00000

customer

4 Two ofthe words in Exercise 3 belong in two categories. Which words are
they, and why?



Collocations 5 Complete the phrases in italics using the verbs in the box.

confirm delay deliver make sign  work with

1 I’'m afraid we’ve not been granted planning permission yet. We’ll have to the

start date.

2 None of the team members has foreign language skills, so they are planning to

people from a translation agency when they start the project in Europe.

3 That’s the absolute latest the project has to be completed, so yes, I can
the deadline.

4 John had negotiated well, and he and the supplier reached agreement. They were

both hoping to the contract as soon as possible.

5 During the team meeting, the project manager was careful to notes so that

she had a record of the discussion in case any problems arose later.

6 We always aim to a consignment within 14 days of the order being placed.

»

Word families Rewrite these nouns and noun phrases using a verb or verb phrase.

project proposal to propose a project
project leader

reorganization of the team

confirmation of a deadline

schedule

modification

specification

estimation of costs

© 0 N o o & w N

delay

Consolidation 7 Think of vocabulary relating
to projects and teams that
you might need to understand
and/or use.

1 Note it down.

2 Putitinto sentences that you are
likely to come across.

3 Practise saying and writing them.

Being a team player is a good thing,
until the project goes horribly wrong.

" NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Projects and teams 49
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Sales and marketing

Tfr Before you do these exercises, look at page 7 1 ofthe Reference section.

Meaning 1 Match these phrases (1-6) with their definitions (a-f).

1 to advertise
2 to appeal to
3 cold-calling

4 acompetitor

o &

a potential customer

promotional materials

a topromote a product or service in such a way so as to encourage people to buy it
b materials such as brochures or websites used to promote items
g a possible new customer

’danother company offering similar services or selling similar products to your own

VBEABULARYH PRAGNICE

e to attract, to be liked by

f when a salesperson phones a potential customer without prior arrangement
Spelling 2 Look at the words in italics in the sentences below. Rewrite them according
to the instructions in brackets.

US/UK
plural

change the spelling to the American/British spelling

change the word to the plural

present/past tense change the verb to the tense indicated

We organised the sales conference in a very short space of time. (US)

For more on past tenses, The Sales Department had an enquiry which could lead to a huge contract, (plural)

1
2

see page 56. 3 Johann set up the stand at the Frankfurt trade fair, (present tense)
4

Have you had many potential customers enquiring about your services following the
publicity campaign? (UK)

5 Mario is the top sales representative in Europe. He sells over half a million units per
quarter, (past tense)

6 Is it ethical to publicize new medicines before they’ve been fully tested? (UK)

Pronunciation 3 Mark the sounds that run together in these sentences.
1 Hisjob is to look into attracting new customers.
2 Head Office has decided to set up a new distribution centre.
3 Itis good practice to follow up cold calls with written confirmation.
4 Why not take out an advert to promote sales?
5 You could sell on the Internet.

6 We hope to move into markets overseas.

50 Sales and marketing



Collocations

W ord families

Consolidation

Choose the correct options.

Our regional sales repfollowed up /moved up the enquiry with a quote via e-mail.
| usually attract Zattend the trade fair in San Francisco.

They’re hoping to market /shop their products in South America as well as in the
USA.

By the end of the negotiation, they still weren’t able to incline Zagree payment terms.
A huge amount of money was invested infiring /launching the advertising campaign.

The Marketing Department really needs to promote /quote the new products better, as
sales have been very slow.

Look at the verbs in the box below and answer these questions.

What is the equivalent noun for each verb?
Which of the words have more than one possible spelling?

Which nouns have no plural?

to distribute  to enquire to launch  to pay to promote

to publicize  to sell

Think of vocabulary relating to sales and marketing that you might need to
understand and/or use.

Note it down.
Put it into sentences that you are likely to come across.

Practise saying and writing them.

AdVINGVOOA

30110V dd

n NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.
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VOCABULARY PRACTICE

Meaning

For more on modals,

see page 57.

Spelling

Telephoning and e-mailing

Be

10

11

12

fore you do these exercises, look at page 72 of the Reference section.

Complete the definitions.

When you make a phone calland you manage to speak to the person, you
g th

When you make a phone call but don’t manage to speak to the person, you may

1 am on their a or on their v .

Sometimes when using a mobile phone, you might get ¢ o] if

reception isn’t very good.

If you have a document to send to your business associate, you can send it in an
e-mail a

If an e-mail would be useful for someone else to see, you can f it on to that

person.

However, ifthe content of the e-mail is c , then you need to think carefully

about who you send it to.
I need to see the Sales Manager. Can you call her to make an a , please?

I’m sorry you’ve had so many problems. Please put your ¢_ in writing, and

we will look into it.

Decide whether each of these words is spelled correctly or incorrectly.
Correct the incorrect ones.

correct incorrect correction

recipent

addresse

to foreward

notification of

requesting information

enquiry

complant

organize

appointment

confidensial

reciever

attachement

52 Telephoning and e-mailing



Pronunciation 3 Look at the letters in bold in these words and phrases. Write the words in

the correct column.

thank getthrough answer the telephone address the sender take a message

text reception confidential notification cutoff recipient attachment

It/ as in table

AN

Collocations 4

Word families 6

Consolidation 7

w N

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

/6/ as in think /5/ as in then /[/ as in location

Complete each set of collocations with the correct verb.
cut off /a message /a call Zan e-mail
a message /a call

a call Zan appointment

How many verbs can go with each of these nouns?
an appointment
an e-mail

a call

Complete the verb relating to each of the nouns.

noun verb noun verb
attachment a 6 notification n-----
recipient r 7 request r-----
reception r 8 complaint c__
receiver r 9 enquiry e_
addressee a 10 response r_

Think of vocabulary relating to telephoning and e-mailing that you might
need to understand and/or use.

Note it down.
Put it into sentences that you are likely to come across.

Practise saying and writing them.

Telephoning and e-mailing
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PRACTICE

VOCABULARY

n

Meaning

Spelling

For more on past tenses,

see page 56.

54

Training

T raining

Before you do these exercises, look at page 73 ofthe Reference section.

10

11

12

13

14

Find words in the word search to complete these sentences.
The handouts or presentation slides form part of the course

When trainers want to see what you have learnt, they may give you a

When a company organizes training, they training courses.
‘To go on a course’ means ‘to acourse'.
Training helps people develop certain , such as becoming better at

giving presentations or negotiating.
The main aim of training is for the participants to something new.

Ifyou have taken a test, you will probably want to know the S0 you
know how well you have done.
Bespoke training will establish your before starting the course.
A course leading to a qualification may have an instead of a small test.
‘To train’ a person means ‘to “him/her.

If you have to pass an exam, you may have to hard.

Most training courses plan in coffee

‘Results’ means *

A training course may be divided into a number of

2 Write the past simple and present perfect tenses of these verbs and
verb phrases.

1 attend 7 study

2 take part 8 run

3 participate 9 fund

4 train 10 do well

5 teach 11 fail

6 learn 12 give feedback



Pronunciation 3 Look at the letter sin bold in the words below. Write the words in the

correct column(s).

session  workshop course materials  skills

self-development test marks

pressure  stress needs analysis assessment results

/sl as instudy tzt as infeels

Collocations 4 Choose the correct verbs.

run /make a session

make /develop skills

o N O O

1
2
3 do/ make well
4

make /take an exam

5 Choose the correct adverbs.

1 to study hard/ hardly
2 to do well / good

3 to do badly / bad
4

o ~N o o

to listen attentively / attendly

Word families 6 Write the verb and noun related to each

studious
participatory
trained

learned

o A W N

assessed

/] as in show

have /do a break
make / do homework
take / give feedback

become / get results

to participatefully / full
to develop skills quick / quickly
to take part wantly / willingly

to teach enthusiastically / enthusiastic

of these adjectives.

Consolidation 7 Think of vocabulary relating to training that you might need to understand

and/or use.

1 Note it down.
2 Put it into sentences that you are likely to com

3 Practise saying and writing them.

€ across.

NOW TURN TO YOUR LEARNING JOURNAL AND MAKE NOTES ON THIS SECTION.

Training 55
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GRAMMAR REFERENCE

Present tenses

PRESENT SIMPLE

Form
< Look at how the present simple is formed.

+ subject + infinitive
(+ -s with
he/she/it)
My manager cycles to work.
subject + do not + infinitive
(don’t) / does
not (doesn’t)
Staff don’t start work early.
?  Do/Does + subject + infinitive
Do you enjoy your job?

« The letter y changes to i: | carry “mhe carries
= Note these short forms: do not = don’t; does not = doesn’t

Use
= The present simple is used to talk about:
- facts and permanent situations.
This branch doesn’t open until 9 a.m.
- routines and schedules.
The train leaves at 4 p.m.
e It is often used with time phrases such as rarely, often,
usually, never, on Saturdays, sometimes, every day/week/year.

PRESENT CONTINUOUS

Form
= Look at how the present continuous is formed.

+ subject +tobe (am, + infinitive
are, is) +-ing
| am working late tonight.
- subject + to be (am + infinitive
are, is) +not  +-ing
We are not (aren’t) investing any money.
P tobe (Am, + subject + infinitive
Are, Is) +-ing
Are you writing that report?

= Note these short forms:
lam = 1’'m; he/she/it is = he’s/she’s/it’s; they are = they’re

Use
= The present continuous is used to talk about:
- activities taking place at or around the time of speaking.
We’re currently updating our HR policies.
- temporary or changing situations.
I’'m not working in London long term, just until the end of
the year.
- future arrangements.
When are you meeting Gillfor lunch?
= The present continuous is often used with time phrases
such as now, at the moment, currently, this (year/month/
week).
= One-word time phrases are often placed between be and the
-ing form.
I am currently applying for a new job.
e The present continuous is not usually used with these
verbs: hear, think, like, feel, love, believe.

56 Present tenses / Past tenses

Past tenses

PAST SIMPLE

Form
= Look at how the past simple is formed.

+ subject + infinitive
+-ed
| wanted to change my
job.
- subject +didn’t + infinitive
My colleague didn 't go to the
conference.
? Did/Didn’t  + subject + infinitive
Did you arrive on timefor the

meeting?

= Verbs already ending in -¢e just add -d: decide * decided
= Many verbs are irregular and don’t end in -ed. (See page 80).
= Note how didis used in questions and negative sentences.

Examples

My company launched a new product yesterday.
Wedidn’tfinish work until 6 p.m. last night.
Why didn’t you come to the staffparty?

Use
= The past simple is used to talk about:
- events in the past that are finished.
Thepresentation took place two weeks ago.
- periods of time in the past that are finished.
Did you spend the whole of last week in Istanbul?
= The past simple is often used with words such as last
(week/month/year), (two days) ago, yesterday and in
(2007/January).

PRESENT PERFECT

Form
= Look at how the present perfect is formed.

+ subject +have/ has  + past
participle
| have finished the project.
- subject + haven’t/ + past
hasn’t participle
My colleagues  haven't felt very well lately.
? Have/Has + subject + past
participle
Have you seen the agendafor

the meeting?

Examples

I've lost thefile on the Staken project.
We haven’tfinished writing the report.
Has Mikka left the organization yet?

Use
= The present perfect is used to talk about:
- events that started in the past and are continuing.
My boss has gone to New York to visit clients.
- things that happened in the past that have a strong link
with what is happening now (often with just).
The rise in oil prices has led us to increase our own prices.
= The present perfect is often used with words such asfor
(three months / two years), since (Saturday / 1998 / 3p.m.),
already, this (week/month/year), yet, ever/never.



Will and going to

Form: Will
= Look at how sentences using will are formed.

+ subject + will + infinitive

We will pick you upat ten.
- subject + will not + infinitive

(won’t)

| won’t be in tomorrow.
?  Will/Won't  + subject + infinitive

will you book the meeting

room?

Examples

By the end of the day, 1will be exhausted.

I won't be happy unless | get a pay rise.
What will Mark talk about at the conference?

Use: Will
= Sentences with will are used to:
- make general predictions.
By 11 a.m. tomorrow, |11 probably be on the beach.
- make spontaneous offers, promises and decisions.
111 open the doorfor you.
- talk about scheduled events.
The meeting will start at 2.30p.m.
= Note that shall (I/we) can be used to make offers.
Shall I help you with that?
Shall we give Max a lift?

Form: Going to
= Look at how sentences using going to are formed.

+ subject + to be +going to
+ infinitive
We are going to start now.
- subject +tobe + not +going to
+ infinitive
Gill isn’t going to take her exams.
? tobe + subject +going to
+ infinitive
Are you going to attend  the conference
next week?
Examples

I'm going to meet Eleri later.
Marcusisn’t going to resign afterall.
When are the employees going to leave?

Use: Going to
= Sentences with going to are used to:
- talk about a plan or intention.
I'm going to move to London.
- make predictions based on evidence.

We're going to have problems - the machine’s still broken.

Modals

Form
= Look at how sentences with modal verbs are formed.

+ subject + modal + infinitive
My colleague can speak Frenchfluently.
- subject + modal + infinitive
+ not
| could not believe what | heard.
(couldn*t)
P modaf + subject + infinitive
May | sit here?

= Modal verbs do not change their form, e.g. they do not take
-s in the third person singular.
1/we/he/she/it/you/they can
= Note these short forms:
can + not = cannot/can’t
could + not = couldn’t
should + not = shouldn’t
shall + not = shan’t
= There is no to in the infinitive after modal verbs.
Staff must keep the equipment clean, (not to keep)

Examples

I can’tunderstand this at all.

You shouldn’t use taxis unless absolutely necessary.
May lask you a quick question?

Do I have to do that now?

Use
= Modals are used to:
- talk about ability (can).
I can speak threeforeign languages.
- give advice (should).
You should speak to your hoss.
- make suggestions/offers (shall).
Shall we make a start?
- make a polite request (may / can / could).
May | use your office, please?
- ask for permission (may / can / could).
Could I start work a bit later, please?
- talk about obligation (have to / must / mustn’t).
You mustfill inyour leaveform by Friday.
- talk about lack of obligation (don’t have to).
We don’t have to go to work tomorrow.
- talk about possibility (may / might / could).
Thisproject might be very complicated.

= Shall is only ever used with the first person (I and we).

= Ofthe three verbs can, could and may, can is less formal, could
is neutral and may is more formal.

« Have to and must essentially mean the same, but with must
the speaker is saying what they think it is necessary to do,
while with have to, they are talking more about facts.

= Mustn’t and don’t have to are totally different.

You mustn't do something = Don’t do it, you are not allowed
to doiit.

You don’t have to do something = It isn’t necessary to do it,
but you can ifyou wish.

Will and going to / Modals 57
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GRAMMVAR REFERENCE

Conditionals -ing forms and
Form Infinitives

= Look at how conditionals are formed.

conditional 1 if + present will/won't Form .
tense, + infinitive e Look at these infinitive forms.

(without to)

subject (not) to

Ifwe leave now,  well arrive on time. +verb + infinitive

conditional 2 if + past would/wouldn’t Tve asked not to work on Terje’s project.
simple, + infinitive . .
R subject object (not) to
(without to) S

+ verb + infinitive

Ifyou reduced we would bu the house. .

thz price y We want Gill to stay herefor afew months.

= You can often use may/might/could instead of will/would. = Lookat these -ing forms.

1 could/might do more voluntary work ifl wasn't so busy. subject + verb  verb +-ing
If1 don’t get the promotion, Imight/may leave. I don't enjoy doing overtime any more.
Use
= Conditionals are used to:
- talk about future possibilities (conditional 1).
Ifyou speak toJane, she "I1let you leave early.

- give advice and make suggestions (conditional 2).
Ifl1was you, | wouldn’t take the job.

- talk about imaginary or future situations (conditional 2).
Ifwe had lots of money, we would stay in an expensive
resort.

= Itisalso correct to say Ifl wereyou... instead of Ifl was
you ... in conditional 2.

Use
= Infinitives are used:

- after certain verbs (e.g. want, hope, need, plan, decide, offer,
promise).

Have you decided to attend the meeting after all?

- after certain verbs + an object (e.g. ask, tell, warn, expect).
Surely management can’texpect us to work such long
hours.

- after adjectives (e.g. good, wrong).

It’sgood to see you again.

= The i/part ofthe clause can come at either the beginning or Examples
the end of the sentence. When the ifclause comes first, it We really need to increase sales.
has acomma after it My boss hasn’tasked me to go to the conference.
Ifyou ring Dampco today, they'll probably get back to you It'simportant to have a good work-life balance.
by tomorrow with a quote.
They "llprobably get back to you by tomorrow with a quote = -ing forms are used:
ifyou ring Dampco today. - as nouns (called gerunds).

Working here has been challenging, to say the least.
Finding a replacementfor Tim will be hard.
- after prepositions.
Areyou interestedin doing some overtime?
I'm not good at working to deadlines.
BM6150 TS - after certain verbs (e.g. enjoy, finish, mind, dislike, keep,
suggest).
Jamie suggested going outfor lunch.
I’'m going to keep looking for a new job.
= Some verbs can take both infinitives and - ing forms with
little difference in meaning (e.g. like, love, hate).
I love travelling. = | love to travel.
= However, some verbs (such as remember, forget, stop) change
their meaning, depending on whether they are followed by
the -ing form or the infinitive.
I remembered to send theform. (= | remembered to do it, then
| sentit.)
1 remembered sending theform. (= | remembered the act of
sending the form.)

‘Sometimes | feel the company would
collapse if we weren't here.'
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Comparatives and
superlatives

Form: Adjectives and adverbs
= Look at how comparatives and superlatives of adjectives are
formed.

adjective comparative  superlative
short adjectives +-(e)r +-(e)st
(one syllable) small smaller the smallest
longer adjectives y-*i +~()r y-*i+-(e)st
ending in -y easy easier the easiest
(two syllables)
longer adjectives more/less + the most/least +
not ending in -y adjective adjective
(two or more important ~ more important  the most important
syllables)

= Look at how comparatives and superlatives of adverbs are
formed.

adverb comparative superlative
more/less the most/least
+ adverb + adverb

carefully more carefully the most carefully

= Some adjectives have irregular forms.
far-further-thefurthest
bad-worse-the worst
good-better-the best

= Some adverbs have irregular forms.
fast-fast
hard-hard
good-well

= The letter y at the end of an adjective changes to i in front of

the superlative and comparative endings.
e The word than is used when comparing two things.

Examples

I find Paris more interesting than Rome.

Sales ofall these perfumes are good, but sales of Enterprise perfume
are the best.

The work iseasier than I expected.

Please could you speak more clearly?

Use
= Comparatives and superlatives are used to:
- compare two things (comparatives).
I am afast worker, but my colleague isfaster.
- compare three or more things (superlatives).

Yesterday was a bad day, and so was the day before, but today

is the worst day I've had this year!

Form: Other phrases for making
comparisons
= There are other useful phrases for making comparisons.
the same as
as...as
notas... as
« Note how the adjectives in these phrases remain
unchanged.
My desk is the same design as yours.
Our Frankfurt office is as successful as our Hamburg one.
This computer isn’t as expensive as that one.

Relative clauses

Form

« Look at the forms used in relative clauses.

who (refers only
to people)

which (refers
only to things)

that (refers
to people and
things)

whose (refers to
people and
things)

defining clauses

The man who you
just saw speaksfour
languages.

The company which
you used to workfor
has gone bankrupt.

The town that I come
from is called Tiddington.
The colleague that most
people admire is Sally.

The manager whose
time-keeping is the
worst is Bill.

The company whose
sales havefallen most
sharply is Concepts.

non-defining clauses
My line-manager, who
was late this morning,

is off to Belgium on
business.

The organization, which
wasfounded in 1948,
has just been taken over.

The charity, whose
income has dropped
significantly, is looking
for a newfunder.

The CEO. whose
communication skills
are lacking, is going on
a negotiation course.

= Whom is only used in formal English. It is used to refer to the
object of a clause.
The officer to whom you should speak is off sick.
= Whose is used to show possession.
= In defining clauses, who/which and that can generally be
used interchangeably.
e Thatis not used in non-defining clauses.

Examples

We'll be listening to a talk by Sally, whose father started the

company.

Do you want to speak about the changes that are soon to take place

here?

We don’t enjoy working with Michael, who is our new team

leader.

Use

= Defining clauses are used to give essential information
about a person or thing.
I know the name of the woman who appliedfor the job.
One staff member whose work is always exceptional isJill.
The office that/which is at the end of the corridor is the biggest.
- That/which/who can be left out in defining clauses where
the relative pronoun is the object of the clause.
The man (that/who) | spoke to turned out to be the CEQ.
= Non-defining clauses are used to give extra, non-essential
information about a person or thing.
Siobhan, who works infinance, has handed in her notice.
Tartu, which is in South Estonia, is the locationfor our next

conference.

Maxine, whose sales were disappointing in January, won'’t be

team leader next year.

- Note the use of commas in non-defining clauses to
separate the non-essential information.
The manager, who is on holiday this week, has been
promoted. (Non-defining clause: there is only one
manager (who happens to be on holiday this week).)
The manager who is on holiday this week has been promoted.
(Defining clause: there are several managers, but the
one we are talking about is the one who is on holiday

this week.)
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GRAMMAR REFERENCE

Articles

Form
= Aisused in front of consonants (b, ¢, d, etc.).
He's got a big car.
= Anis used in front of vowels (g, ¢, i, 0, U).
Thisisan easy job.
= Anis used before words which start with a vowel sound.
an hour (h is silent)
a hair
a European (starts with a //sound)

Use
= The indefinite article a/an is used to:
- talk about singular countable nouns.
I'vejust sentan e-mail to my boss.
- talk about someone’sjob.
He’san accountant.
e An + other = another.
I'vejust gotanother jobh.
« The definite article the is used when:
- itisclear what you are talking about.
He took the box down to the warehouse, (a box and
warehouse that we know about)

- you have already mentioned what you are talking about.

There’s a new job in Finance. The job will involve budgeting.
- there isonly one of something.
The sun is shining again today. (There is only one sun.)
- referring to superlatives.
I've got the best job in the whole world.
= No articles are used to:
- make generalizations.
Unemployment is risingfast.
- talk about general uncountable or plural nouns.
There isn’tenough information.

= Note these other uses.

- Continents, cities, countries (except republics, kingdomes,
states) do not take an article.
Africa, Madrid, France, etc.
- Island groups, regions, republics/kingdoms/states take
the definite article.
the Canaries, the Far East, the United Kingdom, etc.
- Mountains, oceans/seas;, rivers take the definite article,
the Andes, the Atlantic, the Rhein, etc.
- Lakes do not take an article.
Lake Lucerne, Lake Victoria, Lake Eyrie, etc.
- Compass points and positions take the definite article.
the north, the south-west, at the top, on the left, etc.
- Roads and airports do not take an article.
Victoria Road, Frankfurt Airport, etc.
- Hotels and cinemas take the definite article.
the lhis, the Odeon, etc.
- Newspapers take the definite article.
the Guardian, the New York Times, etc.
- Companies and sectors do not take an article.
Siemens, electronics, etc.
- Sports do not take an article.
football, badminton, etc.
- Nationalities take the definite article.
the British, the French, etc.
- Emergency services take the definite article.
the police, thefire brigade, etc.
- Meals do not take an artiicle.
lunch, dinner, etc.
- Media usually take the definite article.
on the radio, but: on television

60 Articles / Determiners

Determiners

Form

= The use of determiners depends on whether the noun they
go with are countable or uncountable.

= Countable nouns have singular and plural forms.
an office, two offices, etc.

= Uncountable nouns have no plural forms.
finance, information, etc.

= Some nouns have both countable and uncountable forms,
with different meanings.
Here’s a paper, (countable = a newspaper)
Here’s some paper, (uncountable = writing paper)

Use
= Look at how determiners are used with countable and
uncountable nouns.
- some: in positive sentences with plural countable nouns
and uncountable nouns; in requests/offers.
We’ve got some meetings next week.
There’ssome paper over here.
Would you like some cheese?
- any. in negative sentences and questions with plural
countable nouns and uncountable nouns.
Have you gotany information about the candidates?
1 haven’£got any books on my office shelf.
- much: in negative sentences and questions with
uncountable nouns.
They didn’t give us much advice.
- many: in negative sentences and questions with plural
countable nouns.
Staffdidn’t offer usmany suggestions.
- alotof/lots of:in positive sentences with plural
countable nouns and uncountable nouns.
There’sa lot of help available.
I'vejust eaten lots o f sweets.
- (a)few: with plural countable nouns.
I've got a few euros.
- (a) little: with uncountable nouns.
I've got little energy left.
= Note that:
- little/few are negative ideas.
We'vegot little time left. (= nearly none)
- alittle / afew are positive ideas.
We'vegot a little time left. (= not much but some)
= The determiners any, some and no can be combined with
thing/body/one to create pronouns.
anything, something, nothing; anybody, somebody, nobody;
anyone, someone, Nno one
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Passives

Form
< Look at how the passive is formed.

+ subject + to be + past
participle
The course has been cancelled.
- subject +tobe +not + past
participle
Ginny wasn'’t given promotion.
?  (not) to be + subject + past
participle
Was Fred met at the station?

Examples

Our ITpolicy is being reviewed.

Unfortunately, the project won't be completed on time.
Who has been given the job?

Use
= The passive is used to:
- emphasize an action, rather than who does it (or if no
one knows who does it).
Information about the conference must be sent out by
Wednesday.
- describe a system or process.
Allinvoices are processed by thefinance department.
- be formal or impersonal.
Members ofstaffwere requested to submit their timesheets
by the end of the month.
* By can be used to say who carries out an action.
Next week’s team meeting will be led by Marcus Everett.

'And if we're raided by the Revenue,
you make your way here.'

Reported speech

Form
= Look at the forms used in reported speech:

- tense change: verbs usually change to the past
(e.g. am/is ~+was; are  were; have/has “mhad;
can -could; will “mwould; do/does “mdid; want -m wanted;
come -*e came)
‘I have an important meeting after lunch. ’
She said she had an important meeting after lunch.
‘We usuallyfinish work at 4 p.m.’
He said they usuallyfinished work at 4 p.m.
- infinitive with to (e.g. after tell, agree, ask, decide, expect,
refuse)
‘I’'m sorry, but you can’tattend the training course. ’
My boss refused to let me attend the training course.
----- ing form (e.g. after admit, suggest, deny)
‘Shall we have a catch-up this afternoon?’
My colleague suggested having a catch-up that afternoon.
- object + infinitive with to (e.g. after advise, ask, invite,
tell, warn)
‘Don’tforget tophone Jessy about the product launch.’
Jeremy reminded me to phone Jessy about the product
launch.

Examples

She said she didn"t want to come with us.
He told me to waitforfive minutes.

They invited us to attend the conference.

These common time changes are used in reported speech:
now -tmthen; yesterday = the day before; ago -*mbefore;

this (week) “mthat (week); tomorrow  the next/following day
However, ifthe ‘reporting’ takes place in the same period,
the time reference stays the same.

‘We launched the new product yesterday. ’

She told me they launched the new product yesterday.
(reported on the same day as the statement was made)
Ifyou are reporting something and you think that it is still
true, you don’t need to change the tense to the past.

‘like living in Madrid. ’

She said she likes living in Madrid.

Watch out for pronouns - they also need to change (usually
from first person to third person).

1°’m going to send her my report tomorrow. ’

He said he was going to send her his report the next day.

It is not always necessary to include that.

He said (that) hefelt tired.

Use

Reported speech is used to tell someone what you/someone
else said.

Examples
Siraj told Atul she wouldn’t cover his shiftfor him.
The team leader said 1 didn’t have to work afternoons.

reminded Jo to take some leave.
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VOCABULARY REFERENCE

Companies and offices

Meaning
Here are some definitions and examples of vocabulary relating
to companies and offices.

competitive - when a company offers good products or
services at a good rate

to close offices - to cease trading from premises when a
business no longer needs as many offices, perhaps due to
less demand or because of rising costs

to expand into new markets - to start operating in new
regions or countries

a good reputation - when a company is respected and
valued by people

a hot desk - a desk usually used by contractors, one which
does not have a specific employee associated with it

to merge - to combine to become one (e.g. two companies)

a multinational company - a company that operates in
more than one country

on the third floor - when an office is on level 3 or on the
third storey of a building

open-plan - when an office has no interior walls, so that all
members of staff are working in the same room rather than
in individual offices

the production industry - companies that produce goods
(e.g. cars, steel, plastics)

profitable - when a business makes a profit and is not loss-
making

to be recognized internationally - to be known about and
well thought-of around the world

a security pass - acard allowing entry to premises or
building, possibly with a photo of the holder

the service industry - companies that offer a service
(e.g. training, leisure, marketing)

a solid client base - a number of reliable and regular
clients/customers

to take over - to buy another company

to trade (in) - to do business (in a particular field)

a tower block - a building with very many floors

an upcoming company - a new company making an
impression on the market

a well-established company - a company that has been in
business long enough to have a solid client base and good
reputation

the working environment - the place and atmosphere
within which people work

Notice the prepositions used: expand into, on the third
floor, trade in stocks and shares.

To take over can also be used in the sense of taking over
responsibility: Mike is going to take over the role of Chief
Buyer when Shirley retires.

Examples

We’ve expanded into exciting new markets in the Far East and we
are starting to be recognized internationally.

RightFix, a relatively new and upcoming company offering
domestic repair services, already has quite a solid client base and
a good reputation.

Our small, family-run business just can’t compete with large,
profitable multinationals.

62 Companies and offices

Spelling

When spelling vocabulary relating to companies and offices,

remember:

= that a final e is sometimes dropped in verb forms.
merge - merging, take over- taking over

= irregular verbs: take over- took over - taken over; shrink-
shrank - shrunk

« that British and American spelling sometimes differs.
to be recognised internationally (UK) - to be recognized
internationally (US)

Pronunciation

When speaking, think about sounds that run together,
including between separate words. Sounds often run together
when a consonant sound precedes a vowef sound,

close o ffices /zd/  take over /ksu/
expandjnto new markets /d/ wording environment Aji/
recognizedeverywhere  /de/

Compare the above phrases with the following ones where the
sounds between the two words do not run together. This is
usually because the first word ends with a consonant sound
and the next word starts with a consonant sound,

good reputation well-known company
multinational company third floor

Collocations
Here are different verbs and nouns that can be used with some
key vocabuiary (in bold) relating to companies and offices.

an upcoming /well-known Zinternationally recognized /

multinational company

a(n) open-plan /old-fashioned /modern /well-designed office

a pleasant /stressful /friendly /noisy working environment

a profitable /reputable /successful /struggling business

a production /service /tertiary /secondary /primary /
struggling /booming industry

Examples

Rafael works in a large, open-plan office, which hefinds quite noisy.

The government is trying to support struggling businesses.

I prefer workingfor a multinational company because I have the
chance to work in different countries.

Word families
The table shows how some nouns, verbs and adjectives in the
area of companies relate to one another.

noun verb adjective
competition to compete competitive
decline to decline declining
expansion to expand expanding, expandable
growth to grow growing
merger to merge merging, merged
profit to make a profit profitable
reputation to have a reputation reputable
shrinkage to shrink shrinking
trade to trade trading
Examples

We are making the most of the shrinking market, (adjective)

Despite being a multinational company, business has shrunk over
the last two years, (verb)

We are merging with a reputable company, (adjective)

A bad write-up can harm a company’s reputation, (noun)



Finance

Meaning
Here are some definitions and examples of vocabulary relating
to finance.

to be up by 30% - to have increased by 30%

a cost- an amount of money a company or person has to pay
to buy something

to decrease - to fall; to drop; to go down

to drop - to decrease; to go down

the economic climate - the situation in which the economy
finds itself

to even out - to become more stable, having previously fallen
or increased (e.g. costs or sales)

an exact figure - a figure which is known precisely, so often
used when talking about figures in the past

to fall - to decrease: to drop

a financial forecast - a prediction, looking to the future as to
what the financial situation will be

to increase - to go up; to rise

interest rates - the percentage that determines the amount
of interest that people and companies have to pay (e.g.
when they borrow money)

an investment- something in which money is invested for
the future

aloan- an amount of money that is borrowed, usually from a
bank

a long-term outlook - when you look ahead to the distant
future (e.g. when predicting how well a company will do in
ten years’ time, rather than just in the next six months)

market instability - when a market is not very stable

market stability - when a market is stable

to nose-dive - to go down or drop rapidly

overheads - costs that a company has to pay all the time,
such as salaries, electricity and rent

to predict - to forecast: to say what you think will happen in
the future

profitable - when a product or service makes a profit

to rise - to increase; to go up

to rocket - to increase rapidly

a rough figure - a figure which is not known precisely, so
often an estimate for talking about figures in the future

share prices - the costs to buy or sell shares

total sales figures - the complete number of items sold

unprofitable - not profitable

Notice the difference between economic and economical.
Economic relates to the economy and economical means 'not
needing much of somethingl

Examples

Higher interest rates mean that companies arefinding it harder to
pay offloans.

Overheads are continuing to rise, and total salesfigures have
dropped by 15%, so it is unprofitable to keep business as it is.

Experts predict that share prices will gradually even out, and so the
long-term outlook is positivefor investment.

Sales have nose-dived over the lastfew months, resulting in market
instability.

Spelling

When spelling vocabulary in the field of finance, remember:

= irregular verb forms: rise “mrose, fall ~ fell

= adjectives are formed from nouns in different ways:
stability ~ stable, economy  economic, profit “mprofitable

= negative forms of adjectives and/or nouns often add un- or
in- as prefixes: profitable  unprofitable, stability e instability

Pronunciation

When speaking, think about how you pronounce certain
letters and sounds. The letter 0 has different sounds in different
words.

/d7: to rocket, to drop, profit, cost, long-term

/av/: to nose-dive, overheads, total sales figures, loans

/o/: forecast, foresee, board meeting, shortage, source

Collocations
Here are different verbs, nouns and adjectives that can be used
with some key vocabulary (in bold) relating to finance.

overhead Zinvestment /rising /falling /marketing /sales /
production /Zdistribution /recruitment costs
to decrease Zincrease /spread out COSts

exact /long-term /rough /sales /short-term /total figures
to double-check /finalize /look into /predict figures

to forecast /improve /promote sales

Examples

Production costs have been rising steadily over the lastfive years.

We plan to spread out costsfor promoting sales throughout the
year rather than have a large investment in springtime, even
though this is what our competitors do.

At this stage, 1can only give you roughfigures of what the repair
work will cost. When | have completed my assessment, | can
provide more exactfigures.

Word families
The table shows how some nouns and verbs in the area of
finance have the same form.

noun verb

a decrease to decrease

adrop todrop

afall to fall

a nose dive to nose-dive

arise torise

an increase to increase
Examples

We have experienced a drop in sales and we expect they will
continue to dropfor theforeseeablefuture unless we do
something about it.

Although overhead costs have been increasing since the beginning of
the year, the Head of Finance doesn’t expect the increase to
continue beyond the end of summer.

Finance
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VOCABULARY REFERENCE

Human resources

Meaning
Here are some definitions and examples of vocabulary relating
to human resources.

annual leave - the time an employee can take for holidays
each year and still be paid

to apply for a job - to send a CV and personal information to
a potential employer to try imd get work with them

an appraisal - an (often) annual meeting between boss and
member of staff to discuss achievements and problems and
to plan ahead

an appraisee - a person having an appraisal

an appraiser - a person doinjr an appraisal

to be made redundant —to lose your job because of
economic or restructuring reasons

a candidate - a person being interviewed and considered for
a vacant post

to employ - to give someone gjob and pay them a salary

an employee - a person who s employed

an employer - a person, company or organization who
employs someone

to give notice —to inform an Employer that you are leaving
your job

a job application - when a potential candidate informs an
employer that he/she is interested in a vacant post and
supplies information about skills and experience

to join a company - to start vorking for a company

to leave a company - to stop working for a company

a pension scheme —when an employer or employee pays
money into a specific account for use when the employee
retires

to recruit - to take on new members of staff, usually after a
selection process (e.g. after interviews)

recruitment - the taking-on cfnew members of staff

to retire - to stop working ancl draw on a pension, usually
when you get older

salary - the money an employee earns in a year

sick leave - when an employee is not able to work due to ill
health

staff development - training offered to members of staff to
develop their skills

a union —an organization that supports and represents the
rights of workers

avacancy / a vacant position - ajob that is not filled

Notice the difference in meaning between employee and
employer, and between appraisee and appraiser.

When employees stop working fater in life, they retire. The
money they receive is their pension.

Examples

John was lookingfor a better-paid jOb, so he appliedfor a vacant
position in Head Office.

Many employees were made redundant as a result ofproduction
costs being too high in Europe.

The union is encouraging management to invest more in staff
development so members of staffcan do their jobs more easily.

During his appraisal, John informed his appraiser that he was
planning to takefour weeks’annual leave in September so he
could visit his relatives in Aust ralia.

64 Human resources

Having looked at the job applications, there are six suitable
candidates, and we’re hoping to recruit one of them by the end of
the month.

Spelling
When spelling vocabulary in the field of human resources,
remember:
= thaty sometimes changes to i in these situations:
- verb “mnoun: apply -* application
- verb forms: apply applies/applied (BUT applying)
- plurals: salary  salaries, vacancy -“mvacancies
= irregular verbs: leave (a company) “mleft (a company)
= uncountable nouns (no plural form): (staff) development,
(to give) notice, (annual/sick) leave

Pronunciation
When speaking, think about word stress.
= Notice how the stress within these words stays the same for
both the verb and the noun form:
to recruit- recruitment
to appraise - appraisal
toemploy - employer/employment
= However, the stress within these words changes between
the verb and noun:
to apply - an application
to employ - an employee

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to human resources.

to be signed offon /go offon /take sick leave
to belong to /be a member of Zjoin a union
to apply for Zadvertise /fill a vacant post
recruitment process /figures

Examples

Stefan was signed off on sick leavefor three weeks.

Are you a member ofa union?

Recruitmentfiguresfor the north of the region have gone up in the
last six months.

Word families
The table shows how some nouns, verbs and adjectives in the
area ofhuman resources relate to one another.

noun verb adjective
application to apply for applicable
appraisal to appraise

(staff) development  to develop

employment to employ employable
employee

employer

recruitment to recruit recruitable
redundancy to be made redundant* redundant

to make someone redundant*
‘ Strictly speaking, these are verb phrases, not verbs in their own right.

Examples

The result of the interviews was that no one was perfect, but two
candidates were recruitable. (adjective)

Canyou send inyourapplication with a covering letter stating
why you should be consideredfor the job? (noun)

My line manager is very busy at the moment, as she is having to
appraise six people in the next two weeks, (verb)



Logistics

Meaning
Here are some definitions and examples of vocabulary relating
to logistics.

a batch - a group of products handled together, often having
come offthe production line at the same time

a bulk order - a large order, often containing several
different items

by rail - when goods are transported by train

by sea- when goods are transported by ship

confirmation of delivery - when the customer
acknowledges with the supplier receipt of delivery (i.e. that
he/she has received the goods)

a consignment - a shipment of goods

acontainer - abox on the back ofa lorry that can be loaded
from one means of transport to another

customs - when imported goods are examined at a border in
case any duty needs to be paid

to deliver - to supply the finished products to the customer

a delivery - a consignment or products being delivered

a discount - when a lower price is offered (e.g. when a large
order is placed)

to dispatch/despatch - to send a delivery out from the
warehouse

freight - cargo; goods transported, often by a slower - and
therefore less expensive - means of transport

goods -products; items

to have in stock - to have finished goods in the warehouse
ready for delivery

insurance - financial protection in case a consignment is lost,
delayed or damaged

an invoice - a document showing the final amount owing

alorry- alarge road vehicle that can transport containers by
road

to mail out - to send (often small) goods out by post

to order - to request products or services to be delivered

apallet- awooden tray on which goods for delivery can be
stacked and then moved by fork-lift truck

to pay in full - to pay the entire amount owing

to pay in instalments - to pay the amount owing in stages,
perhaps a small amount each month

to purchase - to buy (e.g. supplies or end products)

a shipment - when goods are shipped or transported together

to supply - to provide materials or services so that production
can take place

transport costs - the money needed to send goods by road,
rail, sea or air

a unit price - how much a single item costs

a warehouse - where finished goods are stored before
delivery

Do not confuse customs with customers.

Examples

1T we have the items in stock, we can dispatch your order today.

It makes sense to take out insurance when shipping goods overseas.
You never know if there will be delays at customs or if the
consignment will get damaged as it is movedfrom lorry to ship.

JBC Electronics pic usually give good discountsfor bulk orders.

I'd like to confirm receipt of delivery, order number XP-0912, and
to let you know we’ll pay the invoice infull by the end of the
month.

Freight transport costs have increased recently, so we might need to
look into other options.

Spelling
When spelling vocabulary in the field of logistics, remember:
= thaty sometimes changes to i
- verb “mnoun: supply -“‘msupplier
- verb forms: supply  supplies/supplied (BUT supplying)
- plural: supply “msupplies, delivery -*mdeliveries
- adjective “madverb: speedy  speedily
= irregular verbs: pay -*mpaid, have in stock  had in stock
= uncountable nouns have no plural: insurance
« British and American spelling sometimes differs:
UK usS
despatch dispatch
instalment installment

Pronunciation

When speaking, take care to make the distinction between the

sounds /tJ7and /V/.

= The sound 7t/ is often denoted by the letters ch: batch,
purchase

= The sound //is often denoted by the letters sh, sur + vowel,
cial or tion: ship, insure, financial, confirmation.

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to logistics.

to place Zput in an order

to have in stock /to store in the warehouse

to pay in full Zinstalments /cash

to pay by bank transfer /cheque

to order /mail out /deliver goods

to transport freight /goods /a consignment /by road /
by rail /by sea

Examples

Nicky mailed out the replacement goods as soon as she received the
request.

Freight is usually transported as cheaply as possible to keep profit
margins up.

We normally request that new customers pay infull.

Word families

The table shows how some adjectives and adverbs can be used
in relation to logistics, and how the adjectives and adverbs
relate to one another.

adjective adverb

considerate considerately

direct directly

fast fast
immediate immediately
slow slomly
speedy speedily
swift swiftly

Note thatfast has the same form, whether it is an adjective or
an adverb.

Examples

We need immediate action to solve this logistics problem.
(adjective)

The warehouse will dispatch the goodsim mediately. (adverb)

That was a speedy response to my request toplace an order with
you - thank you! (adjective)

The administrator dealt with the invoices speedily and efficiently.
(adverb)
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REFERENCE

VOCABULARY

Meetings and conferences

Meaning
Here are some definitions and examples of vocabulary relating
to meetings and conferences.

an appointment - an arranged meeting with someone,
e.g. bank manager, customer

to arrange a meeting - to organize a meeting, such as
inviting participants and booking the venue

to attend a meeting - to take part in a meeting

an attendee - a person who attends a meeting

to book a room - to reserve a room (e.g. to use for a meeting)

to cancel a venue - to withdraw a booking when the room
or location of a meeting or conference is no longer needed

to collect in forms - to take back forms, such as feedback
forms or questionnaires, from participants of a conference

to disagree - to not have the same opinion as someone else

a graph - a diagram which may have lines or bars
representing figures, such as sales over time

to hold a meeting - to have a meeting

to make a suggestion - to make a proposal; to put an idea
forward

to miss a meeting - to fail to attend a meeting, even though
you intended to, perhaps because you are held up in traffic
or an earlier meeting runs on longer than you expected

the minutes - the report or summary from a meeting, often
showing action points and when they are to be done and by
whom

to negotiate - to try and reach agreement with a partner
who may have different objectives to your own, often
involving the need to compromise

to organize a conference - to arrange a conference

to pass round handouts —to give papers (possibly
photocopies) to participants of a meeting or conference

a participant - a person who attends or takes part in a
meeting or conference

to participate in- to take part in; to attend; to be present at

to postpone - to push the date of a meeting or conference
back to a later date

aprojector - a piece of equipment that shows the computer
screen on the wall or bigger screen so that a large number
of people can see it

to reach an agreement- to finally have the same opinion; to
agree in the end after a discussion or negotiation

a videoconference - a conference with audio and visual
input held at a distance via the Internet

avisual - something like a graph, chart, diagram or
photograph, used perhaps to support a point being made in
a presentation

to voice an opinion - to say what you think

Notice the prepositions in the following: participate in a
meeting, take part in a meeting, be present at a meeting,
attend a meeting (no preposition).

Examples

OK, I've arranged the team meetingfor Thursday. I've booked the
meeting room on thefirstfloor and have askedfor the projector
to be set upfor us to use.

Klaus-Dieter and his business partnerfinally reached agreement
over distribution costs after negotiating by e-mail and telephone.

I'm sorry, | was held up and missed the meeting today. Can you
send me the minutes so | can see what was agreed?

Have we prepared enough handouts to pass round to the
participants?

66 Meetings and conferences

Spelling

When spelling vocabulary in the field of meetings and

conferences, remember:

= double consonants: appointment, questionnaire

= sounds have different spellings: //show, negotiate
H! conference, photocopy

= some words do not have a singular form: minutes

Pronunciation
= The sound /a&/ (schwa) is very common in spoken English.
It is a short, unstressed sound.
= Notice that the letters and combination of letters vary, but
often the following are pronounced //:
----- er or -or at the end of a word when the syllable is not
stressed: speaker, projector
- -erin the middle of a word that is not stressed: interview
- thetetter a at the beginning of a word or in the middle of
a word when the a is not the stressed syllable:
appointment, disagree
- the indefinite article a in a sentence where it is not
stressed for importance of meaning: leada discussion
- theein-el at the end of a word when the syllable is not
stressed: cancel

Collocations

Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to meetings and
conferences.

to reach /postpone an agreement

to reach /postpone a conclusion

to fill in a form /a questionnaire

to write up areport /the minutes

to book a room /a venue

to cancel aroom /a venue /a meeting

to take the minutes /notes

to attend /hold /postpone Zarrange a meeting
to make /postpone /cancel an appointment

Examples

Tita wrote up the minutes after attending the project progress
meeting.

Ifyou attend the conference, could you pleasefill in the
questionnaire and hand it back HR, so they can decide whether
to send other people in thefuture?

Despite holding a meeting, management postponed any agreement.

Word families

Nouns can be made from verbs by adding certain endings.
Here are some typical endings of nouns in the area of meetings
and conferences.

« -ment (disagree  disagreement)

- (t)ion - ifthe verb ends in s, then no tis added (present -+
presentation, discuss -* discussion)
e -eror-or (present *epresenter, direct
= -ant (participate *»participant)

-ance (attend -+ attendance)
-ing (book “m hooking)

director)

Examples

Jens usually participates in the staff development conference.
(verb)

There werefewer participants at this year’s conference, (noun)

We're here to discuss potential redundancies and what we can do
to avoid them, (verb)

Thediscussion was lively, but no agreement could be reached.
(noun)



People and places

Meaning
Here are some definitions and examples of vocabulary relating
to people and places.

an assistant - someone who supports someone above them,
such as a Technical Assistant who assists the Technical
Director

to be based in- to be located somewhere; to have your
company in a particular place

a call centre - a place where people work on telephones
answering calls from customers

a central location - in the town or city centre

a colleague - someone you work with; a co-worker

an employee - someone who works for someone else (who is
their employer)

an employer - a person, company or organization who
employs someone

a factory - a building or series of buildings which house
production of some kind

Head of Sales- the person in charge of sales

an industrial estate - an area where several factories, offices
or distribution centres are located all together

a manager - a person who is responsible for a department,
team or project

an office - aplace where business is carried out, usually
consisting of a room or rooms with desks where members of
staff work

on the outskirts - on the edge of a town or city

premises - where a business is located (the offices, workshop
or factory)

to report to- to have a manager or someone above you in
the hierarchy to whom you are responsible

rural - in the countryside

the shop floor - the part of a factory where the production
takes place

a subordinate - a worker who reports to someone above
them in the hieracrchy

a team leader - a person who is in charge of a team; a
manager of a team

a warehouse - a place where finished goods are stored before
being distributed

Notice the difference between employee and employer.

J

Notice the meaning of shop floor here. Shop floor can also
be used to refer to the area in a shop where items are sold.

Examples

We moved to new premises on an industrial estate on the outskirts
of Milton Keynes.

The Head of Production usually goes onto the shopfloor every day
s0 he can speak to the workers.

The warehouse really needs to have a central location, but rents are
too expensive.

All secretaries report to the Head of Administration.

Spelling
When spelling vocabulary relating to people and places,
remember that:
« y sometimes changes to i
- verb ->noun: apply  application
- verb forms: study -m studies/studied (BUT studying)
- plurals: secretary “msecretaries, economy -»economies

= countable nouns add -s or -es in the plural: manager
managers, employee = employees, boss  bosses

= some nouns are only used in the plural form: premises,
outskirts

« uncountable nouns have no plural form: law, science

= job titles often have initial capital letters: Head of Finance,
Technical Advisor

Pronunciation
When speaking, think about the pronunciation ofthe letter a.
It has different sounds and is often pronounced:
* /ei/as inpay when it:
- isfollowed by the letter y: pay, say, delay
- occurs between two consonants followed by the letter e:
sales, locate, page
e /es/as infair when it is:
- followed by ir:fair, air, chair
- preceded by a consonant and followed by the letters re:
share, warehouse
e /x¢/as infactory when it is followed by a consonant (and no e
after it): an, man, manager
= /a/as infarther when it is followed by an r, or r and another
consonant: car, partner
« fa/as in attend when the sound is not stressed: central,
assistant

Collocations
Here are different nouns and adjectives that can be used with
some key vocabulary (in bold) relating to people and places.

call /development /distribution /financial /training centre
central Zeasily accessible Zindustrial Zpretty Zrural location
distribution /finance /sales /team manager

Head of Development /Finance /Sales /Training

Examples

As Head of Sales, Rupert has 14 salespeople workingfor him.

When lookingfor our new office, our priority was an easily
accessible location so that our customers could call in whenever
they wanted.

Have you seen the designsfor the new training centre? It should be
so much better than the old one.

Word families
= Professions can be formed from verbs or nouns by adding:
er to the stem ofthe verb:
buy  buyer, manage “mmanager
----- or to the stem of the verb:
coordinate  coordinator, advise “madvisor
----- ant to the stem ofthe verb: assist “massistant
- -ist to the base form of the noun:
economy -meconomist, science -*mscientist
* Note that lawyer is the profession relating to law, and
engineer relates to engineering.

The indefinite article is usually used with professions and
job titles: She is a lawyer. He is a teacher.

Examples

Sarah's responsibility is to buy all materials neededfor
redevelopment projects, (verb) She isa buyer, (profession)

Valerie assists Pierre in organizing training courses at RP
Electrics, (verb) She is the Training Assistant, (profession)

Anne studied science at Sheffield University, (verb) She is a
scientist, (profession)
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REFERENCE

VOCABULARY

Planning

Meaning
Here are some definitions and examples of vocabulary relating
to planning.

achievable - something that is realistic and possible, such as
a goal

to analyze - to look into something in detail, such as why
sales have not risen as much as hoped

to base a decision on - to make a decision depending on
information available at the time

to be cautious - to be careful; to not want to take big risks

aconcern- aworry, something you’re not very confident or
happy about

to conduct an assessment - to analyze; to carry out
research, perhaps to feed into the decision-making process

the current situation - what things are like now, at the
present time

to diversify - to move into new or different areas of work

to downsize - to become smaller

to draw up a plan - to put a plan together

to enable - to make something possible; to make something
happen

to evaluate - to assess a situation; to look at pros and cons

to expand - to get bigger; to move into more markets

afailure - something that didn’t go well, wasn’t a success

to focus on - to concentrate on; to have as the main thing to
work on

a forecast - a prediction; how you think things might turn
out in the future

a goal - an objective; what is to be aimed at (and hopefully
achieved) in the future

to look into - to get more information about; to consider

to make the most of- to get as many benefits out of a
situation as possible

an outlook - a probable or expected outcome

to pan out - to work out; to turn out

the planning process - the stages to go through when
planning

to predict - to say how things might turn out in the future

a priority - an action that needs to be done before another

a proposal —a suggestion; an idea; a possible way forward

to raise a concern - to express a worry

arisk - something you cannot control, but which could have
a negative effect

to set targets - to agree what is achievable and what should
be done

to share a vision - to have the same idea about what should
be done and achieved in the future

a strategy - an agreed way forward; a plan for success

a success - something that goes well, as planned

unforeseen - something that was not expected

unrealistic - something that is not particularly achievable

Examples

When setting targets, you should analyze the market and take risks
into consideration. Then, to complete the planning process, decide
which actions are priorities.

Due to concerns about the economic climate and customer demands,
TTMotorsplan to downsize andfocus on producing
environmentally friendly small cars.

Spelling
When spelling vocabulary relating to planning, remember:
« that afinal e is sometimes dropped:

- verb forms: analyze -* analyzing, enable -* enabling

68 Planning

= that ay sometimes becomes an z
- verb forms: diversify  diversifies
- plural nouns: strategy -*mstrategies
= irregular verbs: draw up (aplan) -mdrew up
set (targets) “mset -* set (See page 80.)
= that British and American spelling sometimes differs:
analyse analyze

diversified

drawn up;

Pronunciation

When speaking, think about the pronunciation ofthe letter r.

e |tisusually pronounced A/at the beginning of a word or
when it follows a consonant: risk, raise, current, predict

< |tis not usually pronounced when it follows a vowel,
including at the end of the word: concern /k3n's3.n/, failure
/'feiljs/, forecast /'fokasst/, slower /'sisu(w)a/.

<« Note that there are some regional accents where the r may
be pronounced in the middle of a word or at the end, e.g.
diversify, never.

« An r at the end of a word is pronounced if the following
word starts with a vowel sound: fewer offices /*fjuiar'ofisiz/.

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to planning.

to predict /plan for /forecast /set targets for the future

to assess /manage /accept /avoid risks

to set goals /targets /priorities

to draw up plans /strategies

achievable Zrealistic Zunrealistic Zhigh-risk /low-risk goals

Examples

Our Head of Planning is currently setting targetsfor our company.
He isfocusing on the next three years.

There are too many unrealistic goals.

We need to be careful when setting our priorities. The decision could
make or break us.

Word families

The table shows how some adjectives and adverbs, which can
be used to talk about planning, relate to one another. Some
describe manner, some describe time.

adjective adverb
ambitious ambitiously
cautious cautiously
current currently
high-risk
low-risk
immediate immediately
optimistic optimistically
pessimistic pessimistically
present presently
realistic realistically
unforeseen

Examples

Our Managing Director set very cautious targetsfor the next six
to nine months, (adjective)

Given the current economic climate, which isn’t good, Andrew
cautiously agreed to open two more stores in the southern
region, (adverb)



Production and processes

Meaning
Here are some definitions and examples of vocabulary relating
to production and processes.

to deliver - to supply finished products to the customer

a delivery - a consignment or products being delivered

a factory - where production takes place

health and safety procedures - rules to ensure workers are
not injured during production (e.g. the wearing of a hard
hat and safety goggles)

high quality - good quality; describing products that will be
durable and well designed

to implement a procedure - to put a process in place

to install - to put new machinery in place

just-in-time (317) production - producing goods just in
time for delivery, to avoid warehouse costs

machinery - machines and equipment

to maintain - to keep machinery in good working order

maintenance - the upkeep of machinery through cleaning
and repairing

to meet a deadline - to keep to a scheduled date

a procedure - a way ofworking; a process

a process - asystem; a way of working

to produce - to manufacture; to make

a product - the end result or outcome of producing
something; goods

to purchase - to buy (e.g. supplies or end products)

quality assurance (QA) - a procedure that aims to ensure
the high quality of a product by testing and considering
throughout production what makes the product good

to schedule production - to put a timeframe to what needs
to be produced; to set milestone dates/deadlines, etc.

to have in stock - to have finished goods in the warehouse
ready for delivery

a supplier - aperson or company who provides materials or
services so that production can take place

to test an initial batch - to check the first products offthe
production line; to put them though their paces

a trial run - when a sample batch of a new product is
released onto the market

a unit- the smallest denominator of what is produced, and
item

to update a system - to bring a system up to date; to
modernize it

awarehouse - where finished goods are stored before
delivery

to work shifts - to work set patterns round the clock in a
factory to enable production to continue

The word produce can also be used as a noun, often to refer
to food stuffs. But note that the stress falls on the first
syllable when it's a noun.

Examples

Antonio works shifts at R.P. Electronics. He prefers the day shift,
as he can spend time with his children in the evening, but he has
to work the night shift every third week.

Maintenance costs have risen over the lastfew years, and it’s
becoming increasingly difficult to get replacement partsfor the
machines.

Even visitors have tofollow the health and safety procedures, and
safety goggles have to be worn at all times.

We’ve moved to just-in-time production, which means the
warehouse will close, and 35 staffwill lose their jobs.

The trial runproved that we had succeeded in producing high-
quality goods.

Spelling
When spelling vocabulary in the field of production and
processes, remember:
= thaty sometimes changes to i
- verb “mnoun: supply -msupplier
- verb forms: supply = supplies/supplied (BUT supplying)
- plural: supply  supplies, delivery “mdeliveries
= irregular verbs: meet a deadline = met a deadline,
have in stock “mhad in stock
= uncountable nouns have no plural: machinery, quality,
maintenance

Pronunciation
When speaking, think about word stress.
= Notice how the stress in these words stays the same for both
the verb and the noun form:
- toprocess-* process
- toschedule -* schedule
- topurchase “mpurchase
= However, the stress in these words changes between the
verb and noun:
- toinstall #ean installation
- tomaintain  maintenance
- toproduce “maproduct, fresh produce (BUTproduction)

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to production and processes.

to place /Zput in an order

to follow /implement procedures

to have in stock /store in the warehouse
an increase /a decrease in production costs
to assure /test quality

to do /get feedback on a trial run

to keep to /set up a schedule

Examples

HR implemented new proceduresfor logging time worked on shifts.
How do you test quality on new products?

Exactly how many have we got in stock in the warehouse?

Word families
The table shows how some nouns and verbs in the area of
production and processes relate to one another.

noun verb
delivery to deliver
maintenance to maintain
process, procedure to process
product, production, (produce)  to produce
purchase, purchasing to purchase
schedule to schedule
supply to supply
update to update
Examples

We need to maintain our machinery on a regular basis, (verb)

Production has slowed due to maintenance of the conveyor belts.
(noun)

I know you workfor HG Plastics, but what exactly do you
produce? (verb)

Ourproducts have won awardsfor innovation, (noun)
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Projects and teams

Meaning
Here are some definitions and examples of vocabulary relating
to projects and teams.

to brief someone - to explain to someone (often a contractor
or a member of a team) what he/she needs to do

a consignment - a number of items delivered at the same
time

a contractor - a person who is not an employee but who may
work on a project on a temporary basis, perhaps because of
his/her specific skills

a deadline - adate by which work on a project needs to be
done

a delay - when production is slower than scheduled

to deliver - to transport goods to the customer

to estimate costs - to say what you think the costs ofa
project will be

modifications - changes made to a design or product

progress - work done on a project that moves it forward

aproject manager - a person in charge ofa project, who
ensures that work is carried out in time, to budget and of
the quality required

to reorganize - to organize something again (e.g. to change
the date of a scheduled meeting)

a schedule- atime plan within which work on a project
needs to be done

to see a project through - to ensure a project is finished; to
take a project to the end

skills - knowledge and abilities in a particular area (e.g. in
computing or in administration)

specifications - requirements for the project, specifying what
needs to be done

to support - to work with and help other people (e.g. other
team members)

to signa contract - to put your name to a contract
signalling that you agree with it

a team member - a person who is part ofa team

to underestimate costs - to say that costs will be lower than
they really are

Brief can also be used as an adjective to mean 'short":
a brief summary. Project can also be used as a verb:
to project figures.

Examples

Jenny is going to briefthe contractor when he comes in tomorrow.

I think supporting the other team members is essential in
promoting a good team spirit.

Even though the clients had signed the contract and had agreed the
specification, they askedfor numerous modifications throughout
the project.

Unfortunately, due to delays in technical testing, we’re not going to
meet thefinal deadline.

The consignment should be delivered by the end of the week.

Spelling
When spelling vocabulary in the field of projects and teams,
remember:
= thaty sometimes changes to i (modify (verb) “mmodification
(noun)), but not when there is a vowel before the y:
delay “mdelays/delayed (verb form)
delay “mdelays (plural)
= irregular verbs: see a project through “msaw a project through,
draw up a contract “mdrew up a contract

70 Projects and teams

< uncountable nouns have no plural form: progress
e verbs and nouns with -ise are often spelled -ize in US
English: to reorganise/reorganize.

Pronunciation
When speaking, think about word stress.
<« Notice how the stress within the following words stays the
same for both the verb and the noun form:
to develop  development
to require “m requirement
= However, the stress within words sometimes changes
between the verb and noun:
toprogress -mthe progress
to modify “ma modification
to reorganize  reorganization
toproject “mproject

Also, there can be some differences in the way words are

pronounced in US and UK English:

= The initial sch of schedule is pronounced /sk/in the USA and
Al7in the UK.

= Project is pronounced /'preudzekt/ in the USA and /'prodzekt/
in the UK.

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to projects and teams.

to delay /postpone /push back the start date

to agree /sign /discuss /negotiate a contract

to agree /confirm /negotiate Zextend a deadline
to draw up a schedule /contract /specifications
to (re)organize a meeting /schedule

Example

Our project manager, Veronique, had negotiated the contract and
agreed the deadline with the client. She then drew up a schedule
and organized a team meeting. However, due to unexpected
recruitment delays, she had to delay the start date.

Word families
The table shows how some nouns and verbs in the area of
projects and teams relate to one another.

noun verb
delay to delay
estimation to estimate
leader to lead
modification to modify

organization to organize

progress to progress
proposal to propose
schedule to schedule
specification to specify

Examples

Following technical testing, we had to modify the design, (verb)

How much are the modifications going to cost? Are they worth
doing? (noun)

The project manager wanted toschedule the entire production
before attending the meeting with the clients, (verb)

At the meeting, the project manager presented the schedule to the
clientsfor them to see what was realistic in the time available.
(noun)



Sales and marketing

Meaning
Here are some definitions and examples of vocabulary relating
to sales and marketing.

to advertise - to encourage people to buy a product or service
by writing about it (e.g. in a newspaper or on a website)

an advertisement - a notice on the Internet or in a magazine
promoting a product or service

to appeal to - to be interesting for certain groups of people,
such as young people or professional people

cold-calling - when salespeople call potential customers
without prior arrangement to try and sell their products or
services

a competitor - a company that makes the same product or
provides the same service as you

a customer - someone who buys a product or service

to inquire - to ask about products or services on sale (also to
enquire)

to launch an advertising campaign - to set a campaign in
motion to promote products or services

to market products - to put products on the market; to sell

a potential customer - a possible new customer, not yet a
customer but likely to be one

to promote goods - to advertise goods; to make them
appealing to potential customers

promotional materials - materials such as brochures or
websites used to promote and advertise items

to publicize - to make public; to advertise

a sales representative - a person responsible for selling
products or services, who may travel to visit existing and
potential customers

atrade fair - an exhibition of products or services in a
particular field

Sales rep is the short form for sales representative, and
ad or advert is the short form for advertisement.

Examples

Some companies spend a lot of time on cold-ccdling.

When the sales rep went to visit a potential new customer, the
customer inquired about delivery times.

After many months ofplanning, the advertising campaign was
launched throughout Europe and North America.

There were plenty ofpromotional materials available to take away
from the tradefair.

One of the key things is to appeal to your target customer base
when promoting goods.

Spelling

When spelling vocabulary in the field of sales and marketing,

remember:

= US English tends to use -ize and UK English generally uses
-ise in many verbs and nouns: to publicize/publicise,
organization/organisation (although you will often find-ize
spellings in UK publications that are designed to appeal to
an international audience). Note also that advertise is
usually spelled with -ise in the USA as well as in the UK.

« that there are sometimes other spelling changes between US
English and UK English: to inquire/inquiry (UK), to
enquire/enquiry (US) (although both forms are found in UK
English).

= some irregular verbs have a different spelling in the present
tense and the past tense, but not all: to come up with ideas
(came up with), to take out an advert (took out), to sell products
(sold), to set up a stand at a tradefair (set up). (See page 80.)

= that a final y changes to i when the plural ending is added:
enquiry  enquiries

= uncountable nouns do not have a plural form: advertising,
publicity, distribution, sales

Pronunciation
< Notice the difference in stress patterns between these
verb-noun pairs.
to advertise *eadvertisement (UK)
to advertise -* advertisement (US)
topublicise/publicize  publicity
to demonstrate -* demonstration
=« Notice how sounds run together in the following phrases.
This often happens when a consonant sound precedes a
vowel sound.
to setup "
to take out /kauw/
to look into /n/
to followup  Ava/

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to sales and marketing.

to launch /run an advertising campaign

to agree /accept /negotiate payment terms

to attend /go to Zorganize a trade fair

to follow up an enquiry /a cold call /a meeting

to promote /advertise /publicize /sell /market products

Examples

We’re hoping to run an advertising campaign when R&D have
finished testing the new product.

Louise negotiated payment terms to within 21 days, which was an
improvement of seven days on the existing arrangement.

CosyHome pic mainly markets its household products in northern
Europe.

Word families
The table shows how some nouns, verbs and adjectives in the
area of sales and marketing relate to one another.

noun verb adjective

ad to advertise advertised

advert

advertisement

distribution to distribute distributable

enquiry/inquiry to enquire/inquire

launch to launch

payment to pay payable

promotion to promote promotional

sales to sell saleable

publicity to publicize publicized, public
Examples

We can accept payment by cheque. Please make the cheque payable
to SW Distribution Services.

The advertised sportswear sold better than we expected. We had put
adverts in special sports magazines and in the leisure sections of
national newspapers.

TransLogic’s distribution costs are quite high. However, they do
distribute throughout Asia and Australia, which appeals to
many customers.
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ABULARY REFERENCE

Telephoning and e-mailing

Meaning
Here are some definitions and examples of vocabulary relating
to telephoning and e-mailing.

an addressee - a person to whom an e-mail or letter is
addressed

an answerphone - a device connected to a phone (usually a
landline) to record messages

to answer the (tele)phone - to take a call when the phone
rings

an attachment - when you send a file or picture with an
e-mail

a caller - a person who calls on the telephone

to call someone back - to phone someone who has left a
message asking you to call them

a complaint - what you make when you are not satisfied
with a service or product

confidential - describing information that is only for certain
people

an enquiry - what someone makes when he/she asks for
information

to forward - to pass an e-mail on to someone else

to get cut off- when the telephone connection is broken
during a conversation

to get through - to be connected to the person you are
calling on the phone

to give notification of (something) - to inform someone
about something

good reception / a good signal - when the phone
connection is very clear

to leave a message - to tell someone some information that
needs to be passed on when you can’t speak directly to the
person you want

a landline - atelephone line that is connected to a particular
building or department; not a mobile phone

to make a call - to telephone someone

to make an appointment- to arrange to meet someone

a mobile (phone) - atelephone that can be used on the
move, in the street, etc.

to open an e-mail - to click on an e-mail to read it

areceiver- ahandset ofa phone

arecipient- a person who receives an e-mail or telephone
call

to request information - to ask for information

to respond to an e-mail - to reply to an e-mail

a sender - a person who sends an e-mail

to take a message - to note down and (usually) pass on a
message to the person the phone call was intended for

to text- to send an SMS message

voicemail - a built-in mechanism for recording messages on a
phone

Note the difference between receiver and recipient.

Examples

I had a very good signal on my mobile phone, so 1got through to
Gillian straight away.

Beate’s customer left a message while she was ina meeting, so she
called him back as soon as she could.

lalways check the sender before | open an e-mail attachment in case
ofa virus.

The e-mail was marked ‘confidential’, so the secretary forwarded it
to the Head of Department.

Telephoning and e-mailing

Spelling
When spelling vocabulary in the field of telephoning and
e-mailing, remember:
= thaty sometimes changes to i
- verb -* noun: notify “mnotification
- plural: enquiry *eenquiries
= irregular verbs: get cut off-*mgot cut off,
leave a message -m left a message
= ibefore e except after c: brief, receiver
= UK and US English sometimes spell words differently:
UK us
organise organize

inquiry enquiry

Pronunciation

The letter tcan be pronounced in different ways:

= A/when the tis at the beginning, in the middle or at the end
of a word: telephone, attachment, cut

« //when the tis followed by h, and the th is unvoiced: thank,
through

= 16/when the tis followed by h, and the th is is voiced: the,
this

= /l7when the tis part of the suffixes -tion or -tial: reception,
confidential

Collocations
Here are different verbs and nouns that can be used with some
key vocabulary (in bold) relating to telephoning and e-mailing.

to get a call Zcut off /an e-mail /7a message
to take a call /message
to make an appointment /a call

to cancel /change /keep /make /postpone an appointment
to delete /forward /reply to /send an e-mail
to answer /make /miss /receive a telephone call

Examples

I didn"t get your message, sorry.

Sue had to keep the appointment, as she couldn’t change it.
Why don’t you forward the e-mail to me and |1l deal with it?
The sales rep made 20 calls in one morning.

Word families
The table shows how some nouns and verbs in the area of
telephoning and e-mailing relate to one another.

noun verb
address, addressee to address
attachment to attach
complaint to complain
enquiry to enquire
notification to notify
recipient, reception, receiver to receive
request to request
response to respond
Examples

IMlattach thephoto and send it as an attachment, (verb, noun)

I’'m calling to notify you of the locationfor tomorrow’s meeting.
(verb)

He askedfor notification in writing, so I’'m sending him an
e-mail, (noun)

Even though she was on a train, Cath had good mobile phone
reception and was able to make and receive several calls on her
journey, (noun, verb)



Training

Meaning
Here are some definitions and examples of vocabulary relating
to training.

assessment- when trainees are assessed or tested to see what
they have learned

to attend - to take part in /participate in a training session or
course

corporate training - training for businesses

a course coordinator - a person who coordinates and
organizes training courses

course materials - the books, handouts, slides, etc. that a
trainer may use during a training course

to develop skills - to improve and learn ideas and abilities to
do things

to do well - to be able to put into practice what you have
learned: to get good marks in a test

an exam- an official test that often leads to a qualification

to fail - to not do well enough to pass a test or exam

feedback - comments a trainer gives to the trainees to help
them develop their skills further; information provided to
the course organizer by the participants at the end ofa
course

government-funded training - training (partly) paid for by
the government

to learn - to acquire new ideas and skills

lifelong learning - the concept of people continuing to learn
throughout their careers and lives

marks - the results from a test or exam (e.g. 67%)

needs analysis - when trainees are asked what they need to
learn

pressure - when trainees find a course difficult and feel under
stress, especially ifthey need to pass an exam

a programme - what the training course covers; the content
and timetable

to run a session - to hold/lead a session; to train

self-development - when people improve their skills by
themselves, perhaps by reading a book rather than
attending a course

a session - a specified time for training (there may be several
sessions constituting a course)

to study - to take time to learn in a focused way

a skill - an ability and understanding of how to do something

to teach - to pass knowledge and skills onto someone else

a test - something given to learners to establish how much
they have learned (usually more informal than an exam)

atrainee - a person who attends a training session or course

atrainer- aperson who leads the training session or course

a workshop - a session often involving active participation
(in contrast to a lecture)

Notice the difference between to learn and to teach; and
trainee and trainer.

The word training on its own means the ‘field of training',
but people attend a training course or training session.

Examples

We are expecting 15 participants on the training course in May.

After carrying out a needs analysis of English language skills, the
language school developed a programme of corporate training.

Peter was pleased with the marks he got in the computing skills test.

The aim of the workshop was to give participants the chance to do
role-plays and receivefeedback on how well they did in them.

Spelling
When spelling verbs in relation to training, remember:
= the spelling of irregular verbs in the past tense.

verb past simple past participle
take took taken

teach taught taught

learn learnt/learned* learnt/learned*
run ran run

find found found

= that regular verbs add ~(e)d, and the letter y before the ~(e)d
changesto ani.

participate participated participated
study studied studied
fund funded funded**

* Both forms are correct, although learned is more common in
US English.
** Notice the difference in spelling between the past forms of
the verbs tofund (funded) and tofind {found).

Pronunciation

The letter s can be pronounced:

= /&/when the soccurs at the beginning of a word or after a
consonant, or when it is doubled after a vowel (but not ifit
is also followed by a vowel): study, assessment, marks

= /zZ/when the soccurs at the end of a word after a /d/or A/
sound, or between two vowels: needs, skills, result

e ///when it is followed by h, or another s in the middle ofa
word before a vowel: workshop, pressure, impression.

Collocations

Here are different verbs that can be used with some key nouns
(in bold) relating to training, and some adverbs that can be
use with some key verbs (in bold).

to run a session, to develop skills, to take an exam, to have
a break, to do homework, to give feedback, to get results

to study hard, to do well, to do badly, to listen attentively,
to participate fully, to take part in a course willingly

Examples
Sarah took her exam inJune and got her results in July.
The HR department is running a session on presentation skills.

Word families
The table shows how some nouns, verbs and adjectives in the
area of training relate to one another.

noun verb adjective
assessment to assess assessed
learner to learn learned*
participant to participate (in) participatory
student to study studious
trainer, trainee to train trained

* Compare the pronunciation of the adjective /'binid/ with the
past participle Z13.nd/.

Examples

The student studied studiously.

Only trained trainers train.

The learned learner wanted to learn more.

Training



ANSWER KEY

Answer key

NEEDS ANALYSIS

Grammar

la 2b 3¢ 4a 5a 6a 7c¢ 8b 9a 10b 11c
12a 13b 14c 15a 16b 17a 18b 19b 20 a
2l1a 22b 23c 24a

Vocabulary

la 2b 3a 4b 5a 6a 7b 8b 9a 10c 1llc
12a 13b 14a 15b 16a 17c 18b 19c 20c
2la 22c 23c 24a

GRAMMAR PRACTICE

Present tenses

1 1Doyouwant 2 Doyou often feel 3 provides 4 say
5value 6receive 7 Doyouwork 8 don'tjust offer
9 doesn’t only involve 10 run 11 meets 12 finds

2 1Areyougiving 2 ’'mnotdoing 3 ’mjustleading
4 'mworking 5’m not planning 6 Are you doing
7 are you working 8 'm not managing
9 'm now running 10 isfacing 11 're not selling
12 ischanging 13 isn’t keeping

3 1 Do you usually get a lift to work? (a)
2 Sally’sjust taking a tea break, (b)
3 We're not living in Manchester at the moment, (b)

4 Employees don’t get pay rises very often. /Employees
don’t very often get pay rises, (a)

5 Staff start work most days at 7.30 a.m. /Staff start work
at 7.30 a.m. most days, (a)

6 What is your boss doing right now? (b)
4 Sample answers
a We have alunch break at 1 p.m. every day.
Project meetings are held at least twice month.
There is never any time to catch up on the admin.
b We’re now looking at making staff redundant.

The Board of Directors is currently trying to draw up a
new business plan.

They’re having a meeting this morning to discuss the
proposals.

5 1 correct (b)
2 I'mworking in the finance department for a few days,
@)
3 We're recruiting for a new Marketing Manager at the
moment, (a)

4 My colleague's on leave, so I'm handling all his PR this
week, (a)

correct {a)
correct (b)
How many staff do you have? (b)
I don’t belong to any union, (b)
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74 Answer key

6la 2d 3c 4e 5b

7 1areyoudoing 2 take 3don’tunderstand 4 use
5 ’rerecruiting 6 doyoucome 7isn’trunning
8 don’tlike

Past tenses
1 1did; start 2 didn’tfinish 3 spent 4 enjoyed
5 increased 6 didn'tcost 7 didn'tcomplete 8 went
I've worked at Colourlines since January.
How long have you been a consultant?
correct
I've earned almost £1,000 in sales since June.
I’'m sorry, | haven’t started on the new project yet.
correct
How long have you known my boss?

My new employers haven’t contacted me recently about
my starting date.

0 g4 O o W N R

3 1 Sentence (a) implies that the holiday is over.
Sentence (b) implies that the holiday is not quite finished.
2 Sentence (a) implies that the speaker has no intention of
finishing the application.
Sentence (b) implies that the speaker will finish the
application at some point.
3 Sentence (a) implies that the speaker no longer works
overseas.
Sentence (b) implies that the speaker is still working
overseas.
4 1b (A) 2fB) 3e(A) 4a(A) 5d(B) 6c (A
5 1last; already 2 ago; yet 3 for; already 4 since
5 ever; never 6 in; this
Past simple: put, received, did [you] join, sent
Present perfect: 've had, haven’t had, has [only] worked,
's become, ’ve been, Have [you] been, 've [never] been,
‘ve already done
6 1haven’treceived 2 posted 3 got 4 told
5 hasn’t written 6 came 7’sbeen 8 haven’theard
9 spoke 10 promised

Will and going to
1 1'regoingto 2won’the 3 Who’sgoing 4 I'll
5 Areyou going 6 Shall 71'llbe 8 are we going to do

2 1willyou let 2 will begin 3 willbe 4 won't last
5 will take 6 won’tbe 7won’t happen

3 Ib 2f 3d 4a 5c 6e
4 Sample answers
2 I'll be at the dentist’s tomorrow at 3 p.m..

3 Fraser will definitely finish the report by Friday
lunchtime.

4 My parents won’t go on holiday to Italy next summer.
5 I'won’t be working in the same office in five years’ time.
6 If 2h 3g 4a 5b 6¢c 7d 8e

7 1’11211 3 ’re going 4’15 ’re going to
6 are you goingto 7 ’'mgoingto 8 aregoingto 9’1l



Modals

1 May | to use your phone, please?

You don’t have t0 come to the exhibition.

Jack could help us, | think.

My boss doesn’t speak French, (or doesn’t can't
speak)

1
2
3 correct
4
5

o

You shouldn’t be working here so late, (or shouldn’t
work)

7 1 can’tring my boss now; he’s already left.
8 correct
2 1 Shall I pick you up later?
2 Could you repeat that, please?
3 May | sit here, please?
4 Can | speak to Jane, please?
5 May | interrupt you for a moment?
6 Shall I order a taxi?
4 2 Doyou have to work until 6 p.m.?
3 They don’t have to send the report off today.
4 All staff must sign in before 8 a.m.
5 You mustn’t tell anyone about the new contract - it'sa
secret.
6 You mustn’t forget to ask Maggie about the meeting.

5 2 May/Could/Can | spend some money from the
department’s budget, please?

3 May/Could/Can | take a day off next week, please?
4 May/Could/Can | use your computer, please?
5 May/Could/Can | use your office for a while, please?
6 May/Could/Can | take a short break, please?
7 Sample answers
1 ... should finish this tomorrow.
2 ... should worry about it too much.
3 ... should buy it.
4 ... should look for another one?
5 ... should look at hiring a coach.
6 ... should apply?

8 1should 2 Could 3can't 4 Shall 5may 6 might
7 couldn’t

Conditionals

1 1c(l) 2b(2) 3f(1) 4d(2) 5a(l) 6e(2)
2 1’Ustay 2 doesn’t 3 mightcome; don’t 4 takes
5won’t be; don’t 6 will help; ask

3 1're; willsack 2 '11go; don’t hurry 3 see; 'Llgive
4 'lstop; 're 5don’t leave; 'Ilmiss 6 will improve; go
7 don’tread; won’t understand

4 | ’dstudy 2’'dput 3'dgo: had 4 offered 5 tried
6 wouldn't attend; didn't enjoy 7 would shop; reduced
8 lived; 'd need

5 1built 2 would 3be 4 moved 5 make 6 might
6 Sample answers

If I lost my job, 1'd start up my own business.

If the price of petrol rose substantially, 1’d sell my car.

If | failed my examinations, 1'd retake them next year.

If I missed my bus to work. I'd take a taxi.

If | saw someone steal in a shop. I'd call the police.

7 Sample answers

2
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If I was/were you. I'd send out some colourful marketing
flyers.

If I was/were you. 1'd speak to his manager.

If I was/were you. 1’d take on some more admin staff.

If | was/were you, I1'd organize a social event, like a
barbecue.

If you witt want help, Janet will assist you.
correct
What would you do ifyour boss made you redundant?

If all the staffwill book flights together, they get a
discount.

I’ll come and see you later in the office if | have time.
correct
correct

If 1 was/were you, 1'd tell your boss about your concerns
with the project.

We won'’t finish this report ifwe don’t do it today.

10We wouldn’t come to the meeting even ifyou invited us.

-ing forms + infinitives

1 lc

2f 3e 4a 5d 6b

2 ltotake 2topay 3toturn 4 tomeet 5 tocheck

6
32
3

6

to get
My friend wanted me to get the promotion.

Our boss told us not to tell anyone about the staff
changes.

We were warned to expect further redundancies next
year.

My colleague reminded me (not to forget) to post that
letter.

You were warned not to be late.

4 1todo 2toconcentrate 3towork 4 tosee 5to sit
6 to bring

5 linattending 2 oftalking 3 about losing
4 on writing 5 at making 6 before going

Do you enjoy playing badminton in your free time?
| suggest going home.

Stop making that noise!

I don’t mind working late.

We need to keep promoting the product.

Have you finished writing the article?

Spending has gone down on electrical goods. /Spending
on electrical goods has gone down.

Making time for appraisals will be impossible.
Waiting for the meeting to start was boring.
The best part of my role is managing staff.

Understanding cultural differences is key to international
business.

8 1togive 2chairing 3having 4 holding 5 writing
6 working 7tohelp 8togo 9 managing 10 Working
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ANSWER KEY

Comparatives and superlatives

1 Is it easier to take the train or drive?
Which is the most successful product out of these three?
Your TV is more modern than mine.

This car is less efficient than my previous one.

g A w N

Is your role the same as mine?
6 Our office is much bigger now.
2 1nearer 2than 3bit 4 more 5 further 6 expensive

3 1 bigger 2 more difficult 3 more helpful
4 more interesting 5 less complicated

4 1the oldest 2 the best 3the most modern 4 the funniest
5 the smallest 6 the lowest

5 1 Lema is the least creative member of staff.
2 London is the biggest city in England.
3 Your report is the most comprehensive I've read.
4 My job is the least interesting here.
5 Sales are at their lowest since 1999.

6 1 more sharply 2 more quickly 3 more dramatically
4 the slowest 5 more cheaply

7 2 The BriefU project is less important to us than the Xtra
project.

3 People in London spend about the same amount of time
on paperwork as (people) in Berlin.

4 My computer isn’t as efficient as Sally’s.

5 Not as many people are taking part in training as ten
years ago.

8 1better 2 complicated 3 hard(er) 4 worst
5 more organized 6 the most reliable 7 well

Relative clauses
1

[<3)

1,2,4,7,8
3,5,6

c 2,8

1,7,8

2 1 Joseph, who lives in Birmingham, works in the HR
department.

o

o

2 Marian Cavender, whose team is based in New York, is
taking early retirement.

3 Kris, who runs the logistics department, is thinking of
setting up his own business.
3 1that 2that 3who 4 which 5whose 6 who
7 which 8 that

4 2 Britta, who comes from Sweden, has just been made
Production Manager.

3 The printer, which cost $Im, has helped us to extend our
business.

4 John, whose car has broken down, has become Head of
Department.

5 Our new software, which was expensive, has enabled us
to improve our company’s systems.

6 Nadja, whose colleague is off sick, is leading today’s
meeting.

7 The offices, which are very old, are located in Coventry
city centre.

8 Petra, who is often late for work, is the lead organizer for
the annual conference.

76 Answer key

5 1 Sentence (a) implies that there may be more than one
printer, but it is the one that was bought last month that
has broken down twice.

Sentence (b) implies that there is only one printer (which
was bought last month) and it has broken down twice.

2 Sentence (a) implies that out of a number of staff
members, there are two who are based in California.
Sentence (b) implies that there are only two staff
members in total, and both of them are based in
California.

6 The relative pronoun can be left outin 3, 4 and 5.

7 1 I've found out the names of those employees who/that
will need to move offices.

2 correct

w

The fax to Thorns, which | should have sent yesterday,
is still on my desk.

correct
The software which | ordered it hasn’t arrived yet.
Joona, who is our latest recruit, used to work for GOAL.

correct

o N o o1 &

Jakob’s the person whose computer was found damaged.

Articles

1la 2a 3an 4a 5an 6a 7a 8an 9a 10a
2 1 We've launched a(nother) new product.
2 My brother works as a teacher.
3 Are you an operator or a receptionist?
4 It’sa very exciting project.
5 That was a lovely cup of coffee. Can | have another cup?

3 1f(-) 2h(-) 3c(-) 4a(the) 5e(the) 6 d(the)
7 b(the) 8g(-)

4 1 correct

Is your office in the city centre?

correct

A W N e

My favourite programme, Business Time, is on the radio
tonight.

My uncle used to be in the police.
Our company is the biggest in the sector.
My line manager and | live in the same street.

0 N o o

I’d like my computer to go on the left of the desk.
9 What’s the time, please?
10correct

5 2 Sentence (a) implies that the mobile was found by
chance, and wasn’t a particular mobile.
Sentence (b) implies that the mobile was a specific one
that the speaker was looking for.

3 Sentence (a) implies that there is already a new
computer, and Tara needs it.
Sentence (b) implies that Tara needs a replacement for
her old computer.

4 Sentence (a) implies that there is music currently playing
in reception and that you love it.
Sentence (b) implies that you love the idea of music
playing in reception, although that is not necessarily
happening at the moment.

5 Sentence (a) implies either that there were several large
tables, or that the table had not been previously
mentioned.

Sentence (b) implies that there is only one large table.



6

6 Sentence (a) doesn’t ask about a particular job.
Sentence (b) asks about one job in particular.

lthe 2a 3a 4the 5- 6the 7the 8the 9-

10the 1la 12the 13 an 1l4the 15- 16-

Determiners

4

countable countable uncountable

singular plural

leaflet, lorry. employees,
manager, euros,
suggestion, offices
warehouse

advice, energy,
finance,
information.
marketing

lsome 2any 3some 4any 5any 6any 7some
8 any 9some 10 any

1 Sentence (a) implies that there were hardly any people
there.
Sentence (b) implies that there were some people there.

2 Sentence (a) implies that you speak hardly any English.
Sentence (b) implies that you speak some English.

1 few mistakes 2 afewreports 3 a little milk
4 few hotels 5 a few: people 6 little unemployment
7 little time 8 alittle petrol 9 a few: suggestions

1many 2 much 3alotof 4 much 5alotof 6 lotsof
7many 8 many 9 alotof 10 lots of

lany 2afew 3some 4 little 5some 6 alotof
7afew 8some 9 anything 10afew 11 some

Passives

1
2

1, 3,4, 5, 6 are passives.

1 Aleading London accountant was elected to a senior
post within the industry.

2 An established insurance firm, which is located to the
north of Warsaw, has gone bankrupt.

3 MK Vehicles has been taken over by its rivals.

4 Itis expected that staff at R Media will receive a pay
increase of 4%.

5 A project aimed at helping companies become more
competitive has been launched by SMT Finance Group.

31a 2b 3a 4a

4

The more formal sentences use the passive.

2 The applicants will be interviewed next week by the HR
Manager.

3 The/A seminar is currently being organized by the
Training Director.

4 The/A presentation was given yesterday by Jon.

5 £1,000 has already been spent on software by the IT
Assistant.

6 An eco-friendly taxi might be developed by a Coventry
company in the next two years.

lare 2sent 3been 4 will 5have 6is 7 given
1 Two members of staff have been promoted.

2 While Jack is on leave, the invoices will be signed off (by
someone else).

3 The new Inspire me DVD was launched yesterday.

4 Every Friday, timesheets are sent to Finance.

7 Exhibitors from around the world have been invited to take

part in the country's largest flooring trade show. Over 140
firms have already booked space at the Big Floor Fair, which
is being organized by Erkki OY. The three-day event will
bring together importers, exporters, manufacturers and
wholesalers. Show spokesman Peter Laing said: ‘Last year’s
show was attended by over 1,000 delegates - but | think
that record will be broken this year! An advert for the
show was placed in a national newspaper three weeks ago,
and we have already received twice as many enquiries as
this time last year.’

Reported speech

11b 2e 3a 4c 5d
2 1 Markus said (that) staff morale wasn't very good.

2 Benjamin said (that) job losses were highly likely.
3 I told my boss I'd finished all my tasks.

4 Jacky said she couldn’t attend the team meeting.
5

My boss said (that) sales would rise over the next three
months.

Carole said (that) the photocopier didn’t work.
She said she didn’t like working weekends.
We said we didn’t know why the office was so cold.

He denied wanting Jenny to resign.

N — 00 N O

My colleague suggested travelling to the conference
together.

w

My boss recommended staying at the May Hotel.

4 Sheila mentioned going to a good conference in Milan
last year /the previous year.

5 Gerard reported finding a few problems with the budget.

6 The new operative admitted (to) switching offthe
machine.

1 My assistant refused to write the report for me.
2 Acolleague offered (to give) me a lift to the station.

3 Cecile agreed to give the presentation the following
month.

4 My boss promised to finish the summary by Friday.
5 Two staff members decided to leave.

6 My boss wanted me to arrange a meeting the following
week.

lgive 2ask 3advised 4you 5todo 6 me
7 to cancel

1 the next/following day 2 before/previously
3 then /at that time 4 the day before

1 to check her e-mails

me to open any post addressed to her

to deal promptly with any orders

getting /that | get help from you Zasking you for help
didn’t want

me to process them as they came in

thought there would be a few bills to deal with

o N o o B w N

didn’t know exactly when she would be back
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ANSWER KEY

VOCABULARY PRACTICE

4 1recruitment; vacant 2 sick leave 3 union; company

Companies and offices 4 staff 5 skills: training 6 apply; advertising
1 1expanding 2 recognized 3base 4 environment 5 hot 5 1 application/applicant 2 applicable 3 redundant
6 merged 4/5/6 employer/employee/employment 7 employable

8 recruitment/recruiter 9 to recruit 10 to appraise

2 1took over 2 merging 3 internationally recognized/
11to develop

recognised 4 competitive 5 reputation 6 security
3 2 A good reputation requires hard work.
R] Chemicalsjs recognizedjnternationally.
Take the lift to the third floor.
The takeover resulted in job losses.

Logistics

o o b ow

A clean and friendly working environment is important
to me.

7 We work solely with well-known companies.

8 We supportupcoming companiesjn their development.
4 Sample answers

upcoming company, well-known company, internationally

recognized company, multinational company

modern office, open-plan office, old-fashioned office . . i . .
. ] . 2 lconsignment 2 freight 3invoice 4 instalments
5 1 profit 2 profitable 3 expansion 4 toexpand 5 supplied 6 deliveries

5 reputation 6 reputable 7 merger 8 to merge

9 to compete 10 competitive 11 totrade 12 trading 3 IfVasin chair  A/asin shop

shipment /
dispatch /
. purchase /
Finance confirmation /
1 1 total sales figures 2 exact figure (at past point) batch /
3 tobeupby 30% 4 todrop 5 toevenout insurance /
6 rough figure (at future point) 7 to nose-dive 8 to rocket financial /
9 short-term outlook 10 long-term outlook check /
2 leconomic 2 instability 3 unprofitable 4 predict 4 Sample answers
Sfinancial 6rates 7investment 8 share transport costs /delays /problems /strategy
/ol as in cost /ao/ as inoverdraft loJas inshortage to transport freight /goods /a consignment /by road /
drop loans board meeting by rail
profit nose-dive forecast 5 1carefully 2 considerately 3 directly 4 fast
rocket overheads foresee 5 immediately 6 slowly 7 speedily 8 swiftly

total sales figures

4 Sample answers Meetings and conferences

exact figures, rough figures, to finalize figures, to double- lie 2b 3d 4a
check figures, to chase up figures, total (sales) figures, long- 2 lc 2e 3a 4b 5d 6f
term figures, to predict (sales) figures, to look into (sales)

3 1appointment 2 questionnaire 3 minutes 4 negotiate

figures .
5 photocopy 6 videoconference

5 larise 2toincrease 3todrop 4 afall 5todecrease

6 a nose-dive 4 1presenter 2 organize 3cancel 4 writeup a report

5agree 6 bookavenue 7projector 8attendance

5 1reach; postpone 2 fillin; take 3 write up
4 book; cancel 5take 6 attend; hold; postpone; cancel;

Human resources
book: arrange 7 make; postpone; cancel 8 make

11b 2a 3e 4f 5c 6d (Note: we do not say take a report in the sense of writing the
2 1job application 2 appraisee 3 employer 4 redundancy notes for a report, although we say take the minutes.)
5 pension 6 development 6 1disagreement 2 postponement 3 attendance
0000 00 000 4 orga_n{zatlon 5 _preserltatlon 6 negotiator 7 booking
- . 8 participant 9 discussion 10 speaker
application apply recruitment
recruit appraisal
employ employer
000 Ooo Oo
appraisee salary notice
employee company
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People and places

lid 2a 3e 4b b5c¢
2 la 2d 3b 4e 5¢c

3 1loverlooking 2 head: outskirts3 location: access

4 based in 5 subordinate 6colleagues 7 partner
8 secretary
/eil as in /es/ as in IXl as in laJ as in fal as in
pay tradefair manu- farther attend
facture
based in warehouse factory partner assistant
industrial manager central
estate subor-
location dinate
sales
manager

5 1 distribution, development, training, financial, call
2 pretty, central, easily accessible, industrial, rural
3 sales, team, finance, distribution, development, training
4 sales, distribution, development, training, finance

6 1 manager 2 buyer 3 assistant 4 sales manager
5 lawyer 6 trainer 7 scientist 8 economist 9 engineer

Planning
1 1plan 2 diversify 3 predict 4 risk 5able 6 targets
7 achievable 8 goal 9 vision 10 strategy

2 1lanalyzing 2 diversified 3 strategies 4 drawn up
5enabling 6 set

3 pronounced Irl not pronounced
risk /
forecast /
currently /
predict /
realistic /
diversify /
failure /
concern /

Note: There are some regional accents where the r may be
pronounced in the middle of a word, e.g. diversify.

4 1 We need to draw up strategies.

2 Long-term plans were drawn up at the last Board
meeting.

3 correct

4 David is working with an external agency to set targets
for the whole department.

5 correct

6 1'm only interested in hearing about achievable goals,
not unrealistic ones.

5 1 cautiously 2 immediate 3 realistic 4 unrealistic
5 optimistically 6 ambitious

Production and processes
1 1shifts 2 supplier 3test 4 schedule 5unit 6 install
7 QA 8 trial run

2 1limplemented: procedure 2 consignments 3 production
4 schedule 5 supplier: delivery 6 quality 7 stock
8 maintenance 9 assurance

3 la process 2toinstall 3installation 4 aproduct
5to produce 6 awarehouse

41b 2a 3e 4c 5d

5 2 to maintain 3 to update 4 to schedule 5 to produce
6 to purchase 7 tosupply 8 to deliver

Projects and teams
1 la 2b 3a 4a 5a 6b

2 1schedule 2 brief 3 consignment 4 postpone
5 modifications 6 reorganize (Note that UK English
sometimes spells this reorganise.)

Oo 00 000

progress postpone requirements
project progress

schedule project

Oo0 0000 00000
customer developments modifications

reorganize specifications

4 Progress and project both have the stress pattern Oo as a
noun and 00 as a verb.

5 ldelay 2 workwith 3confirm 4 sign 5 make
6 deliver

6 2 to lead a project 3 to reorganize the team
4 to confirm a deadline 5 to schedule 6 to modify
7 to specify 8 to estimate costs 9 to delay

Sales and marketing

1l la 2e 3f 4d 5c 6b

2 1lorganized 2 enquiries 3 setsup Zissetting up
4 inquiring 5 (has) sold 6 publicise

3 1 Hisjobisto Iooly'nto attracting new customers.

2 Head Office has decided to se',[s}lp anew distribution
centre.

3 Itis good practice to follow up cold calls with written
confirmation.

4 Why not take out an advert to promote sales?
5 You could seIWn th%}nternet.
6 We hope to move into markets overseas.

4 1followedup 2 attend 3 market 4 agree 5 launching
6 promote

5 1 distribution, enquiry, launch, payment/payee,
promotion, publicity, sales

2 enquiry (inquiry), publicize (publicise)
3 distribution, publicity, sales
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Telephoning and e-mailing

1 1 getthrough 2 leave; message; answerphone; voicemail
3cutoff 4 attachment 5forward 6 confidential

7 appointment 8 complaint

2 1recipient 2 addressee/address 3 toforward 4 correct
5 correct 6 correct 7 complaint 8 correct 9 correct
10 confidential 11 receiver 12 attachment
Note: enquiry can also be spelled inquiry and organize can

also be spelled organise.

Masintable  AYasinthink 16lasin then Ip asin location

answer the thank answer the reception
telephone get through telephone confidential

take address the notification

text sender

notification

cut off

recipient

attachment

4 1get 2take 3 make
5 Sample answers

1 make/cancel/postpone/change/confirm

2 write/type/send/receive/forward/reply to/delete

3 receive/make/miss/answer

6 1attach 2 receive 3receive 4 receive 5 address
6 notify 7request 8 complain 9 enquire 10 respond

Training

1 1materials 2test 3run 4 attend 5
7 result(s) 8 needs 9exam 10 teach

12 breaks 13 marks 14 sessions

attended, have attended

took part, have taken part
participated, have participated
trained, have trained

taught, have taught
learnt/learned, have learnt/learned
studied, have studied

ran, have run

funded, have funded

did well, have done well

failed, have failed

gave feedback, have given feedback

© o ~NOo A wWwN R

e e
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Is/as in study 1zl as infeels

session course materials
course materials skills

skills needs analysis
self-development results

test

marks

stress

needs analysis

assessment

results

skills 6 learn
11 study

/Il as in show

session
workshop
pressure

4 lrun 2develop 3do 4take 5have 6do 7 give

8 get

5 lhard 2 well 3badly 4 attentively
7 willingly 8 enthusiastically

5 fully 6 quickly

6 1to study, student 2 to participate, participant
3 to train, trainee/trainer 4 to learn, learner

5 to assess, assessment/assessor

Answer key

SOME COMMON

Present
be
become
begin
break
bring
build
buy
choose
come
cut

do
drink
drive
eat
fall
feel
find
forget
get
give
go
grow
have
hear
hide
hold
keep
know
lead
leave
lose
make
meet
pay
read /nd/
run
say
see
sell
send
sing
sit
sleep
speak
spend
stand
steal
take
teach
tell
think
understand
wear
win

write

Past
was, were
became
began
broke
brought
built
bought
chose
came
cut

did
drank
drove
ate

fell

felt
found
forgot
got
gave
went
grew
had
heard
hid
held
kept
knew
led

left

lost
made
met
paid
read /red/
ran
said
saw
sold
sent
sang
sat
slept
spoke
spent
stood
stole
took
taught
told
thought
understood
wore
won

wrote

IRREGULAR VERBS

Past participle
been
become
begun
broken
brought
built
bought
chosen
come
cut
done
drunk
driven
eaten
fallen
felt
found
forgotten
got(ten)
given
gone
grown
had
heard
hidden
held
kept
known
led

left

lost
made
met
paid
read /red/
run

said
seen
sold
sent
sung
sat
slept
spoken
spent
stood
stolen
taken
taught
told
thought
understood
worn
won

written
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Effective communication in Business English

Business English Language Practice aims to help learners of
business English develop the vocabulary and grammar needed to
participate in business effectively. The content and examples are
up to date and very relevant to anyone working or planning to
work internationally.

The book is designed for students with a pre-intermediate or
intermediate level of English and can be used either in class or
for self-study.

It is split into two sections - Grammar and Vocabulary - each
containing 12 units, which focus on the key areas of business
English. Each unit has a Practice section and a Reference
section. The topics covered are:

Grammar Vocabulary
Present tenses Companies and offices
Past tenses Finance
Will and going to Human resources
Modals ogistics
Conditionals Meetings and conferences
-ing forms and infinitives People and places
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Articles Projects and teams
Determiners Sales and marketing
Passives elephoning and e-mailing
Reported speech raining

he book also contains a Needs analysis and a Learning journal
to help you plan how you use the book and review what you
have studied. Finally, there is a full Answer key to all the
practice exercises.
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