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1) Welcome

Vocabulary 1.1 Countriesand nationalities

1 write the nationalities for each country.

1 Argentina 6 Mexico
2 Brazil 7 Poland
3 India 8 Spain

4 |reland 9 the UK
5 Japan 10 the USA

2 Complete the dialogues. Use the countries and nationalities in Exercise 1.
A: Where are you from?
B
A

: I'm from New York. I'm * .And you?

: Madrid. I'm from 2

Kadesh?
B: Yes. Ilive in Mumbai. And where are you from?
A: Dublin.I'm*

A: Areyou?

A: I'm from® .Ilivein Buenos Aires. Where are you from?

B: 'm® .1'm from Mexico City.

1.2 Personal details

3 Complete the form with the words and phrases in the box.

Email address First name/Given name Home address D card/Passport number
Marital status Nationality Phone/Mobile/Cell number Postcode/Zip code
Surname/Last name Title

E a : Mrs
Rl —————————
(@) 2 Sandra
Ly [
C B : Svth
.2 ....................................................................................................................................................................
o 4 British
S [ —
"6; 3 45 Woodlow Court, Petersfield
o =i [,
%D ® GU16 5DF
m ........................................................................................................................................................................................................
7 56789567
()]
QD
e ¢ 07985677432
O
g" ° s.smith@atqgglobal.com
R 10 : Married




Grammar 1.1 Introductions

1 complete the sentences with the words in the box.

'm(x2) are(x2) ‘re (x2) is(x1) ‘s (x3)

1 A:___ vyouPolish?
B: No,I___ not.
2 A: Where______youfrom?
B:1___ fromSpain.
3 Marisol______ notfrom Argentina.She_____ Mexican.
4 he American?
5 We__ fromlreland.
6 You__ Frenchand she’s Spanish.
7 What_____ yourname?

2 Complete the text with ‘m/am, “re/are or “s/is.

Sales Division, Milan, Italy

People in my team* from many countries. | 2 Irish
and my manager 3 from Germany. There * two
British people, Isabel and Matt, and there ® one American
employee, Ryan. Lucia ® from Mexico, and Kate and
Daniil? from Russia.

1.3 Describing your company

Choose the correct word.

There js /are a canteen in my office.

There ’s / are four departments in my company.
There js /are no computers in the office.

There ’s / are a meeting tomorrow.

There js / are no gym in our office.

There ’s / are ten people in the sales department.

There ’s / are a small sales division in Poland.

® N & u b~ w N R W

There is / are no warehouses in your country.




Reading and Filling in a form
lIStenmg 1 Read the form below. What s it for? Tick (/) the correct option.
L o stay in a hotel
[] tostarta new job
L o go to hospital

Surname s

Flrstname ............................................................. 2 .......................................................................................................
Gender ........................................................................ 3ma1e|:|female|:]0therlj ............
.I.,\Im;tionah;; ,,,,,,,,,,,,,,,,,,,,,,, .
Emaﬂaddress ................................................ S ..................................................................................................

:
@)
8
c
@)
=)
©
—
i)
0
=]
oT1]
()]
(a4
]
>
(@)
]
9

ID card / Passport number #

E

#> 101 Listen to the conversation and complete the form in Exercise 1.

Listen again. Complete the questions.
What's your s ?
spell that please?
firstname?
you from?

What's your email ?

o & w N =m W N

marital status?

IS

Complete the sentences with my, your, his, her, its, our or their. Use the words
in brackets to help you.

He’s my manager. (1)
What's email address? (you)

Is this report? (he)

Thisis invoice. (they)

I'll give you phone number. (we)
Thisis office. (she)

o U1 B W N R
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Writing A description of a company or workplace

1 choose the correct words.

My name is Erik. | work for a company called ForTex. The company has three
locations in three countries. There Yjs/are an office in the USA, a factory in
Vietnam and there 2is/are a warehouse in Italy. | 3am/are a manager in the
marketing department. It %is/are part of the sales and marketing division. | work
in the office in the USA. There ®s/are a canteen and a gym in the office.

2 Read the text again. Are the sentences true (T) or false (F)?

The officeis in Italy.

S U1 A W N =

There is one warehouse in Italy.
Erik works in the marketing department.

Thereisn’t a gym in the office.

The company has locations in three countries.

There are two factories in Vietnam.

3 Wwritea description of the company below. Use the description in Exercise 1 to

help you.

Company Name: Puelo Alto S.A

Head Office:
Barcelona, Spain

- salesand marketing
department

example job: Marketing
Manager

offices - modern

canteen and gym

Factory:
Bogotd, Colombia

« manufacturing division
production department
example job: Engineer
factory - noisy

canteen

Warehouse:
Porto, Portugal

- distribution division
shipping department

example job: Warehouse
Manager

building - large

restaurants near the
warehouse




1 Welcome | R R

Functional Workplace visits
la nguage 1 Put the words and phrases in the correct order to make sentences and
questions.

a yourname,/what’s/please/?

b Elsa/myname’s/Wolley /.

¢ howmay/Ihelpyou/good morning,/?

d please/spell that, / could you /?

e |I'mhere/MrJones/tosee/.

f like some/would you /thankyou./ tea or coffee /?

g W-O-L-L-E-Y/it's/yes,/.

2 Put the phrases from Exercise 1 in the correct order to make a conversation.
1 c 2_ 3_ 4__ 5 6__ 7__

3 G102 Complete the conversation with the words in the box. Then listen and
check your answers.

areyou comein goodtosee how about no,thanks seeyouagain

A: Hello Elsa. Good to !

B: 2 you, too. How 3 ?

A: I'mreally well, thanks. Please *

B: Thanks.
A:°® a coffee?
B: ¢ .lalready have one.

> 8«




2> Work

Vocabulary 2.1 The work we do

1

Complete the job descriptions with the words in the box.

check designer make manage production sales specialist solve

2
1
2
3
4

I'mat Engineer. |2 the production processes
are safe.

I'ma3 Manager. | 4 the sales team.

I'm a Digital ® e designs for the website.
I'maniIT’ .18 technical problems.

Match the sentences (1-4) to the people in Exercise 1 (a-d).

I work on designs for social media. -

Imanage a team of five people. _

I help people in different departments with their computers.

I work in the production department. _

2.2 What companies do

3

Complete the sentences with the words in the box.

designs make provides provide sell sells

1
2
3
4

Ul

o v A W N R~ P

o 1 A w N R Ul

Etihad Airways air transport services.
Ford Motor Company ,makes and sells cars.
Inditex and H&M design, make and clothes.
Many technology companies and sell phones, televisions and other
home electronics.
Amazon books on the internet.
Banks financial services for people and companies.
Write an example of each type of company in Exercise 3.
British Alrways

Write the numbers.

three hundred and forty-seven 247

one thousand three hundred

thirty-two thousand, six hundred and nine

five hundred thousand

three hundred and seventy-six thousand, eight hundred and twenty

two million, nine hundred thousand

#



Grammar 2.1 Talking about work

1 Complete the sentences with the correct form of the verb in brackets.

11 for an insurance company in Paris. (work)

2 She IT problems for a bank. (solve)

3 Frank and Heike a team of twelve people. (manage)
4 He meetings at work every day. (have)

5 We the process is safe for customers. (check)

6 You clothes for a small company. (make)

7 They e-books online. (sell)

8 We hundreds of emails each week. (write)
2 Put the words in the correct order to make sentences.

1 electric/Nissan/cars/ makes/.

2 manage/ They/ of ten people /ateam/.

3 every Monday /We /ameeting / have /.

4 abank/She/worksfor/.

5 reports/write/|/thesales/.

6 for his company /solves/He/IT problems/.

2.3 Talking about routines

3 Complete the dialogues with the correct form of the verbs in brackets.

1 A: Which department you in?
(work)
B: | in the Marketing department.
2 A: Does your boss meetings every day?
(have)
B: No, she meetings on Fridays.
3 A: How you problems in your team?
(solve)
B: We work together to any problems.
4 A: you ateam?
(manage)
B: No, | anyone.
5 A: How often you your email?
(check)
B: | my emails about twenty times a day.
6 A: What that company ?
(make)
B: They computers.

>10 €




Reading and Company information
lIStenmg 1 Read the company profile and complete the table.

1
About Perfecta Cars

We are a car manufacturer. We design, make and sell cars. Our head office is

in Bonn, Germany. We have a factory in Chengdu in China, and another in

the UK. We sell cars all over the world, but our top sales are in Europe and

the USA. We have 2,500 staff in ten different countries. [/

Company name Perfecta Cars

Business
Head office

Factory

Top sales

Number of staff

Number of countries

2 %201 Listen to Rosa talking about her company. Are the sentences true (T) or
false (F)?

Dosa Gurve makes T-shirts.

The head officeisin Italy.

The factory is in Milan.

Dosa Gurve sells clothes online.

The company has 800 staff.

o Ul A W N =

The top sales are in Italy and Spain.

Listen again and complete the sentences.
I Dosa Gurve.

We dresses.

We our dresses in shops.
We 800 staff all over the world.

a » w v = W

Most of our sales in Italy and Spain.

Complete the sentences with a or an.
Iwork for ___multinational company.

Lufthansais ___airline.

We are ___ e-commerce company.

The companyis ___ car manufacturer.

Imanage ___team of five staff.

The clientis ___international transport company.
We have ___ office in Bucharest.

She studies for ___ MBA.

#
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Writing Ashort blog post for a company intranet

1 Read the blog post and complete the table.

Timosan Pharmaceuticals

Meet our team

Sylvie Petit

Hi, I'm Sylvie. I'm a Production Engineer. 'm based in
our production department in Toulouse, in the south of
France. In my job | check the production processes are
safe and | provide technical solutions. | don't travel a

lot for work, but | go to Paris every month to our head
office. | spend two days there and have meetings with
my manager. | work four days a week, from Monday to

Thursday.
Name
Job
Company location
Work tasks
Work travel
Work days
2 Read the text again. Are the sentences true (T) or false (F)?
1 Sylvie works in Toulouse. o
2 Sylvie makes designs for the company website. _
3 Slyvie goes to Paris to have meetings with her manager. ___
4 Sylvieisin Paris for two days every month. _
5 Sylvie works on Fridays. .

3 Use the information in the table below to write a Meet our team blog post. Use
the text in Exercise 1 to help you.

Name Max Sidder

Job Sales Manager

Company Location | Head office, Paris, France

Work tasks Manage sales team, have meetings with clients, write
reports.

Work travel Frankfurt (two weeks every year)

Work days Monday to Friday

>12 <




Functional Making small talk

language 3 yaich 1-6with a

1 Hi, myname’s Steve Fuller. a Yes,it's nice to meet you again, too.

2 Nice to meet you again. b NoIdon’t. Does she workin marketing?
3 Doyouworkin finance? ¢ Nice to meet you, Steve. My name’s Wendy
4 Which department are you in? JENKIRE.

5 Do you know Kelly Walker? d No, I’'m an Admin Assistant.

6 Nice talking to you. e I'minthe sales department.

f Seeyoulater.

2 4202 Listen to the conversation. Are the sentences true (T) or false (F)?

1 Pauland Maya are friends. .

2 Mayaworksin the production department. .

3 Paulworksin the production department. .

4 Paul works with Sylvie Petit. -

5 Paulhasaphone call with a client in Aberdeen.

3 Complete the conversation with the words in the box. Then listen again
and check.

doyouwork I'min inproduction myname’s
nice talking niceto seeyou which department

Paul: Hi,! Paul Donneti.

Maya: Hi, I'm Maya Divan.? meet you.

Paul: Nice to meet you too.? areyou in?
Maya: ¢ sales. Which department are you in?
Paul: I'm®

Maya: Oh,*® with Sylvie Petit?

Paul: Yes, she’smy manager.
Tom: HiPaul.Sorry, the client from Aberdeen is on the phone.

Paul: OK, thanks Tom. Excuse me, Maya.’ to you.

Maya: OK.8 later.




3) What? When? Where?

Vocabulary 3.1 Months and seasons

1 Write the months and seasons in the calendar.

000
Winter 2 Summer o
December March 4 September
January 3 5 7
. | May August 8

2 Match the times 1-7 with the dates A-E on the calendar. There are two extra

options.
1 onep.m. _ 5 quarter to two _
2 elevenforty o 6 quarter past five o
3 quarter to twelve _ 7 quarter pastone
4 seven thirty _
000
MARCH
1 2 3 4 5 6 7
8 9 10 1 12 A 13 14
13:00 -
Lunch with
Mark
15 B 16 17 18 19 C 20 21
13:45 i A=
- Team Phowne call
meeting with New
York office
22 23 24 25 D 26 27 28
lf):BO -
Dlyngr
with
mmwﬂ@ﬁr
29 E 30 31
11:40 -
Train to
Manchester
3.2 Ordinal numbers and dates
3 4301 Listen and write the dates.
1 13/05/201F 3 5
2 4 6

>14 «




Grammar 3.1 Talking about ability and possibility

1 Look at the pictures and complete the sentences with can or can’t.

1 He 2 He 3 You
meet the client at the open the file. work from home.
factory.

travel to the go on holidayin use the company
conference. summer. car park.

2 Write questions for the answers.

1 ?
Yes, | can speak Italian.

2 ?
No, we can’t go on the business trip.

3 ?
Yes, they can meet the client today.

4 ?

No, he can’t work late tomorrow.

3.3 Talking about the past

3 Complete the sentences with was/were and wasn‘t/weren’t.

1 Myboss late for work yesterday. (v)

2 There a problem with the invoice. (V)

3 We on a business trip in Nice. (V)

4 They in a meeting at 4.30. (X)

51 on the phone. (V)

6 You on holiday in May. (x)

7 Jane in Amsterdam with my colleague. ()
8 Ourold office on the fourth floor. (X)

4 \Write questions using the prompts.
1 what/ the problem?

2 they/inameeting/yesterday?

3 why/the product broken?

4 thedelivery/ correct?

#




3 What? When? Where?

Reading and Can | have some time off?
lIStenmg 1 Read the email. What two things does Bill ask Sarah about?

flightinformation holiday dates hotelinformation office meeting working at home

0 & m

Hi Sarah,

Good news! We have a two-day meeting with a client in Austin, Texas to talk about
the new product range. The dates are Thursday 22nd and Friday 23rd November.

Can | work at home on Monday 19th and Tuesday 20th November to prepare for the
meeting? My flight is on Wednesday 21st November.

Also, could | please take some time off from Monday 26th November to Wednesday
28th November to visit Texas?

Thanks,
Bill

2 4302 Sarah phones Bill. Listen to the conversation and choose the correct
answer, a, borc.

1 Can Bill work from home? 3 What does Sarah ask Bill to do
a Yes. after his holiday?
b He can work at home on the 19th November, a Have a meeting with the

but he can‘t work at home on the 20th. same client.
¢ No. b Have ameeting witha
different client.

2 Can Bill go on holiday from 26th to 28th ¢ Have a meeting with the
November? Sales Manager.
a Yes.

b No, but he can go on holiday on the 29th
and 30th November.
¢ No.

3 Complete the phrases from the conversation with the words in the box. Then
listen again and check.

couldyou I'mafraid let meknow of course you can

1 work at home on the 19th.

2 ..but you can‘ton the 20th.

3 And you can take time off from the 26th to the 28th.
4 stay in Texas and arrange a meeting with him?

5 Could you what he says as soon as possible?

Complete the sentences with in, at, on or from ... to.
[canmeetyou __ 1 o'clock.

I'm free ___Monday.

4
1
2
3 Wehaveameeting___3p.m.___4pm.
4 I'mon holiday ___ July.
5 Wecanmeet___10am.__12p.m.
6 |havelunch__ 12.30.
7 I'mtravelling for business ___ October.
8

I'm working from home ___ Friday.

>16 €
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Writing An email to describe a problem and request action
1A Read the email. What wasn’t a problem for Paul?

L] his delivery was late L the package was damaged
[ ] items were broken [ ] the order wasincorrect

[ items were missing

B What does Paul ask the company to do?

[] sendthe correct order L] change the invoice

[] give him his money back

Dear Sir/Madam,
I’m writing to complain about our order (Ref AB 2365) from 10th July.

Our order was for twelve computer screens and ten computer keyboards, but two
screens were missing and four keyboards were broken. The packages were very
damaged.

Can you send two more computer screens, please? And could you also replace the
keyboards?

| look forward to hearing from you.
Best regards,

Paul Finnegan

2 Read the email again. Answer the questions.

1 Was Paul happy or unhappy about his order?

2 What was the order number?

3 How many screens were in the delivery?

4 How many keyboards weren't broken?

3 Match 1-4 with a-d.

1 I'mwriting to complain a forten keyboards.

2 Our order was b hearing from you.

3 Canyou ¢ aboutour order.

4 |look forward to d send two more computer screens, please?

4 Read the information and write an email. Use the email in Exercise 1 and the
sentences in Exercise 3 to help you.

- The order numberis AB 6754.

« Your company order was for twenty-five computer keyboards and ten computer
screens from 12th January.

- Seven keyboards were missing and five computer screens were broken.

Write to the supplier to explain the problems and request action.

#



3 What? When? Where?

Functional A progress meeting

la ngage 1 303 Complete the conversations with the phrases in the box.

Then listen and check your answers.

I'think we need more time. Where are we with planning the new project?
We have a problem with the website. We need to ask an IT Specialist for help with it.
Yes, | think we can. Yes, we're on schedule.

i & W N =

-~ W
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: Wearen't finished, I'm sorry. 2

A
B
A: The website? What can we do to solve this?
B
A: OK. Can we meet the deadline for the product launch?
B

: Is everything on schedule?

5

I'msorry.

: Can you finish by next week?

6

#>3.04 Listen to a conversation at a meeting. Are the sentences true (T)

or false (F)?
The team can finish planning the project next week. __

The project is on schedule.
There is a problem with the invoicing system.
The team want to use the old system.

The manager agrees with her colleague.

Choose the correct answer, a, b or c.

What's the situation with the reports?

a Wecansolveit.

b Wearen'tfinished. There was a problem with the system.
¢ Yes, I think we can finish it on Friday.

What can we do to solve this?

a |Ithink we can finish it by Thursday.
b Wecan changeto anew system.

¢ We can see the solution.

Can you meet the deadline?

a |think we need more time, I'm sorry.

b Wecansolveit.

¢ Wecan look for international suppliers.

Can you finish by next month?

a Weneed to change how the system works.
b Yes, | think we can.

¢ Itisn‘tfinished.




4°Y Problems and solutions

Vocabulary 4.1 Pastirregular verbs
1 Choose the correct word.
1 |saw/said/ made the suppliers last week.
| saw / wrote / had a meeting last Tuesday.
They wrote / went / said a report about the product launch.
The client said / gave / went sorry for being late.

I made / saw / said a phone call to the client.

o v A W N

She had / gave / went to a meeting yesterday.

2 Complete the sentences with the words in the box.

gave made said saw went wrote

11 my colleague last week at the conference.

2 She to a meeting yesterday.

3 We the report yesterday.

4 My manager the client her money back.

5 Theclient a lot of good things about the service.
6 | amistake in the report.

4.2 Solutions

3 Put the words in the correct order to make solutions to problems.
1 vyour/check/spam /folder

2 about/the supplier / contact/ the order

3 amessage/to/send/delivery company/ the

4 that/your/check/internet/works

5 for/acolleague/ask/help

6 ask/help/thelT department/for

7 thesupplier/ contact/email/ by

8 check/thereceptionist/ask/to/the address

4 Match the solutions in Exercise 3 with the problems.
a Theclient'semail addressiswrong.  ___ e lcan‘tusethe photocopier.
b

My computer doesn’t work. f The price of the order is wrong.

¢ lcan‘tfind the email. g |can’tsee the website.

d Thesupplier doesn’t answer the phone. h Thedelivery is late.

H



4 Problems and solutions

Grammar 4.1 Talking about the past

1 Rewrite the sentences using the past form of the verb and the time expression
in brackets.

1 They provide financial services this year. (Last year)

Tney provided financial services last vear.
2 She manages ateam of ten people in her job this year. (last year)

3 They stop work at 2 p.m. every day. (at 1 p.m. yesterday)

4 You study English. (two weeks ago)

5 You start work at 8 a.m. every day. (at 9 a.m. yesterday)

6 |travel to work by bus every day. (yesterday)

2 Complete the text with the past form of the verbs in the box.

ask give go have phone say stop travel

It to Boston to meet a client. My train 2 for two hours
and | was late for the meeting. |3 the client, |4 sorry,
and?® to meet later in the day. She agreed. | © to her
officeat 3 p.m.and we”’ a meeting. The meeting was good. She was
happy because | 8 her adiscount.

4.3 Using negatives in the past; Asking questions

3 Complete the sentences and questions with the past form of the verb in brackets.

1 Myclient (not come) to our meeting yesterday.

2 the people in the marketing team (have)
any problems?

3 Ourorder from China (not arrive) on time.

4 the computer (stop) working at 2 p.m.?

5 You (notsee) the supplier.

6 you (make) the presentation slides?

4 complete the sentences with the question or answer.
1 A: Did the customers complain?

B: No, they didw't (complain).

2 A:

B: Yes, he went to New York last week.

3 A: Didyou restart the computer?
B: No,

4 A:

: Yes, we gave the client adiscount.

220 <€
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Listening On the phone

1
1

2A

Put the words in the correct order to make sentences and questions.
you/how/|/help/can/?

|/ please /speak /to/ could/Jaime, /?

ameeting/I'm/ Jaime/is/afraid /in/.

I/ can/amessage/take/?

ask /you / could / Jaime / call/to/ me/?

is / this / from / Will / Zedtronica / .

I'll/ Jaime / give / the message /.

you /with /else/I/anything/can/help/?

4> 4.01 Listen to a phone call. Tick (/) the problem.

L] There'sa problem with a delivery.

L] Theresa problem with a machine.

L] There'sa problem with an order.

B
1
2
3
4
5

C
1
2
3
4
5

Listen again. Are the sentences true (T) or false (F)?
Samis on holiday.

Pamela wants Sam to email her. _
Pamela works for BTG Tech.
Pamela’s number is 01632 960068.

Pamela asks for Sam'’s email address.

#>4.02 Listen to Sam and Pamela’s conversation. Choose the correct option.
The problem started yesterday / this morning.

Thereis a/ no problem with the power.

The parts are / aren’t damaged.

Sam / Katie can check the machine.

The technician will come tomorrow at8a.m. /9 a.m.




4 Problems and solutions

Writing Areply email

1 Read the email. Tick (/) the problems Simon writes about.
L] abroken machine

(] bad customer service
L] awrong invoice

L] a damaged package

| O | & m

Dear Sir or Madam,
I’'m writing to complain about some bad service we had from your company today.

We asked for a technician to come and fix our machine, but he was late and didn’t
fix it. He phoned his colleague for help but there was no answer.

He went to get a new part but he didn’t come back.

Our machine is still broken but we paid you for the service. Can you contact the
technician, please?

Regards,

Simon Harlson

2 Match 1-6 with a-f.

1 Wearesorry that a whenhe canreturn?

2 Canwe getsome b saysorry?

3 Did the technician ¢ more information about the problem?
4 Did thetechnician say d we speak to the technician.

5 We'll phoneyou after e forthe problems you had.

6 We are sorry again f youhad some problems.

3 Read the information and write a reply to the customer’s email in Exercise 1.
Use the email in Exercise 1 and the sentences in Exercise 2 to help you.

» Apologise for the bad service.
« Ask for more information about the problem.
« Ask two or three questions about the technician.

» Say what you will do next.

»22 <




Functional Responding to a complaint

language 1 4203 Complete the conversation with phrases from the box.
Then listen and check your answers.

cangive didyou helpyou [I'llorder the problem youcan choose

Hello. How can |t ?

A:  0h. Really?
What's 2

A o3

B well, | bought this phone last
week, but it doesn’t work.

|can‘tturniton.

try taking

the battery outand putting it

backin?

Yes, but it didn’t work.

A:  OK.Let me check. Yes, it’s broken.

So, |4

you your

money back or®
a different phone.

B:  Canlhaveanew
phone, please?

A Yes, of course. 6
it today and you can collect it on

Friday.

2 #> 404 Complete the conversation. Then listen and check your answers.

Sales Assistant:
Customer:
Sales Assistant:
Customer:
Sales Assistant:
Customer:
Sales Assistant:
Customer:

Sales Assistant:

Customer:
Sales Assistant:

Customer:

How ! ?

My laptop doesn’t work.
What's 2 ?

The sound doesn’t work.

Did you 3 again?

Yes, | turned it off and on three times.
Did you* ?
Yes. I tried the headphones, but the sound still didn't work.

OK, one moment please. Yes, I'm sorry, it’s broken. Well, | can give you
your money back, or | can®

I'd like a new one, please.

Ill order it today and you ©

Thank you. I'll collect it on Wednesday.

#



5 Office day to day

Vocabulary 5.1 Word pairs

1 complete the sentences with the words in the box.

client email have make reports suppliers

1
2
3
4
5
6

o v~ w N = N

We
Canyousend an
Ineedto

We can write the
Isee

| can visit the

Match 1-6 with a-f.
I need to prepare for
We receive

John writes

| went to visit

We can visit

Can you wait for

ameeting at 2 p.m. today.

to the client?
aphone call before | leave.
by Friday.
every week on Wednesday.

tomorrow at his office.

the supplier next week.

o

the phone call from New York?

[a}

a colleague in Sacramento last month.

=9

aphone call when they send the delivery.
e the meeting tomorrow.

f theminutes of our meetings.

3 Complete the diary with the correct words.

March 13th
9am.-5pm.. 'p for the meeting with the client
March 14th
9a.m.-12 p.m.: v the client at their office
and *h the *m
1pm.-2pm.. °w the meeting °m
March 15th
10 a.m.: m a%p call to the new supplier
11 am.: w a''r about the new supplier
2 p.m.: My a colleague in London
4p.m.: 2g____toameeting with my manager

5.2 Word pairs

Complete the sentences with product or meeting.

® N & U A~ WwN R P
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Can you send me the

I need to postpone the

We have high
Canwe arrange a
The

We have alarge
I'had to cancel the

We can have a

specifications?
next week.
quality.

to talk about the problems?

launch is next month.

range.
today. I'm too busy.
with the IT department.



Grammar 5.1 Talking about things happening now

1 Rewrite the sentences to talk about things happening now. Use contractions.

1 lworkevery day. (' working at the moment.
2 Wedon't have a meetingat2 p.m. right now.

3 Shevisitsa client twice a week. now.

4 [write an email every day. at the moment.
5 Theydon't write the meeting minutes. right now.

6 He doesn't make a phone call every day. now.

2 Complete the text with the correct form of the words in brackets.

Ourteam'? (prepare) for a meeting with an important client at the
moment. We 2 (write) the agenda now and we?

(make) phone calls to discuss what we need to talk about. |4 (write) a
presentation to give at the meeting and John ® (write) a report. Mark
and Tim © (not help) us right now because they’ (visit)
anew supplier. Sarah 8 (not work) today because of a problem at home.

5.3 Talking about future arrangements

3 Write sentences and questions about future arrangements using the prompts.
1 Hework/late tomorrow

2 Wevisit/aclient/ next week

3 Inothave/any meetings/tomorrow

4 you visit / the supplier / tomorrow?

Look at Joe’s calendar and complete his arrangements for next week.

On Monday morning e Lew't having o project meeting,

On Monday at twelve
On Tuesday from 10.00to 11.30

On Tuesday afternoon

On Wednesday morning

o U A W N R e

On Wednesday afternoon

Monday

10.00-11.00 Haveprojectmeeting
12.00-12.30  Have lunch with Mark and Lucy

Tuesday

10.00-11.30  Have meeting about delivery dates with ExPressSupplies
1.00-1.30 Give presentation about the new product range
Wednesday

10:00-11:00  Prepare for a meeting with the Production Engineer
1.00 - 2.00 Haveprogressimeeting

H




5. Office day to day

Listening Organising meetings

1 put the words and phrases in the correct order to make sentences
and questions.

1 arrange/can/we/ameeting/on Tuesday/?

2 busy/sorry,/I'm/on Tuesday /.

3 free/I'm/on Wednesday /.

4 |/sorry,/do/can’t/but/Wednesday/.

5 you/are/on/free/Thursday/?

6 me/just/let/check/.

7 do/we/can/Thursday/?

8 see/I'll/you/then/.

2 #2501 Listen. Tick (/) the reason for the phone call.
U o arrange a meeting

L] to postpone a meeting

U o prepare for a meeting

Listen again. Are the sentences true (T) or false (F)?
Ottois meeting a supplier tomorrow.

Otto asks to meet on Friday.

Amy is free on Friday.

Amy is working from home on Monday.

Amy is busy on Tuesday morning.

o &~ w N = W

Otto and Amy are both free on Tuesday afternoon.

4 Complete the conversation with the missing words. Then listen again

and check.

Amy: Hello?

Otto: Hi Amy. It's Otto. Listen, | our meeting
tomorrow. I'm visiting a2 .Areyou? on Friday?

Amy: Let mejust check. No, sorry.* on Friday and
I'm* on Monday.

Otto: Okay. Are you free on Tuesday morning?

Amy: No, ¢ Tuesday morning. I'm free in the
afternoon.

Otto: Yes, can we do Tuesday afternoon? What time?
Amy: 2p.m?
Otto: VYes, that's great. I'll see you then.

226 €




Writing An email arranging a meeting

1 complete the email with the phrases in the box.

can meet can‘tdo freeon I'dliketo I'mvisiting we meet

'8 | & | o
To: chrishopkins@apm.co.uk
From: stevelanceton@apm.co.uk
Subject: Project meeting
Hi Chris,
Can' on Monday? 2 talk about the new project.
|3 in the morning, but * clients in the afternoon.
I'm? Thursday morning if you ¢ Monday.
Thanks,
Steve
2 Match 1-6 with a-f.
1 Canwe meeton a pastten?
2 I'msorry, I'm busy on b for Thursday?
3 I'mnotworking ¢ Thursday?
4 Canyoudo half d inthe office on Monday.
5 Canwe arrange a meeting e twelve o'clock.
6 We need to finish the meeting by f Monday.

3 Write a reply to Steve’s email in Exercise 1. Use the information below and the
sentences in Exercise 2 to help you.

« Sayyou are busy on Monday.
« Giveareason.

+Ask to meet on Thursday morning.

Suggest atime.




5. Office day to day HEEDO

Functional Doing favours

la nguage 1 Match the sentences 1-7 to the functions a-g.
1 That’sno problem. a asking for help
2 (anlhelpyou? b offering help
3 Thanks, that would be great! ¢ agreeingto help
4 I'mreally sorry, but I'm too busy. d accepting help
5 Could I ask a favour? e refusing to help
6 Maybe David can help. f refusing help
7 No, I'm fine. Thanks. g suggesting someone else who can help

2 4502 Complete the conversations with the words in the box.
Then listen and check.

afraid I can’t could ask I'm workingon please somehelp too busy

1 A: Doyou need ?
B: Yes,

2 A: Could | ask for some help?

B: I'm help you because areport.

3 A: Could you help me?

B: Sorry, I'm .You lan.

3 Read the answers to offers/requests for help. Write questions.
1A

B: I'm really sorry, but I'm too busy.

2 A
B: Thanks. That would be great.

3 A:

B: Yes, sure. | can help.

4 A:
B: No, I'm fine. Thanks.

> 28 €




6 An office move

Vocabulary 6.1 Descriptions

1

o U1 A W N R

2

Match the words 1-6 with their opposites a-f.

dark a modern
noisy b large
old-fashioned ¢ expensive
small d quiet
long e light
cheap f short

Complete the conversation with the words from the box.

cheap close easy modern short spacious

A: Was it difficult to find a new office?

B: No, itwas? . There was a big choice.
A:
B

: No, it's 2 to the centreand a3 walk from a train

Isit far from the city centre?

station, just five minutes.

A: What's the building like?

B: It'saglass building. They built the building in 2019, so it’s very *
Inside, it has® offices. They are very large!

A: Itsounds nice. Was it expensive?

B: No, itwas® .lwas surprised!

6.2 Orders

3 Complete the invoice with the phrases a-f.

a Number of units d Product name

b Delivery time e Total price

¢ Payment terms f Unit price

QUOTE FOR WASHING MACHINES

Mr. H. Greenway, Sutton Park, Hatfield

1

2

3

KPH Washermatic Gold Model

£450

40

30 days from order

30 days from date of invoice by bank transfer
£18,000

Delivery charges — free on items over £100

H



6 An office move

Grammar 6.1 Comparing two things

1 complete the sentences with the correct form of the word in brackets.

1 Mynewjobis to the city centre than my old job. (close)

2 My new officeis than my old office. (spacious)

3 Thecountryside is than the city. (quiet)

4 The train station is from my house than the bus stop. (far)
5 New Yorkis than New Orleans. (modern)

6 Buyingahouseis than buying a car. (difficult)

2 Write sentences using the prompts.
1 Thecity/busy/countryside

2 Ournew office / large / the old office

3 Trains/ expensive / buses/in my country

4 My new journey/ to work/ short/ my old journey

5 Your new phone /small/ your old phone

6 London’s metro / old-fashioned / New York’s metro

6.3 Making proposals with if

3 Write the sentences with the two words in brackets in the correct positions.
1 Ifyoumore, we lower the price. (buy / will)

£ uou buy wore, we will Lower the price.

2 If wetoday, we'll money. (order / save)

3 hemore, he’ll make more money. (if / sells)

4 |f they this package, will cost more. (buy / it)

5 If she on holiday, she’ll the meeting. (goes / miss)

6 we choose the business package, it cost $45 a month. (if / will)

4 Complete the conversations with the correct form of the words from the box.

buy (x2) deliver (x2) get (x2)

A: Ifwel this model, we 2 a discount.
B: Yes, but if we3 that model, they* it tomorrow.
A: That's great! If they ® it tomorrow, we ¢ itby 1.00 p.m.
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Reading Describing different options

1 Read the email and tick (v) the correct subject.
[] Quotes for the new IT system

[] Computer invoices

L] sales report

2 Complete the email using better, the best, worse and the worst.
) = |

Subject:

Dear Chris,

| looked at three software packages from three different suppliers. Here are my

opinions.

In summary:

PBRis ! quality package. It has better quality scores than both of
the others. Fenflow is 2 quality than PBR but 3

quality than Senex. Senex is “ quality of the three packages. It has

the worst quality scores.

Fenflow has ° price. It only costs $2,300. Senex has a

8 price than PBR but a” price than Fenflow. It
costs $2,500. PBR has 8 price of the three machines. It costs
$3,000.

In my opinion Fenflow has °© customer service. The company has
great reviews from its customers. PBR have 1° reviews than Senex
but than Fenflow. Senex have 2 customer

service. Their reviews are all bad.

| think we should buy the package from , because they have the
best customer service and price.

Let me know if you have any questions.

Thanks,
Dave

3 Complete the table with PBR, Fenflow or Senex.

Fekk k% *

Quality
Price

Service

4 Complete the last line of the email with the correct company name.




Writing

An office move

An email comparing three offers

1 Read the email. What does Rick want Katia to do? Tick (/) the correct answer.
[ ] choose a car for him

L] drive staff

L] say which car company is best

Hi Katia,

= m

We need to choose a new car service to take our staff to meetings and the airport.
Can you look at the attached information about three companies and let me know
which company you think we should choose?

Thanks,
Rick

2 Look at the information about the three different car services. Write eight
sentences comparing them.

AtoZ Cars Super Cars Ace Cars
Price $32 per trip $40 per trip $35 per trip
Quality of cars o s *
Service * ok ok

Minimum order

five trips per month

six trips per month

two trips per month

00 N o 1 A W N M

3 You are Katia. Write an email to Rick explaining which car company you prefer
and why. Use the information from the table in Exercise 2 in your answer.
Include these points.

« Compare the three services

+ Say which service you think is best

- Give areason for your choice




Functional Talking about presentation slides
language 1 Complete the sentences with the phrases from the box.

cansee let’slook ontheslide slideshows youlookat thefourth

1 Now, at the nextsslide.

2 Asyou on the line graph, internet sales increased last month.
3 This two bar charts.

4 If the table, you can see sales fell.

5 Asyou can see , customer satisfaction improved.

6 Ifyou lookat row, you'll see that rentincreased.

2 %601 Listen. Write the descriptions in the correct order (1-5).

a Apiechart . d Alinegraph _

b Alist 1 e Adiagram .

¢ Atable

Match 1-5 to a-e.
This diagram shows

Asyou can see in the pie chart, sales of machine
Now, let’s look at customer satisfaction. As you can seein the chart, ___

If you look at the table, you

a » won o= W

This slide shows sales

parts are higher than sales of other products.

o

are increasing.

[}

the order process.
d business customers are more satisfied than private customers.

e can see London is more expensive than Manchester.

4 Match sentences 1-5 in Exercise 3 to the slides A-E.
A

= B __ SALES

anep

1 o M [y

Cost (£) | £43,000 | £38,000

T T T T T T
Jan Feb Mar Apr May Jun

c__ CUSTOMER SATISFACTION D __
wv
2
3 a Receive Process Send
8\,§ [ order ]%[ order ]%[ item ]
S
Private Business
customers customers
E — SALES BY PRODUCT

I Machine parts - 50%
Machines - 30%
Tools - 20%

#



7 Procedures

Vocabulary 7.1 Describing a procedure

1 Choose the correct word.
The manager has to notify/approve the invoice before we can pay it.

ABH supplies/enters our office paper.

Can you issue/enter the supplier’s details into the system?

1
2
3
4 The supplier has to notify/request us when they send the goods.
5 When we receive the invoice, we can notify/issue payment.

6

The supplier sends an invoice to approve/request payment.

2 Complete the steps in the process with the words in the box.

approves enters notifies receives request supplies

1 Thesupplier the goods.
2 Thesupplier the customer and sends an invoice to
payment.

\%

3 Theadmin assistant the invoice details on the system.
\ 4

4 The manager the payment.
\ 4

5 The customer payment.

7.2 Descriptions

3 Complete the sentences with the correct adjective. Use the letters to help you.
1 Theserviccewase____e________ t.It'sthebestservicein the city.

2 Thelanguage of the documentisc_ __ __rand easy to read.

3 Theirdeliverysystemisu __r______ e. Products don‘t arrive on time.

4 Theprocessiss _—______eand easy to complete.

5 It'sadifficultande — c____dsystem with many stages.

6 Myteamisverye____i_______ tandfinishes projects quickly.

7 lhaveaveryr—__ e car. It never stops working.

8 My phone caseisp _—_rquality. It broke after three days.




Grammar 7.1 Talking about obligation

1 complete the sentences with the correct form of have to.

1 Maria come to the office, she can attend the meeting online.

2 | meet a client at 2 p.m. Can you come too?

3 you give a presentation today?

4 Frank work late tonight?

5 You notify the supplier because the system sends them an email.

6 Allthe team members go to a conference in Manila.
2 Read Roger’s calendar. Correct the false sentences. There is one correct sentence.
1 Roger has to write the agenda on Monday.

Rooer doesw’t have to write the agenda on Mowndau, he has to email Lt to colleagues.

2 Roger and Tom have to give a presentation on Monday.

3 Roger has to attend a planning meeting on Tuesday.

4 Johasto visita supplier with Roger on Tuesday.

5 Roger has to travel to Germany on Thursday.

6 Roger doesn't have to give a presentation on Thursday.

Monday

« Email the agenda for the KP meeting in Germany to colleagues
« Write a presentation with Tom

Tuesday

« Attend a planning meeting for the KP project

« Visit (with Jo, if she’s free) the supplier to discuss new contract
Wednesday

« Travel to Germany

Thursday

« Visit KP in Germany
+ Give presentation

7.3 Instructions

Choose the correct word to complete the instructions.
Download/Downloading the report to your computer.

Clicking/Click here to share the report with the team.

3

1

2 Not check/Check the report carefully.

3

4 Notsend/Send an email to the client about the report.
5

Forget/Don’t forget to attach the report.

H




7 Procedures

Reading and A workflow problem
lIStenmg 1 €701 Complete the workflow with the stages a-e. Then listen and check.

a Deliver the item to the client

b Enter the order into the system

¢ Receive an order from the client

d Request the product from the supplier

e Ship the order from the warehouse

Check product

— 2 — Isin the —

warehouse

| !

! |

Notify client

about delivery
fime  —]

|

Order
complete E% <:| i

2 4702 Listen to a conversation about the workflow in Exercise 1. Tick (/) the
problem(s) they talk about.

Productin
warehouse

U] damaged packages
L] incorrectinvoices

[ ] late deliveries

3 Listen again. Are the sentences true (T) or false (F)?
1 There were more orders this month than last month.

2 The process was longer because the products were not in the warehouse.
3 Customers often get the wrong information about delivery times.
4 Product delivery is always three to five days after the company receives an order.

5 Theteam agree to change the workflow.

>36 €




Writing Giving instructions

1 Read the instructions on how to register for New Starter Training. Which is
clearer, A or B?

000
New Starters
A B
1 Click on the intranet. Find the HR page. 1 Inyour first week, you have to complete ‘New Starter Training’. First,

click on the intranet and find the HR page. You have to enter your

2 Enter your employee ID number and password on } ]
employee ID number and password in the correct section.

the HR page.
2 Then you have to download the training software to your computer

3 Download the training software from the HR page. _ -
and open it. Next, look for ‘New Starter Training’.

4 Open the software and find ‘New Starter Training’.
3 Finally you have to complete the training. Don’t forget to notify your

5 Complete the training and notify your manager. manager when you finish!

Read Instructions A in Exercise 1. Are the sentences true (T) or false (F)?
The employee has to email HR about the training software.

The employee has to enter their surname and password on the HR page.

2
1
2 The employee hasto use the company intranet to find the training software.
3
4 The employee has to complete the training on their computer.

5

The employee has to tell their manager when they complete the training.

3 Complete the instructions with the words in the box.

ask check click remember request send

New Starters

How to book your first meeting room

! an email to an Admin Assistant at officeadmin@pltyp.net, with the subject ‘Office meeting rooms’.

In the email, 2 the Admin Assistant to create your account on the meeting room system.
3 to give your first name and surname in the email.

When the Admin Assistant approves it, 4 here to enter the system.

5 the meeting room, date and time you want.

e the information is correct and click ‘Submit’.

4 Read the instructions. Rewrite them to make them clearer.

1 Inyour first month, you have to change your employee profile on the HR page.
First, you have to click on the intranet and find the HR page. Then you have to
enter your employee ID number and password in the correct section.

2 Thenyou have to find and click on ‘Edit Employee Profile’. Next, you have to enter
your details - job title, department, etc. Then you have to check all the information
is correct.

3 Finally, you have to click on ‘Submit’ to complete your profile. If you have any
problems, you have to send an email to helphr@pltyp.net.

To change Your employes profile

1 Click on the intranet.

#



7 Procedures | R R

Functional Making and responding to suggestions

language 1 write sentences for making and responding to suggestions using the prompts.

1 OK/nottotally convinced/.

2 interesting ./ tell more/.

3 whydon't/ ask HR to find someone / ?

4 that/goodidea/.

5 whynot/askfinance for more money/?

6 notsure/that/.

7 think/should hire /anew person/.

2 Match the sentences from Exercise 1 to the correct category.

Givingideas: ___

Responding to ideas: _1

3 @703 Complete the conversation with the phrases from Exercise 1.
Then listen and check.

A: So the team has too much work. We need to help them. How can we improve
the situation?

: lcanarrange a meeting with them to talk about it.

B: I think!

A: That'sinteresting. Tell 2

B: We can get a new person to help with the work. Why 3 ?
A:I'm* .We don’t have the money.
B: Why® ?
A: OK, ©

B

A

: That”

>38 ¢




8 ) Managing projects

Vocabulary 8.1 Production

1 Match the words with the pictures 1-8.

custommodel demand inspection instock leadtime
manufacturing out of stock standard model

2 Complete the sentences with the words in Exercise 1.

1 I'mafraid that productisn’t available. It’s

2 Thisisthe .It’sthe product customers normally buy.

3 From order to delivery we have a of six weeks.

4 Yes, we have that product. It's in our shops.

5 The department makes all the products.

6 It'sareally popular product. There’s a lot of forit.

7 We check all cars before we deliver them. The usually takes a day.
8 Thisisn’t the normal model, it’'sa

8.2 Saving money

Choose the correct option.

We often review / outsource / relocate expenses to see how much money we spend.
The new machines will allow us to upgrade / automate / review more tasks.

| save / relocate / work remotely three days a week.

We will work / upgrade / negotiate our technology with better software next year.

We relocate / review / outsource our human resource work to a company in Spain.

Inmy job I always work / automate / negotiate with customers, normally about prices.

We will relocate / upgrade / work to the city centre next month.

® N o un A w N R W

We can upgrade / automate / save energy if we turn the computers off at night.

#



8  Managing projects

Grammar 8.1 Revision of the present

1

0 N o U1 A W N

Complete the sentences and questions with the correct form of the verbs
in brackets.
Manufacturing of this model (take) five days.
Demand (not be) very high this year.
(be) the standard model in stock?
It (take) three days to ship items to customers in Canada.
you (need) to order it today?
Simon (not need) a day to write his presentation.
The lead time (be) five days, but we want to reduce it to four.
it (take) a long time to deliver the product?

8.2 Revision of the past

2
1

Write sentences and questions in the past using the prompts.
Therent/be/cheaper last month.

You / work remotely / yesterday?

He / not finish / the report yesterday.

The client / make / changes to their office costs.

We / sell / more cars last year.

We / give / the client / a new software package.

He / negotiate / the price?

I/ buy / LED lights to save energy.

8.3 Revision of the future

3

Complete the sentences with will and the words in the box.

have hire improve move notcontinue notwrite provide travet

1
2
3
4
5
6
7
8

240 €

[ UL travel to Warsaw for the start of the new project.

We a meeting with all managers to discuss the changes.
The project next year.
When the company offices?

[ the report tomorrow, I'm too busy this week.

The IT department training on the new software.
The company the canteen with better tables and chairs.
My team anew employee next month.




Reading An online interview
1 Read the interview. Tick (/) the ways the company reduced costs.

L] negotiated with managers L] relocated to another office

L] reviewed expenses L] saved energy

Q: So, Ms. Caballero, how did you reduce costs in your department?
A

. First, | negotiated with management for realistic project dates.
So we saved money because we didn't miss deadlines. We also
stopped outsourcing work to other companies because we
always received poor-quality work.

Q: How much money did you save?
A

. Alot! We reduced costs by five percent. With more money, we
upgraded our technology and automated tasks. The employees
were happy because we improved their jobs.

Q: Did you make other changes?
A

. Yes, we relocated to a new office two kilometres from the old
office. It's more spacious, more modern and cheaper!

Read the interview again. Are the sentences true (T) or false (F)?
Ms. Caballero negotiated with management for changes in schedules.

Before the changes, Ms. Caballero’s department outsourced work.

2
1
2 After the changes, Ms. Caballero’s department missed some deadlines.
3
4 Employees were happy because they received more money.
5

The company moved to a bigger office.

3 Complete the second part of the interview with the questions in the box.

2Did the employees like the new office?
®What did management say about the changes?
<What didn't you change?

1

. Public transport was a longer walk, and the internet was slower,
so not everyone was happy. But most employees prefer it now.

2

. They were happy. We saved money and now make better
products. Also, sales in the company are better.

3

PO bO PO

We changed a lot. But the team didn’t change. We didn't hire
any new employees.

#



8  Managing projects

Writing Scope statements

1 Read the scope statement. Tick () the aim of the project.
L] improve client and employee experience

L] improve project planning
L] improve quality of work

U] improve sales

This project will automate our payment system. It will take three months
to complete.

Firstly, we’ll test three different software packages. Then we'll ask employees
which package they think is the best. Finally, we'll choose the package. We will
launch itin November.

The result is that the payment system will be easier for our clients to use. It will also
reduce work in the finance department.

2 Readthe scope statement again and complete the notes.

Project aim

Time to complete
Stage 1

Stage 2

Stage 3

Result

3 Use the notes below to write a scope statement. Use the phrases in bold in
Exercise 1 to help you.

Project aim Improve company website

Time to complete | Six months

Stage 1 Ask employees and clients about the website

Stage 2 Have meetings with managers and agree on the website changes
Stage 3 Ask digital designers and IT team to change the website

Result Clients buy more services on our website

»42 C




Functional Giving feedback
language 1 Complete the sentences with the words in the box.

done fantastic future happy job means remember result

1 We'revery with your work.

2 Great managing the project.

3 This that we can increase our sales.

4 In , contact the supplier about the problem.
5 Thatwas work.

6 Well on negotiating with the supplier.

7 The is that we can automate tasks.

8 to have progress meetings every day.

2A #3801 Listen and choose the correct sentence to complete the feedback.

Feedback 1

a ..this means that we can make a new product.
b ..infuture, ask for a higher price.

¢ ..theresultisthat we can hire a new employee.

Feedback 2

a ..theresultis that we can make the product in Mexico.
b ...infuture, negotiate with suppliers.

¢ ..trytoinvite more people.

Feedback 3

a ..trytoinvite more people.

b ..remember to review expenses every month.

¢ ..theresultisthat we can hire a new employee.

4> 802 Listen and check your answers to Exercise 2A.

3 write feedback for each situation. Use the sentences in Exercise 1 to help you.
1 Ateam member doesn't reply to a client’s email.

2 Ateam member makes a very good presentation.

3 Yourteamgets anew client.

4 Ateam member misses an important meeting.

5 Ateam member has a good idea that will save money.

6 Ateam member doesn’t ask a supplier for a better price.

#



Pronunciation

Unit1l
1.2 The alphabet

1 < r101 Listen and write the letters.

A O

2 % P102 Say the alphabet. Then listen and check.
ABCDEFGHIJKLMNOPQRSTUVWXY/Z

3 4> P1.03 Listen and write the company names.
1 KM 4 7
2 5 8
3 6 9

4 «>P1.04 Listen and write the words.

1 oK 4 7

2 5 8

3 6 9

5 «r105 Listen and complete the addresses.

1 www 4 @media

2 service@ 5 com
3 @ 6

6 P06 Listen and correct the spelling mistakes. Tick (/) the correct words.
1 Thamse 4 Broomberg 7 Leong

2 Geofrey 5 Ashlyn 8 Rodriges

3 Liecester 6 Barviski 9 NtvHo

1.3 Plural -s

1 «P107 Listen and repeat.

1 onebook two books 4 onefactory no factories

2 oneshop no shops 5 onebus two buses

3 onenumber two numbers 6 onewarehouse nowarehouses

2A % P108 Listen and write the words in the correct place in the table.

addresses breaks codes employees jobs
locations nights offices restaurants workplaces

> P1.08a /s/ > P1.08b /z/ > P1.08c /iz/

adoresses

B #>P109 Listen and check. Then practise saying the words.

244 C



Unit 2
2.2 Numbers

1 4 P201 Say the numbers from 1-30. Listen and check after every number.

2 > pP2.02 Listen and circle the numbers you hear.

1 2 3 4 5 6 7 8 9 10
11 12 13 14 15 16 17 18 19 20
21 22 @ 24 25 26 27 28 29 30

3 % P203 Listen and circle the numbers you hear.
1 @/ 30 products

2 30/40emails

3 19/90employees

4 17/70computers 7 18/80 companies
5 15/50shops 8 16/60 countries
6 14/40dollars 9 13/30pounds

4 «>r20% Listen and write the phone numbers.
1 504 €15

2

3 5
4 6

5 #r205 Listen and tick (v) the position of the word and in the numbers.
Listen again and repeat.

1 289
2 365
3 1,238

2.3 Questions

2/g9 4 43,650
5 337,514
6 4,810,713

1A #r206 Listenand chose the correct option.

Do you / Do they have a canteen?

Do you / Do they sell this product online?

Do I/ Do we have meetings every week?

Does she / Does he answer your calls?

Does he / Does it solve technical problems?

Listen again and practise saying the sentences in Exercise 1A.

1
2
3
4
5
B
2 #P207 Listen and write the words. Listen again and repeat.
1
2
3
q
5

sell products online?
write emails to clients?
phone suppliers?
know their boss?

provide financial services?

4> P2.08 Listen and write the questions. Listen again and repeat.

?

?

?




Pronunciation

Unit 3
3.1canand can’t
1 «P301 Listen to the dialogue. Where is can stressed?the correct word.

We *can talk about this later.
2Can | call you on Monday? Yes, you *can. What time?

4> P3.02 Listen and write the words you hear. Listen again and repeat.

speak German?

buy a new computer?

2
1 spell the address, please?
2
3
4

start on Wednesday?

3 «>r3.03 Listen and write can or can’t. Listen again, check and repeat.
1 She answer the phone.

2 We work at the weekend.

3 You finish the report on Friday.

4 | go to the meeting.

5 He take a break at 12:30.

3.2 Ordinal numbers

1 <> r3.04 Complete the sentences. Then listen, check and repeat.

1 Aprilisthe __fowtin  month. 7 Julyisthe month.

2 Januaryisthe month. 8 Octoberisthe month.
3 Decemberisthe month. 9 Juneisthe month.

4 Marchisthe month. 10 Augustisthe month.

5 Februaryisthe month. 11 Novemberisthe month.
6 Mayisthe month. 12 Septemberisthe month.

2 #>P305 Listen and repeat the numbers.

12th - 20th 15th - 50th 18th - 80th
13th - 30th 16th - 60th 19th - 90th
14th - 40th 17th -70th 10th - 100th
3 4> r3.06 Listen and write the dates. Listen again, check and repeat.
1 March 6 October

2 June 7 April

3 August 8 May

4 July 9 January

5 December 10 November
4 > P3.07 Listen and write the numbers. Listen again, check and repeat.
1 It'smy day in the company.

2 It'sthe order this month.

3 It's John's birthday.

4 It'sonthe floor.

B Listen again and practise saying the numbers in Exercise 4A.
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Unit 4
4.1 The -ed ending

1 «>r201 Listen and repeat.

press - pressed /t/ live = lived /d/
like = liked /t/ start = started /1d/
travel = travelled /d/ need = needed /1d/

2A P02 Listen and write the words in the correct place in the table.

accepted asked called changed complained ended fixed helped
planned provided wanted worked

> P4.02a Jt/ > P4.02b /4/ o> P4.02c /1d/

accepted

B #>P403 Listen and check. Then practise saying the words.

3A #P204 Listen and tick (v) the sentences you hear.

1 Ilike my job. ] I liked my job.
2 Theyalways help me. ] They always helped me. L]
3 |want to take a holiday. ] | wanted to take a holiday. U]
4 |work for a transport company. L] | worked for a transport company. L]
5 We provide financial services. L] We provided financial services. L]
B #>P405 Listen and practise saying the sentences in Exercise 3A.
4.3 ‘th" as /6/ and /0/
1A #r206 Listen and write the words in the correct place in the table.

birth month nothing thanks that there they think thirty this together with

o> P4.06a /o/ o> P4.06b /3/

birth

B #>P407 Listen and check. Then practise saying the words.

2 «>P408 Listen and repeat.

1 then 3 Kathy 5 thousand 7 other

2 anything 4 clothes 6 thing 8 them

3 «>P209 Listen and repeat.

1 three free 3 thanks tanks 5 eight eighth 7 six sixth

2 think  sink 4 they day 6 four fourth 8 ten tenth

4 4 r410 Listen and write the words.
1 3 _ 5 7
2 4 6 8

#



Pronunciation

Unit5
5.1 /»y/ and the Present Continuous

1A #r501 Listen and number the words in the order you hear them.
building evening everything marketing
spring thing washing 1 wrong

B Listen again and practise saying the words in Exercise 1A.

2 #P502 Listen and repeat the words and sentences.

1 studying I'm studying. 5 coming It's coming.

2 working You're working. 6 arriving We're arriving.

3 complaining He’s complaining. 7 helping You're helping.

4 travelling  She'stravelling. 8 calling They’re calling.
3 #P5.03 Listen and complete the sentences. Listen again, check and repeat.
1 a meeting.

2 to a meeting

3 for a meeting.

4 for the meeting.

5.3 /t/ and /i:/

1A #P5.04 Listen and write the words in the correct place in the table.

beaeh big fix feel give gym ill key print read screen speak

> P5.04a Jy/ o> P5.04b /iy

beach

B #>P5.05 Listen and check. Then practise saying the words.

2A #P5.06 Listen and repeat the words.

1 live leave 4 Tim team
2 living leaving 5 his he’s
3 fill feel 6 sit seat

B %> P5.07 Listen andhe words you hear in Exercise 2A.

3 «P5.08 Listen and complete the sentences. Listen again, check and repeat.
Tim’s with us.

Ican with you at five o’clock.

Have a , please.

1
2
3 This message is for your
4
5

Can you thisin?
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Unit 6
6.1 The vowel /o/

1A P60l Listen and underline the words you hear.
1 big bigger 6 old older
2 dark darker 7 short shorter
3 large larger 8 noisy noisier
4 cheap  cheaper 9 quiet quieter
5 late later 10 happy  happier
B #P6.02 Listen and practise saying the words in Exercise 1A.
2A % P603 Listen and complete the sentences.
1 Weneeda car. 4 [liveina street.
2 Iltwasa project. 5 Wemovedtoa room.
3 They offer quality. 6 Thereare models.
B Listen again and practise saying the sentences.
6.3 /=/ and /a/
1A € P604 Listen and write the words in the correct place in the table.

bad bank brand bus have just lunch one plan plus touch that

> P6.04a Jx/ > P6.04b /a/

bad

B %> P6.05 Listen and check. Then practise saying the words.

2A
1
2

3A

m W N R

4a

i & W N =

4> P6.06 Listen and underline the words you hear.

app up 3 cap cup 5 track truck
bat but 4 match  much

#>P6.07 Listen and practise saying the words in Exercise 2A.

4> P6.08 Listen and write the words you hear.

Did you move that ? 4 Canyou seethat ?
It's areally nice . 5 That is broken.
Doyouneeda ?

Listen again and practise saying the sentences in Exercise 3A.

%> P6.09 Find the /=/ and /a/ sounds in these sentences. Listen and check.
The standard package is cheaper.

We sell hundreds of new products.

The summer months are not busy.

You can find the contract in the attachment.

It’s not easy to manage an international team.

Listen again and practise saying the sentences in Exercise 4A.

#



Pronunciation

Unit 7
7.2 /ai/ and /et/

1A #r7.01 Listen and write the words in the correct place in the table.

day great late light make nine sign train type white

> P7.01a /ay/ > P7.01b /ey

dag

B #>P7.02 Listen and check. Then practise saying the words.

2A #P7.03 Find the /ai/ and the /e1/ sound in the sentences.

1 Weinstalled the app in April.

2 How many items are missing?

3 Hesaid that he paid a lot for the internet.

4 |can'tfind the purchase order number.

5 They say they have to check the invoice again.

B Listen again and practise saying the sentences in Exercise 2A.
7.3 /1/ and //

1A #P7.04 Listen and number the words in the order you hear them.

1 last _left _let _lift _ lunch
__ ready _ red _rent ____ring _____room

B Listen again and repeat the words in Exercise 1A.

2A % P7.05 Listen and underline the words you hear.

1 lead read 4 low row
2 light right 5 collect correct
3 long wrong

B #>P7.06 Listen and repeat the words in Exercise 2A.

3A ©P7.07 Listen and write the words you hear.

1 books 5 numbers
2 books 6 numbers
3 answers 7 colours
4 answers 8 colours

B Listen again and practise saying the words in Exercise 3A.

4p 4> r7.08 Listen and complete the sentences.

1 Rememberto itin the list.

2 Thedeadline for is tomorrow.

3 They sell awide range of and tablets.
4 It'san locationin a very green area.

B Listen again and practise saying the words in Exercise 4A.

>50 <




Unit 8
8.2 Pronouncing the letter ‘0

1A #r801 Listen and write the words in the correct place in the table.

bex clothes copy home love job month money other program shep show

> P8.01a /p/ > P8.O1b /ou/ > P8.01Cc /a/

box

B #>P8.02 Listen and check. Then practise saying the words.

2A #P803 Find the /v/, /ou/ and /a/ sounds in the sentences.
1 I'msorry. We don‘t sell this product.
2 |often stay at this hotel when I'm in Poland.

3 Canyou come to the meeting on Monday?

B Listen again and practise saying the sentences in Exercise 2A.

3A #Ps04 Listen and complete the sentences.

1 The photocopier working this morning.

2 Canyou copy the for me?

3 The price for the laptops is £8,549.

4 There’sno inkin the printer.

5 Hecalledto the meeting.

B Listen again and practise saying the sentences in Exercise 3A.

8.3 The vowel /3:/

1A «rs05 Listen to words with the sound /3:/. Write ir, ur, er or or to complete

the words.
1f st 3w k 55 ve 7 f ther 9t m
2 t n 4 s 6 w ld 8 w d 10 b th

B Listen again and practice saying the words in Exercise 1A.

2A % P06 Listen and underline the word you hear.
1 ten turn 3 fast first 5 walked worked

2 walk work 4 save serve 6 term Tim

B #>P8.07 Listen and repeat the words in Exercise 2A.

3A % P08 Listen and complete the sentences.

The finance officer approves orders.

They the price yesterday.

We have to hire more construction

My company moved office on the of June.

I sent an email to the wrong

1
2
3
4 Thesupplier didn't my call.
5
6
B

Listen again and practise saying the words.

#
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Unitl

Vocabulary

11 Argentinian
Brazilian
Indian

Irish
Japanese
Mexican
Polish
Spanish
British

10 American

2

American
Spain
Indian
Irish
Argentina
Mexican

Title

First name/Given name
Surname/Last name
Nationality

Address

Postcode/ Zip code
Passport/ID card number
Phone/Mobile/Cell number
Email address

10 Marital status

VoOoONGOCTUVRARWNE OUURARWNE OOVUONOGOOCURARWN

Grammar

1 1A Are
1B ‘'m
2A are
2B 'm

’s,’s
Is

ONOUVPAPAWNR NOUUPRWNR NOULBAW
-
>~
(v

are

Reading and listening
1 tostarta new job
2 1 Beto

2 Anna

3 female
4 Mexican

anna_beto@adu.com
07665 674 556
07855334212
ED4567689

surname
Canyou

(And) What's your
(And) Where are
address

What's your

4 > your 3 his

4 their 5 our
6 her

Writing
1 1is 2is 3am 41is 5is
21T 2F3F4T 5T 6F

3 Sample answer

I work for Puelo Alto S.A. My
company has three locations
in three countries. There’s

a head office in Barcelona,
Spain, a factory in Bogota,
Colombia and a warehouse in
Porto, Portugal.

AUk, WNE ONOG WV

I'm a Warehouse Manager
in the shipping department.
It's part of the distribution
division. I work in the
warehouse in Porto. The
building is large and there
are restaurants near the
warehouse.

Functional language

1 a what's your name, please?

b My name’s Elsa Wolley.

¢ Good morning, how may |
help you?

d Could you spell that,
please?

e I'm here to see Mr Jones.

f Thank you. Would you like
some tea or coffee?

g Yes, it’s W-O-L-L-E-Y.
22e3a4bs5d 6g 7f
3 1 see you again

2 Good tosee

3 areyou

4 comein

5 How about

6 No, thanks
Unit 2
Vocabulary
1 1 Production 2 check

3 Sales 4 manage

5 Designer 6 make

7 Specialist 8 solve

21c2b3d4a

31 provides 2 designs
3 sell 4 make
5 sells 6 provide

4 student’s own answers

5 21300 3 32,609
4 500,000 5 376,820
6 2,900,000
Grammar
1 1 work 2 solves
3 manage 4 has
5 check 6 make
7 sell 8 write
2 1 Nissan makes electric cars.
2 They manage a team of ten
people.
3 We have a meeting every
Monday.

4 She works for a bank.

| write the sales reports.

He solves IT problems for his
company.

do, work, work

have, has

do, solve, solve

do, manage, don't manage
5 do, check, check

6 does, make, make

o un

HWN =

Reading and listening
1

Company Perfecta Cars
name
Business Car manufacturer

Head office | Bonn, Germany

Factory Chengdu, China;
the UK

Top sales Europe, the USA

Number of | 2,500/two

staff thousand five
hundred

Number of | 10/ten

countries

21F 2T 3F4T 5T 6T

3 1 workfor 2 makeandsell
3 sell 4 have
5 are

41a 2an 3an 4a
5a 6an 7an 8 an




Answer key

53

Writing
1

Name Sylvie Petit

Job Production Engineer

Company | Toulouse, France
location

Work Check the production
tasks processes are safe,
provide technical
solutions. (Have
meetings with

manager.)
Work Paris every month for
travel two days.

Work Monday to Thursday.
days

21T 2F 3T 47 5F
3 Sample answer

Hi, I'm Max. I'm a Sales
Manager in the head office

in Paris, France. | manage the
sales team, have meetings
with clients, and write reports.
| travel to Frankfurt for two
weeks every year. | work from
Monday to Friday.

Functional language
li1c2a3daesbef
2 1F 2F 3T 4T 5T

31 my name’s
2 Niceto
3 Which department
4 I'min
5 in production
6 doyou work
7 Nice talking

8 Seeyou
Unit 3
Vocabulary
11 February 2 Spring
3 April 4 June
5 July 6 Autumn
7 October 8 November
2 1A 2E 3- 4D
5B 6C 7-

3 2 30/06/2017 3 15/10/2006
4 05/11/2006 5 20/02/2001
6 12/02/2001

Grammar

1 1can 2 can't
3 can 4 can't
5can’t 6 can

2 1 can you speak Italian?
2 Can we go on the business
trip?
3 Can they meet the client
today?
4 Can he work late tomorrow?

3 1 was 2 was
3 were 4 weren't
5 was 6 weren't
7 was 8 wasn't

4 1 Whatwas the problem?
2 Were they in a meeting
yesterday?
3 Why was the product
broken?
4 Was the delivery correct?

Reading

1 holiday dates, working at
home

21b 2a 3b
3

You can

I'm afraid

of course
Could you
let me know

at
on
from, to
in
from, to
at
in
on

ONOGOOUVBARWNE THAWNR

Writing
1A his delivery was late
B sendthe correct order

21 unhappy
2 AB 2365
3 ten/10
4 six/6

l1c 2a 3d 4b
Sample answer

I'm writing to complain about
our order (Ref AB 6754) on
12th January.

Our order was for twenty-five
computer keyboards and ten
computer screens, but seven
keyboards were missing and
five screens were broken.

Can you send the missing part
of our order and replace the
broken items, please?

W

I look forward to hearing from
you.

Best regards,

Functional language

1 1 where are we with planning

the new project?

2 We have a problem with the
website.

3 We needtoaskanIT
Specialist for help with it.

4 | think we need more time.

5 Yes, we're on schedule.

6 Yes, | think we can.

2 1F2F 3T 4F 5T
31b2b3adab

Unit4
Vocabulary
1 1 saw 2 had
3 wrote 4 said
5 made 6 went
2 1 saw 2 went
3 wrote 4 gave
5 said 6 made
31 Check your spam folder.
2 Contact the supplier about

the order.

3 Send a message to the
delivery company.

4 Check thatyourinternet
works.

5 Ask a colleague for help.

6 Askthe IT department for

help.
7 Contact the supplier by
email.
8 Ask the receptionist to
check the address.
4 agb6cld7 e5 f2
g4 h3
Grammar

1 2 she managed a team of ten
peoplein her job last year.
3 They stopped work at1 p.m.

yesterday.
4 You studied English two
weeks ago.
5 You started work at 9 a.m.
yesterday.
6 | travelled to work by bus
yesterday.
2 1 travelled 2 stopped
3 phoned 4 said
5 asked 6 went
7 had 8 gave
3 1 didn'tcome 2 Did, have
3 didn'tarrive 4 Did, stop
5 didn't see 6 Did, make
4 2 pidhe go to New York last
week?
3 Ididn‘t (restart the
computer).
4 Did you give the clienta
discount?
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Listening
1 1 Howcanl help you?
2 Could I speak to Jaime,
please?
3 I'mafraid Jaimeisina
meeting.
4 Can|take a message?
5 Could you ask Jaime to
call me?
6 This is Will from Zedtronica.
7 I'll give Jaime the message.
8 Canlhelp you with
anything else?
2A There'sa problem with a
machine.

1F 2F 3T 4T 5F

C 1 thismorning
2 no
3 aren‘t
4 Katie
5 9am.

Writing
1 abroken machine,
bad customer service

21f2c3b4as5deée
3 Sample answer
Dear Mr Harlson,

We are sorry that you had
some problems.

Can we get some more
information about the
problem? Did the technician
say sorry? Did he say when he
canreturn?

We'll phone you after we
speak to the technician.

We are sorry again for the
problems you had.

Best regards,

Functional language

11 help you

the problem

Did you

can give

you can choose

I'll order

canlhelpyou

the problem

try turning it off and on
try using headphones
order you a new one
can collect it on Wednesday

Unit5

Vocabulary
1 1 have

N
OUVBWNKH OB WN

2 email
3 make 4 reports
5 suppliers 6 client

21e2d3f4c5aé6hb

31 prepare 2 visit
3 have 4 meeting
5 write 6 minutes
7 make 8 phone
9 write 10 report
11 visit 12 go

4 product 2 meeting
3 product 4 meeting
5 product 6 product
7 meeting 8 meeting

Grammar

1 2 Wearen't/We're not
having a meeting
3 She’svisiting a client
4 I'm writing an email
5 They’re not writing the
meeting minutes
6 Heisn't/’s not making a
phone call
is/s preparing
are/’re writing
are/’re making
am/‘m writing
is/'s writing
are not/aren’t helping
are/’re visiting
is not/’s not/isn‘t working
He is/’s working late
tomorrow.
2 We are/’re visiting a client
next week.
3 lam/'m not having any
meetings tomorrow.
4 Are you visiting the supplier
tomorrow?

4 2 heis/'s having lunch with
Mark and Lucy.

3 heis/'s having a meeting
about delivery dates with
ExPressSupplies.

4 heis/'sgiving a
presentation about the new
product range.

5 heis/’s preparing for
ameeting with the
Production Engineer.

6 heisnot/’s not/isn't having
a progress meeting.

H ONOGOUTR WNR

Listening
1 1 canwe arrange a meeting
on Tuesday?
2 Sorry, I'm busy on Tuesday.
3 I'm free on Wednesday.
4 Sorry, butlcan‘tdo
Wednesday.
5 Areyou free on Thursday?
6 Let me just check.
7 Canwe do Thursday?
8 I'll see you then.

2 to postpone a meeting
31F 2T 3F4F 5T 6T

4 1 cant make 2 client
3 free 4 I'm busy
5 notworking 6 can‘tdo
Writing
1 1 wemeet 2 Idliketo
3 canmeet 4 I'mvisiting
5 freeon 6 can'tdo
21c2f3daas5béee

3

Sample answer
Hi Steve,

I'm busy on Monday. I'm

not working in the office

on Monday, I'm giving a
presentation.

Can we meet on Thursday?
Canyou do half past ten? We
need to finish the meeting by
twelve o'clock.

Thanks,

Functional language

1
2

1c 2b3d4e 5a
6g 7f

1 some help

2 please

3 afraid I can’t
4 I'm working on
5 too busy
6 could ask
1

Can/Could I ask a favour? /
Can/Could you help me?/
Can/Could I ask you for
some help?

2 Canlhelpyou?/Doyou
need some help?

3 Can/Could I ask a favour? /
Can/Could you help me? /
Can/Could I ask you for
some help?

4 Canlhelpyou?/Doyou
need some help?

Unit 6
Vocabulary

1
2

3

le 2d 3a4b 5f 6c

2 close
3 short 4 modern
5 spacious 6 cheap

1d 2f 3a 4b 5c 6e¢e

1 easy

Grammar

1

1 closer
2 more spacious
3 quieter
4 further
5 more modern
6 more difficult
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Answer key

2 1The city is busier than the

countryside.

2 Our new office is larger than
the old office.

3 Trains are more expensive
than buses in my country.

4 My new journey to work
is shorter than my old
journey.

5 Your new phoneis smaller
than your old phone.

6 London’s metro is more
old-fashioned than New
York’s metro.

3 2 Ifwe order today, we'll save

money.

3 If he sells more, he’ll make
more money.

4 If they buy this package, it
will cost more.

5 If she goes on holiday, she’ll
miss the meeting.

6 If we choose the business
package, it will/’lL cost $45
a month.

4 1 buy 2 will/ll get
3 buy 4 will/ll deliver

5 deliver 6 will/’ll get
Reading
1 Quotes for the new [T system
2 1 thebest 2 worse

3 better 4 the worst

5 thebest 6 better

7 worse 8 theworst

9 thebest 10 better

11 worse 12 the worst
3 Fenflow
4

keksk K3k *

Quality | PBR Fenflow | Senex
Price Fenflow | Senex PBR
Service | Fenflow | PBR Senex
Writing

1 say which car company is best

2 Suggested answers

1 Ace Carsis cheaper than
Super Cars, but more
expensive than AtoZ Cars.

2 Super Cars has the best
quality.

3 AtoZ Cars has the worst
service.

4 AtoZ cars has asmaller
minimum order than Super
Cars, but a bigger minimum
order than Ace Cars.

5 Ace Cars has the best
service and the smallest
minimum order.

6 Super Cars has the biggest
minimum order.

7 Super Cars is the most
expensive.

8 Ace Cars have the lowest
quality of cars.

3 Sample answer
Hi Rick,
| compared the three car
services.

AtoZ Cars is cheaper than the
other services. It has better
quality than Ace Cars but
worse than Super Cars. It has
the worst service.

Super Cars is more expensive
than the others. It has the best
quality, but worse service than
Ace Cars. It also has a bigger
minimum order than the other
companies.

Ace Cars is cheaper than Super
Cars but more expensive than
AtoZ Cars. It has the worst
quality, but the best service. It
has a smaller minimum order
than the other companies.

| think we should choose Ace
Cars because it has the best
service and smallest minimum
order.

Functional language

1 1 let'slook 2 cansee
3 slideshows 4 you look at
5 ontheslide 6 thefourth

2 a3 c4d5 e?
3 1c 2a3d4deshb
4B5Cc3D1E?2

Unit 7
Vocabulary
11 approve 2 supplies
3 enter 4 notify
5 issue 6 request
21 supplies
2 notifies, request
3 enters
4 approves
5 receives
3 1 excellent 2 clear
3 unreliable 4 simple
5 complicated 6 efficient
7 reliable 8 poor
Grammar
1 1 doesn‘thaveto
2 haveto
3 Do, have to

4 Does, have to
5 don‘t have to
6 haveto

22 Roger and Tom don’t have
to give a presentation on
Monday, they have to
write it.

3 Correct

4 Jo doesn't have to visit
a supplier with Roger on
Tuesday. She can if she’s
free.

5 Roger doesn’t have to travel
to Germany on Thursday, he
has to travel on Wednesday.

6 Rogerhastogivea
presentation on Thursday.

3 1 Download 2 Check
3 Click 4 Send
5 Don‘t forget

Reading and listening
11c 2b 3d 4e 5a

2 late deliveries
3 1F 27 37T 4F 57

Writing

1A

21F 27T 3F 4T 57T
3 1 Send 2 ask

3 Remember 4 click
5 Request 6 Check

4 Sample answer

To change your employee
profile:

1 Click on the intranet. Find
the HR page and enter your
employee ID number and
password.

2 Find and click on ‘Edit
Employee Profile’. Enter
your details (job title,
department, etc.) Check all
the information is correct.

3 Click 'Submit’ to compete
your profile. If you have any
problems, send an email to
helphr@pltyp.net.

Functional language

1 1 oK buti'm not totally

convinced.

2 That's interesting. Tell me
more.

3 Why don't we ask HR to find
someone?

4 That's a good idea.

5 Why not ask finance for
more money?

6 I'm not sure about that.

7 Ithink we should hire a new
person.
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Answer key

2 Giving ideas: sentences 3,5, 7

Responding to ideas:
sentences 1,2,4,6

3 1 weshould hire a new

person

2 me more

3 don‘t we ask HR to find
someone

4 notsure about that

5 not ask finance for more
money

6 but!'m not totally
convinced

7 ‘sagood idea

Unit8

Vocabulary

11 manufacturing
demand

out of stock

in stock

standard model
custom model
inspection

lead time

out of stock

standard model

lead time

in stock

manufacturing

demand

inspection

custom model

review 2 automate
work 4 upgrade
outsource 6 negotiate
relocate 8 save

NUIWkKH OONOUA_ARWNER ONOUTRWN

Grammar

11 takes 2 isnt

31s 4 takes
Do,need 6 doesn’t need
is 8 Does, take

The rent was cheaper last

month.

2 Did you work remotely
yesterday?

3 He didn‘t finish the report
yesterday.

4 The client made changes to
their office costs.

5 We sold more cars last year.

6 We gave the clienta new
software package.

7 Did he negotiate the price?

8 | bought LED lights to save

energy.

= Nwun

2

3 2 will/lLhave
3 won‘t continue
4 will, move
5 won’t write
6 will provide
7 willimprove
8 will hire

Reading

1 negotiated with
managers, relocated to a
different office
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31a 2b 3¢

Writing

1 improve client and employee
experience

2

Project | To automate the

aim payment system

Timeto | Three months

complete

Stagel | Testthree software
packages

Stage2 | Askemployees
which package they
think is best

Stage3 | Choose the package

Result Payment system
will be easier to use
and it will reduce
work in the finance
department

3 Sample answer

This project will improve the
company website. It will take
six months to complete.

Firstly, we’ll ask employees
and clients about the website.
Then we’ll have meetings with
the managers and agree on
the website changes. Finally,
we’ll ask the digital designers
and IT team to change the
website.

The result is that clients will
buy more services on our
website.

Functional language
11 happy 2 job

3 means 4 future

5 fantastic 6 done

7 result 8 Remember

2A/B

1b 2a 3b

31 Try to reply to emails
regularly.
2 Welldone on the

3

4

5

6

presentation.

Great job finding the new
client.

Remember to attend
meetings.

Well done on your idea. This
Mmeans we can save money.
Try to ask the supplier for a
lower price.
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Pronunciation

Unitl

1.2 The alphabet
1

O[E|U|I'|Y|B[K|M

les}

W)
[

A
F
3 2BBC 3 HTC
IBM 6 KFC

CBS 9 HBO

Cb 3DJ 4 GPS
usB 6 VIP 7 SOS
DVD 9 DNA

www.blk.mx
service@u-bio.es
t_barcis@parg.pl
E-DATA@media.de
S_SMITH@mux.com.ie
www.hjbs.ar

Thanse
Geoffrey
Leicester
v/
Ashlynne
Barwicki
Loeng
Rodriguez
NTVGO

1.3 Plural -s
2A/B

/s/ breaks, nights, restaurants

/z/ codes, employees, jobs,
locations

/1z/ addresses, offices,
workplaces

Unit 2

2.2 Numbers
2 4,11,12,14,18,23,29,30

3 230 390 417 515
640 718 860 913

4 232794
3 989224
4 691458757
5 0259733508
6 3201177593

5 23ve65
4 43,6050
6 4,8/10,7/13

Q
H|S PIVIN|G|X
4
7
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3 12/38

2.3 Questions

1A 1 Dothey 2 Doyou

3 Dowe 4 Does she
5 Does he

2 1 Doesit 2 Doyou
3 Doeshe 4 Dowe
5 Do they

3 1 Wheredo you live?
2 Where does she live?

5 3/37,5/14

3 What does he do?
4 What do they do?
5 How often do you travel?

Unit3

3.1canand can‘t
1 3isstressed

2 1can you 2 Canshe
3 Canwe 4 Canit
3 1 can't 2 can
3 can 4 can't
5 can’t

3.2 Ordinal numbers

1 2 first 3 twelfth
4 third 5 second
6 fifth 7 seventh
8 tenth 9 sixth
10 eighth 11 eleventh
12 ninth
3 1 5th,2018 2 11th, 2020
3 14th, 2000 4 30th, 1970
5 28th, 2016 6 3rd, 1998
7 24th, 2015 8 1st, 2004
9 22nd, 2030 10 6th, 1980
4 150th 2 70th
3 40th 4 13th
Unit4
4.1 The -ed ending
2A/B
/t/ asked, fixed, helped,
worked

/d/ called, changed,
complained, planned

/1d/ accepted, ended, provided,
wanted

3A 2 helped
4 worked

3 wanted
5 provide

4.3 ‘th’ as /6/ and /o/

LA /6/birth, month, nothing,
thanks, think, thirty
/8/ that, there, they, this,
together, with

4 1 free 2 three
3 eighth 4 eight
5 they 6 day
7 thanks 8 think
Unit5
5.1/g/ and the Present
Continuous
1A 2 thing 3 everything
4 spring 5 marketing
6 building 7 evening
8 washing

3 1 we're having
2 She’s going
3 He’swaiting
4 I'm preparing

5.3 /1/ and /iz/

1A v big, fix, give, gym, ill, print
/ir/: beach, feel, key, read,
screen, speak

2B 1live 2 leaving 3 feel
4 Tim 5 his 6 seat
31 living 2 leave 3 team
4 seat 5 fill
Unit 6
6.1 The vowel /o/
1A 1 bigger 2 darker
3 large 4 cheap
5 later 6 older
7 short 8 noisier
9 quiet 10 happier
2A 1 faster 2 short
3 higher 4 noisy
5 lighter 6 newer
6.3 /=/and /a/
LA /z/:bad, bank, brand, have,
plan, that
/al: bus, just, lunch, one, plus,
touch
2A 1 app 2 but 3 cap
4 match 5 truck
3A 1 up 2 cap 3 cup
4 truck 5 app
4Aa /=

1 standard, package

4 (can), contract, attachment
5 manage, international

/A

2 hundreds, products

3 summer, months

Unit 7

7.2 /ar/ and /ev/

1A v light, nine, sign, type,
white
/e1/ day, great, late, make,
train
2A Ja/
2 Items
4 find
et/
1 April
3 paid
5 they, say, (again)

7.3/l and /r/
1A 2 lnch 3 red

4 let 5 lift

6 ring 7 rent
8 left 9 ready
10 room



2A 1 lead 2 right
3 wrong 4 low
5 correct
3A 1 read 2 collect
3 correct 4 long
5 wrong 6 low
7 light 8 right
AA 1include 2 delivery
3 screens 4 excellent
Unit 8
8.2 Pronouncing the
letter ‘0’

1A /o/box, copy, job, shop
/au/ clothes, home, program,
show
/a/ love, month, money, other

2A o/
1 sorry, product
2 often
3 on
lau/
1 dont
2 hotel, Poland
I/
1 product
3 come, Monday

3A 1 stopped 2 documents

3 total 4 colour
5 postpone
8.3 The vowel /3:/
1A 1 first 2 turn
3 work 4 sir
5 serve 6 world
7 further 8 word
9 term 10 birth
2 1 ten 2 walk
3 first 4 save
5 worked 6 term
3A 1 purchase 2 confirmed
3 workers 4 return
5 third/3rd 6 person
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