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Guide to Headings Used in Business Spotlight
Each of the twelve units in Communication Spotlight: Business 1 consists of thirteen
sections. Here is an explanation of each section.
1. Warming-Up

This section gets students thinking about the topic of the unit, usually in the form of
a mini-discussion or quiz. The main aim of this section is to start students thinking
about some of the themes and ideas that will come up in the listening(s) Some units
includes a few pictures. Vocabulary is often previewed here but not done as an
explicit vocabulary exercise.

5. Model the dialogue a few times yourself
6. Walk around and monitor the students. Model the dialogue as necessary.
7. Have students change parts.
9. Spotlight on Speaking

This section presents and highlights the communication strategy for each unit.
The strategies in each unit are pointed out by either having students listen for
the strategy in the main listening or by some sort of activation exercise where the
students can then practice using the strategy.

2. Spotlight on Words
and Expressions

In this section, students learn key vocabulary items and expressions for
understanding the listening. The tasks vary depending on the unit theme.

10. Trying What You’ve
Learned

3. Before You Listen

This section introduces some of the vocabulary or grammar that is connected to the
main listening. The task styles vary from unit to unit; sentence completion, picture
matching, pairing words and meanings, and so on.

This section provides a speaking activity done in pairs or groups, or class melee
style. It gives students an opportunity to try out the conversation on their own.
Encourage students to use some classroom English such as Pardon me? Can you
speak more slowly, and so on to manage their conversation.

11. Spotlight on Culture

Every unit has a culture-based article which gives small tips to business people.
The purpose of these articles is to help students notice and gain awareness of the
cultural differences AND similarities in habits or customs from different parts of the
world. Each article is followed by some comprehension questions.

12. Using What You’ve
Learned

This section provides another speaking activity which is similar to the one in the
previous section, Trying What You’ve Learned. However, the activities here have less
support. Again, encourage students to use some classroom English such as Pardon
me? Can you speak more slowly, and so on to manage their conversations.

4. Getting the Basic Idea

This is the first listening task. Generally, the listening task is a gist question focusing
on general meaning.

5. Getting Details

This is the second listening task on the main listening material, and requires
students to listen more intensively for details and specifics.

6. Practicing

This section is a student-student dictation activity. There are also additional
questions to answer using information from the dictation. This activity is at the back
of the book.

7. Spotlight on Listening

8. Spotlight on Memory

Spotlight on Listening illustrates the phonological features of naturally spoken
English. This is something that students often find quite beneficial. Most of
Communication Spotlight: Business is quite easy to teach, however doing some class
preparation work for this section, preparing some extra examples, will add to the
student’s classroom experience.
See the section called How To Teach Spotlight on Listening for more information.

Monitor students quietly during the activity. You may want to go over any mistakes
AFTER the activity with the whole class, rather than correct them while they are
communicating.
13. Testing What You’ve
Learned

This section consists of TOEIC® Type 5 questions. Although it is arranged as the
final activity in each unit, it doesn’t have to be the final activity of the unit. Teachers
can make the best use of this section at any time of the class or the course.

Research shows a strong correlation between second language short-term memory
capacity and listening proficiency. Furthermore research suggests that this capacity
can be extended through exercise and practice. Spotlight on Memory is designed to
stretch this capacity.
Once students get used to this activity, it becomes quite fun and automatic.
However, students might struggle the first few times you do this activity.
1.
2.
3.
4.
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Have students get into pairs.
Have them choose who is A and who is B.
Play the CD and have them try to reproduce the dialogue in pairs.
You will likely need to play the CD a few times.
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Teaching the Spotlight on Listening

UNIT

Nice to meet you

After teaching this a few times you will get a feel for the activity and be able to adjust the lesson to better match
your teaching style, however at the start you could try teaching the Spotlight on Listening section as follows:
1.
2.
3.
4.
5.
6.

Have students read the example.
Put the example on the board.
Play the example on the CD and pause the CD.
Point out on the board what is happening in the example, (linking, stress, etc.)
Model the example a few times.
Play the CD and have the students try and pick out the features.

1

Answer Key

1. Warming-Up

Look at the business card below. What information does it have? Check the boxes.

Note: These are drawn directly from the dialogs and as such can sometimes be difficult to catch.

7. Have students compare their answers. Then model each sentence mirroring the phonological feature a bit
more slowly.
8. Have students compare their answers once again before giving the answers yourself.
9. After the students have confirmed the answers, play the CD once again for a confirmation listening.

CRD Capital
Systems

Suite 88 - 506 Market St.
Seattle, WA, 54124-5643

last name

company name

Tel 302•555•1964
Fax 302•555•1965
rwhyte@crdcapsys.net

first name

email address

nickname

cell phone number

company address

company phone number

job title

personal address

company url

company logo

Robert Whyte
Director

What information is usually on a business card?

Look at the pictures below. Read the four introductions below. Match each picture to the correct
introduction.
A

B
C

6
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B

C

D

Hi, I’m Mark Daniels Booth. I work
for AJ Management Systems. I’m in
the Human Resources department.

Hi. I’m Jamaal Elliot. I work for
K-Tron Bio Labs. I’m a research
assistant.

I’m Liz Chan. I work for CinTek.
I’m a quality control manager in our
Taipei factory.

Hi, I’m Tina Lee. I work for
Body Life Cosmetics. I’m a sales
representative.

Unit 1
Nice to meet you

D
A
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Look at the conversation below. Practice the conversation with a partner.
A: Hi, I’m Pat Thomas. I work for ILD Forestry

Services. I’m a systems engineer.
B: Hi, I’m AJ Park. I work for TG Weather System.
I’m a researcher.
A: Pleased to meet you.
B: Pleased to meet you, too.

5. Getting Details

Lori Jennings / JB Medical / sales rep.

Alice Chen / DK Global / shipping manager

3

Look at the following expressions. Which are for meeting people for the first time? Which are for greeting
people that you know? Which are for introducing someone? Write each expression in the correct category
below.

Jobs

3

technical manager

2

Tom Shaw
Aoi Ishida

editor for the Asian region

1.

Karen

Tambellini works for Vonn

Office

e. Nice to see you.

f. She is in charge of ....... .

h. How have you been?

i. How are you doing?

3.

Tom

Shaw is the new

Introducing someone

b. This is my colleague.
f. Have you met ....... ?

f. She is in charge of ........ .

u
u

Names
Stevens
Tambellini
Pam
Karen
Shaw
Aoi
Tom
Janice
Ishida

Now, complete the sentences using the information above.
Stevens is the new technical

e. Nice to see you .
i. How are you doing?

u

u

Pam

a. How are you?
h. How have you been?

u

u

2.

Greeting people that you know

u

u

Janice
Pam Stevens

c. How do you do?

d. Pleased to meet you.

u

sales rep for Oregon and
Northern California

b. This is my colleague.

c. How do you do?

Meeting for the first time

Names

Karen Tambellini

2

1

2

2. Spotlight on Words and Expressions

g. Have you met ........ ?

Number
of speakers

Ken Sato / the City Art Museum / security director

Now choose a person from the box on the right and practice the conversation.

d. Pleased to meet you.

Track 1

Listen again. Write in people’s names and their jobs in the table below. Use the names in the box.

Michael Lee / Blue Air / technical engineer

a. How are you?

Answer Key

He works in the Hong Kong

manager

editor

office

Systems. She is a

sales

rep.

for this area.

for the Asian region.
.

6. Practicing

Work with a partner. Student A, turn to page 80. Student B, turn to page 93.
7. Spotlight on Listening

Track 2

Some vowels in English can be weak.
NOTE

Look at the sentences below. Put them in order to make a conversation.

5
2
....................
4
....................
6
....................
1
....................
....................

3

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

I’m an editor for a science magazine.

NOTICE

Pleased to meet you, Mr. Leung. I’m Claire Law.
That’s right. I’m in charge of East Asia. How about you?

How d y do?

1. Pleased to meet you.

How do you do? I’m Steve Leung.

2. Nice to see you.

So, you are in marketing?

3. Can you say your name again?

4. Getting the Basic Idea

Track 1

Now listen to the conversations. Write the number of each conversation under the correct picture. There is
one extra picture.
B

How do you do?

Listen to the following. Circle the vowel sounds that are weak.

Really? That sounds like hard work.

A

Vowels are often weak in grammar words: prepositions, auxiliary verbs, pronouns, conjunctions
and articles.
e e

3. Before You Listen

C

4. How do you say your name?
5. And you’re in the Hong Kong office?

Listen to the following. Write in the missing words.

Track 3

My name is
A: Hi. ............................................................
Jim Suzuki.

D

B: How do you do?

My name is

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

A: Grace? Nice to meet you.

This is my

Grace Chan.

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

card.

are in my
B: Thanks. My business cards ............................................................
desk.
3
8
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1

2

Check your answers with a partner.
Practice the conversation with a partner.

Just a

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

minute.

Unit 1
Nice to meet you
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8. Spotlight on Memory

Track 4

Work with a partner. Listen to the conversation. Practice the conversation with your partner.
NOTE

In many cultures around the world, people have a given name, (often called a first name) and
a family name (or last name). A given name is a personal name. It is the name of the person. A
family name is the name of the family. Often in western cultures, one’s family name is used in
formal occasions and one’s first name is used in friendly or personal situations. Family names are
usually used with a title such as Mr. or Ms. Given names do not have these titles. So, if you meet
someone called Lynda Watson, you should call her Lynda, or Ms. Watson, but not Ms. Lynda.

9. Spotlight on Speaking Strategies

If you don’t understand, stop and ask.
Chai, like “I”,
Chai-sang

My name is Pim
Chaisang.

11. Spotlight on Culture: Names

Read the following. Answer the questions below.

You might need to listen to the conversation a few times.

My name is Pim
Chaisang.

Alice

Walker

(given name) (family name)

Trevor

Suzuki

(given name) (family name)

Pardon me?

Answer Key

Nice to meet you,
Ms. Chaisang

Sorry. How do you
pronounce your last
name?

Listen to the conversations again. Look at the questions and expressions below. Check (
the ones you hear.

)

I beg your pardon?

How do you spell your name?

Pardon me?

Sorry, can you say your name again?

How do you pronounce this?

Sorry, how do you say your name?

Track 1

Check your answers with a partner.

Formal

Casual

Rough

Incorrect

Ms. Walker
Mr. Suzuki

Alice
Trevor

Walker
Suzuki

Ms. Alice
Mr. Trevor

Occasionally people use family names without a title, but it is very informal and can sound a
little rough. It can sound a little like a high school P.E. teacher yelling at his students.
In business, should people use first names or last names? This is a difficult question. Different
cultures have different customs. It is often said that in the United States people use first names.
But this is not always true. Generally speaking, family names are used when you are being polite
or formal. First names are used when you are being casual and informal. When young people talk
to older people, they usually use family names. When older people talk to younger people they
usually use first names. For example, in American high schools, students usually use a teacher’s
family name. If a student uses a teacher’s first name, this is usually too casual and can be rude.
However, people might invite you to use their first name. It is common for people to say
things like “please call me Chris”, or “you can call me Kathy”, and so on. In such cases, it is polite
to start using first names.

Look at the conversations below. Which expression can be used to complete them?
A: My name is Claire Jones.

A: I work for GV Corporation.

A: C-L-A-I-R-E.

A: I work for GV Corporation.

do you spell your name
............................................................................................................
B: How
?

I beg your pardon / Pardon me
B: ............................................................................................................
?

10. Trying What You’ve Learned

Part One: Look at the business card below. Draw lines from each question to the answers on the card.

What company do you work for?
Where is your office?
What is the address?
What is your office phone number?
What do you do?
What’s your email address?
What's your name?
What’s your office fax number?

x

Wifi

X Wifi
Network
Systems

Circle True or False.
1. Americans always use first names.

True

False

2. Students usually talk to teachers using family names in the U.S.

True

False

3. Family names are used with a title.

True

False

4. Using family names without a title sounds a bit rough.

True

False

5. A given name is the same as a family name.

True

False

Answer the following.

1423 Granville Ave,
Vancouver, B.C. V9Y 3K6
Tel 555 250 6465
Fax 555 250 6455
dchow@wifisystems.ca.co

1. When and how do you use Mr. and Ms.?

when: in more formal occasions

how: use it with a family name, not a given name

2. Which is more formal, a family name or a given name?

a family name
3. In a business situation, how do you invite someone to use your first name?

to say things like “please call me Chris”, or “you can call me Kathy”.

Daryl Chow
Systems Engineer

When you finish, work with a partner. Student A, turn to page 81. Student B, turn to page 97. Ask and
answer questions.
1
10 Unit
Nice to meet you
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12. Using What You’ve Learned

UNIT

Part One: Work on your own. Make yourself a business card. You can use your real name, or you can choose
a different name. You can use your real job, or choose another job. Be creative!

2

Answer Key

Where do you work?

1. Warming-Up

Part Two: Look at your business card. This is you. Remember your name, your job, where you work, and so
on. Then walk around the room. Talk to other people. Write down their information in the table below.
Name

Company

Part One: Look at the following. Do you know these products? What companies make them? What do these
companies do? Write the answers under each picture.

Job

Person One
Person Two
Person Three
Person Four
Person Five

Company:

Company:

Company:

Company:

Products:

Products:

Products:

Products:

Company:

Company:

Company:

Company:

Products:

Products:

Products:

Products:

13. Testing What You’ve Learned

Practice the TOEIC style problems below.
1. How _________ you do?
		(a) does
		(b) do
		 (c) are
		 (d) for

5. I’m _________ sales department.
		(a) in
		(b) at
		(c) on the
		(d) in the

2. Nice _________ you .
		(a) see
		 (b) greet
		(c) meet
		(d) to see

6. This _________ business card.
		(a) is my
		 (b) are my
		(c) is
		 (d) are

3. I
		
		
		
		

7. Can I _________ name?
		(a) get
		 (b) write you
		 (c) have your
		 (d) write

_________ Access Systems.
(a) work
(b) working
(c) work to
(d) work for

4. How _________ spell that?
		(a) does it
		(b) do you
		(c) does that
		(d) do
1
12 Unit
Nice to meet you

8. Please _________ me Alan.
		(a) say
		(b) call
		(c) talk
		(d) speak

Do you use any of these companies’ products?
Turn to page 18 to check the answers.

Part Two: Work with a partner. Practice the conversation below.
A:
B:
A:
B:
A:
B:

So, you work for Toyota, right?
That’s right.
Where do you work?
I work at the head office.
Oh, I see. Where is it?
Aichi prefecture in Japan.

Now, turn to page 18. Choose one of the companies in the list. Practice the conversation again.
Unit 2
Where do you work?
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2. Spotlight on Words and Expressions

5. Getting Details

Part One: Look at the words on the left. Look at the words on the right. Put them together to make some
common business expressions. Write them down.
head
branch

• market(s)

main

• office (s)

important

• product (s)

top-selling

Number of Employees

head office, branch office
main product, important product

top-selling product

office
market
2. Our main
3. East Asia is an important
4. We have branch
5. Our main products

Sacramento
34

Main Product

weather stations

Main Markets

the United States

Part Two: Listen to the conversation again. How does the speaker reply to the last question?

Part Two: Complete the sentences below using one of the expressions above.
1. Our head

Track 5

Part One: Listen again. Write in the information in the table below.
Head Office

main market, important market

Answer Key

A: So, what are your annual sales?
B: Ah, that’s

is in New York.

a trade secret, I’m afraid

is Japan.		

What does he mean?

market.
offices in Osaka, Hong Kong and Singapore.

Sorry, I don’t know.		

Sorry, but I can’t tell you.

Check your answer with a partner.

are video games and small applications.

6. Practicing

3. Before You Listen

Work with a partner. Student A, turn to page 80. Student B, turn to page 95.

Part One: Look at the words below. How many syllables are in each word?
For example: head (1) ; office (2) ; important (3) ; application (4)

◆ equipment
◆ trade

(3 )
(1 )

◆ government
◆ annual

(3)
(2)

◆ environment
◆ monitor

(4 )
(3 )

◆ mainly
◆ employee

7. Spotlight on Listening

(2 )
(3 )

Words often link together.

Part Two: Look at the words in the box above. Choose the word that matches the meaning.
1.

Annual

is an adjective that means yearly, or by the year, or once a year.

2.

Monitor

is a verb which means look, or watch, or check.

3.

Mainly

is an adverb that means mostly, or most importantly.

4.

Employee

is a noun which means worker.

Track 6

NOTE

If a word starts with a vowel and the previous word ends in a consonant, the sounds often link
together.

NOTICE

It’s in Sacramento.

It sin Sacramento.

Listen to the following. Draw a small arrow where you hear the words linking together.
1. They look at the environment.

4. Getting the Basic Idea

Track 5

Now listen to the conversation. Read the sentences below. Circle T (true) or F (false).
1. A man is talking about his company.			

T

F

2. The man is watching a weather forecast.		

T

F

3. They work for the same company.			

T

F

4. The man is buying weather equipment.			

T

F

2. We sell our equipment in Canada.
3. Our main market is in the United States.
4. We make and sell weather stations.
5. That’s a trade secret, I’m afraid.

Check your answers with a partner.

Check your answers with a partner.

2
14 Unit
Where do you work?

Unit 2
Where do you work?
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Listen to the following. Write in the missing words.
NOTE

Track 7

The missing words have linking sounds and can be difficult to hear.

Shaking hands is a common custom in many countries around the world. It also has a long
history. There are pictures of handshakes from the 5th century B.C. in Greece. People shake
hands in many situations:

investment bank.

work for

A: So, what do you do?
B:

I’m a

stock analyst.

- meeting people
- saying goodbye

Check your answers with a partner. Practice the conversation with a partner.

8. Spotlight on Memory

Track 8

Work with a partner. Listen to the conversation. Practice the conversation with your partner.
NOTE

You might need to listen to the conversation a few times.

9. Spotlight on Speaking Strategies

Ask questions to build conversations.
So, what does
your company do?

We make
sporting goods.

11. Spotlight on Culture: The Handshake

Read the following. Answer the questions below.

A: What do you do?
B: I

Answer Key

What kind of
sporting goods?

Mainly shoes and
sportswear.

Do you sell your
products in
Europe?

Yes, we do.

Part One: Listen to the conversation again. Look at the following. Check the items the speaker Track 5
asks about.
his name

where the head office is

company’s name

number of employees

what the company does

number of branch offices

who the customers are

sales per month

main market

sales per year

Part Two: The speaker uses other strategies. Listen again. Which expressions do you hear? Check the
boxes.
I beg your pardon?

How do you spell that?

What do you mean?

What’s that?

- thanking people
- making a promise

- congratulating people
- agreeing to something

The handshake is a gesture of peace. An open hand can’t hold a weapon. So shaking hands
shows that neither person is holding a weapon, and is therefore a gesture of friendship and peace.
A handshake can make a strong first impression, so having a good handshake can be
important. First of all, you need a dry hand. Dry your hands if it is a hot day and you are sweating.
Also in many western cultures you should shake hands firmly but not strongly. Don’t hold the
person’s hand too strongly. However, a weak handshake can also make a bad impression. Hold
the person’s hand firmly but not tight. A good handshake should show
confidence and warmth.
Different cultures have different customs. However, in many western
cultures, the following is good advice. Stand a comfortable distance from
the other person. If you are sitting, stand up. Stand straight. Look at the
person. Shake their hands firmly, but not too strongly. A handshake
should last about 2 to 3 seconds. Use one hand, not two. No more than
three times up and down. And most important, remember the other person’s name!
Circle True or False.
1. Handshakes started about 200 years ago.

True

False

2. A handshake is a gesture of peace.

True

False

3. A good handshake is a strong handshake.

True

False

4. A good handshake is a weak handshake.

True

False

5. You should look at the person when you shake hands.

True

False

Answer the following.
1. How long should you shake hands?

2 to 3 seconds
2. When do you shake hands? When we meet people, thank people, congratulate people,
say good bye, make a promise, agree to something
3. How should you shake hands? Stand straight, look at the person, shake their hands firmly,
but not too strongly
12. Using What You’ve Learned
Part One: Work on your own. Think about a company (real or imagined). Make notes about the company.
Company name:
Head office:
Products:

10. Trying What You’ve Learned

Work with a partner. Student A, turn to page 82. Student B, turn to page 94.
2
16 Unit
Where do you work?

Main market (countries):
Number of employees:
Customers:
Unit 2
Where do you work?
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Part Two: Work with a partner. Ask and answer questions about your companies. Take notes about your
partner’s company.

UNIT

3

Answer Key

Can I have your name

Company name:
Head office:

please?

Products:
Main market (countries):
Number of employees:
Customers:
1. Warming-Up

Part One: Look at the expressions below. Match the expressions that have the same meaning.

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.

May I speak to Terry Roma, please?

1. _________ do you work for?
		(a) How
		 (b) Where
		(c) Why
		(d) Who

5. What _________ you mean?
		(a) is
		 (b) are
		(c) do
		(d) does

2. She works in our _________ office.
		 (a) branch
		 (b) major
		(c) mast
		 (d) over

6. We’re _________ in Singapore.
		(a) place
		 (b) are
		(c) based
		 (d) office

3. What are _________ main products?
		 (a) there
		 (b) their
		 (c) they’re
		(d) them

7. We have 34 employees _________ moment.
		 (a) for
		(b) at
		(c) in
		(d) at the

4. Our _________ sales are $13 million.
		(a) annual
		 (b) year
		(c) allow
		 (d) exceed

8. What _________ your company do?
		(a) is
		 (b) are
		(c) do
		(d) does

Who’s calling, please?

Can I have your name, please?

Is Terry Roma there, please?

Can you phone back in ten minutes?

She’s not in right now.

Certainly. Just a moment, please.

Yes. Can you hold for a minute?

He’s on another line at the moment.

He’s on another phone right now.

She’s out at the moment.

Please call back in ten minutes.

T
M
T
T
T
T

Look at the expressions again. Which are said by people making calls (M)? Which are said by people taking
calls (T)? Write an M or a T beside each expression.
Part Two: Look at the words on the left. Look at the words on the right. Draw a line and put them together
to make common business expressions.
Just
At
Who’s
Can you

hold for a minute?
a minute
calling, please?
the moment

1
1
2
3

1. Please wait.
2. Can I have your name?
3. now

What does each expression mean? Match the three meanings on the right to each expression.

Part Three: Work with a partner. Practice the conversation below.
A: Hi. May I speak to Kelly Fraser, please?

Company Information
Nike
Starbucks
Boeing
Google
Toyota
Volkswagen
Youtube
Shell

Headquarters
Beaverton, Oregon, U.S.A.
Seattle, Washington, U.S.A.
Chicago, Illinois, U.S.A.
Mountainview, California, U.S.A.
Toyota, Aichi, Japan
Wolfsburg, Germany
San Bruno, California, U.S.A.
The Hague, Netherlands

Products
Athletic footwear, sports equipment, clothing
Coffee, tea, beverages, pastries
Aircraft, leasing
Software, internet search, communications
Automobiles
Automobiles
Video sharing internet site
Oil and gasoline

B: I beg your pardon?
A: Can I speak to Kelly Fraser, please?
B: Yes. Just a minute . . . I’m afraid Ms. Fraser’s not in at the moment.
A: I see.
B: Can you phone back in 30 minutes?
A: In 30 minutes? Sure, I’ll call back. Thanks.
B: Thank you.

Turn to page 83 to practice the conversation.
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2. Spotlight on Words and Expressions

Look at the word on the left. Draw an arrow (
( is )		

For example:

5. Getting Details

My name George Tanaka.
Can you back?

2.

( there )

Is Ms. Leung?

3.

(

4.

( please )

Who is calling?

5.

( for

Can you hold a minute?

is

)

)

Making a Call
1

( call )

Track 9

Listen again. Check the number of the conversation which has the following expressions.

) to show where the word goes in the sentence.

1.

Answer Key

2

Taking a Call

3

1

3

Can I speak to ........................ , please?

Just a minute.

Can I speak with ........................ ?

Can I have your name, please?

I’d like to speak to

Hi. This Ted Daniels.

2

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

, please.

Who’s calling, please?

Is ........................ there, please?

Can he call you back?

When will he be back?

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

is on another line.

I’m afraid he’s not in the office
at the moment.

Check your answers with a partner.
3. Before You Listen
6. Practicing

Look at the following. Put the sentences in order to make conversations.
1

4

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

My name is James Kang.

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

Yes, I’d like to speak to Mr. Smith, please.

2

3 Sure. Who’s calling, please?
1 Sunrise Travel. May I help you?
.................
.................

6 Thank you.
5 Mr. Kang. Hold on a moment, please.
.................
.................

2

Work with a partner. Student A, turn to page 83. Student B, turn to page 94.

1 Hi. Can I speak to Mr. Smith?
6 Okay. Thanks for calling.
.................
5 No, that’s okay. I’ll call back later. Thanks.
.................
4 Can I take a message?
.................
2 I’m sorry, Mr. Smith is out at the moment.
.................
.................

3

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

7. Spotlight on Listening

Important words are stressed.
NOTE

Oh, I see.

Track 9

Now listen to the conversations. What do you think happens next in each conversation? Circle the best
answer.
Conversation 1:

a. Mr. Carter will speak to Ms. Fraser.
b. Kelly Fraser is busy and will call Mr. Carter back.
c. Kelly Fraser is out, so Mr. Carter will call again later.

Conversation 2:

I beg your pardon?

I beg your pardon?

Listen to the following. Circle the stress pattern you hear (a or b).
1.

a. Just a minute.

b. Just a minute.

2.

a. I’d like to speak to John Williams, please.

b. I’d like to speak to John Williams, please.

3.

a. Can you call back at two?

b. Can you call back at two?

4.

a. Can I have your number?

b. Can I have your number?

a. Mr. Patterson will speak to Mr. Williams.
b. Mr. Williams is busy and will call Mr. Patterson back.
c. Mr. Williams is out, so Mr. Patterson will call again later.

Conversation 3:

Words with meaning usually have more stress than grammar or function words.

NOTICE

Practice the conversations with a partner.

4. Getting the Basic Idea

Track 10

Listen to the following. Write in the missing words.
1. I’m

afraid

a. The caller will speak to Mr. Lindsay.

2. He’s

on another line

b. Mr. Lindsay is busy and will call back the caller.

3.

I’m

c. Mr. Lindsay is out, so the caller will call again later.

4.

I’d

Check your answers with a partner.

3
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he’s

out

sorry. How
like

to

Track 11
at the
at the

do you
speak

moment

.

moment

.

spell that?

to

Mr. Terry Lange, please.

Check your answers with a partner.

Unit 3
Can I have your name please?
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8. Spotlight on Memory

Track 12

11. Spotlight on Culture: Cell Phone Do’s and Don’ts

Read the following. Answer the questions below.

Work with a partner. Listen to the conversation. Practice the conversation with your partner.
NOTE

Answer Key

You might need to listen to the conversation a few times.

Phones are everywhere in today’s world. We have phones at home,
phones in the office, cell phones, smart phones and computers with
internet communication devices. It is easy to stay in touch with people,
both for work and for play. However, with so many phones in use, it is
important to have good phone manners. The following is a list of things
you should do, and things you shouldn’t do with your phone.

9. Spotlight on Speaking Strategies

Confirm your understanding. Repeat back key information.
Can I have Kim’s
phone number,
please?

555-735-8263?

Thanks very
much.

Do
t Stand at least 3 meters away from other people if you are talking on the phone. Don’t talk on

Sure. It’s 555735-8263.

Yes, that’s
correct.

No
problem.

the phone in crowded places. Move away from other people.
t Tell people you are talking on a cell phone, in case there is a connection problem.
t Ask if the other person has time to talk. Always ask, “Is this a good time to talk?” Don’t just
start talking business. Be respectful of other people and their time.
Don’t

Work with a partner. Student A, turn to page 81. Student B, turn to page 96. Practice repeating the key
information.

Don’t answer your phone during a business meeting.
Don’t talk on the phone in elevators, libraries, restaurants, theaters, trains and buses.
Don’t use loud or silly (childish) ring tones.
Don’t multi-task, for example making calls while you are shopping, or waiting in line for
something.
t Don’t put your cell phone on the table during a business meeting or business lunch.
t
t
t
t

10. Trying What You’ve Learned

Look at the following. It is an example of a rude conversation. Rewrite the conversation.

Note: Many answers are possible.
A: Get Smith.
B: What?
A: Get Smith.
B: Who are you?
A: Ken Jones.

Hello? Can I speak to Mr. Smith?

I beg your pardon? (Pardon? / Pardon me? and so on)
Can I speak to Mr. Smith?
Who’s calling please?
My name is Ken Jones.

I’m afraid Mr. Smith is not in at the moment.
A: Oh. Back when? I see. When will he be back?
I’m afraid I don’t know.
B: I don’t know.
Okay. I ‘ll call back later then.
A: I will call back.
Thank you. Mr. Jones.
B: Okay.
Good bye.
A: Bye.
Bye.
B: Bye.

Look at the list of “Do’s and Don’ts” again. Can you add to these lists? When you finish, work in groups. Tell
your group about your list of “Do’s and Don’ts” .
Work with a partner. What are some “Do’s and Don’ts” about texting and using smart phones? Make a list
below.
Do

If you are walking on a busy street, stand to the side when using your phone.

B: Smith is not here.

Work with a partner. Practice your re-written conversation.

3
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Don’t

Don’t walk while texting or looking at your phone, (it’s rude to people behind you!)

Work in groups. Tell the other people about your list of “Do’s and Don’ts” .

Unit 3
Can I have your name please?

23

Communication Spotlight:: Business 1

Answer Key

Communication Spotlight:: Business 1

12. Using What You’ve Learned

UNIT

Work with a partner. Do a roleplay. Student A, turn to page 89. Student B, turn to page 94.
13. Testing What You’ve Learned

4

Answer Key

I’m a sales rep

Practice the following TOEIC style problems below.
1. Just _________ minute.
		(a) to
		 (b) for
		(c) a
		(d) the

5. She’s out _________ the moment.
		(a) all
		(b) to
		(c) at
		(d) since

2. Can _________ your name, please?
		(a) you tell
		(b) I tell
		(c) you meet
		 (d) I have

6. Can you _________ later?
		(a) back
		(b) make back
		(c) do back
		(d) call back

3. He _________ another line now.
		(a) is on
		(b) talk
		 (c) drawing
		(d) speak on

7. Can I _________ Mr. Terry Jones, please?
		(a) talk
		 (b) have to
		(c) get to
		(d) speak to

4. I’ll call back _________ twenty minutes.
		(a) in
		(b) at
		 (c) later
		(d) to

8. Who’s _________ , please?
		 (a) your name
		(b) calling
		(c) call me
		(d) name

1. Warming-Up

Look at the following pictures. Match each picture with the correct job.
A

B

F

C

G

E a janitor
A a courier
...........
D a chef
...........
...........

D

H

F an office assistant
G a receptionist
...........
C a caregiver
...........
...........

E

I

H an architect
B a financial advisor
...........
I a sales clerk
...........
...........

Check your answers with a partner. Then together, write the job next to the correct description.

a janitor

a courier
an office assistant
a receptionist
a chef
a financial advisor
an architect
a caregiver
a sales clerk

cleans offices, schools and buildings
delivers packages and letters
helps the manager with routine office jobs
greets visitors and answers the phones
cooks dinner for guests
gives people advice about money
designs and plans buildings
helps older people
helps customers buy things

Work with a partner. Practice the following conversation. Use the jobs and job descriptions above.
A: What do you do?
B: I’m an architect.
A: So, what kind of work do you do?
B: I design and plan buildings.
3
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2. Spotlight on Words and Expressions

5. Getting Details

Look at the sentences. Fill in the blanks using the words in the box. Some of the words are not used.

u uses

1. A construction worker

u products
u buildings

u builds
u takes

u listens

builds

u chooses

buildings

pick up documents,

u places
u writes

packages, important
letters and
then deliver them

u helps

, bridges and so on.

places
explains
new products to customers
.
3. A sales representative
.
4. A computer programmer writes (or makes) new software programs
helps
with nurses and
patients.
5. A doctor works
2. A taxi driver

takes

houses,

courier
u explains
u programs

u makes

Track 13

Listen again and write what they do.

‘places’ and ‘programs’ can also be used as verbs
u works
u customers

people around the town to different

Answer Key

accountant

work on financial
information.
Look at the money
going in & out,
do taxes

architect

design buildings and
make the building
plans

consultant

sell sports equipment,
for example, jogging
shoes, running
equipment, clothes
and so on

.

Work with a partner. Look at the words in the box again. Circle all the words that are used as verbs (e.g.
builds).

6. Practicing

Work with a partner. Student A, turn to page 82. Student B, turn to page 96.
3. Before You Listen

Part One: Read the sentences below. They describe two different jobs. Divide the sentences into two
groups. Write the letter of each description in the boxes on the right.
goes to markets and chooses good vegetables
keeps records on medical charts
checks the temperatures of the patients
works irregular shifts
tastes the food
listens to patients
works in a kitchen
chooses the daily specials
talks with family members
decides the menu

7. Spotlight on Listening

Track 14

In English, there is a weak vowel.

a

e
h

g
j

a chef

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

NOTICE

I’m a sales rep.

I’m

e

a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

q Job

Listen to the following. Circle the vowel sounds that are weak.

b

c
f

d
i

1. What do you do?

a nurse

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

2. I’m a courier.
3. I look at the money coming in.
4. I design them and make the plan.

Part Two: What jobs are being described? Write them down on the right.

Listen to the following. Write in the missing words.
4. Getting the Basic Idea

Track 13

Now listen to the conversations. Write the number of each conversation under the correct picture.
A

B

C

D

A: What

2

4

3

do you

a
do you
A: What
and
B: I sell sports
B: I’m

NOTE

1

sales rep.

Track 15

do?
sales rep.
sell?
leisure equipment.

The missing words are difficult to hear but easy to guess.

Check your answers with a partner.
Practice the conversation with a partner.

Check your answers with a partner.

4
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8. Spotlight on Memory

Track 16

Work with a partner. Listen to the conversation. Practice the conversation with your partner.
NOTE

Answer Key

10. Trying What You’ve Learned

Student A, turn to page 87. Student B, turn to page 97.

You might need to listen to the conversation a few times.
11. Spotlight on Culture: Eye Contact

Read the following. Answer the questions below.

9. Spotlight on Speaking Strategies
Use examples to explain things.
So, what sort of
work do you do?

What do you do?

I’m a software
engineer.

Interesting.

Sometimes it is
and sometimes
it isn’t.

I develop and
program software.

Part One: Listen to the conversation again. Write in the missing words.

Track 13

Conversation One:
A: A courier. What’s that
B: I deliver things, for example

and so on

?
, packages, important letters, documents

.

Conversation Two:
A: Uh, so what do you do
?
B: Well, I work on financial information.
the money going out, I

For example

do

the taxes

, I look at the money coming in,

and things

like that.

Conversation Three:
A: So, what do you sell?
B: I sell all
kinds

of sports equipment,

shoes, running equipment, clothes

and so on

for example

, jogging

.

Check your answers with a partner. Practice saying these conversations.
Part Two: Go back to Before You Listen on page 26. What does a chef do? What does a nurse do? Make
conversations using the example conversation below:
A: What do you do?
B: I’m a

.

Eye contact is an important part of business. Eye contact is a
meeting of eyes, when two people look directly at each other. Eye
contact is a form of non-verbal communication and in many western
cultures it shows honesty, confidence and friendship. Look people in
the eye when you meet them. It shows sincerity. Look people in the
eye when you speak to them. It shows honesty. Look people in the eye
when you are listening. It shows you are listening carefully. However,
too much eye contact can be rude. Remember to look away from time
to time. Don’t stare.
In western cultures, eye contact is an important part of
communication. It signals honesty and trust. However, in some cultures,
for example, Korea and Japan, direct eye contact with someone older
than you can be rude. If you look someone in the eye, people may
think that you are aggressive, or that you don’t have respect. As a result, students are taught to
focus their eyes on the adam’s apple of the person they are talking to, because looking down is a
sign of respect. However, a western businessman might feel that the person is not being honest,
or that he is hiding something. In the Middle East, eye contact with the same gender as you (man
to man, woman to woman) is expected, while opposite-sex eye contact can be inappropriate and
disrespectful. In short, social rules on eye contact are different in different countries.
Generally speaking, in western cultures it is important to look people in the eye. However,
this does not mean staring. A little bit of eye contact is good. Too much eye contact can be rude.
It’s a difficult balance. And, as with everything, it is important to understand local culture.

Circle True or False.
1. Eye contact has a universal meaning just like handshake does.

True

False

2. You should maintain eye contact for a long time.

True

False

3. It is important to understand local cultures.

True

False

4. Eye contact is a part of communication in western cultures.

True

False

5. You should stare into someone’s eye to show your honesty.

True

False

Match the region and customs. Many matches are possible.
Eye contact shows honesty and trust.
western cultures

We shouldn’t make eye contact with someone of the opposite sex.

Korea and Japan

Strong eye contact with someone older than you is rude.

the Middle East

You should make eye contact when you meet someone for the first time.
Someone might focus their eyes on your neck.

A: So, what kind of work do you do?
B: For example, ...
4
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12. Using What You’ve Learned

UNIT

Work in groups. Look at the list of jobs below. Put these jobs into the correct categories below.
u sales manager

u store clerk

u mechanic

u editor

u secretary

u factory worker

u nurse

u insurance agent

u software engineer

u accountant

u carpenter

u human resources manager

q Production

software engineer
factory worker
carpenter
editor

q Sales / Marketing

sales manager
store clerk

q Administration

secretary
accountant
human resources
manager

5

Answer Key

They work in shifts

q Service

mechanic
nurse
insurance agent

Work in groups. Now take turns. Choose a job. Describe it to your group. Other listen and guess the job.

1. Warming-Up

Part One: Look at the following pictures. Match each picture with the correct phrases below.
A

B

C

D

E

F

G

H

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.
1. He always _________ many people at work.
		(a) talk
		(b) meets
		(c) listens
		(d) with

5. He sells sports _________ .
		(a) good
		 (b) equip
		(c) team
		 (d) equipment

2. She usually _________ the phone.
		(a) talks
		(b) listens
		(c) speaks
		 (d) answers

6. You need to _________ your taxes soon.
		(a) do
		 (b) current
		(c) ask
		 (d) write

3. What do you _________ ?
		 (a) work
		 (b) working
		(c) do
		(d) did

7. You need to _________ your work again.
		(a) call
		(b) check
		 (c) cheer
		(d) look

4. His job is to _________ packages.
		(a) distant
		 (b) device
		(c) dialect
		 (d) deliver

8. She’s a sales _________ .
		 (a) seller
		(b) hand
		 (c) rep
		 (d) office

I

C check e-mail
G have a meeting
...............
B
.............. meet customers
I
.............. ship products to customers
F
.............. answer the phone
...............

A have a video conference
E take a break
..............
D get to the office
..............
H leave the office
..............
...............

Part Two: Work with a partner. Ask your partner the questions below.
1. How often do you check your email?
2. Do you check your email first thing in the morning?
3. Do you use a mobile device (a cell phone, iPad, etc.) to check your email?
4. When do you like to take a break?
5. What time do you leave the office (school)?
6. What time do you go to the office (school)?

4
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2. Spotlight on Words and Expressions

5. Getting Details

Use the words in the box to complete the sentences. Use each word only one time.
u before

u in

u after

u to

u from

Conversation One:

u at

first
shipping
She’s a ...................................................
manager. She checks her email ...................................................
thing in the morning. In the afternoon, she gets in touch with the warehouse to

shipments
arrange ...................................................
. She makes documents, for example,

before
2. When I get to the office, I have a coffee .......................................
I start work.
in
3. I make lots of phone calls .......................................
the morning.
5.

Track 17

Listen again. Write in the missing information.

at
1. I get up .......................................
6:30 every day.

from
4. My lunch hour is .......................................
12:10

Answer Key

to

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

invoices

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

Note: It is possible for 2
and 5 to be reversed.
Conversation Two:

13:00.

7:00
. She finishes work around ...................................................
.

line
5:30
He works on the ...................................................
at a factory. He gets up at ................................................
.
6:30
7:00
He leaves home at ...................................................
. He starts work at ...................................................
.

After
....................................... lunch, I usually have a meeting with our sales team.

3:30
He finishes work at ...................................................
.

Check your answers with a partner.

7
7
Conversation Three: His day shift is from ...................................................
a.m. to ...................................................
p.m. His
7
7
night shift is from ...................................................
p.m. to ...................................................
am. His shift is

3. Before You Listen

Look at the words on the left. Look at the words on the right. Draw a line and put them together to make a
task.
my email

meet
ship

many reports

write

the invoices

check

my customers

make

that package

12

.......................... hours

4
long. But then, he gets ...................................................
days off.

6. Practicing

Student A, turn to page 84. Student B, turn to page 95.

7. Spotlight on Listening

Track 18

Words often link together.

Look at the sentences. Fill in the empty space with one of the expressions you connected above.

write many reports
1. I need to ..............................................................................
before the end of month.

make the invoices
2. Can you ..............................................................................
that go with these packages here? I have to send them today.
ship that package
3. Can you ..............................................................................
to Michael in Hong Kong? He needs that sample by Friday.
meet my customers
4. I like to ..............................................................................
at least once a month. Face-to-face communication is important.
check my email
5. I ..............................................................................
at least 20 times a day.

NOTE

If a word starts with a vowel and the previous word ends in a consonant, the sounds often link together.

NOTICE

I finish at four.

I fini shat four.

Listen to the following. Draw a small arrow where you hear the words linking together.
1. I work on the line at our factory.
2. I start work at eight.

4. Getting the Basic Idea

Track 17

Now listen to the conversations. Write the number of each conversation under the correct picture.
A

B

3. I make electronic goods.
4. We work in shifts at the hospital.
5. ...then I get four days off.

C

Listen to the following. Write in the missing words.

Track 19

have a
A: I always ..................................................................................
meeting on Monday mornings.
time is
B: What ..................................................................................
the meeting?
3
Check your answers with a partner.

5
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2

1

starts at
finishes at
A: It usually ..................................................................................
nine and ..................................................................................
eleven.
That’s a
B: ..................................................................................
long meeting!
Check your answers with a partner.
Practice the conversation with a partner.
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8. Spotlight on Memory

Track 20

11. Spotlight on Culture: Smoking

Read the following. Answer the questions below.

Work with a partner. Listen to the conversation. Practice the conversation with your partner.

Any discussion about business etiquette and smoking is complicated. Attitudes about smoking
differ by culture and also by industry. Moreover, feelings about smoking can be quite strong.
Today more than a billion people around the world smoke. But we also know that smoking
is bad for people’s health. In short, smoking kills. Furthermore, smoking is bad for the health of
people standing or sitting near a smoker. As a result, many people don’t like smoking, and often
people don’t like other people smoking near them. People don’t want to get sick or get cancer. So
these feelings can be very strong. Many companies don’t allow smoking in the workplace. Being
a smoker can be bad for your business.
However, in many countries smoking is still a part of the culture, and often people like to do
business while smoking. Smoking has been a part of human culture for a long time. For example,
in the Middle East people often smoke a shisha or a hookah, a large water pipe, after a meal.
People feel that they can relax when the smoke. And therefore, smoking helps conversation. As
a result, business is often discussed while smoking. So, smoking and business talk sometimes go
together.
However, in other countries smoking is seen as bad. People look at
smokers as being rude or even weak. Tobacco is a drug and many people
think that using this drug is a sign of weakness. As a result, in some
countries it might be bad for business to be a smoker!
It is important to understand local culture. If you are doing business
in the United States, maybe you should try not to smoke. But, if you are
doing business in the Middle East, or China, it is probably important that
you not complain about smoking.
What do people think about smoking in your country?

9. Spotlight on Speaking Strategies

If you don’t understand something, ask about the meaning.
So, how much do
you get paid?

What do you
mean?

What does piece
work mean?

Oh, it’s piece
work.

I get paid for
each page that I
translate.

Oh, I get paid by
how much I do.

There are many expressions you can use to ask about meaning.
What does

What do you mean?

mean?

What does that mean?

Listen to the conversations again. Write in the questions the speaker uses.
Conversation Two:

Track 17

B: Yeah, I work on the line at our factory.

What does that mean
A: On the line? ..........................................................................................................
?
Conversation Three:

Answer Key

B: It depends. We work in shifts at the hospital.

What does that mean
A: In shifts? .................................................................................................................
?
Circle True or False.

Check your answers with a partner.

1.
2.
3.
4.

10. Trying What You’ve Learned

Work with a partner. Work together and describe the person’s day.

Smoking is popular in many parts of the world.
Smoking can be rude in some parts of the world.
People often smoke a water pipe in the Middle-East.
People in different industries have different attitudes about smoking.

True
True
True
True

False
False
False
False

Fill in the blanks to complete the summary of the reading.

billion
business
Smoking and ...................................................
talk sometimes go together. Today more than a ...................................................
6:30 AM

6:40 AM

7:00 AM

7:20 AM

7:50 AM

bad
people smoke. However, smoking is ...................................................
for your health. So many people don’t like
smoking

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

bad for
. Being a smoker can be ...................................................
your business.

culture
In some countries smoking is still a part of the ...................................................
. However, in other countries
smoking is seen as ...................................................
.
a sign of weakness . It is important to understand the local ...................................................
culture
8:00 AM

8:15 AM

8:30 AM

10:00 AM

2:30 PM

5:30 PM

6:00 PM

7:00 PM

9:00 PM

11:15 PM

5
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12. Using What You’ve Learned

UNIT

Work in groups. Describe your typical day to the group. The others in the group should listen and take
notes.
q Student A

Example
get up 6:30		

have meeting 10:00

breakfast 7:00

lunch 12:00

go to work 8:15

visit customers

get to work 8:50

back to the office

check email 9:20

leave work 7:00

6

Answer Key

How’s business?

1. Warming-Up

Look at the following. Match the sentences on the left with the responses on the right.
q Student B

q Student C

1. How is your new project going?

Doing well, except Mark fell off his bike and broke his arm.

2. How are the kids?

Not bad. Our sales are up 10% since January.

3. It’s a beautiful day today.

Pretty good. Everything is on schedule.

4. So, how’s business?

Yes, it is. It’s too bad we have to work!

Check your answers with a partner.
Work with a partner. Practice the conversation.
B: Another wet and windy day.
A: Yes, it is.

13. Testing What You’ve Learned

B: But the weather report says this afternoon will be sunny.
A: Well, that’s good.

Practice the following TOEIC style problems below.
1. The _________ are on the invoice.
		(a) cost
		 (b) prices
		 (c) number
		(d) amount

5. I call my _________ at least once a month.
		(a) customs
		(b) constant
		 (c) customers
		(d) common

Work with a partner. All students, turn to page 84.

2. He is training the new _________ .
		(a) employed
		(b) employ
		(c) employs
		(d) employees

6. I _________ work at 18:30.
		 (a) arrive
		 (b) leave
		(c) go
		(d) come

Look at the word on the left. Draw an arrow (

3. I have coffee after I _________ to the office.
		(a) put
		(b) do
		(c) take
		(d) get
4. He has a video _________ every Friday.
		(a) time
		 (b) conference
		 (c) perform
		(d) desk
5
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2. Spotlight on Words and Expressions

( is )		

For example:

to

) to show where the word goes in the sentence.

My name George Tanaka.
I’m sorry hear that.

1.

(

7. We _________ a meeting on Tuesdays.
		 (a) have
		(b) talk
		(c) speak
		 (d) conference

2.

( too )

Oh, that’s bad.

3.

( sounds)

That wonderful.

4.

( good )

That’s to hear.

8. Can you _________ your email?
		(a) sending
		(b) check
		 (c) delivery
		(d) look

5.

(

not )

Yeah, so bad.

)

Unit 6
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3. Before You Listen

Answer Key

6. Practicing

Look at the conversations below. Fill in the blanks using the words in the box.
u birthday

u cold

u barbecue

u presentation

u hear

u clients

u windy

u too

1. A: So, how was Billy’s

birthday

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

Student A, turn to page 85. Student B, turn to page 100.

7. Spotlight on Listening

party?

Track 22

Sounds can disappear.

barbecue
B: It was great. We had a ................................................................
in the backyard.
NOTICE

presentation
2. A: So, how was your ................................................................
this morning?
clients
B: Not bad. Our ................................................................
loved our new customer service homepage.

Nice and sunny

Nice and sunny

Listen to the following. Draw a line through the sounds that are not spoken.

hear
A: That’s good to ................................................................
.

1. Not bad. How about you?

too
3. A: You don’t look ................................................................
good.
cold
windy
B: No, I have a bad ................................................................
, and it is also really ................................................................
today.

2. Well, sales aren’t down.
3. Another beautiful day, isn’t it?
4. Yeah, not so bad.

A: Yes. Winter is coming.

5. The weather forecast said sun today and rain tomorrow.

Check your answers with a partner.
4. Getting the Basic Idea

Track 21

Now listen to the conversations. What are they talking about? Match the conversations with the topic(s).

Listen to the following. Write in the missing words.

Track 23

you
A: How’re ........................
doing?
this
and
a
B: Not bad. But ........................
hot ........................
humid weather is ........................
bit too much.

Family

I
you
the
is
A: ........................
know what ........................
mean! The heat’s okay but ........................
humidity ........................
too much.

Conversation One

Sports

it
cooler soon
B: Yes. I hope ........................
gets .........................................................
!

Conversation Two

Weather

Conversation Three

Business

Check your answers with a partner.
Practice the conversation with your partner.

Vacation
5. Getting Details

Track 21

Listen again. Answer the questions about the details for each conversation.
Conversation One:
1. How’s the weather today?

beautiful, nice and sunny, not too hot

2. How about tomorrow?

rain

8. Spotlight on Memory

Work with a partner. Listen to the conversation. Practice with your partner.

9. Spotlight on Speaking Strategies

Build conversations by making comments and asking questions.

Conversation Two:
1. Who is Mary?

John’s friend (possibly wife)

2. Who is Bobby?

Mary’s son (probably)

3. The speakers agreed on...

kids grow up quickly

It’s not so hot
today.

Conversation Three:
1. They are talking about...

new products / sales growth / new clients

2. First speaker says they are...

up a little

3. Second speaker says they are...

not down, so that’s a good thing

6
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Track 24

No, it’s not so
bad today.

NOTE

I don’t like
the heat.

No, me neither.

Today is just
perfect.

Yes, it is!

“No” can show agreement in a negative sentence.
Unit 6
How’s business?
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Listen to the conversations again. Write in the missing information.
Conversation One:

Track 21

Nice and sunny
not too hot
, but .............................................................................
.
just
perfect
A: No, it’s not. It’s .............................................................................................. .
.............................................................................

Another beautiful day
B: Oh, hi, John. .........................................................................................
, isn’t it?

Conversation Two:

did you see
A: Yes, it is. So, .........................................................................................
Mary on Saturday?

I was so surprised
B: Yes, I did. She was with Bobby. .............................................................................................
. He’s so tall.
A:

Yeah, he’s not

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

a little boy any more.

Conversation Three: A: How’s business?

How about you
B: Not bad. ..............................................................................................
?
A: Yeah, not so bad.
B:

So, you’re having a good year

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

?

Check your answers with a partner.

10. Trying What You’ve Learned

Choose one of the weather illustrations below. Think of what to say. Work with a partner. Build a
conversation.

Student A

Student B

Say “hello”.

Say “hello”.

Say something about the weather.

Comment on the weather.

Add a comment.

Add a comment.

Ask about work/school

Ask about work/school.

Answer
B

People often start a conversation with small talk. Small talk is simple conversation about
simple topics. People usually talk about the weather or other simple things. In general people
don’t talk about religion or politics. In addition, specific personal questions or specific work
questions can also be as little rude.
In addition, we need to think of the stages of small talk. Generally
speaking there is an ice-breaking stage and a conversation development
stage. During the ice-breaking stage it is important to keep the
conversation light. Don’t ask personal questions during this stage.
During the conversation development stage it might be okay to talk in
more detail and ask more personal questions.
During the ice-breaking, try not to ask an “us and them” question, a questions that emphasizes
“You are different from me”. Don’t emphasize differences. During the ice-breaking stage, you
want to find we. For example, let’s look at a common question: “Where are you from?”. This can
be a friendly question, but it can also sometimes be a rude or boring question. Let’s look at some
examples:
Example One:
Two people, one from China, one from Italy,
are at a conference in Australia. Both people
are foreigners.

“Where are you from?” is a ‘we’ question,
because both people have come from
different places to the conference.

Example Two:
Two people, a Korean and an American, the
American is at a conference in Seoul. The
American lives in Seoul and speaks fluent
Korean.

“Where are you from?” can emphasize “You
are different”, because one person is a
foreigner, the other person isn’t.

In Example Two, after the ice-breaking stage, more personal questions (Where are you from?)
might be okay. However, during the ice-breaking stage, this question is probably quite boring and
might be a little rude.
In short, you need to think about where you are. If you are at a conference in another
country, you might talk about the weather, the conference, some of the presentations and so on.
After a few minutes, you can start asking a few more questions, “Where are you from?”, “Where
do you work?”, “How’s business?”, and so on.

Answer.

Make a comment

A

11. Spotlight on Culture: Small Talk

Read the following. Answer the questions below.

A: It’s a beautiful day today!
B: Yes, it is.

Answer Key

C

D

E

F

Circle True or False.
1. “Where are you from?” is a rude question.

True

False

2. “Where are you from?” can be a rude question at the start of a conversation.

True

False

3. You should never ask a personal question.

True

False

4. You should keep the conversation light during small talk.

True

False

Fill in the blanks to complete the summary of the reading.

talks
People often start conversations with small ...................................................
. There are stages in small talk,
breaking
building
an ice-...................................................
stage and a conversation ...................................................
stage. Don’t ask
personal

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

emphasize
breaking
questions during the ice-................................................
stage. Don’t ...................................................

building
differences. After a few minutes, during the conversation ...................................................
stage, you can start
How’s
Where
asking a few more questions, “...........................................
are you from?”, “...........................................
business?” and so on.
6
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12. Using What You’ve Learned

UNIT

Choose one of the topic questions. Do a roleplay.
Topic Questions

t How’s work? / How’s school?
t How’s your family?

Say “hello”.
Comment on the weather.
Ask a topic question.
Make a comment.
Answer.
Ask another topic question.

there?

Student B

Say “hello”.
Comment on the weather.
Answer.

1. Warming-Up

Look at the business headlines on the left. Circle the correct number on the right.
a. thirty-four six

1.

b. three hundred and forty-six

Ask a topic question.
Make a comment.

2.

a. eighty-six hundred and one
861 Companies say profits
are up!

b. eight hundred and sixty-one

....
3.

Gold sells for $1,631

a. one thousand six hundred and thirty-one
b. one hundred sixty-three and one
a. seventy thousand eight hundred one forty-two

13. Testing What You’ve Learned

b. seventy-eight thousand one hundred and forty-two

4.

Practice the following TOEIC style problems below.
1. I _______ a bad cold right now!
		(a) am
		(b) had
		 (c) have
		(d) do

4. Is your company _______ a good year?
		 (a) having
		(b) doing
		(c) being
		(d) seeming

2. The heat is okay but I don’t like the _______ .
		(a) cool
		(b) humidity
		 (c) freezing
		(d) windy

5. Her son is already 11 years old. Children
_________ up so quickly!
		(a) get
		 (b) ride
		 (c) grow
		 (d) leave

3. I haven’t seen him _______ last summer.
		 (a) during
		(b) since
		 (c) for
		 (d) over

7

How many employees are

t How’s your job? / How are your classes?
t What’s new?

Student A

Answer Key

6. It’s going to be cold and _______ tomorrow.
		(a) wind
		(b) windy
		(c) winding
		(d) winds

5.

Economy in trouble! 163,

000 jobs lost last month

a. one hundred and sixty-three thousand
b. one hundred thousand and sixty-three

Look at the questions about Heathrow Airport in London. What are the answers? Guess. Circle your
guesses.
1. How many terminals are there at Heathrow Airport?
2. How many gates are there at Heathrow Airport?
3. How many flights come and go from the airport each day?
4. How many people work at the airport?
5. How many passengers use the airport each day (on average)?
6. How many parking spaces are there at Heathrow Airport?
7. How many bottles of champagne does Heathrow Airport sell each day?
8. How many cups of coffee are sold each day at Heathrow Airport?

5

3

125

68

1,288

576

76,500

19,850

191,200

540,000

21,075

7,512

1,050

2,115

35,000

83,000

When you finish, work with a partner. Tell your partner your guesses.
Now, work with your partner and check your answers.
Student A, turn to page 83. Student B, turn to page 104.

6
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2. Spotlight on Words and Expressions

5. Getting Details

Let’s look at numbers. Look below.
NOTE

Track 25

Listen again. Answer the questions.

The comma ‘ , ’ is important for saying numbers in English.
The comma is used to group together three digits in hundreds, for example:
		
		
		
		

119
119, 000
119, 300
119, 314

1. How many people work at the head office?

Conversation One:

2. How many people work abroad?

One hundred and nineteen
One hundred and nineteen thousand
One hundred and nineteen thousand three hundred
One hundred and nineteen thousand three hundred and fourteen

Work with a partner. Student A, choose a number and say the number to your partner. Student B, listen and
point. Take turns.
27

739

905,998

416,974

472

70,094

194

459,934

241,061

385

41,793

191,903

292,329

249,236

788,306

257,751

808,481

572,886

385,071

583,961

669,046

154,231

812

101,730

215,710

764,736

912,849

825,651

527,647

683

2,275

9,155

3. How many people work for the company?

11,430

380, the super jumbo
500
2. How many people can it carry?
$2,136
3. How much was the ticket?

Conversation Two:

1. What kind of plane?

Conversation Three:

1. Why is he happy?
2. How much was it?
3. What did he sell?

He got a great new contract
$878,000
computer, printers and softwares

6. Practicing

Student A, turn to page 84. Student B, turn to page 97.
7. Spotlight on Listening

3. Before You Listen

NOTE

people who work for a company
an agreement (to buy something, or work for something, etc.)
people who are travelling on a bus, train, plane, etc.
unbelievable, great, wonderful
an expression which means “good for you!”

NOTICE

contract

with BlueWay Air.

congratulations
B: Wow, really? ................................................................
! So, what is it for?
passengers
A: The M-754, our medium-sized plane which carries 90 ................................................................
.
amazing

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

plane. Small, but comfortable and economical!

A: Well, we need to build 58 planes. So we might need to hire a few more

employees

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

.

Track 25

Now listen to the conversations. What are they talking about? Match the conversations with the topic(s).

Conversation One
Conversation Two
Conversation Three
7
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number of passengers
number of branch offices
number of employees
figure of a new contract
figure of the monthly sales

five hundred nd twenty-four

Is it weak?

1. two thousand 		

two hundred		
and

seventy-five

yes

no

2. nine thousand 		

one hundred		
and

fifty-five

yes

no

3. eleven thousand

four hundred		
and

thirty

yes

no

4. two thousand 		

one hundred 		
and

thirteen

yes

no

5. eight hundred		and

seventy-eight 		

thousand

yes

no

Listen to the following. Write in the missing words.

B: Well, that’s a good problem to have.

4. Getting the Basic Idea

five hundred and twenty-four

Listen to the following. Where do you hear ‘and’? Is it weak?

Look at the following conversation. Fill in the blanks using the words above.
................................................................

The vowel sound in ‘and’ can be very weak and the /d/ sound can disappear.

e

contract
passengers
employees
congratulations
amazing

B: Yes, it’s an

Track 26

In English there is a weak vowel.

Look at the words. Match the words with the definitions.

A: We’ve just got a big

Answer Key

Track 27

A: How many students are at the school?

26,575

.

B:

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

A:

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

26,575

6,500
? So there are more than .......................................................................
freshmen.

B: Yeah, I guess so. I’m not sure.

Check your answers with a partner.
Practice the conversation with your partner.

8. Spotlight on Memory

Track 28

Work with a partner. Listen to the conversation. Practice with your partner.
Unit 7
How many employees are there?
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9. Spotlight on Speaking Strategies

11. Spotlight on Culture: Lucky Numbers

Confirm your understanding. Repeat important information back to the speaker.
How many
people work
there?

Read the following. Answer the questions below.
Different cultures have different ideas about lucky and unlucky numbers. For example, in many
countries the number 13 is an unlucky number. You can often find hotels or large office buildings
with no 13th floor. If you step into the elevator, the elevator buttons jump from 12 to 14, with no 13 in
between. Many people believe that Friday the 13th is a very unlucky day.
Most cultures have unlucky numbers. But in different cultures these numbers are different. Let’s
have a look at some lucky and unlucky numbers.

4,300?

There are
around 4,300
employees.

Yes, that’s
right.

Track 25

Listen to the conversations again. Write in the missing information.
Conversation One:

B: Overall, there are 11,430 employees.
A:

Conversation Two:

Conversation Three:

Sorry, 11,430

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

?

A: A little expensive, $2,136.
B:

$2,136

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

bad
? That’s not ................................
.

B: Yeah, $878,000.
A:

$878,000

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

great
what was it
? That’s .....................................
! .......................................................................
for?

Check your answers with a partner.

Look at the following jobs. Who do you think makes the most money? Put them in order from highest
average salary to the lowest average salary.

t
t
t
t
t
t
t
t
t
t

graphic designer
economics professor
dentist
bus driver
dental assistant
nurse
lawyer
engineer
banker
investment specialist

Four: In China and Japan four is a very unlucky number. In both Chinese and Japanese the number four
sounds like the word for death. So in China and Japan, you should never give a gift that has four pieces
or four parts.
Eight: Eight is a lucky number in Chinese culture, and the Chinese believe quite strongly in lucky
numbers. The Chinese word for 8 also sounds like the word for prosper or wealth.
It is therefore a very lucky number in Chinese culture. The Beijing Olympic
Games in 2008 opened on August 8th at 8 minutes and 8 seconds after 8 p.m.
local time!
Eleven: Recently, the number eleven has become an unlucky number. The terror
attacks in New York happened on September 11th, and, one of the planes that
flew into the World Trade Center was American Airlines Flight 11. In 2004, on
March 11th, there was a terrorist attack in Madrid, Spain that killed 192 people. In
2011, on March 11th, there was a terrible earthquake and tsunami in Japan. With
all these horrible events, eleven has become an unlucky number.

Match the phrases on the left with the phrases on the right to make sentences.

10. Trying What You’ve Learned

1.

Answer Key

1. Eleven has become …

like the word for death in Chinese.

2. Eight is a …

lucky number in Chinese culture.

3. The number four sounds …

many bad things happened on that date

4. The number eleven is unlucky because …

an unlucky number.

Top Salary

Fill in the blanks to complete the summary of the reading.

2.

unlucky
Different cultures have different ideas about lucky and ...................................................
numbers. In many

3.
4.

13th
cultures Friday the ...................................................
is an unlucky day. In China and Japan, the number four

5.

sounds like the word for

6.

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

7.

events
number. Recently, because of terrible ...................................................
, the number 11 is considered to be an

8.

unlucky number.

death

eight
, and is therefore unlucky. In China, ...................................................
is a very lucky

9.
10.

Bottom Salary

Work with a partner. Read your list to your partner.
When you finish, student A, turn to page 85. Student B, turn to page 99. Ask and answer questions.

7
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12. Using What You’ve Learned

UNIT

Look at the following companies. Which do you think is the largest by number of employees?
1.
t
t
t
t
t
t
t
t
t
t

Google
Siemens
General Motors
Toyota
Ford
Toshiba
Sony
Coca-Cola
IBM
Vodafone

Most employees

8

Answer Key

It was a long day

2.
3.
4.
5.
6.

1. Warming-Up

7.

Look at the following pictures. Look at the sentences below them. Use the words in the box to complete the
sentences.

8.
9.
10.

Fewest Employees

Work with a partner. Read your list to your partner.
When you finish, student A, turn to page 88. Student B, turn to page 98. Ask and answer questions.

the final word in this
sentence “colleagues”
was cut off.

u made

u had

A

u went

B

u wrote

u talked

C

D

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.
1. How _________ employees are there?
		(a) much
		 (b) often
		(c) many
		(d) big

5. You work _________ L&S Systems, right?
		(a) to
		(b) on
		 (c) for
		(d) into

2. _________ are your company’s annual sales?
		(a) What
		(b) How many
		 (c) How often
		 (d) What size

6. I don’t know _________ .
		 (a) exactly
		 (b) perfect
		 (c) sure
		(d) special

3. How _________ do you make an hour?
		(a) pay
		(b) money
		(c) total
		(d) much

7. There are 300 employees _________ .
		(a) total
		(b) all
		 (c) overall
		 (d) present

4. That airplane can _________ 450 people.
		(a) wing
		 (b) carry
		(c) make
		(d) jet

8. What is the average _________ salary?
		 (a) year
		(b) annual
		(c) by pay
		(d) get

had
a cup
She ........................
of coffee with her

went
She ........................
over some
business documents.

E

F

had
She .......................
a meeting
with her colleagues.

........................ to her
She talked
customer.

........................ an email.
She wrote

G

made
She ........................
some
phone calls.

........................ to her
She talked
boss.

H

made
She ........................
some
photocopies.

Work with a partner. Practice the conversation.
A: How was your day?
B: It was okay. I had four meetings with my colleagues and wrote many emails.
A: I see. You had a busy day.
B: Yeah.

Turn to page 81 to practice the conversation.

7
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2. Spotlight on Words and Expressions

5. Getting Details

Look at the list of words below. How many syllables are in each word?

(2)
(3)

◆ together
◆ software

(3)
(2)

◆ anything
◆ expense

Conversation One: 1. Where is Jessie?
(2)
(3 )

◆ tomorrow
◆ conference

Singapore

sales report
3. How did he pass that information to his boss? email attachment
2. What information did he get from Jessie?

(3)
(3)

Look at the sentences below. Fill in the blanks using one of the words above.
1.

Track 29

Listen again. Write in the missing information.

For example: send (1) ; report (2) ; yesterday (3)

◆ sorry
◆ potential

Answer Key

Sorry
conference
to bother you. How was the .................................................
yesterday? Were many people there?
.....................................

Conversation Two: 1. How many people were at the conference?

4~500

4
3. Who did he go out to dinner with? a big client
2. How many meetings did he have?

software
2. He really likes our new line of .................................................
potential
customer.
. He might be a .................................................
together
3. Let’s work on this .................................................
. We will finish it faster.
anything
4. Did you see .................................................
interesting?
expense
tomorrow
5. I need to send my boss an .................................................
report by .................................................
evening.

6. Practicing

Student A, turn to page 88. Student B, turn to page 98.
3. Before You Listen
7. Spotlight on Listening

Look at the following. Rearrange the words in the brackets to complete each sentence.
1. She

got back to me

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

(back / me / to / got)

this morning.

an email about it
2. I sent ...................................................................................................................................................................................
on Monday.
(an / about / email / it)
went out for dinner
3. I ...................................................................................................................................................................................
after the meeting.
(for / went / dinner / out )
had a look around
4. I ...................................................................................................................................................................................
the exhibition hall.
(around / a / look / had)
5.

How did your meetings go

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

(your / go / how / did / meetings )

?

Track 30

Sounds sometimes blend together and make new sounds.

NOTICE

Could you send me your sales report?

NOTICE

I sent you an email.

Coul djou send me your sales report?

I sen tchou an email.

Listen and circle where the sounds blend together.
1. Did you call Jessie?
2. How did your meetings go?

4. Getting the Basic Idea

Track 29

Now listen to the conversations. Circle the best answer.

4. But you want to be busy, right?

Conversation One:

5. Did you see anything interesting?

1. The people are probably…
a. colleagues		

b. superior and subordinate

2. They are probably…
a. at a conference

b. in Singapore		

c. friends

c. in the office

Conversation Two:

Listen to the following. Write in the missing words.

Track 31

Did you get
A: .................................................................
a phone call from the building manager?
Did you tell
B: No. .................................................................
him to call me?
A: Yes. I did.

1. The people are probably…
a. colleagues		

b. sales rep and customer

c. friends

2. They are probably…
a. at a conference

b. in an airport			

c. in the office

8
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3. I’ll send you that tomorrow.

did you tell
B: What time .................................................................
him to call?
A: I told him to call you in the afternoon.

Check your answers with a partner.
Practice the conversation with your partner.
Unit 8
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8. Spotlight on Memory

Track 32

11. Spotlight on Culture: Business Meetings

9. Spotlight on Speaking Strategies

Confirm your understanding by paraphrasing. Paraphrasing means to repeat something back in your own
words.

So, you got in
touch with him.

Yes, it’s all
organized.

Yes, I did.

Thanks.

So, everything’s
okay?

Listen to the conversation again. How does the speaker paraphrase the main points?

Track 29

Conversation One:
A: Could you send me your sales report, too?
B: Oh, right. Can I send it tomorrow morning? I’ll send it together with my expense report.
A:

Okay,
so you’ll send me both of those tomorrow
?
.................................................................................................................................................................................

Conversation Two:
A: Many people?
B: Maybe about four or five hundred people were there.
A:

10. Trying What You’ve Learned

Student A, turn to page 87. Student B, turn to page 100. Ask about what time she did these things.

Work with a partner. Listen to the conversation. Practice with your partner.

I called and
talked to him about
the conference.

Answer Key

Quite busy

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

.

Check your answers with a partner.

Read the following. Answer the questions below.
In some parts of the world, breakfast meetings have become more popular. These early
morning meetings often start at 7:00 am or 7:30. People have meetings in restaurants, coffee
shops, hotel dining rooms, or any place that is convenient.
Often, these early morning business meetings can be more effective than lunch meetings or
meetings in the afternoon. A recent study found that 67% of people said they could concentrate
more in an early morning meeting. In addition, 79% of people said that eating breakfast early
and starting the day early made them more efficient.
Many business people work in busy offices. Breakfast
meetings are typically quite short. Only important matters
are discussed. In addition, there are no alcoholic drinks at
a breakfast meeting so conversations can stay on the topic.
This is good for busy business people who don't have
much free time. Starting the day early can mean that you
can finish the day early. If you can finish their day early,
you can spend the evening at home with your family.
This is good for working families. Often, both mothers
and fathers work, so time in the evening with family is
important.
Breakfast meetings can also be cost-effective. Breakfast is usually less expensive than lunch
and of course much less expensive than dinner. Another option is to schedule an early meeting
in your office’s meeting room and bring in coffee, fruit and croissants. This is much more costeffective compared with breakfast meetings in restaurants or coffee shops.
In a recent survey, 3,000 workers were asked about meetings. Surprisingly, 42% said that
they regularly attended breakfast meetings. In addition, 34% said that breakfast meetings are
more effective and 32% said it was a nice start to the day.

Look at the following conversation. Fill in the blanks using your own words. Paraphrase what the person says.
Circle True or False.
A: How was your day?

1. Most people said they couldn’t concentrate at breakfast meetings.

True

False

B: Well, I had nothing but meetings today.

2. Most people said that starting the day early made them more efficient.

True

False

3. Breakfast meetings are usually less expensive than lunch meetings.

True

False

4. Breakfast meetings are usually quite short.

True

False

A:

You had meetings all day long

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

?

B: Yeah.
A: You must be exhausted.

I’m really tired
B: Yes, ...................................................................................................................................................
.
Check your answers with a partner.

8
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Summarize the benefits of breakfast meetings.
1. company’s budget

- can be held in the office with coffee and some snacks, so it is
cost-effective compared to meetings in restaurants.
2. busy people
- are normally very short with no alcholic drinks. People can focus,
and only important matters are discussed.
3. working couples with children Starting the day early means finishing the day early, so they can
spend their time with their family in the evening.
Unit 8
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12. Using What You’ve Learned

UNIT

What did you do yesterday? Make some notes below. When you finish, work in groups. Tell the group about
your day. Listen and take notes.
q You

q Student A

9

Answer Key

Can you send me that file?

1. Warming-Up
q Student B

q Student C

Part One: Look at the pictures below. Look at the words in the box. Write the appropriate letter beside each
expression.
A

B

6
When you finish, Student A, summarize Student B’s day. Student B, summarize Student C’s day. Student C,
summarize Student A’s day.

8

E

F

C

D

3

2

H

G

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.
1. He _________ to his customer on the phone.
		(a) told
		(b) say
		(c) spoke
		(d) made

5. She _________ a fifteen-minute break.
		(a) took
		 (b) have
		(c) made
		(d) did

2. I _________ over the sales plan yesterday.
		(a) went
		(b) take
		(c) made
		 (d) gave

6. I _________ some phone calls last night.
		(a) talked
		(b) phoned
		 (c) have
		(d) made

3. Can you _________ him to call me?
		(a) talk
		(b) speak
		(c) say
		(d) tell

7. I had a meeting _________ my customers.
		(a) to
		(b) with
		 (c) off
		(d) along

4. I had a look _________ the shops.
		(a) to
		 (b) next
		 (c) around
		 (d) of

8. Can you print _________ that document?
		 (a) for
		(b) to
		 (c) of
		(d) out

8
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1

5

E
D
..........
C
..........
H
..........

..........

press start
put your bank card into the machine
enter your PIN *
select withdraw

7

F
A
..........
G
..........
B
..........

..........

4

enter the amount
take the cash
take your card
put your money in your wallet

What do you think is the correct order? Write a number in the box beside each picture.
Part Two: Work with a partner. Take turns. Close your books. Explain how to withdraw money (take money
out) from an ATM machine.
Is your order the same as your partners?

Note: PIN means “personal identification number”. However, sometimes people say “PIN number”. It’s redundant but common.

Unit 9
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2. Spotlight on Words and Expressions

5. Getting Details

Look at the following. Match the words that have the same or similar meaning.
select
press
boot up
enter

names on a list
2. What does he want to do with it? sort from A to Z
3. What does he need to do first? select data
4. Where is the sort command? in the Data menu

Conversation One: 1. What data does he have?

Now, match the verb to the best object.
the software by double clicking on the icon
your password
the data that you want
the button

The file was too big
2. What site are they going to use? Ftp site
3. What information will he send in an email? user name, password, site url

Conversation Two: 1. She didn’t send the file. Why not?

6. Practicing

3. Before You Listen

Student A, turn to page 91. Student B, turn to page 103.

Part One: Look at the pictures below. Write down one or two key words under each picture.
q Sorting data
A

Track 33

Listen again. Answer the questions.

push
choose
put in
start up

select
press
boot up
enter

Answer Key

B

C

D

7. Spotlight on Listening

E

Track 34

Important words are stressed.
NOTE

Words with meaning usually have more stress than grammar or function words.

NOTICE

What do you want to sort?

What do you want to sort?

Listen to the following. Circle the stress pattern you hear.
q Sending a file
A

B

C

D

q Sorting data
1

B

2

3

C
4

E

5

D

1

4. Getting the Basic Idea

Now listen to the conversations and check your answers above.
9
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b. I want to sort some data.

2.

a. Select the data.

b. Select the data.

3.

a. Then, go to the data menu.

b. Then, go to the data menu.

4.

a. It’s fast and simple.

b. It’s fast and simple.

5.

a. I think I can do that.

b. I think I can do that.
Track 35

do you
A: How ............................................................................................
do this?

q Sending a file

A

a. I want to sort some data.

Listen to the following. Write in the missing words.

Part Two: Put the pictures in order.

D

1.
E

B

2

C
3

A

4

at the map and
B: It’s easy. First, look ............................................................................................
get the price.

E

5

at the map and
A: Look ............................................................................................
get the price.
Track 33

B: Yeah, then put

the money into

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

the machine.

A: That sounds easy.

Check your answers with a partner.
Practice the conversation with your partner.
Unit 9
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8. Spotlight on Memory

Track 36

Work with a partner. Listen to the conversation. Practice with your partner.

Check your understanding. Shadow the speaker. Repeat what the speaker says.

Okay.
First, select
‘attach file’.

Select
‘attach file’.

Yes.
Then, select the
sound file.

Select the sound
file. That’s it?

Yeah, it’s
easy.

Track 33

Listen to the conversations again. Write in the missing information.
Conversation One:
B: Okay, well, first select your data.
A:

Select the data, okay

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

.

B: Then, go to the Data menu.
A;

The Data menu

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

.

B: Yeah, then select Sort.
A:

Sort, okay

11. Spotlight on Culture: Turn-Taking

Read the following. Answer the questions below.

9. Spotlight on Speaking Strategies

How do you attach
a sound file?

Answer Key

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

.

Conversation Two:
A: Yeah, basically there are two commands, get and put, so go the site, select put, then choose
the file, and click OK.

go to the site
B: Okay, so I boot up the software, ...................................................................
, enter a user name and
and click ok
select put
password, ...........................................................
, then, select the file .....................................................................
.

In general, during a conversation, only one person should talk at one time. One person
talks. Then the next person talks, and so on. But who should speak? When? And for how long?
When many people are having a conversation, we need to take turns to speak and listen. This is
conversational turn-taking.
People take turns in many different ways. In formal
situations, for example, a classroom or a business
meeting, the rules for conversational turn-taking are
more strict. There are social rules for taking your turn.
At a business meeting, people might put up their hands
when they want to speak.
In casual situations, the rules for turn-taking are
less strict. However, there are patterns of turn-taking
in conversation. When two people are asking and
answering questions, turn-taking can be like a game of tennis. For example, “How was your
weekend?”, “It was pretty good. How about you?” and so on.
However, in longer conversations, turn-taking can be difficult. Sometimes turns can be like a
game of bowling. Turns are longer. Each person has a turn. Everyone listens. Then it’s the next
person’s turn.
However, sometimes topics change quite quickly. When topics are changing, the conversation
can be like a game of volleyball. Whoever is quickest, takes a speaking-turn. There is no waiting
for a turn. Turn-taking is like a competition.
Rules on turn-taking differ by situation. And, rules on turn-taking differ by culture. In some
cultures, turn-taking can be more like bowling. In other cultures, turn-taking can be more like
volleyball.
Just like when playing a sport, you need to know the rules of the game. It helps to know
about turn-taking rules in different countries. Do you know what I mean?

Fill in the blanks to complete the summary of the reading.

turns
In general, we need to take ...................................................
to speak and listen. This is called conversational
casual
formal
turn-taking. In ...................................................
situations turn-taking is more strict. In .............................................................
patterns
situations turn-taking is less strict. However, there are ...................................................
for turn-taking. For example,
tennis
asking and answering questions can be like a game of ...................................................
. Longer conversations when
bowling
one person speaks for a longer time can be like a game of ...................................................
. Free conversation with

Check your answers with a partner.

volleyball
many people talking can be like a game of ...................................................
. Rules on turn-taking differ by situation
culture
and by ...................................................
.

10. Trying What You’ve Learned

Student A, turn to page 86. Student B, turn to page 101.
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12. Using What You’ve Learned

UNIT

Work in groups. Choose one of the things below. Describe the procedures to the group.

10

Answer Key

It’s in the filing cabinet
buying a train/subway
ticket

going through customs
and immigration

withdrawing money
from an ATM

organizing a party
1. Warming-Up

Part 1: Look at the pictures. What do you see in these pictures? Write the things you see under each
category.

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.
1. I want to put this in _________ order.
		(a) alphabet
		(b) alphabetical
		 (c) letter
		 (d) apostrophe
2. First, _________ up the application.
		(a) get
		(b) boot
		(c) select
		(d) click
3. Next, _________ the button on the left.
		(a) go
		 (b) press
		 (c) sort
		 (d) start
4. _________ you only need your user name.
		(a) Basically
		 (b) Usual
		(c) Quickly
		(d) Simple

5. Put in your card and then _________ your
PIN number.
		 (a) enter
		(b) put
		 (c) agree
		(d) pay
6. I finished sorting the data. What’s _________ ?
		 (a) firstly
		 (b) after
		 (c) next
		(d) else

Picture 1
q furniture

7. It’s urgent. What’s _________ way to send this
file?
		 (a) faster to
		 (b) the fastest
		 (c) earlier
		 (d) the earliest
8. How _________ do this?
		 (a) are they
		(b) he does
		(c) do you
		(d) is it

Picture 2
q stationery

a file cabinet

scissors

post-it notes

a desk

pen

notebook

a chair

stapler

box cutter / utility knife

a cabinet

markers

pencil

Part 2: Look at the expressions in the box. Where is the pen? Write the number of the correct expression
under each picture below.
1. beside
A

B

3

2. in front of
C

6

3. on

4. between

D

5

5. under

6. in

7. behind

E

4

F

1

G

2

7

Work with a partner. Look at the conversations below. Look at Picture 1 and Picture 2 above.
Make conversations using the examples below.

9
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A: Where is the monitor ?

A: Where are the post-it notes?

B: It’s on the desk.

B: They’re beside the stapler.
Unit 10
It's in the filing cabinet
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2. Spotlight on Words and Expressions

5. Getting Details

Look at the pictures below. Use some of the words in the box to describe where these places are.

Answer Key

Track 37

Listen again. Answer the questions below.

Note: encourage students to use prepositions, ie, write phrases not just words
u top

u middle

u bottom

u shelf

u drawer

u from

Conversation One:

u second

1. Does Terry find everything he wants? ( Yes / No )
2. What is he looking for? Circle the pictures.

on top of the file cabinet

on the top shelf
on the middle shelf
on the bottom shelf

3. Draw lines from the items to their locations.

in the top drawer
in the second drawer from the top
in the second drawer from the bottom

in the bottom drawer
Conversation Two:
1. Does Mike find everything he wants? ( Yes / No )

3. Before You Listen

2. What is he looking for? Circle the items.

Read the descriptions. Look at the pictures. Draw lines from the items to the correct locations.

(a) packing slips
(c) paper clips

1. The pens are on the top shelf.
2. The two-hole punch is on top of the shelves.
3. The markers are on the second shelf from

(b) last month’s sales plan
(d) last month’s sales report

3. Where are the items? Draw lines from the items to their locations.

the bottom.

empty

Check your answers with a partner.

6. Practicing

Student A, turn to page 89. Student B, turn to page 104.
4. Getting the Basic Idea

Track 37
7. Spotlight on Listening

Now listen to the conversations. Circle the best answer.
Conversation One:
1. Where are the speakers?

a. at the conference

b. in the office		

c. in the hallway

2. What are they doing?

a. having a meeting

b. preparing for a show

c. organizing the shelf

Words often link together.
NOTE

If a word starts with a vowel and the previous word ends in a consonant, the sounds often link together.

NOTICE

Conversation Two:
1. Where is Kathy?

a. in the meeting room

b. in the office

c. We don’t know.

2. What is Mike doing?

a. making a sales plan

b. cleaning the office

c. having a sales meeting

Check your answers with a partner.

Note: the answers to the “where” questions are best guesses,
but we can “guess” they are in an office, because they seem to
be quite close to the “shelfs” and “filing cabinets”.

Track 38

Is there anything else?

Is the ranything else?

Listen to the following. Draw a small arrow where you hear the sounds linking together.
1. It’s a small exhibition.
2. This box is ready to go.
3. That’s in the filling cabinet.
4. It’s empty.
5. Do we have any paper clips?

10
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Track 39

Listen to the following. Write in the missing words.

Answer Key

10. Trying What You’ve Learned

Work with a partner. Student A, turn to page 90. Student B, turn to page 102.

some old
A: I need .......................................................................................
file folders.
some inside the box
B: There are ................................................................................................................
inside the cabinet.

11. Spotlight on Culture: Gestures

A: Thanks. The cabinet over here?

some in
B: Yes, I think there are .......................................................................................
there.

Read the following. Answer the questions below.

Thanks a lot
A: .......................................................................................
!
Not at all
B: .......................................................................................
!
Check your answers with a partner.
Practice the conversation with your partner.
8. Spotlight on Memory

Track 40

Work with a partner. Listen to the conversation. Practice with your partner.

9. Spotlight on Speaking Strategies
Confirm your understanding. Repeat important information back to the speaker.
Where are
the samples?

They’re in the
steel cabinet.

In the steel
cabinet?

Yes, on the
top shelf.

On the top
shelf, in the
cabinet.

Yes, that’s
right.

Listen to the first conversation again. Write in the missing information.

Track 37

Conversation One:
A: We need to take a box of pens and some USB memory sticks.

Pens and memory sticks
, okay, I can get them. Where are they?
B: ............................................................................................................................................
A: The memory sticks are on the top shelf.

The top shelf
.... Okay, I see them.
B: ............................................................................................................................................
A: And the pens are on the second shelf from the bottom.

Second shelf from the bottom
. Ah, right. Thanks.
B: .................................................................................................................................................................................................

Look at the girl on the right. Do you know what she is doing? Crossing your
fingers is a sign that you are wishing for good luck. However, crossing your
fingers behind your back can have another meaning. If you’re from a western
culture, you might guess that she is telling a small lie, because crossing your
fingers behind your back protects you if you tell a lie. This is a gesture that is
often used by children. This may have come from a belief that crossing your
fingers like a Christian cross can save you from going to hell for telling a lie.
Language is a tool for communication and we communicate meaning with
our words. However, our bodies can also be tools for communication. We can
communicate many things using our eyes, facial expressions and gestures. Our
bodies are constantly sending non-verbal messages. However, the meanings of
gestures can differ from country to country.
A thumbs-up gesture and in many parts of the world it usually means “good”
or “I’m ready to go” and so on. In China it can mean “You’re number one”.
However, in some countries in the Middle-East or West Africa, this can be a very rude gesture.
In North America, the “okay” hand gesture means “good”, or “okay”, or “I agree,” and so on.
However, in many countries it is taboo and can have a bad meaning. In Turkey or
Brazil, for example, the okay gesture has a very rude meaning and should not be
used.
Can you think of some other differences in body language between cultures?
How do you gesture “pardon me”? How do you gesture, “check, please” when
you are in a restaurant?
Circle True or False.
1. In western culture, if someone is crossing fingers behind his back, he’s hoping for
good luck.
2. We communicate using gestures as well as eye movements and facial expressions.
3. In China, a thumbs-up gesture means “I’m okay”.
4. In the Middle-East, the thumbs-up gesture means “I’m ready to go”.
5. The meaning of gestures can be different depending on the culture.

False

True
True
True
True

False
False
False
False

Complete the table about the meaning of gestures in different countries.
Where you can use it?

a) many parts of the world

What does it mean?

Check your answers with a partner.

True

a) “Good”, “I’m ready to go”

Where you can use it?

North America

b) China

Where it is taboo?

Middle East, West africa

b) “You’re No. 1”
Where it is taboo?

Turkey, Brazil

What does it mean?

“Good”, “Okay”, “I agree”
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12. Using What You’ve Learned

UNIT

Work with a partner. Student A, turn to page 91. Student B, turn to page 103.

13. Testing What You’ve Learned

This is good! What is it?

Practice the following TOEIC style problems below.
1. The trash can is _______ of the
cabinet.
		 (a) in front
		 (b) in before
		(c) in beside
		(d) beside

5.

2. The file cabinet _______ the printer.
		 (a) is next
		(b) is beside
		 (c) are front
		 (d) are on

6. Can you _______ me the stapler?
		(a) take
		(b) pass
		 (c) have
		(d) put

3. It’s _______ the bottom shelf.
		(a) at
		(b) in
		(c) on
		 (d) there

7. The documents are in the second drawer _______
the top.
		(a) down
		(b) to
		(c) as
		 (d) from

4. It’s used _______ making pamphlets.
		(a) by
		(b) in
		(c) at
		 (d) for

Do you need the _______ ? They’re on the desk
over there.
		(a) hole punch
		(b) glass
		 (c) scissors
		(d) glue

8. _______ to bother you, but can you help me?
		(a) Thanks
		 (b) Sorry
		 (c) Pardon
		(d) Make

11

Answer Key

1. Warming-Up

Look at the pictures on the right. Look at the descriptions on the left. Match the descriptions to each food.
Terrine
This is a French food. People eat this cold.
It is made from ground meat or ground fish.
It looks like a loaf of bread, but it is meat.

Perogi

A

B

This is a Polish dumpling. Usually potato,
ground meat or sauerkraut is put inside the
dumpling. The dumplings are boiled then
fried.
Injera

C

This is an African style of bread. It is a kind
of flatbread, but it is a little soft. It is cooked
like a pancake. People have this with soup
or stew.
Ceviche

D

This is a popular South American dish. It
is made from fresh raw fish that has been
mixed with lemon or lime juice and hot
spices.

Work with a partner. Ask and answer the questions below. Write their answers on the lines.
1. Do you often go out to dinner?
2. What kind of food do you like?
3. Do you like spicy food?
4. Do you try to eat healthy foods?
5. Do you like to try new foods?
6. What kind of food or restaurant is appropriate for a business dinner?
10
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2. Spotlight on Words and Expressions

5. Getting Details

Look at the following. Put each word into the correct category.
u baked

u creamy

u jelly

u hot

u stew

u Jamaican

u boiled

u pepper

u sweet

u deep-fried

u garlic

u spices

Words to describe food

u Greek

u stir-fried

Foods and ingredients

spicy creamy

vinegar garlic

jelly hot
bitter salty
sweet

u salty

Words to describe
countries

Jamaican

Conversation One

u bitter

Words to describe cooking
method

baked boiled

stew
stir-fried
deep-fried

Greek

spices
pepper

Track 41

Listen again. Complete the table.

u spicy

u vinegar

Name in Japanese

Tofu

bean curd

Second food
they mention

Konnyaku

devil’s tongue

jambalaya

3. Before You Listen

Look at the dishes in the pictures and the descriptions below. Complete the sentences using words from
the box.
u like

1. Hot pot is a

u especially

u flavors
u raw

dish in East Asia. It is

popular

cooked at the dining table. The

u kind

u make

A

sliced meat, vegetables, mushrooms and seafood. Hot pot is
popular in the winter. The soup can have many different
2. Sushi is a famous Japanese dish made with

especially

flavors

.

kind

4. Getting the Basic Idea

Track 41

Listen to the conversations. What foods do they mention? Write the letters beside each conversation.
B

C

Track 42

Vowels are often weak in grammar words: prepositions, auxiliary verbs, pronouns, conjunctions
and articles.

NOTICE

of seaweed called nori.

A

it’s like a stew,
hot and spicy

What do you think about the dictionary in Conversation One?

NOTE

it with cooked egg, or avocado and so on. It is sometimes made

into a roll using a

chicken, sausage,
seafood, tomatoes
spices, rice

Other Details

Some vowels in English can be weak.

with vinegar. Usually sushi is made with raw fish, however people also

make

What is in it

7. Spotlight on Listening

B

fish and cooked rice

raw

like jelly
potato jelly

Student A, turn to page 86. Student B, turn to page 101.

ingredients are usually thinly

main

Not mentioned

6. Practicing

a stew that is

like

Details

Conversation Two

Can you think of other words for each category?

u main

Name in the dictionary

First food
they mention

Name of the dish

u popular

Answer Key

Do you like spicy food?

D y like spicy food?
e e

Communication Spotlight:: Business 1

Listen to the following. Circle the vowel sounds that are weak.
1. It’s a kind of potato.
2. You don’t know?
3. It’s like a stew, it’s hot and spicy.
4. It’s really good for you.
Track 43

Listen to the following. Write in the missing words.
A: What is it?
Conversation One:
Conversation Two:

A
D

or meat or
B: It’s like a pancake, but it usually has vegetables, ......................................................................................
seafood.
D

E

kind of
A: Really? What ......................................................................................
vegetables?

or green onion or
B: Usually garlic shoots ......................................................................................
something like that.
A: That sounds really good.
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Check your answers with a partner.
Practice the conversation with a partner.
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Answer Key
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8. Spotlight on Memory

Track 44

Parents often teach their children that “please” and “thank you” are the magic words. Parents
want their children to be polite, and these simple words can help. They are easy words to use,
but too often, people forget to say these simple words.
In business it is important to make a good impression. Being polite is good for business. So
don’t forget to say ‘please’ and ‘thank you’. This is important if you are talking to your boss or an
important customer. And, it is important when you are the customer. Even when ordering a cup of
coffee at fast food restaurant, don’t forget to use the magic words.
Look at the following examples:

9. Spotlight on Speaking Strategies

You can describe foods by explaining what they are made of or what they look like, and so on.
It’s meat
that is cooked on a
stick, or a metal…

Listen to the conversations again. Check (

Not so good

Oh right.
I know what
you mean.

What’s a kebab?

Hummus is
made from chick peas,
olive oil, garlic and
lemon juice.

Meatloaf is an
oven dish and it looks
like cake.

Tom Yum Goong is
a kind of soup and it’s
hot and sour.

) how the speakers explain about the foods.

Conversation One

Track 41

Conversation Two

They say…

11. Spotlight on Culture: Politeness

Read the following. Answer the questions below.

Work with a partner. Listen to the conversation. Practice with your partner.

Would you like to
have a kebab?

Answer Key

They say…

what it tastes like

how it is cooked

what it tastes like

how it is cooked

what it looks like

what is in it

what it looks like

what is in it

what kind of food it is

what it is made from

what kind of food it is

what it is made from

When you finish, work with a partner. Student A, turn to page 92. Student B, turn to page 105.

Polite

A: Would you like tea or coffee?

A: Would you like tea or coffee?

B: Coffee.

B: Coffee, please.

A: Would you like some coffee?

A: Would you like some coffee?

B: No.

B: No, thank you.

A: What would you like to drink?

A: What would you like to drink?

B: Orange juice.

B: Orange juice, please.

Manners show that you respect people. If you treat people with respect, people will notice
your good manners. And, it’s an easy thing to do. Good manners cost nothing, and they can make
a good impression on people. Basically, good manners can make people feel cheerful and happy.
Unfortunately, the opposite is true. People also notice bad manners. Having bad manners is
the same as being late for a meeting. It shows a lack of respect. If you don’t have good manners,
people might think that you are not a good person. Bad manners are bad for business.
So don’t forget the magic words! It’s polite and it’s good for business.

Answer the following.
1. What are the magic words?

please, thank you

2. Why are bad manners bad for business?

If you don’t have good manners, people might think that you are a bad person.
3. If you are ordering coffee at a coffee shop, should you say “please” and “thank you”?

10. Trying What You’ve Learned

Yes!

Work with a partner. Choose one of the pictures below. Describe the food to your partner. Don’t say the
name of the food. Take turns. Your partner should guess what dish you are describing.

11
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Answer Key
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12. Using What You’ve Learned

12

UNIT

Think of a dish. It can be your favorite dish when you are dining out or a dish you are good at making at
home. Write down details, e.g. the ingredients, the taste, how to cook it, and so on.

Answer Key

She’s going to give a
presentation

Now work in groups. Tell the group about your dish. Listen and take notes.

1. Warming-Up

Look at the calendar below. Answer the questions.

Plans

Menu

Sun

29

Events

Mon

30

5

Tue

13. Testing What You’ve Learned

19

• soccer game

Practice the following TOEIC style problems below.
1. It tastes a little _________ chicken.
		 (a) similar
		 (b) near
		(c) to
		(d) like

5. My dictionary _________ ‘hot’ can also mean ‘spicy’.
		(a) says
		 (b) reads
		 (c) writes
		 (d) describes

2. What is soy sauce made _________ ?
		(a) about
		(b) out
		 (c) from
		 (d) over

26

31

6

• squash game • meeting:
• meeting:
with Mr. Lee
Alison Palmer R & D

12

NOVEMBER

• flight to
New York
• meeting:
R&D

13
20
27

7
14

Wed

1

Thur

2

• general sales • visit Sunex
Corporation
meeting

21

• Carol’s
birthday

9

15

16

22

23

24

29

30

1

• day off!

1. How long is he going to be in New York?

3 days - 2 full days

6. _________ get some more bread.
		(a) Should
		(b) Let’s
		(c) I think
		(d) Why don’t

2. When is he going to go out with friends?

18th

3. When is he going to give a presentation?

8th, 27th

4. When is he going to get some exercise?

5th, 19th

3. I _________ tea to coffee.
		 (a) prefer
		(b) like
		 (c) rather
		 (d) drink

7. It’s a _________ vegetable.
		(a) type
		(b) like
		(c) not
		 (d) kind of

6. When is he going to study?

4. Can you _________ what it looks like?
		(a) speak
		(b) talk
		 (c) describe
		(d) teach

8. I know _________ you mean.
		(a) what
		(b) taste
		(c) spice
		 (d) exactly

11
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5. When is he going to meet one of his parents?

3

8

• interviews for • interviews for
new sales rep. new sales rep.

28

• attend IT
seminar

• meeting:
• presentation: • meeting:
IT conference sales planning accounting

• sales training • sales training • flight home

• Thanksgiving • presentation
dinner with Dad at CU Corp.

Fri

10
17

Sat

4
11

• bookshelf to
be delivered

18

• dinner: Jim
and Barb

25

• shopping for
Sunday

2

• general sales
meeting

26th

3rd

Work with a partner. Ask and answer the questions below.
1. What are you going to do after work/school today?
2. What are you planning to do tomorrow?
3. What are you planning to do this weekend?
4. What are you going to do next week?
Unit 12
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Answer Key
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2. Spotlight on Words and Expressions

7. Spotlight on Listening

a meeting

take

a break

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

give

a presentation

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

have

dinner

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

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

have
/ give a talk
......................

have

a discussion

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

give

an example

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

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

give

someone a call

have

an appointment

have

a conversation

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

take
...................... a chance
take
/ have a test
......................

have

an argument

take

an opportunity

have

a cup of coffee

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

NOTE

have
/ take a shower
......................

u go out

A

B

u video conference

C

u dinner
u party

D

I’m going to have a meeting.

1. What are you going to do tomorrow?

(

going to / gonna

)

2. I’m going to visit two of my larger customers.

(

going to / gonna

)

3. Are you going to join that one?

(

going to / gonna

)

4. Then, I’m going to finish up the reports.

(

going to / gonna

)

5. I’m going to go out to dinner with some clients.

(

going to / gonna

)

A: Are

E

you going to

B: I’m

have a party

write report

4. Getting the Basic Idea

5. Getting Details

Listen again. Answer the questions.

video conference
2. Why is the meeting so early? uk partner (time difference)
3. What is he going to give a presentation about? new products
4. What is he going to write some reports about? last business trip
5. What is he going to do tomorrow night? go out to dinner
6. Where is he going to go? a new Thai place downtown
1. What is the man going to do at 8 a.m.?

you going to go

going to go

to the factory?

on Friday.

Check your answers with a partner.
Practice the conversation with your partner.

Track 45

Track 45

to visit two of my big customers.

A: On Friday. Okay. That’s good.

go out to
dinner

Now listen to the conversation. Look at the pictures above. Is the man going to do these things? Check (
the things the man is going to do.

visit the factory tomorrow?

I’m going

A: I see. When are

give a
presentation

Track 47

Listen to the following. Write in the missing words.

B: No, tomorrow

have a video
conference

I’m gonna have a meeting.

Listen to the following. How is “going to” pronounced? Circle the correct answer.

Look at the pictures below. What are the people doing? Describe the pictures below using the words in the
box.
u report

“gonna” is not a proper word.

NOTICE

3. Before You Listen

u a presentation

Track 46

In casual English, “going to” can sound like “gonna”.

Look at the following. Write the words, have, give or take to make expressions.

have
......................

Answer Key

)

8. Spotlight on Memory

Track 48

Work with a partner. Listen to the conversation. Practice with your partner.

9. Spotlight on Speaking Strategies

Ask questions to confirm your understanding.
I’m going to
fly out the day
after tomorrow.

Oh. So you’re
not flying out
tomorrow?

No. I fly out
on Thursday.

Yes, that’s right.

So you’ll be in the
office tomorrow?

6. Practicing

Student A, turn to page 93. Student B, turn to page 99.
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Answer Key
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Listen to the conversation again. Write in the missing information.

Track 45

A: What are you going to do tomorrow?
B: Well, tomorrow I have an early morning meeting.

early meeting, tomorrow morning
A: An
? With a customer?
..................................................................................................................................................
B: No, it’s a video conference.
…
B: And then, tomorrow night I’m going to go out to dinner with some other clients.

clients
A: Other
?
..................................................................................................................................................

Answer Key

There are also cultural differences within countries. In Canada, for example, people in urban
areas often dress more formally than people in rural areas. In the larger cities, people in upper
management usually wear formal business clothes. Men often wear blue, gray, or black suits.
Although white shirts are common, it is also okay to wear shirts with some color. However,
dress shirts with quiet colors are preferred, for example a light blue or cream colored shirt. Dress
shirts with stripes are also quite popular. Women wear dresses or business suits. And for a first
time meeting, it might be good to wear conservative earrings and other accessories. In some
industries more casual clothes are appropriate, however it depends on the industry. For example,
the financial industry is usually more conservative than the computer industry.
Each culture has its own customs. So be aware of local customs and dress for business.

B: Yeah, I’m meeting some people for dinner tomorrow.

Check your answers with a partner.

10. Trying What You’ve Learned

Work with a partner. Look at the pictures below. Talk about the person’s day. Take turns.

casual

smart casual

business casual

business formal

formal

Read the following. What would you wear in each situation? Think of style, color, and so on. Make notes.
1. You are working in a branch office in Sao Paulo.

6:00

10:00

11:00

12:30

men - business formal, conservative colors. women - conservative suit or dress, accessories are ok
2. You are an office worker in Seoul.

men - business formal, conservative colors, dark suit, white shirt. women - conservative suit or dress
3. You are a company CEO, and having a meeting with an important client in Toronto.

men - business formal, blue, grey, black suit, light colored shirt. women - business suit or dress,
13:30

17:00

19:00

conservative accessories
22:30

11. Spotlight on Culture: Outfits

Read the following. Answer the questions below.
In many countries how you dress is very important. Clothes can be an important part of
business. In some industries clothing can be more casual. However, dressing inappropriately can
be a problem. Different industries have different ways of dressing, and different countries have
different ways of dressing.
In South Korea business wear is quite formal. Men often wear conservative, dark colored suits
with a white shirt. Women wear conservative business suits or dresses. It is often not appropriate
to wear tight fitting clothing.
In Brazil, people like to dress well. Men will often wear a three piece suit. However
conservative colors are preferred. Women also wear conservative suits or dresses, however stylish
accessories, such as earrings, rings, necklaces are perfectly fine. Although street wear in Brazil is
casual, business wear is a little bit more conservative.
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Work with a partner. Tell your partner about your choices. Do you think your partner made a good choice?

12. Using What You’ve Learned

What are you going to do tomorrow? Make some notes below.
q You
Morning

Afternoon

Evening

Unit 12
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Answer Key

Now work in groups. Tell the group about your plan tomorrow. Listen and take notes.
q Student A
Morning

Afternoon

Evening

q Student B
Morning

Afternoon

Evening

Communication Spotlight:: Business 1

Answer Key

13. Testing What You’ve Learned

Practice the following TOEIC style problems below.
1. He’s going to take a _________ tomorrow.
		(a) talk
		 (b) dinner
		(c) good time
		(d) test

5. I won’t be in New York very _________.
		(a) long
		(b) time
		(c) many
		 (d) far

2. She’s going to give a _________ next
week.
		 (a) presentation
		(b) class
		(c) discussion
		(d) appointment

6. They have a video _________ early tomorrow morning.
		(a) committee
		 (b) conference
		(c) continent
		(d) composition

3. I’ll give _________ a call tomorrow.
		 (a) later
		(b) with
		(c) they
		 (d) her
4. Where _________ going to meet?
		(a) do you
		 (b) are they
		(c) does he
		(d) will they

7. When is he going to _________ a break?
		(a) make
		(b) has
		(c) take
		(d) do
8. She’s going to go _________ a business trip next
Monday.
		(a) on
		(b) in
		(c) at
		 (d) over

q Student C
Morning

Afternoon

Evening

When you finish, Student A, summarize Student B’s plans. Student B, summarize Student C’s plans.
Student C, summarize Student A’s plans.

Who has the busiest day? Who has the easiest day?
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Answer Key
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Practicing: Student A (p. 80) / Student B (p. 93)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.

Unit 1

Trying What You’ve Learned: Student A (p. 81) / Student B (p. 97)

Look at the business cards below. Ask your partner about the missing information. Listen and answer your
partner’s questions.
B

A

1. Who do you work for?

Answer Key

2. Nice to see you.
3. I’m a research assistant.

47 Swindon Park
London, U.K., EC3N 5L7

4659 Oak St
Boston, MA, 42934-5412

Tel 555•997•6377
Fax 555•997•6378
kwoodward@gfc.com.uk

Tel 555 486 5378
Fax 555 486 5379
crawford@livingplusm.net

4. I work for ABA Forest Products.
5. How do you do?

Guernsey
Financial
Consultants

6. What do you do?
7. Good to see you, too.
8. Nice to meet you.

Living Plus
Magazine

Kathy Woodward
Account Manager

Chris Crawford
Advertising Manager

Part 2: Look at the sentences again. Match an appropriate reply to each greeting or question.
q Greeting/Question

q Reply

1.

3.

2.

4.

5.

7.

6.

8.

Unit 3

Spotlight on Speaking Strategies: Student A (p. 81) / Student B (p. 96)

You go first. Read the first set of sentences to your partner. When you finish, listen to your partner and write
down the sentences. Take turns.
1. Please call Mr. Trevor Le Duc. His phone number is 416-215-2926.
2. The address is 2657 Maple Boulevard. This is three blocks west of Washington Avenue.

Unit 2

Practicing: Student A (p. 80) / Student B (p. 95)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.

3. We’d like to order 1,250 MHZ2000 microprocessors.
4. The order number is P3521764D, and it will be shipped on March 13th.
5. The trade show will take place from August 22nd to August 24th.

1. We have branch offices in Chicago, Seattle, Los Angeles and Dallas.

6. My new email address is p.patterson74@megaserver.com.

2. The company president is Marty Holden.

7. Your confirmation number is 364BV287C.

3. How many people work for your company?

8. Marguerite Brewer called. Please call her back. Her number is 215-845-3395.

4. What does your company do?
5. We’re based in Singapore.
6. Our company has about 150 employees.
7. We’re a service company. We help people develop and improve their marketing plans.
8. Do you have any branch offices?
9. What’s the name of your company president?
10. Where is your company based?

Part 2: Look at the sentences again. Match the questions to the answers.
q Question

80 Split Task Resources

q Answer

3.

1.

4.

2.

8.

5.

9.

6.

10.

7.
Split Task Resources
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Answer Key
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Trying What You’ve Learned: Student A (p. 82) / Student B (p. 94)

Practicing: Student A (p. 83) / Student B (p. 94)

You go first. Read the first set of sentences to your partner. When you finish, listen to your partner and write
down the sentences. Take turns.

Company Name

Apple Computers

Head Office

Cupertino, California

1. He’s on another line at the moment. Can you call back?

Number of Employees

15,810

2. I’m afraid he’s out of the office at the moment. He’ll be here tomorrow.

Main Product

Computers

3. Yes. Can you hold for a minute, please?

Other Products

Digital music, digital music players, software, monitors

4. Can you spell your name for me, please?

Main Markets

Global

5. I’m afraid he’s not in the office today. He’s away on a business trip.

Company Name

The Boeing Company

Head Office

Chicago, Illinois

Number of Employees

157,000

Main Product

Airplanes (787, 747, 767, 757, 737)

Other Products

Satellites, space technology

Main Markets

Global

Unit 4

6. I’d like to speak to Mr. Terry Lange please. His extension number is 386.
7. I’m sorry. I think you have the wrong number.
8. Can I have your name, ma’am?
9. I’m sorry. How do you spell that?
10. No one’s here at the moment. Can you phone back in thirty minutes?

Practicing: Student A (p. 82) / Student B (p. 96)

Part 1: You go first. Read the first paragraph to your partner. When you finish, listen to your partner and
write down the sentences. Take turns.

b

Unit 3

1. This person is in charge of an organization. For example, they tell people what to do, give instructions,
help to train people, and so on. They have responsibility and they make decisions.

Unit 7

Warming-Up: Student A (p. 83) / Student B (p. 104)

You go first. Ask your partner questions. Answer your partner's questions.
1. How many terminals are there at Heathrow Airport?
2. How many gates are there at Heathrow Airport?
3. How many flights come and go from the airport each day?

c

d

2.

This person keeps records of the money in a company. For example, they keep records of sales, they keep

4. How many people work at the airport?

records of how much money the company spends. They keep records of the money going out and

5. How many passengers use the airport each day (on average)?

coming in.

6. How many parking spaces are there at Heathrow Airport?
7. How many bottles of champagne does Heathrow Airport sell each day?

3.

Answer Key

This person helps people who need special care, usually older people. For example, they visit their

8. How many cups of coffee are sold each day at Heathrow Airport?

5
125
1,288
76,500
191,200
21,075
1,050
35,000

clients’ houses to check on their health, help them with housework, and so on. They also keep them
company by sitting down for tea and chatting.

a

4. This person designs buildings. For example, they design houses, large office buildings, museums,
schools, airports, and so on. They also design other structures, for example, bridges and towers.

Part 2: Read each passage again. What job is being described? Choose from the jobs below.
a. an architect

82 Split Task Resources

b. a manager

c. an accountant

d. a caregiver
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Unit 5

Answer Key

Practicing: Student A (p. 84) / Student B (p. 95)

You go first. Read the first sentence to your partner. When you finish, listen to your partner and write down
the sentence. Take turns.

Communication Spotlight:: Business 1

Unit 6

Practicing: Student A (p. 85) / Student B (p. 100)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.

1. It takes twenty minutes to get to work.

1. It’s a nice sunny day today, isn’t it!

2. I start work at 9:30 each morning.

2. How are your family?

3. I usually have lunch around 12:15 each day.

3. Yeah. I saw that on the weather report. Better dress warm tomorrow!

4. After work, I go to my sports club and play squash.

4. Yes it is! A beautiful spring day!

5. I often have meetings in the afternoon.

5. Good, good. Jon got his first part-time job last week.

6. It takes an hour and a half to get to work.

6. It’s going to snow tomorrow.

7. I work with lots of software, for example, Excel, Word, and so on.

7. So how’s business these days?

8. I go home around 6:45 each evening.

8. Not bad. We’re pretty busy at the moment.

Read the sentences again. Is your schedule similar or different? Write an S (similar) or a D (different) in the
circles.

Part 2: Match the questions to the answers.
q Question

Unit 7

Practicing: Student A (p. 84) / Student B (p. 97)

You go first. Read the first sentence to your partner. When you finish, listen to your partner and write down
the sentence. Take turns.
1. Apple opened the iTunes Store on April 28, 2003 with 200,000 songs.
2. The first Toyota Prius in the United States sold for $19,995.
3. On a ten-hour flight, a 747 uses about 150,000 liters of jet fuel.
4. First class tickets for international flights are often more than $10,000.
5. American Airlines saved $40,000 in 1987 by removing one olive from each salad in first class.

Answer Key

Unit 7

q Answer

1.

3.

2.

4.

6.

5.

7.

8.

Trying What You’ve Learned: Student A (p. 85) / Student B (p. 99)

Part 1: Work with a partner. Ask and answer questions.
For example:
u How much does a graphics designer make in a year?
u What is the average annual salary for a graphics designer?

6. On average a 747 can carry about 178,000 liters of jet fuel.

8 a)

Graphic designer

$47,523 / year

7. The Toyota Prius first went on sale in Japan on December 10th, 1997.

2 b)

Economics professor

$99,195 / year

8. In the first 18 hours, the iTunes store sold about 275,000 songs.

1 c)

Dentist

$133,851 / year

Bus driver

$19,067 / year

9 e)

Dental assistant

$32,890 / year

6 f)

Nurse

$71,241 / year

3 g)

Lawyer

$88,682 / year

4 h)

Engineer

$80,021 / year

7 i)

Banker

$58,099 / year

5 j)

Investment specialist

$77,126 / year

10 d)

Part 2: Put the jobs in order from highest to lowest. Write the numbers 1 (top) to 10 on the left hand side
column in the table.
Now, go back to page 46 and check your answers.
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Answer Key
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Practicing: Student A (p. 86) / Student B (p. 101)

Unit 4

Part 1: You go first. Read the first set of sentences to your partner. When you finish, listen to your partner
and write down the sentences. Take turns.
1. This drink is made from beans. Many people like to drink this in the morning.

Trying What You’ve Learned: Student A (p. 87) / Student B (p. 97)

Ask your partner what their job is. Use for example to explain your job to your partner.
A

a.

Job: Insurance Agent
What you do:

2. This is like an onion, but it’s smaller. It has a strong flavor and it is used for cooking.
3. This is a green vegetable. It looks a little like a flower. It is healthy and good to eat.

Answer Key

sell insurance
plan out your customer’s insurance needs

b.

help companies when there are accidents

4. This is a food made from milk. There are many different types and flavors.
5. This food is made from milk and a kind of nut. It is often used to make candies and dessert.

B

c.

6. This dish is made of rice with vinegar and raw fish. It is from Japan.

Job: Accountant
What you do:

7. This is a sweet dessert. It is made with ice-cream with a sweet sauce on top.
8. This is yellow on the outside and yellow on the inside. They are quite sour.

do taxes
provide financial advise

d.

recommend good investments

Part 2: Match the sentences you wrote to the pictures on the right.

Unit 11

Unit 8

Practicing: Student B

Part 1: Your partner goes first. Listen to your partner and write down the sentences. When you finish, read
the second set of sentences to your partner. Take turns.
e.
1. This drink is made from beans. Many people like to drink this in the morning.

Work with a partner. Ask and answer questions.
For example:
B: What time did she start work?
A: She started work at 8:45.

2. This is like an onion, but it’s smaller. It has a strong flavor and it is used for cooking.
3. This is a green vegetable. It looks a little like a flower. It is healthy and good to eat.

f.

4. This is a food made from milk. There are many different types and flavors.
5. This food is made from milk and a kind of nut. It is often used to make candies and dessert.

Trying What You’ve Learned: Student A (p. 87) / Student B (p. 100)

8:35

8:45

9:00

10:15

10:30

11:55

1:15

2:20

2:50

3:25

3:45

5:15

g.

6. This dish is made of rice with vinegar and raw fish. It is from Japan.
7. This is a sweet dessert. It is made with ice-cream with a sweet sauce on top.
8. This is yellow on the outside and yellow on the inside. They are quite sour

Part 2: Match the sentences you wrote to the pictures on the right.

h.

Now, take turns and summarize her day.
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Communication Spotlight:: Business 1

Unit 7

Answer Key

Communication Spotlight:: Business 1

Using What You’ve Learned: Student A (p. 88) / Student B (p. 98)

Work with a partner. Ask and answer questions.

Unit 10

Answer Key

Practicing: Student A (p. 89) / Student B (p. 104)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.

For example:

F 1. The calculator is beside the stapler.

u How many people work for Google?

F 2. The pencils are between the scissors and the pens.

u How many employees does Google have?

T 3. The tape is in front of the pen stand.
1.

Google

28,768

T 4. The picture is behind electronic dictionary.

2.

Siemens

480,000

F 5. The rubber bands are under the computer.

3.

General Motors (GM)

284,000

T 6. The rubber bands are on the desk.

4.

Toyota

316,121

T 7. The electric dictionary is beside the computer.

5.

Ford

327,531

T 8. The stapler is on some papers.

6.

Toshiba

166,651

T 9. The picture is in front of some document folders.

7.

Sony

162,000

F 10. The glue is in front of the computer.

8.

Coca-Cola Company

139,600

9.

IBM

386,558

10. Vodafone

83,862

Part 2: Look at the picture below. Look at the sentences in Part 1. Are the sentences true or false? Write a T
(true) or an F (false) into the circle.

Note: These companies are not the largest in the world. They are just a selection of famous companies. The largest
company in the world (by number of employees) is the American chain store Walmart. Walmart has 2,100,000 employees. The second largest company is the US Postal Service with 826,955 employees.

Now, go back to page 48 and check your answers.

Unit 8

Practicing: Student A (p. 88) / Student B (p. 98)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentences. Take turns.
1. Did you send the package to the head office?
2. Pretty good. We had about 8,000 people.
3. Yeah, I saved it in our main library.
4. Did you back up that file?
5. She did very well. Our clients liked her a lot!
6. Yes. The courier came and picked it up this morning.
7. How was the conference?
8. How did Jenny do with her presentation?

Part 2: Match the questions to the answers.
q Question

88 Split Task Resources

q Answer

1.

2.

4.

3.

7.

5.

8.

6.
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Communication Spotlight:: Business 1

Unit 10

Answer Key

Trying What You’ve Learned: Student A (p. 90) / Student B (p. 102)

Look at the pictures below. Ask your partner about the things which you don't know where they are. Listen
and draw lines. Answer your partner's questions about things you know where they are. Take turns.

Communication Spotlight:: Business 1

Unit 9

Answer Key

Practicing: Student A (p. 91) / Student B (p. 103)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.

3

1. A: Put the money into the machine and press the correct button.

4

2. B: Call the courier company. Give the box and the documents to the driver.

1

3. A: Go to the ticket vending machine.

3

4. B: Fill out the courier company’s waybill.

2

5. A: Check the route map, find out where you are going and look up the fare.

1

6. B: Put the items in a box.

4

7. A: Take your ticket and your change.

2

8. B: Make an invoice. Make sure you write down what is in the box and the waybill number.

Part 2: Read the sentences you wrote. Write the numbers from 1 to 4 in the circle above to put them into the
correct order. What is this person doing?
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Answer:

A: She/He is buying a train ticket.

Answer:

B: She/He is sending a package with a courier service.
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Communication Spotlight:: Business 1

Unit 11

Answer Key

Communication Spotlight:: Business 1

Spotlight on Speaking Strategies: Student A (p. 92) / Student B (p. 105)

Part 1:
1.

A

B

C

Unit 12

Answer Key

Practicing: Student A (p. 93)

Part 1: You go first. Read the first sentence to your partner. When you finish, listen to your partner and write
down the sentence. Take turns.
a.
1. He’s going to have a meeting with one of his best customers on Friday.

D

2. He’s going to give a special lecture on chemistry at the university next month.
3. She’s going to give a presentation the week after next.

b.

4. They’re going to go on a business trip overseas at the end of the month.

Goulash

5. She needs to finish her work, so she’s going to work in the library tonight.
6. He’s going to take an early train tomorrow morning so he can get to work early.

Part 2:

c.

7. He’s going to explain his company’s new product at a trade show tomorrow.
2.

E

F

G

8. She’s going to have coffee with one of her special clients this afternoon.

H

d.

Part 2: Match the sentences to the pictures on the right.

Moussaka (moo-sa-ka)

Unit 12

Part 3:
3.

I

J

K

Practicing: Student B (p. 99)

Part 1: Your partner goes first. Listen to your partner and write down the sentence. When you finish, read
the second sentence to your partner. Take turns.

L

1. He’s going to have a meeting with one of his best customers on Friday.

e.

2. He’s going to give a special lecture on chemistry at the university next month.
3. She’s going to give a presentation the week after next.

Falafels

5. She needs to finish her work, so she’s going to work in the library tonight.

Part 4:
4.

f.

4. They’re going to go on a business trip overseas at the end of the month.
6. He’s going to take an early train tomorrow morning so he can get to work early.

M

N

O

g.

7. He’s going to explain his company’s new product at a trade show tomorrow.

P

8. She’s going to have coffee with one of her special clients this afternoon.

h.

Part 2: Match the sentences to the pictures on the right.

Lumpia
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