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Working with words

Choose the correct answer from the words in italics.

1	The company is planning a corporate event / 	venue next July.
2	The venue / trip for this will be the Open Golf 	Championship.
3	We are going to offer / entertain our clients 	over three days.
4	On the first evening, hosts / guests will attend 	a luxury buffet supper.
5	For the second day, we have booked / accepted 	golf lessons with a local professional golfer.
6	On the third day, a trip to a local whisky 	producer has been arranged / held.
7	We are going to send out offers / invitations to 	selected clients next week.
8	We think that about 50–70 people will accept / 	book.
9	You may ask: what is the event / purpose of 	the project?
10	It is to hold / reinforce our relationships with 	our most important clients.

Language at work

Write the correct form of the verbs.

a	If the weather 11 ____________ (be) good 	tomorrow, they 12 ____________ (play) the 	match.

b	What 13____________ (you / do) for transport 
	if the taxis for the clients 14____________ (not 	/ arrive)?
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c	If the delivery 15____________ (get) there 	late, the customer 16____________ (not / be) 	very happy.

d	If a lot of people 17____________ (accept) the 	invitation, we 18____________ (have to) find a 	new venue.

e	What 19____________ (your boss / think) if all 	the staff 20____________ (ask) for a pay-rise?


Business communication

Jose visits your factory from Portugal. Write appropriate sentences.

21	Invite Jose for a drink after work.
	_____________________________________
22	Jose needs help with his laptop. Offer to help.
	_____________________________________
23	Offer Jose a cup of tea.
	_____________________________________
24	Jose invites you to the theatre this evening. 
	Decline and give a reason.
	_____________________________________
25	Invite Jose to your house for dinner.
	_____________________________________
26	Jose offers you a bottle of Portuguese wine. 	Accept politely. 	_____________________________________
27	Jose invites you out to lunch today. You prefer 	to go tomorrow.
	_____________________________________
28	Jose needs to do some interviewing while he is 	with you. Offer Jose the use of your office.
	_____________________________________
29	Jose invites you to visit him in Lisbon. Accept.
	_____________________________________
30	Jose needs to write a report on his visit. Offer 	to help him with it.
	_____________________________________
			
   Result _______ / 30 marks

Speaking test

Role cards

Copy this page and cut out the role cards for the students. Then use the Speaking test results forms to evaluate each student’s performance. You can then cut out the results and give them to the students.


Student A

You and Student B are going to take out Lucy Eales, an important visitor from the USA, to dinner tonight. You have to decide where to take her and who is going to do various tasks connected with the visit.

You would like to go to Il Pasto, a cheap but excellent Italian restaurant near the office. Your colleague would like to go to The Dining Room, a very expensive Thai restaurant in a nearby town.
· Decide together which restaurant to go to and at what time – you prefer early.
· Talk about what will happen if you go to one of the restaurants.
· Invite the other person for a drink at your house beforehand.
· Offer to pick up Lucy from her hotel.

Student B

You and Student A are going to take out Lucy Eales, an important visitor from the USA, to dinner tonight. You have to decide where to take her and who is going to do various tasks connected with the visit.

You would like to go to The Dining Room, a very expensive Thai restaurant in a nearby town. Your colleague would like to go to Il Pasto, a cheap but excellent Italian restaurant near the office.
· Decide together which restaurant to go to and at what time – you prefer late.
· Talk about what will happen if you go to one of the restaurants.
· Invite the other person for a drink at the pub after the meal.
· Offer to book a table at the restaurant.


Speaking test results

Use these forms to evaluate the students.

Student A						  Student B

	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)
	Can the student …
	Didn’t do this 
(0 points)
	Yes, but with some mistakes 
(1 point)
	Yes, did this very well 
(2 points)

	talk about future possibilities?
	
	
	
	talk about future possibilities?
	
	
	

	invite somebody to do something?
	
	
	
	invite somebody to do something?
	
	
	

	offer to do something?
	
	
	
	offer to do something?
	
	
	

	accept or decline an invitation / offer?
	
	
	
	accept or decline an invitation / offer?
	
	
	

	come to a decision with somebody?
	
	
	
	come to a decision with somebody?
	
	
	

	
                                                Result ______ / 10 marks
	
                                                Result ______ / 10 marks



