New Edition

BASIC
SURVIVAL

International Communication for Professional People

PRACTICE

BOOK _

ANNE WATSON PETERVINEY  MACMILLAN



HP
Typewriter

HP
Typewriter
 книга выложена группой vk.com/create_your_english

HP
Typewriter


New Edition

BASIC

SURVIVAL

International Communication for Prefessional People

Bl

=
s
/ : e
..!'rr r i - 1
B
e —
~ A
a A
WS

Practice Book

ANNE WATSON
PETER VINEY

] -
e N F

F 4

MACMILLAN

KHUra Bbl/IOXKeHa rpynnoin vk.com/create _your_english



HP
Typewriter
 книга выложена группой vk.com/create_your_english


Macrmillan Education

Between Towns Road, Oxford oo ape

& division of Macmillzn Publishers Limited
Companies and representatives throughout the world

ISEM 1405 D039 4

Text €3 Anne Watson and Peter Viney, 2004
Degign and illusiration & Macmillan Publishers Limited
2004

Bl rights reserved; no part of this publication may be
reproduced, stored in a retrieval ystem, ransmitted in any
fonm, or by any means, slectronic, mechanical,
photocopying,recording, or otherwise, without the prior
wrilten permission of the publishers.

Designed by Amanda Easter Desigr Lirmited
llustrated by Cella Hart pp 3, 11, 22, 26, 33, 46

Cover concapt by Jackle Hill at 320 Design
Ciover design by Xen Media Lid

Cover photography by Getty Images/Digital Vision (br)
Getty Imapes/Photodisc (tl, te, tr. b, be)

Prirded and Bound in Thailand

O 200T 2008 2005 2004
WY EBETYE & 43

KHWUra BblfioXkeHa rpynnou vk.com/create_your_english


HP
Typewriter
 книга выложена группой vk.com/create_your_english


1 Complete the sentences with is or are.
Where _is__ thirty-one D?

Excuse me. This ______ my seat.

Sormry, you right.

Seat 404 by the window.

You _ on the left side of the plane.

b a0 o o

< Write the negative.

a That's seat 62K. That isn't  seat 62K.

b You're in my seat. T s in my seat.

¢ It's my boarding pass. ____ my boarding pass.
d This is your seat. - your seal.

e Yes, itis. Mo,

3 Make sentences with This is and That is.

G |y -

_\_\_\_:‘—\—\_\__\_\_:J
a _Thisis  your ticket. d your boarding pass.
b your pen. e your dictionary.
c YOUr newspaper. i your bag.

4 Write the seat numbers in full.

a 20K twenty-nine K e 34H >~ w0
b 3F : f 442G

c 6B ____ g B68C

d 45D

;llfjﬂ.ﬂ'ﬂﬁd hedp, use Grammar Files 2 and 3 and Vocabulary File 1.
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| Complete the puzzle and find the hidden word.

a typeofsoda
color of wine
rmeal with no meat e | T

n-flight meals

Pt e ey

goes in coffee |

not still : |
I

coffee with no caffeine |

s e o 0 o

type of fish
Hidden word:

2 Complete the sentences in the conversation. Use these words and phrases:

I dor't understand Thank you pleass
Mo, thanks There you go

Flight attendant; Tea or coffee, ma’am?

Passenger: Tea, _plegse .

Fight attendant:

Passenger:

Flight attendant: Sugar?

Passenger: . This is fine.
Flight attendant: Milk?

Passenger: Sorry,

Flight attendant: Milk? For your tea?

Passenger: Ah, somry. No, thank you.

3 Match the adjective to the item.

a lemon — water

b still wine

c green —soda

d red coffee

e vegetarian vegetables
f regular meal

| ¥ you nead hotp, use Grammar File 7.
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[ 3 Laﬂdiﬂg Card et gy

1 Complete the guestions.
Ar _What's  your family name?
B: Campo.
your first name?
Maria.
Armerican?
No, I'm not. I'm from Mexico.
your flight number?
lt's AA4583,

here on business?

D erm>oD>roDE

Yes, | am.

2 Complete the sentences with am, are and is.
a Julie _is  American.

b you Korsan?
Yes, |
¢ Sarah Canadian and her husband  French.
d you here on vacation?
MNo,| onbusiness.
e Excuseme. _|inthe departure lounge for the flight to Detroit?

Yes, ma'am, you

3 Ask and answer questions with have.

a J\isa _ Do you have a visa 7

_Yes Ido.
b XLanding card , ?
¢ JPassport v T
d /Ticket 7
e XPen n 7

| 1 you need hedp, use Grammar Files 3 and 4.
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emmm— 4 \Nelcome to the U.S.A.

1 Match the beginning and end of these instructions.

a Step up your baggage.
b Stand behind your landing card.
c Go this way.

d Pick ahead.

e Show customs control.
f Walk through the yellow line.

2 Bead the information and write sentences about the people.
a Emma Austin, Cambridge, Great Britain
_She was born in Cambridge. She's British,
b Han Ming, Shanghai, China
He

¢ Jutta Stern, Berlin, Germany
She

d Tsuyoshi Ono, Tokyo, Japan
He .

e Emmanuelle Lemoine, Paris, France
She

f [Dae-Youn Kong, Secul, Korea
He

3 Write the verbs in the present continuous.

a Pablo _is staying (stay) in the United States.

b Joya {travel) from California.

c Howlong (stay) in the U.S.A.7

d Mario (arrive) from Italy.

e The passenger (pick) up her baggage.

f He {walk) through to customs control now.

4 Complete the sentences with to, of, in, on or from.
a Welcome _To__ the U.S.A.

b We'rehere  business.

¢ What's your date birth?
d He works Toronto.

e Areyou Spain?

-

| | W you need help, use Grammas Files 6, 10 and 18 and Vocabulary File 3.
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BT Baggage N hall e ———

1 Write either This one or that one, or These ones or those ones.

a Can you reach my luggage, please?
_This one or that one?
b Can you reach my bags, please?

¢ Can you reach my backpack, please?

d Can you reach my suitcases, please?

2 Ask Which one? or Which ones? Answer the questions.

a Those are my bags.

_Which ones?

(metal) _The metal ones.
b That's my suitcase.

7

(blue)

¢ These are my cases.
T

(soft)

d That's my backpack.
7

(heavy)

3 Write the negative.

Stand on the carousel! _Don't stand on the cargusel!

Wait for me! — I
Stand here pleasel !
Go through there! !

Walk this way! Lt

T O o o

4 Write if you can or can't do these things.

a | speak Spanish. d | draw.
b | ski. e | drive,
c | swim. f 1 use a computer.

h .
|ify'nr.| nead halp, vse Grammar Files 2, 6 and 19
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1 Write each sentence in the correct order.
a follow / Just / signs / the

Just follow the signs,

b /you/help/ma'am/Can

¢ much/is / shuttle f How / the / bus

d are/many /How / buses / there

e mean/ ‘dowrtown’ / What / does

2 Write questions with How much? and How many?
a Howmuchis a taxi?
A taxi is $20.
b ?
There are five suitcases.

There are three people.

The shuttle bus is $7.50.

There is a lot of baggage.

3 Ask what these words mean:

a Shuttebus  _What does ‘'shuttle bus' mean? .
A bus to and from the ainport and downtown,

b Downtown ?
The center of a town or city.

c Fare - 7
The price of a taxi ride.

d Limousine o ’ 7
A big luxury car.

e Airport |
A place where you get on or off a plane.

[ iﬁmnnﬂdl‘ﬂ;lﬂnﬂrﬂnmﬁln o.
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1 Complete the conversation at hotel reception. Use the verb have.

Guest: Do you _have  aroom for one night?

Reception clerk: you _ a reservation, ma'am?

Guest: Mo, |

Reception clerk:  Just a moment, please. Yes, | a single room.
Guest: it a bath or a shower?

Reception clerk: It a shower, but it __ ___abath.
Guest; And it a Tv?

Reception clerk:  Yes, ma'am. All the rocms aTv

2 Write the ordinal numbers in full.

a 20th _twentieth d 30th
b 12th e 22nd '] i,
c Jdlst f  23rd

3 Complete the table with the verb have.

You have You don't have Do you have?
|

She
We

4 Correct the mistakes on the guest registration form.

Room number: Dunlaf Room number: 330

Family name: Areerican Family name:

First name: Masterlard First name: _
MNationality: 332 MNationality:

Date of arrival: Moy 15th Date of arrival:

Date of departure: Moy 10+ Date of departure: -
Method of payment: Bl Methed of payment:

| Hyou e help, uss Grammar Fiks 4 and Vocabulary File 2.
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10

1 Put the conversation in the correct order.

I'm sorry, but she's busy all day Tuesday.
I'm sorry, but she's in a meeting at the moment.

= Tgo = 0 o O o o

KHUTa BbIﬂO)KeHaEyI'II'IOIZ vk.cqm/create

Yes, Wednesday is fine.

|
-
[
T I'd like to speak to Ms. Gonzalez, please.
| Certainly. What day would you like?

|

N appointmen

Oh, well, can | see her the day after? On Wednesday?

Well, can | make an appointment with her?

Thank you

|s Tuesday possible?

our_english
e mm o tmete

2 Look at Kirk Bell's timetable. Write what he's doing next week.

a
b

3 Match the times.

= 0o o0 T

_On Monday, Kirk is flying to New Orleans.

4:00
3:45 _H\“\
415
4:30
3:55
4:05

four thirty

four o'clock

five to four

five after four

a quarter to four

a quarter after four

Monday:
Tuesday:

Wednesday

Thursclay:

Friday:

4 Put the time expressions in the correct chronological order.

a
b
c
d
e

[ | tomorrow afterncon

L | next week

| tomorrow morning
1j this afternocon

L] tonight

e

fly me viesw Brl@eers
et Ms, Doove!

hauve ek wirh Barry

Lesoge

vimt A Drleons usth Ms,
Deees:

CrE e

I you nesd belp, use Gramemar Files 10 and 19 and Vocabulary File 7.
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1 Complete the conversations with the words and expressions.

[iﬁEmmd Smoking Coming right up  Tableferene Help yourself |

a Walterr Good moming. _Table for one?
Guest: Yes, please.
Waiter: or non-smoking?
Guest: Non-smoking, please,

b Waiter: The buffet is $15. Coffee's
Guest: Fine.
Waiter: then!

¢ Guest: Is thers any more toast?
Waiter: Sure.

2 Write sentences about Norman and Daphne. Use these words:
a Eggs _There are some eggs on Norman's tray.
_There aren't any eggs on Daphne's tray,
b Sausages

¢ Fned potatoes

d Ketchup i

e Maple syrup

3 Ask and answer questions about Norman and Daphne.
a Pancakes, Norman?

Are there any pancakes on Norman's tray?

_Yes there are.
b Toast, Daphne 7
¢ Salt, Norman B ?

&
|r|ymma-:lhalp. use Grammar Files 3 and 8.
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10 Hotel reception

t‘_;..._.l_.-._'a._.—._.-.-_l-.-ﬂ.ﬂ.

1 Complete the questions at hotel reception with Can I? or Can you?
a _Canyou keep this for me?

b

@ = o O o

swipe this card for me, please?
send this letter for me, please?
have my room key, please?
make a phone call here, please?

call me tormomrow moming at 6:00, pleasa?

leave a message, please?

2 Complete the sentences.

| have a message.
She has a bag.

He has a key.

We have a postcard.
They have change.

" o o O o

$2.75

1165
514-056-6638
16:30

AFS06
5/26/04

""'lﬁﬂ.nu'ﬂ-!

It's _my__ message. [t's for _me

It's __ bag. It'sfor .
It's ___ kew. it'sfor .
It's ______ postcard. It's for ’
It's _ change. Wsfor .

atch the numbers to the definitions.

a telephone number
atime

a flight number

a sum of money

a date

a room number

4 What are these countries?

| i you need halp, wse Grammar Files 5 and 18 and Vocabulary Files 2 and 3.
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1 Complete the sentences with be or have.

a Chicago _is  in the state of llinois.

b It___ acoldclimate in winter, but it hot in summer.
¢ The population __ about 3 million.

d lt___ the largest city in lllincis.

e It____ aborder with Wisconsin.

f li_____ nearthe Great Lakes.

2 Complete the puzzle and find the hidden word.

a Canadian word for ‘state’ ':
For example, the Atlantic or the Pacific |;

Mount Everest is the highest !

A very big town

The line between two countries L

The number of people in a town I'i

For example, the Nile or Mississippi "

For example, California or Texas ["_ ;

i A place for ships and boats ' _]

Hidden word:

Two = o O 0 O

3 Put these weather adjectives in correct sentences for you.

mid hot cold rainy wet warm sunny windy snowy dry

| like weather. @ | don't like weather, @

|H]qumd|mlp.LueE’hfﬂﬂﬂ'FlEﬁ3,dn,TEl‘rﬂ1T.
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1 Write the questions in the correct order to ask the way.
a parking / Where / the / is / lot _Where is the parking lot?

to / way /it / Starbuck’s [ is / Which :

get / station / How / | / to / Central / do

the / Can / direct / to / Office / Post / you / me

find / can / bank / a / Where / | -

[ = S B =
G R T

2 Look at the street plan. You want to go to the M.L.O. Theater. Four people are giving you
directions. Which directions are correct?

SN . U e e
E‘é‘é} | N R
. R
. X Yeustehers Bak y
LR AR RS O ,;

“Mo problem! Take a right, then tumn left, and take a right after one block.”

“That's easy. Go straight ahead, past two blocks, and take the left fork.”

“Take a right, then take a left, take another left, and turn right. You can't miss itl"

“Well, | think you take a right, then tumn left, go straight ahead, and it's on your right after
three blocks. It's about a ten-minute walk from here.”

a0 o oo

3 Look at the street plan again. Write directions to these places.
a The First City Bank

b The Canyon Hotel

¢ The Tourist Office

[ 14 ] | N you need help, use Grammar Files B and 18.
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13 Wrong number e

1 Put the conversation in the correct order.

a | | Yes, sir. This is the Willow Motel.
b 1 Somry. Can you repeat that?

¢ | Mo, sir. I'm sorry, but | don't. Call directory assistance.
d | Do you have the number for the Sycamore Motel?
e 1 Willow Motel. May | help you?
f | Ah, but | want the Sycamore Motel.
g

Well, I'm sorry, sir, but you have the wrong number,

2 Complete the sentences with the verb want.
a What service _do  you _want?
b Gregory _ anoutside line,
¢ No, Mrs. Kosaka the front desk. She the concierge
desk.
d Mr and Mrs. Dalio to reserve a table at the restaurant,
e Claudia and Cindy the Beauty Salon? Yes, they do.

3 Match the situations to the internal extension numbers.

a lunch reservation 41 room service
b no hot water 61 travel bureau
¢ exchange rate for Yen into dollars 33 restaurant

d airline reservation \ 25 housekeeper
e snack 22 cashier

4 Complete the mini-conversations. Use these phrases:

a _Canl speak fo Richard Quest, please?
Certainly. Who's calling please?

b Room service. This is Gary speaking.
Yes, please. Can | have a chicken salad, please?

¢ Hello, is this the fravel bureau?
Mo, , this is the cashier.

d |want to speak to Mr. Takahashi, please.

Yes, | want to speak to Mr. Takahashi, please.

:Ilfymnnndl'l:lp. use Grammar Files 11 and 189,
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1 Complete the conversation in a taxi with am, are, do or don't,

Driver: Where ta?

Passenger: The airport, please.

Driver: Are you taking a plane?
Passenger: Yes, |

Driver: Where  you going?
Passenger |____ flying to Los Angeles.
Driver: ___ youwork in Los Angeles?
Passenger: No, |

Driver: ____ youwork here?
Passenger: No, |

Driver: Well, where  you work?
Passenger: |workontheplane.l  the pilot!

2 Match the questions to the answers.

a Where do you work? I'm going to Miami.
b What do you do? Yes, | am.

¢  Where are you going? No, | don't.

d What are you doing? | work in Denver.

e Do youwork on a ship? I'm waiting for a taxi.
f Are you going to the airport? I'm an actor.

3 What's the change from a $10 bill?
a $2.55 _That's seven dollars and forty-five cents change.
b $5.50
c $9.20
d $4.65

4 Complete the professions with -er or -or.

actor_ police offic__ driv___ direct___
doct photograph___ lawy serv
train teach_ janit, housekeep___

% ||Iymn&admm.una Grarmimar Filas 3, 10 and 12 and Vocabulary Files 1 and 5.
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1 Imagine you are with Ms. May Lin and Mr. Keniji Ridley. Write suitable sentences.

a Introduce yourself to May Lin. e Introduce May to Kenji, and Kenji to
_Hello, Ms. Lin. I'm ... May.

b Say you're pleased to meet her.

¢ Ask her to call you by your first name. f Welcome May to your company.

d Say what you do. g Show May to the meeting room.

2 Look at the office plan. How do you get from:

a Office 311 to Reception?
G0 stogiokimions dhis bl I
iaht and it's at 1} | left

b The mail room to office 3057

¢ Office 307 to 3107

d The Conference room to office 3067

— —

e Reception to office 3137

3 Look at the sentences. Write suitable responses.

a Welcome to the Comfort Hotel. d So, you're the new manager.
_It's good to be here.
b Hi! Good to mest you. e Take a seat.

¢ Please call me Tom.

| you need help, use Gramemar File 18,
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1 Look at Amanda's timetable. Write what she's going to do next week.

a _5She's going to fly to San Francisco. -

b Monday: fly to San Francisco
c N Tueesclay: visit Customers '
d Wednesday:  drive to Santa Barbara
e Thursdey:  have a meeting
Fridey: go home I1'|"
e

T T ——— e AT

2 Look at the itinerary. Write gquestions and answers about when the flights feave and

arrive.
a _What time does flight HI525 leave? .[ 2
It leaves at 10:30 Deparrure Saturday Flight = HJ525 -

leaves 10:30, arrives 13:45.

b 17
Then transfer to flight # FF669,

c ? leaving ar 14:40, arriving ar 16:15.

» Return Sunday on Flight FF589

7 leaving at 8:15 and arriving ar 12:10.
e " -1—11'_'_"‘1—-—--—-____ r——""'—-—\_ﬁ_‘_ﬂﬂﬁ—'__'_ -
f 7

3 Write the abbreviations for the dates. Use American style.

a May twenty fourth, two thousand and three _5/24/03__
b The sighteenth of February, two thousand and six
¢ MNovember eleventh, two thousand

d July the thirty-first, nineteen ninety-nine

4 Write the names of the months.
a Months with 30 days:

b Months with 31 days:

¢ Month with 28 and sometimes 29 days:

m __]Hrtunﬂ&dhﬁdn.uﬁ&ﬂfmﬂmi?and1ﬁnrd\b:dxﬁryml
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1 Look at the sentences. Check (/) the ones the visitor says.

a ¥ I'm Paul Grant from N.Y. Fashions. d _  Would you like something to drink?
b [ Mayl help you? e | Please take a seat.
¢ | . I'm here to meet Ms. Clarke, the f Sugar, please.

Sales Manager. g | I'd like a scda, please.

2 Circle the best word,
a Jim poured the tea in the jars cans.
Erica takes fea / chocolate / sugar in her coffee.
Could you put a spoonful / jug / pot of sugar in my tea, please?
There's a jar / pot / carton of milk in the fridge.
Would you like a cup of sweet 'n low / herb tea / cream?

a8 a8 o

3 Ask and answer questions with would like.

a tea/coffee _Would you like tea or coffee?

_TI'd like tea, please.
b milk/lemon : 7
c cold drink / hot drink 7
d magazine / newspaper [

4 Write what the visitors to this company are going to do.
a Takako: sign a contract

_Takako's going to sign a confract,

b Paul and Tom: meet the PR. Manager

¢ Maria: promote a new product

d Kerry and Ray: attend a meeting

e Sam: apply for a job

;jﬁynumeﬂhdp. use Grammar Files 15 and 15,


HP
Typewriter
 книга выложена группой vk.com/create_your_english


KHUra BblioXKeHa rpynnou vk.com/create_your_english

18 Connections

1 Match the expressions that have the same meaning.

a Can | help you? I'd like to speak to ...

b Please hold. ,—I I'm transferring your call.
¢ Thank you for waiting. How may | help you?

d May|speakto ... Thank you for holding.

e |I'm connecting you. Bear with me.

2 Write true sentences with never, sometimes or often,

m

use a video phone.
use a fax machine.

a | use aWAP cellphone. d |
b I, use text messaging. e |
R use a phone card. 4

use the Intermet.

3 Write questions with How often?
a Call directory assistance

e L di :

b Receive messages

S — s
¢ Send faxes
7
d Use a pay phone
pt & B 7
@ Phone home
7

4 Put these adverbs of frequency in order, from 1 to 6.

a [l aways d | | occasionally
b never e | very often
¢ | | often f hardly ever

5 Complete the message with these words.

calling right now Feie-e sorry beep leave Bye name soon  phone number g

Hello. _Thisis __ Jon Barrow's office. I'm
Pleass your and

| can't speak to you
after the

Thanks for __and I'll speak to you

]I‘Iynunnud help, use Grammear Files 8 and 12,
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1 Write the customer’s sentences. Order these items:

Big Eurger regular fries ﬂmng;jl:lhé.e- _I

Server: Yes, sir?

Customer: _I'd like a Big Burger, please.
Server: Anything else?

Customer:

Server: Anything to drink?

Customer:

Server; Is that everything?

Customer:

2 Complete the sentences with anything or everything.

a Would you like _anything else?
b Burgers, fries, milkshake and ice cream! Is that ?
¢ Is there to drink?
d
e

in this restaurant is good.
1 only have a $100 bill. | don't have smaller.

4 Complete the sentences. Use these expressions:

the exact amount Out of twenty Coming right up  a $20 bill
afything-omaller  Can you change

a Do you have _anything smaller? .

b Sorry, | only have o .

¢ That's $18.50. . so that's $1.50 change.
d a $50 bill?

e Do you have - s

f OCne hot dog with fries. !

4 Which item is different?
orange juice, soda, coffee, iced tea _coffee
Big Cheese Burger, Big Dog, Big Burger, Big Juice
strawberry, soda, banana, apple

hot dog, chocolate swirl, cheeseburger, fries

oL O O W
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1 Complete the questions in the conversation at a store.
Customer: _How much is this?

Salesperson:  It's $19.90,
Customer: And what
Salesperson: s large. |s

;
?

Customer: Mo, it isn't for me. It's for my daughter.

Salesperson: How T

Customer: She's twelve years old.

Salesperson:  Take a medium then.

Customer:; Right and what 7

Salesperson: We have blue, red, yellow, and black.

Customer: A black one, then. Do you _ i

Salesperson: Sure, we take traveler's checks. Just sign and date it.

2 Write questions and answers.
a T-shirts _Which T-shirts would vou like?
red _The red cnes.

b keyring .

plastic

¢ guide book
French

2 Match the questions to the drawings.

a How much is this? 1 '
b How much is that? I:Z)?: ' ‘
¢ How much are these? 3

d How much are those?

4 Look at the family tree. Complete the sentences with the words in the box.

mother son daughter

brother father wife sister husband ]

and a _wife.

a Agathais a mother

b Samuelisa and a

¢ Sueisa anda____
d Tomisa and a

| Woyou e help, use Grammar Files 2 and §.
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1 Match the questions to the best answers.

a What do you think of the Grand Canyon? It's very comfortable, thanks.
b s this your first visit to the U.S.7 They're very friendly.

¢ What's the weather like in Texas? t's spectacular!

d How do you like your hotel? It's hot.

e What are the people like in California’? Mo, it isn't. It's my second.

2 Complete the sentences.

a | have an old camera. t's _my carmera. It's _mine.

b You have a new CD. It's CD. it's

¢ He has a good guide book It's guide book. i's .

d | have some postcards. They're posteards, They're _
e He has some nice photos. They're photos.  They're

f You have a Swiss walch. It's watch. it's

3 Correct these sentences.

a Alaska is warm in winter] ) )
_Alaska is cold in winter! d Athens is snowy in August.

b The Sahara is wel and cold!
e It doesn't rain in Japan!

¢ Scotland is hot and sunny in February! i ————

4 Look at the weather information about a town, Write sentences.

Mienkhs: Lan Feb.  Mar.  Fpr. My Jum. Jud, Pug. Sep.  Cet. M.
Terperabure: & 7 S T 14" i B A T i’ g 7
[ boiaed

Raln in meme B0 BS 5D 125 0 &0 &0 4O WS 20 103 133
a Hot _Whichis the hottest month?  _August is the hottest month,

b Cold i

¢ Dry

d Wet

| I you need help, use Grammar Files 5 and 17.
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1 Complete the sentences, then put Charlie’s routine in the correct order. Use these verbs:

get go watch leave have wake take |

a | Atabout 6:00 p.m., he his office.

b | After that, he a shower and breakfast.
¢ | | Then, he into his car and ta work,

d (1! First, he wakes  up at around 6:00 p.m.

e | | He sometimes TV after dinner.

f Then he L.

g .| Thenhe home and some dinner.

2 Complete the table.

You speak You don't speak Do you speak? Mo, you don't
They arrive Yes,
Does he leave? Yes,
Tt begins Ne,
We dort work Yes,

3 Write the sentences in the correct order.

a usually/7:00am./up/l/get/at

_ I usually get ypat 7:00 am.
b sometimes / She / visits / Montreal

¢ finishes / 6:00 p.m. / work / normally / at / He

d the/moming / never /in/ Bob / coffee / drinks

e hardly / They / travel / ever

4 Make invitations.

a dinner _Would you like to come for dinner?
movies
a baseball game
shopping . i (

=S v I =

| you need nelp, use Grammar Files 8, 12 and 19,
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1 Write the correct name in the sentences.

Ashley Brooks
CED
e I [ _ _ I
Anita Wilson Pam Sidney Karin Schulz Carl Green
Administration s Personnel Publicity Accounts
Manager e Manager Manager Director
a _CarlGreen _ isin charge of accounts.
b ____isresponsible for publicity.
c is in charge of administration.
d is responsible for selling the products.
e is responsible for the staff,
f _is the big boss!

2 Match the beginnings and ends of the sentences.

== o a 0O

Dave Morris is
Cherie Black is in charge
Rachel Zinno is responsible

my immediate superior
for health and safety
the company

Camen Hutton reports of public relations
Linda Smith is a salesman.
Henry Dim runs to the Financial Director

3 Write the negative and question form.

They work on a ship. _They don't work on a ship.
_Do they work on a ship2

She's American.

?
His sister can speak Chinese.

7
Her boss has a Porsche. i}

7
The train leaves at 10:00 a.m.

7
There are a lot of people here.

7

ilf]wnendl'ﬂp.mwmﬁh-ﬂhﬁﬂrﬂm.


HP
Typewriter
 книга выложена группой vk.com/create_your_english


KHUra Bbls10XKeHa rpynnoi vk.com/create _your_english

24 I_UﬂCh e e ————_,

1 Put the conversation in the correct order.

a
b
c

d
e
f

| Anita:  Well, we can go to the Cactus. It's just across the street.
L | Ben: Good idea, I'm hungry.

1] Anita: How about lunch?

_ | Ben: Great. Let's go there.

| | Ben: |like anything. It's up to you.

_ | Anita:  What sort of food do you like?

2 Match the beginning and ends of the suggestions.

2]

@ a o o

Would you a drink?

Do you we go to that Canbbean place?
What about have lunch!

Why don't feel like Italian or Chinese today?
Let's like a sandwich?

3 Offer to pay. Use three different expressions.

a
b

_I'll pay., c =

4 Complete the menus with the correct food.

Pizza taliana Tortilas Chinatea Guacamoledip Spaghetti Bolognese
Apple pie Chow Mein  Idaho baked potatoes  Tequila sunrise
Chicken Maryland _F_rh_ad rif.':a_ Ehiami wine

LS
| If you nesd help, use Grammar File 18
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meenes 25 Dealing with problems  esssies

1 Which hotel departments or employees deal with these problems?

a There's no light in the bathroom. Housekeeping
b You want your baggage. Valet service
¢ You can't get an outside line. Maintenance
d Your breakfast is late. Hotel operator
e You don't have enough towels. Bell captain

f You haven't received your laundry. Room service

2 Decide what to do. Use I'll ...

a Will you take the airport bus or a cab? ¢ Will you have pizza or pasta?
_I'll toke @ cab. . DEwhYy
b Will you e-mail it or fax it? d Wil you check out now or later?

J Offer to help. Use I'll ...

a |don't have time to call Vera. ¢ | don't have time to finish these reports.
_I'll call her for you, .
b | don’t have time to send this fax. d |don't have time to write to Mr. Brown.

4 Complete the sentences with an expression of ‘urgency’. In some sentences more than
one expression is possible.

immediately right away inahurry #fgbirew  quickly urgent T

Would you send someone _right now | please?
I'll ask someone to help you
| have a plane to catch. I'm
| need an engineer g
Will you repair my shower , please?
| need to send this fax now. It's

== o O O O o

| # you need heip, use Grammas Files 16 and 16,
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1 Answer the questions about these future arrangements.
a When will the flight from Los Angeles arrive?
(9:45 a.m.} It will / Itl) arrive af 9:45 g.m.
b Where will the plane arrive?
(Mew York)

¢ Where will the representatives fly to?

Dermver)  _ sseses tewd S TI TT LA N i N I

d What time will the plane from Atlanta to Montgomery leave?
(3:30 p.m.)

e Where will you check in your baggage?
{Chicago)

f  Where will you transfer to?
(Springfield)

2 Complete the table.

Tl be I won't be Wwill I be? Yes, I will
She'll get Mo,
Will you have? Mo,
We won't take Yes,
Will they see? Mo,

3 Write suitable verbs in the telephone conversation. You can use these verbs: see, be,

come, make, suit, check.
Diana: Hello. Diana speaking.

Clive: Hello, Diana. This _is _ Clive. Can | and you next week?
Diana: Sure. you free on Monday?

Clive: No, | afraid | busy on Monday. Can you

Diana: OK. Tuesday morning?

Clive: Letme_ . Fine. What time?

Diana: Does 10:30 you?

Clive: Letme again. Great. I'll you next Tuesday then.

| i you need heip, uss Grammar File 16.

it Tuasday?


HP
Typewriter
 книга выложена группой vk.com/create_your_english

HP
Typewriter


KHUra BblfioXkeHa rpynnou vk.com/create your_english

27 Meeting people e

1 Complete the sentences in these conversations.

Ashley: _How do you do, Bil[? b Dean: How Carol?
Bill: How do you do, Ashley? Carol:  Pleased

Ashley: You're British, aren't you? Dean:  What 7

Bill: Yes, Carol:  I'm the restaurant manager.

2 Write the sentences in the correct order.

yvou /£ 1/ meet / John / want / to

_I want you to meet John.
meet / ta / 1'd / him / like / Carol

b

wants / us / to / together / He / worlk

her / We / visit / department / want / to / our

to / We'd / you / come / like / dinner / to

3 Complete the sentences with the correct form of the verb: infinitive or -ing.

= 0o o0 oo

It's good _to meet (meet) you.

I'm locking forward to (start) my new job.
I'm really glad (see) you again.

I'm sure you'll enjoy (work) here.

I'd like you (meet) Kay.

| want (introduce) you to the team.

4 What do these people do? Start the sentences with the correct person.

: Professor Tappitz Gﬂﬁ-tﬂiﬂ-@jﬂjtp Dr. Kern | S&rgﬂant-'\l;'u’aw‘ha Senator O'Brian

a
b
c
d
e

_Captain Ojay __ __ works for US Airlines.

represents her state in Washington.

teaches at San Francisco University.

trains soldiers in the U5, army.

wiorks at the Arizona Medical Center.

| you resed help, use Grarnmar Files 11, 12 and 19,
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1 Write questions and answers about Sco-Jin's resume.

-

2003 - 2004 Excursions Manager for Kores Visits
2001 — 2002 Towr guice for Seoul Tours

1997 — 2000 Tounsm studert at Wonsan

1865 — 1956 English student in New York for one year

g e S

a

e =

PR —

What _was her job from 2003 to 20047
_She was the Excursions Manager for Korea Yisits,

What

Where

How long

2 Put the phrases into the past.

a 9o o m

| am _Iwas
Itis

You are

She isn’t

>4 = @

3 Answer the questions about yourself.

When were you born?

There is
You aren't
He s

Is she

Where were you born?

Where were you at school?

How long were you in school?

What are your qualifications?

Jﬂymmdmhunﬂrmmrﬁhii
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1 Match the best reply to the questions.

a What time will he be back? I'm afraid she's on vacation this week,
b Do you want him to call you back? Mo, | need to speak to her personally.
¢ Could | speak to Ms. Blair, please? Yes, this is Gilbert Allen from MKG.

d Can | take a message for Mick? Mot till three, I'm afraid.

e May | say who's calling? Sure, Could you tell him | ...

f Do you want to speak to her assistant? Yes, please. He has my numbser.

2 Find the missing word.

T -
bl =

|° ¥

[ | [ |

: s

=
FT T T
2 Jx{efe o] patle NG v |
a When you leave a message, you speak after the
b A menu you listen to!
¢ [his sign: #
d When your line doesn't go though the receptionist.
e The line is busy. It's difficult to get
f The person who answers the phone.
g When the person you have called is on anather call you have to
h You give the name and number of the person you want to sp-aﬂk to.
i If nobody answers, you leave a message on the machine.

3 Look at the note. What does the boss want these people to do?
a _He wants Kim to call Roxburgh's.

Kim — call Eoxburgh’s
Jarner = reserve table for 3 at Paule's
c _ Jervy - send invoiee to Ling's
d Chishu - foush funancial reprort
e Argela. - ergarize sales meetig

= ]lfwuna-adhnlph ume Grammar Files 12 and 18,
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1 Match the polite inquiries to the best answers.

a Was your plane on time? Yes, it's very comfortable, thanks.

b Did you have a good trip?_\‘fe.ﬁ, | had a meal on the plane.

¢ Is your hotel OK? Yes, it was right on time.

d Did you have something to eat? Yes, thank you. Everything's perfect.
e Is everything OK? No, I'm fine for the moment, thanks.
f Can | get you anything? Yes, it was fine.

2 Complete the table.

T had I didn't have Did I have? Yes, I did
She didh't have MNe,
He was Mo,
They weren't Yes,
We went Yes,
Did she go? Mo,

2 Write the negative and the question.

a They went to Italy. _They didn't go to Italy. _Did they go to Iialy?
b You had pizza.

- 7
¢ Mrs. Bassett was in Mew York, .
- ?
d Beniko went home. _ -
od iy
e Mr McDowell had a good flight. L
= _?
f Jessica and Amos were late. )
7

4 Complete the sentences with have.
a Whattime do_ you _have lunch every day?

b yOU __agood flight? Yes, thanks. It was OK.
¢ I'm afraid he . timeto see you today.
d We always a vacation in May.

e What is he doing? He a soda.

;]Hymmadhap,uu Grammar Files 4, 13 and 14.
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31 Laundry =

1 What are they wearing? Label the clothes on each family member.

2 Make questions.

|
| put the laundry list in the laundry bag.

b ?
| left my room at 10 o'clock.

C - T
| called the valet.

d ?
The valet took it from my roorm.

e — (]

| told the valet the laundry was in my room.

3 Complete the sentences with the correct adjective.

early heavy difficult big late small |

This is size 14. I'm size 10. It's too _big!

The meeting is finished. You're too |

The train leaves at 11:30. It's only 10:30. You're too !
Asportscaristoco __ for a family of six!

She can't lift that suitcase. It's too |

We can't do this exercise qguickly. It's too !

= 0o o 0O oo

| tf you nesd halp, wse Grammar Files T and 14, €5
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1 Complete the conversation with these words:
directory assistance area-code phone number
international access code country code  cell phone number
Jeff: Do you know how to call Kyoto?
Maggie: Sure. The areacode is 75.
Jeff: Yes, but what’s the b ¥ for Japan?
Maggie: Oh, that's 81.
Jeff: So | dial 81, then 75.
Maggie: Yes, but first you need the
Jeff: Well, do you know it?
Maggie: Yes, it's 011.
Jeff: Right, so | dial 011-81-75, then the
Maggie: That's right.
Jeff: OK. Let's try. Hey, wait a minute it's a §
Maggie: Hmm! | suggest you call
2 Which telephone service do you use?
a You don't know a number. Web link
b You want to send an e-mail. Emergency services
¢ You'd like to play golf this weekend. Sports results
d You missed the end of the baseball game on TV last night. Directory assistance
e There's a fire in your kitchen. Weather forecast
f You want to use the Internet. Web e-mail
3 Give instructions. Use the country codes and area codes.
Australia 61 Perth 9 Victoria 3
Brazil 55 Sao Poule 11 Rio de Janeiro 21
Spain 34 Madrid 91 Barcelona 93
LK. 44 Oxford 1865 Glasgow 141

a 0 o o

| want to call Joaquin in Rio.

How do you call someone in Glasgow?

Can you tell me how to call Madrid in Spain?

| need to call Sue in Victoria.

Dial 55, then 21,

_N | ¥ you need halp, use Grammar File 6 and Vocabulary Files 1 and 3,
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Attraclions e

1 Some tourists are going to visit the following attractions in Los Angeles.
Ask and answer questions.

Menday walk alorg Veriee Beach
Tuesdoy wsit Unversal Studios
Wednesday: drive arowd Hollywood

Thursday' go to Disneyland

e

_When are they going to walk along Venice Beach?
fon Monday) _They're going to walk along Venice Beach on Monday.

(Universal Studios)

(on Wednesday) __

(Disneyland)

2 Which definition is correct?

a great picture
» a really good picture

a famous building
| a very attractive building

a popular place
| a place with a high population

a town square
| atown that's square in shape

It's pretty difficult.
| It's difficult, but attractive.

There's plenty of time.
| There's encugh time.

[ a very big picture

1 awell-known building

a place people like

[ 7 an open area usually in the center of town

| It's quite difficult.

_, There's too much time.

__1__| I you nesd halp, use Grammar File 15,
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34 Suggestions e

1 Complete the suggestions with the phrases.

r try them all take-a-eab ﬁf;ll her at home  buying some perfume

a Your co-worker is late for her appointment on the other side of town,
Why don't you _Take a cab?
b Your friend doesn’t know what to buy for his girlfriend.
What about T
¢ Your customer can't decide which product to buy from you.
You should _ .
d Your co-worker urgently need to contact the boss.
| suggest you

2 Complete the telephone conversations with the phrases.

Icalfirm back message tocall you to call me earlier
sorry to disturb you for calling back interrupting-yeu

a Albert: Hello Ed. This is Albert. I'm not _interrupting you | am I?
Ed: Well, no, if it won't take long.

b Barbara: Hello. Barbara speaking. | received a .
Dare: Ah yes. | just wanted to ask you if you're busy on Tuesday.

c Lyle: Hello, Vera? This is Lyle. Listen, ___ at home,
but | must talk to you about the distribution contract.
Vera: Um, sorry, but I'm afraid I'm in the middle of dinner. Can il
__in half an hour?
d Sue: Hello, Harry. Sue speaking. You tried
Sorry | was busy.
Harry: That's all right. Thanks so quickly.

3 In your opinion, what should you do ...

a when you get bad grades on your exams? _You should ...
b when you're feeling tired and have no energy?

¢ when you want to lose weight

-;Iﬂymm&d helgs, use Gramear Files 16 and 19,
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1 Complete the puzzle and find the hidden word. All the words are food items!

o = o QOO OF D

seasoning: salt and ...
anything you eat from the sea Cl

P

aften used in sauces 5|

leafy green vegetable ¢ |

sauce you put on burgers and fries

small black fruit used to make oil

milk product you eat in a sandwich, or in salad
tasty herb used in ltalian meals

Hidden word:

2 Complete the conversation in a restaurant.
Waiter: Are you _ready to arder | sir?
Customer: Yes, | am. the steak with barbecue sauce.

Waiter: And how the steak, sir?

Customer: Rare, please. And French fries with the steak.

Waiter: Ok, anything to drink?
Customer: Yes, mineral water will be fine. Oh, sorry, but

change the French

fries for the baked potato?

Waiter: Sure. Anything else, sir?
Customer:  No, thank you. Oh, wait a minute. | think

too.

Waiter: One stir-fried vegelables. Is that everything, sir?
Customer:  Well, maybe a glass of red wine, and not the water. Thank you.
Waiter: You're welcome, sir!

3 Circle the correct answer.

a

This isn’t a vegetable ...

Zucchini, IetMca.@érbec_H___masau_ﬁéjeggplam
And this isn't a fruit ...

strawberries, spinach, lemon, lime

This is the only soup ...

pepper, garlic, salf, chowder

And this is the only seafood ...

shnmp, cheese, turkey, bacon

| i you need help, use Grammar File 18,

the stir-fried vegetables,



HP
Typewriter
 книга выложена группой vk.com/create_your_english

HP
Typewriter


KHWUra BblioXKeHa rpynnon vk.com/create_your_english
B ) 36 A‘[ the tab|e e ot Y

1 Match the beginning and end of the sentences.

a Enjoy pass me the salt, pleasa?

b Wheo some of my vegetables?

¢ Canyou pass ordered the salad?

d Mayl your meal.

e Do vyou want to try yourself to bread.

f Could you have some dressing, please?
g Help thermn the wine?

2 Write questions and answers.

(melon)
It's for me.
(tuna steak)

_Whose is the melon?
_It's my melon.

It's for her.

(chef's salads)

They're for us.

(seatood)

It's for Rirm.

{steaks)

They're for them.

(apple pie)

It's for you.

3 Who did these things?

a Who did this? Me. | _did it myself.
b  Who wrote that letter? Jack. He

¢ Who washed the car? Maria. She

d Who repaired the TV? Ted and Jon. They

e Who finished the cake? You and me. We

f  Who lost my keys. You! Luis, you

4 Correct the sp-ulllng mistakes on the menu.

Todery's -rpm:iﬂ!s

milca ohedowy

cniphsa and choan salad
amotto unJ. Em&m‘rﬂﬂz

_J IF you nesd help, use Grammar Files 5 and 19
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1 Write two questions about activities and interests using Do you like? and How often?
Use these verbs:

surf read visit gete play watch l

a (museums) _Do you like going to museums?
_How often do you go to museums?

b (football)

c (the Internet)

d (foreign countries)

e (business reviews)

t 1

1
S IS B L U R R

2 Write other activities in the table. Include activities that you do.

Sports & fitness Passive aclivities Iintellectual activities|  Artistic activities
tennis watching TV reading palrting

3 You and your co-worker are very different! Write sentences.

a |like reading _My co-worker doesn't like reading.
| don't play computer games.
I'm good at painting.
| often go to the theater.
| don't enjoy playing sports.
| don't have much free time.

== & 4 O T

| B you nead help, use Gremmar Files 8 and 11. '&'
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1 Write the e-mail messages in full.

a I Ag PR 5] L darfinrs c LAy

r.-.' ey s ._J-”m-.i-r. ] e o | ETe T o Bl ] “JEang ey b Sen daer -]ji!‘:'] FOE
FAQ Jessica Browne. Re: yr order # 2345, Meeting 22 Jan starts
RGT, must cancel Need instructions for 9:00, finishes 12:30
appointment with delivery. BTW, from lunch. Need INFO re:
Bricks Co. 4:30 p.m. 4/13, special discounts | new products.
Friday 17. on orders over $500. o

a

B

c

2 Write positive or negative instructions.

a (Use) _Use  avirus checker on your computer.

b (Send) rude messages by e-mail.

¢ (Type) ___IN CAPITALS!

d (Send) a short message first when you're downloading a large file.
e (Open) unexpected attachments.

f (Check) | that you're not sending infected files.

3 Which icon do you click on to do these things?

ot
1 |\ New = PR
: (2w o [
i F!]-W;E.rdlt 6 ii _Eﬂ?t; |
You want to reply to the sender of the message. o

You want to send a message you received to ancther person.  _
You don't want to keep a message. i
You want a hard copy of 2 message. bl
You want to write a new message. -
You want to lock for or check something. B

= & o0 o & o

L 40 _ | Myeu need hetp, use Grarnmar File 6.
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1 Are these people buying or selling? Write B for buying and S for selling next
to the sentences.
a .5 |can give you a special deal.
b [ | I'm sorry, we're not interested.
c | | We can deliver immediately.
d [ And how much is it?
e | | Ourcustomers won't like this.
f [ Your customers will love this.
g [ Thisis the best you can find on the market.
h [ You're wasting your time.
i [ Can you deliver quickly?
i [ ljust want you to look at it.

2 Rewrite the sentences using the passive.

a They make leather goods in Ialy. _Leather goods are made in Italy.
They bottle whiskey in Scotland.
They produce cheese in France.
They print books in Hong Kong.
They manufacture computers in Ireland.
They assemble cars in England.

== a o O g

3 Write questions using the superlative.
a The Grand Canyon is very big.
Is it the bi I TS
b The Empire State Building is very tall.

v
¢ California wine is very good.

?
d The New York subway is very busy.

?
e [he State of Vermont is very small.

7

f The Mississippi River Is very long.

s
| f yous e hiedp, use Gramrmar File 17,
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1 Which of these features do you find in your region or country? Add others.

“mountains hills muséums valleys theaters rivers bridges lakes
parks islands harbors deserts buildings oceans beaches

Your region Your country

2 Write the present of these irregular past tenses.

PAST PRESENT PAST PRESENT
gave _give weare

went took

Saw : got »

had _ made

was did

3 Write a short paragraph about your last vacation. Use the past tense.

4 Write the sentences in the negative and question form.

a

The plane took off from JFK airport.
_It didn't take of f from JFK qirport, . _Did it take off from JFK cirport?
They flew over the Rockies.

7
You landed in Philadelphia.
?
The pilot circled the airport three times.
"7

She stayed in Florida for a month.

_! i you meed hedp, use Grammar Fila 14,


HP
Typewriter
 книга выложена группой vk.com/create_your_english

HP
Typewriter


KHWra Bbl1oXeHa rpynnon vk.com/create_your_english
e ——y 1 L S I-(e a {:jeal— T ey

1 Rewrite the sentences.

a It wasn't possible for me to meet her last week.
_I coyldn't meet her last week,
b It wasn't possible for Mrs. Schulmann to mail the report in time.

¢ It wasn't possible for them to hear because it was so noisy.

d It wasn't possible for us to introduce you to Alicia.

2 Compare these things.

a The Park Motel is cheap. The Star Hotel is _cheaper, _
b Edgar's office is big. Cathy's office is

¢ My computer is good. Your computer is

d Edgar's brochure is attractive. Cathy's brochure is _

e Albion-Ametica cruises are expensive. Pacific Cruises are

f Our software is complicated. Their software is

3 Write sentences with more, less or fewer.
a .Jack: $20/ Paul: $10
Jack has _more  money than Paul.

Paul has _less  money than Jack.
b Flight AB202: 200 / Flight AC303: 150

Flight AB202 has passengers than Flight AC303,
Flight AC303 has __ passengers than Flight AB202,
¢ Yoshiko: 3 weeks / Miki: 10 days
Yoshiko has _ vacation than Miki.
Miki has vacation than Yoshiko.
d Albion-America: 1150 / Pacific Rim: 680
Albion-America has employees than Pacific Rim.
Pacific Rim has employees than Albion-America.

4 Are these comments positive () or negative (x)?

a We'd like to do business with you. v d We like your brochure.
b Qur customer comments were excellent, e You're too expensive.
¢ I'm sorry, but we're not interested. f OK. Let's make a deal.

| ¥ you need help, use Grarnmar Flle 17. m
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1 Complete the conversation at the check-in desk. Use these words:

suitcase window pack boarding pass ﬁﬂne tisket baggage aisle scales __

Check-in clerk:

AT i i

=

Can | see your _ticket | please?

Passenger: Sure, I'dlikea seat, please. | like to see outside.
Check-in clerk:  I'm afraid the plane’s nearly full. Thereare _ left.
Passenger: Well, can | have an seat then?
Check-in clerk: Yes, ma'am. Here's your . Gate 34.
Do you have any =
Passenger: Yes, just one .
Check-in clerk:  Did you it yourself?
Passenger: Yas, | did.
Check-in clerk:  OK, then. Could youputitonthe |, please?
2 Write short answers.
a Did you pack it yourself? Yes, _Ldid.
b Do you have any camry-on baggage? No,
¢ Are there any window seats? Yes, e
d s the flight full? Mo,
e Has your baggage been with you at all times? Yes,
f Has anyone given you anything to carry on? No, -

3 Complete the sentences with none or all.

a _All _ of the aisle seats are free.
There are no window seats. Thereare _ left.

¢ __ the passengers are in the departure lounge now.
d These passengers are __walting in line.

e Yes, | packed of my bags myseff.

f No, of those bags are mine.

4 Match the information to the definition.

a AABI Gate
57K — Flight number

b

¢ 11:35 Destination

d 4 Seat numier

e Calgary Departure time

_"_l if you nesd help, use Grammer Files 12 and 14,
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1 What is Alicia going to do?

o O o0 O o

(check out) _She's going to check out.

(take photos)

43 Checking out e

(fly to Alaska)

(stay on a ship)

(make new friends)

2 You're checking out of your hotel. What does the front desk clerk say?

b

He hopes you'll come back and stay again.

_I hope you'll come back and stay again.

He's sure you'll enjoy your trip to Mexico.

He says the hotel staff will miss you.

He hopes you'll recommend the hotel to your company.

He says he’'ll send you a brochure,

3 Complete the sentences in the past. Use these verbs:

DEZFODEPDEODPR

_Did_ you enjoy__ your vacation?

Yes, we .t great.
Which hotel you at?
We at the Mount Stuart.
And what it fike?
It wvery good.
you __in the hotel restaurant?
No, we We ___ to the restaurants in town.
When _ you home?
We back home last Thursday.

4 Complete the phrases with a, an or some.

a
b

-4 glass of wine i - orange juice e
mineral water d __ peanuts f

| W you reed help, use Grarmar Fles %, 14, 15 and 16

pack of peanuts
red wine
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1 Complete the names of the cabin facilities on Rick's postcard. Choose from
these words:

walk-in closet sefa DVD player sifting area balcony TV
writing desk  Internet link

' Vear Mo, e s
Our cabin on the Pacific Rim Vouager is E i

| Fantastic. In the evening we can sit on the o -}

| sofa and watch . We can watch g o

' movies on the , loa.

| Right new, I'm writing postcards at the

| . There's a greak

o g pnrcl i Mrs. Arbrose
n ad there’s a if we . H
wite peeple te our cabin. [ ewn hawe an 165 Long Drive :
it 1 need to serd o~ Chicage, 11 |

rrail. In the moming, we can have breakfack on L0648 !
the i
Love, Rick t
T e TS W e T S W AT T WTEEET e e A 1—n—--—-n-=-—-.-s—'i

2 Write the sentences in the negative.
a I'll have time to see you tomorrow.
_I won't have time to see you tomorrow.
b Ted will carry our baggage to the ship.

¢ Alicia will be too busy to enjoy all the facilities.

d You'll meet them next weekend.

e They'll have a dining area in their cabin.

m ‘_|Ifynunaﬂdm|p1mﬁmm‘tﬂ.
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1 Put the conversation in the correct order.
| Did we? I'm somy, | ...
| | That's all nght, Let me get you a drink.

1! Hi Lynda. Good to see you.
|| We met at the budget meeting.

[ OK, I'll have a Perrier, please.
[ | Oh, hello, er ...

g Q =0 Qo oo

45 Making friends s

|  Freddie. Freddie Yates. Remember? We met last month.

|| Right! You're the new Accounts Director. I'm so somy.

2 Complete the conversations with the best word or phrase.

that'sright So Sofar of course then i

a A Arevyou sure you don't want a d G
drink? H:
B: Oh, well, I'll have a Coke, _then. e |
b C: You're the new cabin steward.
D Yes, . | startec d
last week,
¢ E: How are you enjoying the cruise?
F: , everything's been great.

3 Complete the sentences with the most suitable verb.

feel lsek taste sound smell

a Her new apartment _looks  beautiful.
b Your cooking always
delicious.

4 Match the beginnings and ends of the sentences.

a His after-shave -.._\ feels like wool.
This tea smells like perfume.

¢ That instrument looks like a ship.
d Your sweater sounds like a plano.
e Their house tastes like water.

IIT]Inu nesed help, vse Grammar Files T, 12 and 14,

¢ These new shoes
d This ice cream
e That music

I'm not a passenger.
_, you're one of the crew!
We met yesterday. Don’t you

remember?
Yes, . I'm very somy.
very tight.
too sweet.
terrible.
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1 Complete the words in these conversations in a souvenir store,
a Assistant: May | _help  you?
Customer: Mo, thanks. I'm just |
b Customer. Where are these dolls m 7
Assistant: They'rem ____ locally.
¢ Customer: Howm are these T-shirts?
Assistant: They're $7.50e __
d Customer. Canyougivemead if | buy twelve?
Assistant:  Sure. | can give you 10% off.
e Customer: Doyout_ credit cards?
Assistant:  Certainly. Credit cards and ¢
f Customer: How will | get it home?
Assistant: Wecans _ it anywhere in the world.

2 Write sentences about where these products are made.

a blankets / make / Alaska _These blankets are made in Alaska,

b chocolates / make / Belgium
¢ books / publish / England

3 Write sentences about what the products are made of.

a blankets /wool _These blankets are made of wool.
b dolls / plastic
¢ jeans / cotton

4 Decide what the people would like. Choose from these ideas.

Fr-sﬂn gold eanings ©B  American cook book  golf balls

a Your brother only likes pop music. d Your girlfriend has expensive tastes.
_He'd like a CD._
b Your sister always wants clothes. e Your boss likes cooking.

¢ Your parents are very sporty.

| ¥ you need help, use Grammar File 19,
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1 Rewrite the sentences using I want you to ...

a | have some good news. You're the new Sports Manager.
_I want you to be the new Sports Manager.

b Can you start next week, please?
|

¢ Will you choose your own personal assistant, please?
|

d You should meet the personnel first.
| -

e Could you buy some new equipment, please.
|

2 Complete the message using these prepositions: at, on, for, of, in, to

There was o Fhove call fOr you — 200 pum, It was Nel Sarches,

- — charge - west coest controcts. He's sorry he missed you — the

Seles Comvention —— Mlwoukee last menth, e seid he wos comng ——
Detrait __ June HWth, He'll coll you bock — about half an hour, or

temorrow aftermoon — 500 [7am.

- i L

—a —_— === == = s

3 Write the sentences in the correct order.
a again/them / Ask / later / to / call
_Ask them to call again later,
b like/lunch /to/1'd/ finish /f my

¢ tofsendShersit/ me/sAsk/ o

d figures /We /to / have / the / check

e the/He/1o/ needs / see / report

f stay/going / She's /in / to / Atlanta.

B
| # you need halp, use Grammar Files 11, 18 and 18,
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1 Write suitable sentences in these situations.

b

Thanking someone for their help.

Saying you're going to miss them.

Saying you liked working with them.

Asking themn to call you if they come to your hometown,

Say goodbye and add a friendly expression.

2 Write what these people say they'll do.

a o T o

{call you) _I'll call you.
(send our catalog)
{check the address)

{keep in touch)

3 Write what will probably happen.

a
b
c
d

Josie and Ken / meet again _Josie and Ken will probably meet again,
Jack Hudson / refurn to Canada
Ken / be successful in his new job
Alicia / return to Vancouver

4 What about you? What will happen to you in the future?
Write what you know you're going fo do.

Write what you think or hope you'll do.

" |t you need help, use Grammar Files 16 and 16.
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1 Write the peoples’ names under their job title.
a Linda is in charge of sales.
b Terry Is Linda's assistant.
¢ Larry runs the company.
d Pamelais responsible for

accounts. Chief Executive Officer
e Robin reports to Pamela. |
f Larry is Ashley's |

immediate superior. Vice President
g Pete's in charge of

Sales Director Accounts Director
Linda
| : e— L - e l
Fublicity Manager | |7 Personal Assistant ﬂ ‘ Accounts Assistant l

2 Write the full or abbreviated form.

a 101 one hundred and cne

b eighty-nine

¢ 10,000

d twenty-seventh

e J30th

f a quarter after twelve

g 1045

h October 22, two thousand and six
i 9M18/04

3 Put the telephone conversation in the correct order.

Hmm. I'm busy on Monday. What about Tuesday?
1/ Hello, I'd like to arrange a meeting next week.
Let's see. The aftermnoon would be better. At two o'clock?
| Great. Then, let's say 2:00 p.m. next Tuesday.
| Tuesday's fine, too. Morming or afternocon?
. How about Monday?
Sure. What day is best for you?

a = 0 a0 o o
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1 Fill in this form with your own personal details.

S

Family name:

First name:

Title:

Job: _

Company name / School:
Birth date:
Telephone:

Cell phone:

E-mail:

Mationality:

2 Which expressions do you use to say ‘hello’ or ‘goodbye’?

Hello Goodbye
Good afternoon.
It was nice meeting you.
Keep in touch.
Please call me Greg.
Take care!
| want you to meet Miki.
How do you do?
Thanks for all your help.
See you soon.
Look after yourself.
Hit
Good to meet you.

- Tm -0 Q0o Wm
00 06 O G O

-r'_-
mEEEEy

3 Match the ‘small talk’ sentences to the most natural response.

a Welcome to our company. I'd like coffee, please.

b Do you know Isobel Duarte? Very comfortable, thanks.

¢ You're from the Tokyoe office, aren't you? I'm glad to be here.

d What's your hotel like? It's very warm at the moment.

e Can | get you something to drink? Yes! She's a good friend of mine.

f What's the weather like in Washington? Fine, but the plane was a little late.

g s this your first visit to Mexico City? That’s right. Have you been to Japan?
h How was your flight? Mo, | was here two years ago.
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1 Complete the sentences in this story using these words:

'imrﬁi'gra‘[inn arrival boarding landing #akt seat dE[.::-tE_lI"tIJI"E.
first check-in gate

Tony is flying from London to New York. The _flight = number is BA4582. The

time is 9:20 and the time is B:30. He's flying class. It's the most
expensive. He's getting his pass from the desk. His

number is 59K, It's by the window. He has to board his plane at “number 8. He'll need
to fill in a card because he's not American. He'll have to go through

__control when he arrives.

2 Which facilities do you need if you want to do these things:

Ennnierge desk fitness center restaurant Internet connection
beauty salon  eeckial-bar  room safe

You want a drink. _cocktail bar
You want to play some sporis.

You want to have dinner.

You want to have your hair cut.

You want to send an e-mail.

= 0o o 0 F o

You want to leave some monay in your room.
You want to go to the theater.

3 Circle the correct answer.

The{bell captaind waiter carries baggage to your room.

The concierge / valet delivers laundry to your room.

The room maid / waiter serves breakfast in the restaurant.

The concierge / housekeeper gives you directions to places.
The room maid / valet cleans your room.

The front desk clerk / cashier registers your arrival at the hotel.
The beauty salon / cashier prepares your account.

= °& o O o o

=]
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Money

1 Match the amounts.

= o OO0 T

$10.99
£15.50
79
€14.60
69p
$89.30

seventy-nine cents

fourteen eurcs and sixty cents
eighty-nine dollars and thirty cents
ten dollars and ninety-nine cents
fifteen pounds and fifty pence
sixty-nine pence

2 Complete the words in the conversations.

Taxi driver:

Passenger:

Taxi driver:
Annabel:
Samantha:
Customer:
Server:

Store clerk:

Customer:

Store clerl:

Customer:
Customer:

Salesperson:

Customer:
Cashier:
Guest:

That's $17.60, please.

Here you go.

Out of twenty. That's $240c h a n g e .
I'm going to the airport.

So am |. Great! We can splitthef __ _
Howm __ _ isthat, please?

That's $15.49 with thet __

That's 1 dollarand 40 ¢ __ __

Here you go.

Don't you have anything smaller?

I'm sorry, but | only have a$100 b _
Canyoutellmethep _ _ . of that watch, please?
It's $145.99.

Do you take t C |
'l just print cut youre __

Thanks. I'm paying by C

3 Complete the sentences with the correct verb. Then write the infinitive of each verb.

Ijuught cost spant paid changed tipp-ad:

T = T I = -

We _spent_ a lot of money on our vacation last summer.
Sung-Min

Pablo

Mr. and Mrs. Sata
Their new camera

The server

spend
some sports equipment in the UL.S.A
the taxi dnver.
their hotel bill by Amencan Express.
_ B320.
Jack's $50 bill.
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1 Circle the answer.

a Which food is sweet?
sait, pepper, rnustan:!
b Which food is a vegetable?
eggs, mushrooms, ice cream, milk
c Which item is a drink?
ketchup, jam, maple syrup, tea
d Which item is a fish?
chicken, steak, salad, tuna
e Which meal contains meat?
fried potatoes, French toast, Bacon Burger, Big Salad

2 Match the beginnings and ends of the sentences.

a Could| have a special, please.

b Couldl see check, please.

c Are you ready something to drink?
d [I'll take today's table for two, please?
e Would you like to order?

f I'dlike the the menu, please?

3 Complete the sentences with a, some or any.

a There's o  glass of water.

b Arethere  muffins?

c Thereisnt____ milk

d Isthere cup of coffee?

e There aren't hash browns.
f There's ____ barbecue sauce.
g Isthere _ coffee?

h There's vanilla ice cream.

4 Put the conversation in the correct order.

a [ | Katy: What kind of food do you like?

b Tirm: Sounds good. Let’s go there.

[ | Tirm: Anything. It's up to you.

d 1 Katy: Do you feel like some lunch?

e .| Tim: Sure. I'm hungry.

f | | Katy: Well, how about the Vesuvio? It's very near here.
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1 What would you say in the following situations?

a Greeting a visitor to your company.

b Introducing someone to one of your co-workers.

¢ Asking someone the time.

d Asking to leave a message for someone.

e Asking directions to the nearest bank.

f Thanking someone for their help.

2 Put the telephone conversation in the correct order.
Oh, sorry. This is Betty Chung speaking.
Thank you.
[1 Wilson Marketing Services. May | help you?
|| Please hold and I'll connect you to Mr. Wilson.
[_| Who's calling, please?
Yes, I'd like to speak to Lindsay Wilson, please,

3 Rewrite the message in no more than 15 words!

Daar Morg

Thanks very much for your message. 1 wes good 10 spealk to you last weak and discuss the ammangements
for the ssles meetng next menth. | agree with vou that it would be better 1o hold the mesting in & hotel rether
than In & conference centen. S, this is 1o confim that our mesting will take place in the Inter-Continental
Hotel on the 28th of March. The mesting will begin at .00 a.m, and firish at 5:00 p.m, We wil have lunch
fromn 12:30 to 2:00 pars ' send the egends 12 you 88 500N a5 possiles.

Yours sincerchy
Ted Waffie
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