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Introduction

Who is this book for?
Business Vocabulary in Use Elementary to Pre-intermediate will help Elementary to  
Pre-intermediate learners of business English learn business vocabulary. It is for people studying 
English before they start work and those who need English in their job.

In addition to improving your business vocabulary, the book helps you to learn the language 
needed for important business communication skills.

You can use the book on your own for self-study, with a teacher, one-to-one or in groups.

How is the book organized?
The book has 66 two-page units. Some units look at the vocabulary for different business 
subjects. Others focus on the language of business skills, for example in emails and meetings.

The left-hand page of each unit explains new words and expressions, and the right-hand page 
has exercises to allow you to check and develop your understanding of the words and 
expressions.

There are also four Learner training units to help you learn business English. These deal with 
talking about language, pronunciation, learning vocabulary and using dictionaries. They are 
positioned before Units 1, 16, 31 and 42, but you can use them at any time.

There is an Answer key at the back of the book. Most of the exercises have questions with only 
one correct answer. 

There is also an Index. This lists all the new words and phrases in the book, and gives the unit 
numbers where they appear. It also tells you how the words and phrases are pronounced.

The left-hand page
This page introduces new vocabulary and expressions. The presentation is divided into sections 
indicated by letters: A, B, C, etc., with simple, clear titles.

Key words and expressions to learn are in bold. There are notes about differences between 
British English (BrE) and American English (AmE), pronunciation, and common mistakes made 
by Elementary to Pre-intermediate learners of business English.

The right-hand page
The exercises on the right-hand page give practice in using the new vocabulary and expressions 
presented on the left-hand page. Some units contain diagrams to complete or crosswords. 

‘Over to you’ sections
An important feature of Business Vocabulary in Use Elementary to Pre-intermediate is the Over 
to you section at the end of each unit. These sections give you the chance to practise the words 
and expressions in the unit. Self-study learners can do this as a written activity. In the classroom, 
the Over to you sections can be used as the basis for discussion with the whole class or in small 
groups. The teacher can then get students to look again at exercises relating to points that have 
caused difficulty. Students can follow up by using the Over to you section as a written activity, for 
example as homework. The Answer key contains sample answers for the Over to you questions.



9Business Vocabulary in Use Elementary to Pre-intermediate

How to use the book for self-study
Find the topic you are looking for by using the Contents page or the Index. Read through the 
explanations on the left-hand page of the unit. Do the exercises on the right-hand page. Check 
your answers in the Answer key. If you have made some mistakes, go back and look at the 
explanations and the exercise again. Note down important words and expressions in your 
notebook.

How to use the book in the classroom
Teachers can choose units that relate to their students’ particular needs and interests. 
Alternatively, lessons can contain a regular vocabulary slot, where students look systematically 
at the vocabulary of particular thematic or skills areas.

Students can work on the units in pairs, with the teacher going round the class assisting and 
advising.

Cambridge International Corpus
This book uses the Cambridge International Corpus (CIC) – a very large collection of English 
texts, stored in a computerised database, which can be searched to see how English is used. This 
includes the Cambridge Learner Corpus (CLC), a large collection of writing by learners of 
English, including writing from the Cambridge Business English Certificate (BEC) exams. The 
database has been used for the notes about typical mistakes made by learners of business 
English.

CD-ROM
This second edition of Business Vocabulary in Use Elementary to Pre-intermediate is available 
in two versions. You can use the book either on its own or with the CD-ROM, a major 
innovation. This includes an audio file for every key word and expression in the book, with  
its pronunciation and an example sentence. In addition, there are two extra exercises for each 
unit of the book, fourteen summary tests so you can check your progress, and even some 
vocabulary games.

We hope you enjoy using Business Vocabulary in Use Elementary to Pre-intermediate.
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A

B

Learner training A: Talking about 

language

Types of word and tenses

Other language words you should know

Language word Meaning Example

abbreviation a short way of writing something IT, CEO

punctuation (mark) a symbol used in writing, like a full 
stop, question mark or comma

. ? , 

apostrophe a punctuation mark used to show a 
missing letter

they’re – they are, what’s – 
what is

sentence a complete idea in writing starting with 
a capital letter and ending with a full 
stop

He designs buildings.

phrase a group of words, not a sentence a cheap product

dialogue a conversation between two or more 
people

A: Where’s the office?
B: On the first floor.

British English English used in the UK underground

American English English used in the United States subway

formal for public or official use manager

informal between friends or colleagues boss

Singular
employee

Plural
employees

Uncountable
information

Noun
manager,
reception

Countable
product,
products

Preposition
at, in, on, up

Adjective
busy,

expensive

TENSES

Verb
drive, fall

Adverb
always,

someimes

In�nitive
(to) fly

Regular
work,

worked,
worked

Irregular
leave, left,

left

Present simple
(tense)

I work in
an office.

Past simple
(tense)

I left school
ten years

ago.

Present perfect
(tense)

Toyota have
sold 2 million 
cars this year.

Past
participle
sell, sold,

sold

TYPES OF
WORD
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Look at A opposite. Write the types of word in your own language.

Look at A opposite. Match the two parts of the sentences. 

1 A noun is a word
2 An adverb is a word
3 An adjective is a word

a that describes a verb.
b that describes a person or thing.
c for a person or a thing.

Look at A opposite. Are these sentences true or false? Look at the example before you begin.

1 The plural of ‘building’ is ‘buildings’. 
2 ‘Flew’ is the past simple and ‘fl own’ is the past participle of ‘fl y’. 
3 ‘With’ is a preposition. 
4 ‘Expensive’ is a verb. 
5 ‘Never’ is an adjective. 

Complete the table. Look at Irregular verbs on page 142 if necessary.

Infinitive Past simple Past participle

find

hit

run

Write the words in the box in the correct column in the table. Look at the example before 
you begin.

A1

A2

A3

A4

A5

A6

A7

Noun Verb Adjective

desk

Look at B opposite. Write the other language words in your own language.

Look at A and B opposite and choose the correct word. Look at the example before you begin.

1 You use the  (infi nitive / present simple) of the verb to talk about what 
you do every day.

2 You use the  (singular / plural) form of a noun when you talk about more 
than one person or thing.

3  (American English / British English) is the type of English used in the UK.
4 A  (phrase / dialogue) is a set of words that is not a complete sentence.
5 ‘IT’ is  (an abbreviation / a sentence).

present simple

desk
learn

lose
low 

office
price

production
short

slow
small

teach
win

true
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I’m in construction
What do you do? or What is your job?

A

B

C

Jobs and industries1

Your job
What exactly do you do?

I’m in construction1.

I’m in retail2.

I’m in financial services3.

I’m in IT (information technology)4.

Other jobs

What does

he

do?
she

Jim

Maria

a She’s a computer programmer.
b He’s a production worker.
c Jim’s an industrial photographer.

d He’s a construction worker.
e She’s a company receptionist.
f Maria’s a personal assistant.

What do
they

do?
Linda and Pablo

They’re in financial services.

Linda’s a banker. Pablo’s an accountant.

N
o
te You put a in front of a consonant sound 

and an in front of a vowel sound. N
o
te When writing, don’t forget the apostrophe (’) 

in I’m in construction, She’s a manager, etc.

I’m an engineer. I work for 
Foster and Partners. I work in 
a team that designs buildings.

I’m a manager. I work for 
HSBC. I manage workers at a 
call centre.

I’m a salesman. I work for 
IBM. I sell computers to 
companies.

I’m a buyer. I work for 
Walmart. I buy the products 
that we sell to customers.

1 building 
2 shops 
3 banks 
4 computers 
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What do you do?

Describe the jobs of three people you know. Who do they work for and what do they do?

Complete these sentences about the people in A and B opposite. Look at the example before 
you begin.

1 I’m in retail. I’m a  . I   Walmart.  
I  the products that we sell to customers.

2 I’m in   . I’m a manager. I  
 HSBC. I  workers at a call centre.

3 I’m in IT. I’m a  . I   IBM.  
I  computers to companies.

4 I’m in  . I’m an engineer. I   Foster and 
Partners. I work in a team that  buildings.

Look at C opposite. Match the pairs of words to make jobs.

1.1

1.2

1.3

1.4

1.5

1.6

buyer

1 computer 2 production 3 industrial 4 construction 5 company 6 personal

a worker b photographer c programmer d receptionist e assistant f worker

Look at A and C opposite. Complete these sentences with ‘do’ or ‘does’.

1 What  you do?
2 What  she do?
3 What  Richard do?

4 What  Aiko and Matsuko do?
5 What  they do?

Write the questions for these answers.

1     ?
 I’m a salesman.
2     ?
 He’s an engineer.

3     ?
 He’s an oil worker and she’s a receptionist. 
4     ?
 She’s a banker.

Match the descriptions (1–6) with the people (a–f) in C opposite.

1 He works for Bouygues. He builds tall buildings. 
2 He works for Jaguar. He makes cars.
3 She welcomes visitors. She works for Procter and Gamble.
4 She helps her boss. She works for Vodafone.
5 He works for Nestlé. He takes pictures of the company’s factories.
6 She writes computer programs. She works for Microsoft.

Add some extra information for each of the people (1–6) in 1.5 above. Look at the example 
before you begin.

1 
2 
3 
4 
5 
6 

He’s a construction worker in Dubai.
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A

B

C

Places and departments2

Places
Where do you work? I work in a factory. I work in Paris.

in an office in a call centre in a lab

at home on a construction site on an oil rig

Where
does

he
she work?

do they

Departments 1

Which department

do you

work in?does
he
she

do they

I work in the production department. We make the company’s products. 

She works in the training department. She organizes training courses.

They work in the sales department. They sell the company’s products.

Departments 2
You can also talk about the department that people work in, like this:

 I’m in production.

 She’s in training.

 They’re in sales.

 He’s in accounts. He gets the money from customers and pays everyone that the company 
owes money to. 

 I’m in human resources (HR). I find new people to work for the company.

 She’s in marketing. She looks after the company’s website.

 They’re in research and development (R&D). They find new products for the company  
to sell.

 He’s in finance. He goes to banks to find the money that the company needs.

N
o
te Don’t forget the third person s in the 

present simple of verbs, for example in 

He works in the training department.

He
She

works in a shop.
at head office – the most important office.
in Shanghai.They work
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They work on an oil rig.
5 

3 

2  

Think of three people you know. Describe the places where they work and the departments 

that they work in.

2.1

2.2

2.3

2.4

Look at A and B opposite. Match the pairs of sentences.

1 I work in the production department.
2 I work in Shanghai.
3 I work in a call centre.
4 I work in a shop.
5 I work on an oil rig.
6 I work in the sales department.

a I’m in retail.
b I make cars.
c I sell machines.
d I’m an oil worker.
e I talk to people all over the world.
f Our head office is there.

Look at A and B opposite. Complete these sentences with ‘in’, ‘at’ or ‘on’. 

1 I work  a lab.
2 I don’t work  a construction site.
3 I don’t work  home because I want to be with people all the time!
4 She works  a factory.
5 He works  the accounts department.
6 They work  a call centre.
7 One day, I want to work  head office. I want to be the boss!

Look at A and B opposite. Complete these questions.

1 

She works in the human 
resources department.

I work in the training 
department.

He works in the production 
department.

Which department  
   ?

Which department  
   ?

Which department  
   ?

Where    ?

Where    ?

4 
I work at home.

Look at C opposite. Complete these sentences.

1 I interview people who want to work for the company. I’m in  
 .

2 She goes to visit customers. She’s in  .
3 She organizes English courses for people working in the company. She’s in  .
4 They decide how much money the company needs to borrow. They’re in  .
5 We organize the company’s advertising. We’re in  .
6 I work on the machines that make our products. I’m in  .
7 I phone people who haven’t paid. I’m in  .
8 He works on new products that the company can sell. He’s in  

  .
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Stopping work
‘When employees at M&S are 65, they retire – stop work because of their age. They receive a 
good pension – payment for people who retire. 

‘If someone leaves the company, for example to move to another company, they resign /rɪˈzaɪn/ – 
tell the company they are leaving.

‘We make people redundant if we don’t have work for them or if we have financial problems.

‘If someone has done something wrong or stupid, then we dismiss or fire them – ask them to 
leave the company.’

I work with … 

A

B

C

3 Types of work

Jobs and work
A Marks and Spencer (M&S) manager talks about the 
company:

‘I work for Marks and Spencer. In our shops, we have 
employees – people who work for our company – who 
have full-time jobs. Full-time employees usually work 
around 40 hours /aʊəz/ a week, but they can also do 
overtime – where they work longer and get more money.

‘Some employees have a part-time job. For example, 
some people work 20 hours a week.

‘Most people at M&S have a permanent job – they have 
no finish date.

‘Some people here do temporary work for a short 
period.

‘Every employee has a contract – an agreement about 
how long they work, when they work, etc.’

N
o
te employer /ɪmˈplɔɪə/ 

employee /ɪmˈplɔɪiː/

I work with people.

I work with customers – people who buy our products.

I work with computers.

I like my colleagues /ˈkɒliːgz/ – people that work with me.

I don’t work with suppliers – companies that we buy products from.
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Think about your job or one that you would like to have. Is it a full-time job or a part-time 

job? Is it permanent or temporary?

3.1

3.2

3.3

Complete the crossword with the correct form of words from A, B and C opposite. 

Across

 2 Someone who buys your products (8)
 4 Someone who works for a company (8)
 6 People who work with you (10)
 7  My job only lasts two months: it’s  

 (9,4)
 10  and 14 People who only work part of the 

day or week have part-   (4,4)
 11  If a company doesn’t need employees any 

more, it makes them  (9)
 13  If you leave your job to move to another 

one, you  (6)
 14 See 10 across

Down

 1  When you work more than the normal 
hours, you do  (8)

 3  Companies who sell products to others (9)
 5  When you stop working because of your 

age, you  (6)
 6  You can’t work without these nowadays (9)
 8  An agreement about how much you work, 

what you do, etc. (8)
 9  Money you get after you stop work (7)
 12  To tell someone to leave their job, for example 

because they have made a mistake: to  them (7)

Complete the tables with words from B opposite.

Verb Noun Noun Adjective

retirement redundancy

resignation 
/ˌrezɪgˈneɪʃən/ 

dismissal

Complete these sentences with the correct forms of words from 3.2 above.

1 There was no more work at the factory, so my company made me  .
2 I don’t like what the company is doing, so I’m going to  and fi nd 

another job. 
3 Pedro took money from the company, so they had to  him. 
4 In most countries, you can’t  until you’re 65.

1 2 3

4

5

6

7

8 9

10

11 12

13

14
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A

B

4 Work and numbers

How many employees are there?
Interviewer:   How many employees are 

there at M&S?
M&S manager:  Approximately 75,000.
Interviewer:   And how many branches – 

shops – are there?
M&S manager:   There are 600 shops in the 

UK and about half that 
number in the rest of the 
world. I think the exact 
figure is 295.

Interviewer:  Is there one in China?
M&S manager:   Yes, there is. There’s one in 

Shanghai.
Interviewer:  Are there many offices?
M&S manager:   There’s one head office and there are four other offices in the UK.
Interviewer: And how many hours a week do the employees work?
M&S manager:  In the UK, full-time employees work 42 hours a week on average, including 

overtime – some work 40 hours a week and some work 44.

Sites
Interviewer:   Where is M&S’s head office?
M&S manager:   M&S’s head office is in London. About 1,000 people work there. Most of the 

top managers work there, of course.
Interviewer:   How many other sites – places with buildings – are there in the UK?
M&S manager:   Well, we have the head office, the other offices, the store branches and our 

warehouse. We keep the products there before they go to the stores. 
Interviewer:  So how many sites are there altogether?
M&S manager:   There are five offices including the head office. Then there’s the warehouse, so 

there are six sites altogether.

To learn more about numbers,  
see Units 8, 9, 16 and 17.

N
o
te You don’t use ‘There is’ with plural nouns.  

For example, you don’t say ‘There is six sites.’

Head office – London

+ 1 warehouse

= 6 sites (excluding branches)

+ 4 offices
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Find out about another supermarket company. Where is its head office? How many stores 

are there?

4.1

4.2

4.3

Look at these sentences with expressions from A and B 
opposite. They are about El Corte Inglés. Choose the 
correct word.

1 El Corte Inglés has 61 shops  
(altogether / approximately). There are 59 shops in 
Spain and two in Portugal.

2 It has about 100,000 employees – I think the 
 (average / exact) figure is 100,421.

3 At one shop, there are about 300 employees 
 (including / approximately) three managers.

4 Some employees work 46 hours a week, some work 44, and some 42 – so that’s  
44  (altogether / on average).

Complete this interview with an employee from El Corte Inglés with expressions from A and B 
opposite.

Interviewer:  (1)   people work for El Corte Inglés?
Employee:  It’s not a big company. There are (2)  100,000 employees in 

Spain and Portugal – the (3)   is 100,421.
Interviewer:  And (4)   branches are there?
Employee:  (5)   59 branches in Spain and two in Portugal, 

so there are 61 (6)  .
Interviewer:  (7)   two head offices – one in Madrid and one 

in Lisbon?
Employee:  No, (8)  only one head office. It’s in Madrid.
Interviewer:  How many (9)    do you work?
Employee:  Sometimes 40, sometimes 42, so (10)   I work  

41 hours a week.

Look at A and B opposite. Then look at the diagram and complete the sentences.

1 Lidl Supermarkets is an international company with its   in 
Neckarsulm, Germany. 

2 They have a total of 3,007  where they sell their products in Germany and 
more than 5,000 in the rest of Europe. 

3 There are also 15  where they keep the products before they take them to 
the stores. The company has 16  altogether,  stores.

Lidl Supermarkets

Neckarsulm

5,000

3,007
15
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Ways of getting to work
How do you get to work – go to work?

I
You
We
They

go by
get the
take the

metro/underground/subway.
train.
bus.
tram/streetcar.

drive.
walk.
cycle.

He 
She

goes by
gets the
takes the

metro/underground/subway.
train.
bus.
tram/streetcar.

drives.
walks.
cycles.

The city centre and the suburbs

Commuting
Anita lives in Ghaziabad, but she works in the city centre, in an office near Connaught Place. 
Every day, she commutes /kəˈmjuːts/ by train from Ghaziabad to New Delhi. She’s a commuter. 
She likes commuting because she can do a lot of work on the train. 

Vijay lives in Mehrauli. He also commutes to the 
city centre. He takes the bus.

Daljit lives in Mehrauli too, but she doesn’t 
commute. She works in a business park near where 
she lives.

When you talk about commuting, you can say:

I leave home at 7.45 am and I get to work at 9.00.

Vijay leaves home at 7.30 am and he gets to work 
at about 8.30. 

Daljit leaves work at 6.30 pm and she gets home 
at 6.45. 

To learn more about time, see Unit 16.

A

B

C

5 Getting to work

A tram

A business park

New Delhi, India

Mehrauli

N
o
te BrE: underground; AmE: subway; 

BrE and AmE: metro

BrE: tram; AmE: streetcar

N
o
te You use go + by with types of 

transport: I go to work by bus, 

by car, by train.

city
centre N

o
te In some cities, the centre is called 

the central business district 

(CBD).

N
o
te The pronunciation of 

business is /ˈbɪznɪs/.

Ghaziabad is a town outside New Delhi. Connaught Place is in 
the city centre. Mehrauli is a suburb of New Delhi.
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Where do you live? How do you get to work? Do you commute? What time do you leave 

home? What time do you get to work?

5.1

5.2

5.3

5.4

Look at A opposite. Match the two parts of what these people say about how they get to work.

1 I get the train.
2 I walk.
3 I take the tram.
4 I don’t cycle.
5 I drive.
6 I take the underground.

a I enjoy the fresh air.
b I can listen to music on the radio.
c It’s dangerous and I don’t like it when it rains.
d It stops just outside my house.
e It’s hot down there in the summer!
f I read on my way to work and the station is near  

my house.

Look at B and C opposite. Are these sentences true or false?

1 A suburb is part of a city.
2 Ghaziabad is a suburb of New Delhi.
3 It’s not usual to find business parks in city centres.
4 There are a lot of offices in the central business district of a city.
5 If you live and work in the same suburb, you commute.

Look at C opposite. Complete these sentences with the correct verb forms. Use Irregular verbs 
on page 142 if necessary.

a Aleksandr  (get) home at about 7 pm.
b He   (not get) to work before 9.30 am.
c He never  (leave) work before 6.30 pm.
d He  (go) home by metro. On the metro, he  (read) 
Kommersant.

e On his way to work, he  (stop) at a café for a coffee.
f Aleksandr  (walk) to work. He likes the fresh air. 

Put the steps in 5.3 above in the correct order.

1   2   3   4   5   6 
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Would Mr Cheng, passenger on flight KQ932 to Lagos, please proceed 
immediately to gate 14 where his flight is ready to depart?

A

B

C

6 Business travel 1: at the airport

Getting to the airport
John Cheng, a Hong Kong businessman, is on a business trip to meet customers in different cities 
in Africa. He booked his flights on a travel site on the Internet. He is in Nairobi and he is going 
to fly business class to Lagos.

 He gets a taxi to the airport. 

 But the road is very busy and he gets stuck  
in traffic – his taxi moves very slowly.

 He gets to the airport an hour late. But, luckily,  
his flight is delayed, so he doesn’t miss it.

 He checks in at the check-in desk. He checks in  
one item of baggage and gets his boarding card.

 He goes through passport control and shows his passport.

 He goes through security.

 He goes to the duty-free shops.

 He goes to the departure lounge next to the gate.

 He boards his flight and finds his seat.

 The plane takes off.

 Three hours later, Mr Cheng lands in Lagos.

Airport announcements
a  

N
o
te to reserve BrE and AmE; to book BrE only

to make a reservation BrE and AmE;  

to make a booking BrE only

Kenya Airways announce that flight KQ932 to Lagos is ready 
for boarding. Would all passengers please proceed to gate 14?

There are great special offers at our duty-free shop. You can purchase 
all French perfumes at 20 per cent off the normal price.

Only one item of hand baggage is permitted. 
All other baggage must be checked in.

If you have a laptop computer, 
please remove it from its bag.

Travel adjectives
 The flight was delayed.

 The plane is full.

 Mr Cheng always flies business class. The seats are very comfortable.

 The service is very efficient. The flight attendants are very friendly and helpful.

 The food is delicious. 

 The in-flight entertainment is very varied.  
There are lots of different music and film channels.

N
o
te The spelling is helpful, 

not ‘helpfull’.

b

c 

d    

e 
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3 

Describe a bad flight that you have taken.

6.1

6.2

6.3

6.4

Complete the table with words from A and B opposite.

Verb Noun

travel

fly

check in

departure

take-off

boarding

announcement

Write the infinitive of verbs in A and B opposite that mean the following.

1 want to tell you about 
2 leave by plane from an airport  
3 get on (a plane, etc.) 
4 go 
5 allow 
6 buy 
7 arrive by plane at an airport 
8 take out 

Look at B opposite. Match what Mr Cheng thought (1–5) when he heard each  
announcement (a–e).

1  4
I must get some for my wife.

2  

Going through security is always 
so slow, but it’s necessary.

Complete these sentences with words from C opposite.

1 The flight wasn’t  . We left on time.
2 The in-flight entertainment was very  . I didn’t know what to choose.
3 There were lots of empty seats. The plane wasn’t  .
4 The food was much better than most airline food. It was  .
5 The seats were very  , with lots of room for my long legs.
6 The flight attendants were very  and  . They didn’t just 

stand and talk to each other the whole time!

That’s my flight, but 
I’ve got plenty of time.

Oh no, I have two 
bags. I must put one 
inside the other.

  5
That’s me. I must get to the gate.
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A

B

C

7 Business travel 2: at the hotel

Checking into a hotel

Making contact 1
John Cheng phones his business contact in Lagos, Daniel Achebe, from his hotel room. 

John Cheng:  It’s John Cheng here. I’ve just got in and I’m at the Otuwa Hotel.  
Daniel Achebe: Welcome to Lagos, Mr Cheng.
John Cheng: Thanks. It’s nice to be here.
Daniel Achebe: How was your flight?
John Cheng: It was delayed two hours, but the flight itself was OK.
Daniel Achebe: What about dinner this evening?
John Cheng:  That’s very kind, but I’m rather tired after the flight. 

I’d prefer to stay here and rest instead. What about 
tomorrow evening, after our meeting?

Daniel Achebe:  OK, I’ll let you get some rest. I’ll send a driver round to 
pick you up tomorrow morning and bring you to our 
offices. What about meeting at 8.30? It’ll take about an 
hour to get to our office. The traffic in Lagos is very heavy, 
especially at that time of day.

John Cheng: That would be great. 8.30 is fine. I look forward to seeing you tomorrow.
Daniel Achebe: Me too. Goodnight.

Making contact 2
Daniel Achebe:  Ah, Mr Cheng, good morning. Very nice to meet you. How are you feeling this 

morning? What’s your hotel like? Did you have a good rest?
John Cheng:  Yes, thanks. The hotel’s very comfortable and the room service is very efficient. 

I had something to eat in my room and then I slept very well.
Daniel Achebe:  Yes, the Otuwa Hotel has an excellent 

reputation – people say a lot of good 
things about it. Let’s have some coffee, 
and then we’ll get down to business. N

o
te You don’t use ‘to’ after Let’s. 

For example, you don’t say ‘Let’s 

to have some coffee.’

Welcome to the Otuwa Hotel, Lagos

Dear Guest,

All guest rooms are equipped with a full range of facilities1: tea- and coffee-

making facilities, minibar and satellite TV. All rooms have a large safe2.

The Africa Lounge on the fi rst fl oor serves breakfast from 7 until 11. The 

Horizon Rooftop Restaurant serves lunch from 12 till 3 and dinner from 6 till 

midnight.

Food is available in your room at any time, of course. Just dial 8 for room 

service3. 

And there’s a gym and a pool on the ground fl oor where you can work out4.

At reception, our receptionists are here to help make your stay as pleasant 

as possible.

And when you leave, we have an express check-out service – under two minutes.

Have a nice stay!

1 complete equipment/

services
2 strong box for 

valuable things
3 you can get food 

brought to your room
4take exercise
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Describe a good hotel that you have stayed at.

7.1

7.2

7.3

Look at A opposite. Complete these sentences about the Otuwa Hotel.

1 If you want to go swimming, you can go to the  .
2 If you want to have dinner in your room, you can call   .
3 If you want to make a cup of tea in your room, you can use the  

 .
4 If you want to check out in the morning without waiting for a long time, you can use the 

   .
5 If you want to stop people from stealing your money, you can put it in the  .
6 If you want to have a cold drink in your room, you can use the  .
7 You can watch CNN in your room because there is   .

Look at B opposite. John Cheng is on another business trip. What does he say when he phones 
his business contact, Phoumi Li? Look at the example before you begin.

John Cheng: Hello, Mr Li. I’ve just got into Vientiane. I’m at the Mercure.
Phoumi Li: Hello, Mr Cheng. Welcome to Vientiane!
John Cheng: 1 (Thank.) 
Phoumi Li: Did you have a good flight?
John Cheng: 2 (not delayed – but awful food and no in-flight entertainment)
  
Phoumi Li: Sorry to hear that. What’s your hotel like?
John Cheng: 3 (comfortable – but slow room service) 

Phoumi Li: Would you like to go out for dinner?
John Cheng: 4 (tired – want to stay in and rest – suggest meeting in the morning)
 
Phoumi Li: OK. How about eight o’clock?
John Cheng: 5 (Suggest nine instead.) 
Phoumi Li: OK, nine is fine. See you then, in reception.
John Cheng: 6 (Agree and thank.) 

Look at C opposite. What can you say in these situations?

1 You want to start talking about business. 
2 You want to know how someone is in the evening, after they said in the morning that they 

were ill, tired, etc. 
3 You ask your visitor about the hotel they are staying at.
 
4 You ask your visitor if they slept well. 
5 You suggest having some tea. 

Thank you. It’s nice to be here.
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A decade is a period of ten years, for example the nineteen-eighties (1980–1989).

A century is a period of 100 years, for example the twenty-first century (2000–2099).

The first decade of the twenty-first century is 2000–2009. Some people refer to these years as the 
noughties, but others dislike this expression. There is no generally accepted name for the decade 
2010 to 2019, but 2020–2029 is the twenty-twenties, 2030–2039 the twenty-thirties, etc.

To learn more about: work and numbers, see Unit 4;  
numbers and time, see Unit 16; numbers and money,  
see Unit 25.

A

B

C

Numbers and years8

Zero to ninety-nine
 0 zero, nought /nɔːt/, oh
 1 one
 2 two
 3 three
 4 four
 5 five

 6 six
 7 seven
 8 eight
 9 nine
 10 ten

 11 eleven
 12 twelve
 13 thirteen
 14 fourteen
 15 fifteen

 16 sixteen
 17 seventeen
 18 eighteen
 19 nineteen
 20 twenty 

 21 twenty-one
 30 thirty
 32 thirty-two
 40 forty

 43 forty-three
 50 fifty
 54 fifty-four
 60 sixty

 65 sixty-five
 70 seventy
 76 seventy-six
 80 eighty

 87 eighty-seven
 90 ninety
 98 ninety-eight

N
o
te Nought and oh:  

BrE only

N
o
te In BrE, you can also use a instead of 

one. In AmE, you don’t use ‘and’ in 

numbers.

N
o
te For 1,000 and above, you put commas to separate the figures into 

groups of three, starting from the right (for example 10,000,000). 

You don’t use spaces, full stops or other punctuation.

Larger numbers

Years, decades and centuries
1800 eighteen hundred 2008 two thousand and eight 
1805 eighteen oh five 2011 two thousand and eleven
1969 nineteen sixty-nine 2015 two thousand and fifteen
2000 two thousand 2020 two thousand and twenty

Apple was founded in 
nineteen seventy-six.

The Olympic Games will 
be in Rio in twenty sixteen.

The world economy had big 
problems in two thousand and nine.

N
o
te You don’t put commas or 

other punctuation in years.

100 one hundred

1,000 one thousand 

1,000,000 one million

1,000,000,000 one billion

120 one hundred and twenty

200 two hundred

1,250 one thousand two hundred and fifty or 
twelve hundred and fifty

12,000 twelve thousand

55,000 fifty-five thousand

1,350,000 one million three hundred and fifty thousand

3,000,000,000 three billion
N

o
te There are different ways to say 

years like 2011.

BrE: twenty eleven

BrE: two thousand and eleven

AmE: two thousand eleven
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Answer the questions. Write the years in figures and in words.

When were you born?

When did you go to your first school?

When did you start at the school where you study now or the organization where you  

work now?

8.1

8.2

8.3

Look at A and B opposite. Write the next number in each series. 

1 three, six, nine, twelve, fifteen, 
2 nine, twenty, thirty-one, forty-two, 
3 eight, sixteen, twenty-four, thirty-two, 
4 one hundred and one, two hundred and two, three hundred and three, 

5 twelve hundred, fourteen hundred, sixteen hundred, 
6 twelve thousand six hundred, eighteen thousand nine hundred, twenty-five thousand two 

hundred, 
7 seven hundred and fifty thousand, one million five hundred thousand, three million, 

8 five hundred million, seven hundred and fifty million, one billion, 

Look at C opposite. Write these years in words. 

1 Kenzo Takada – born 1939 

2 Went to Bunka Fashion College, Tokyo – 1958 

3 Moved to Paris – 1964 

4 First fashion show – 1970 

5 LVMH bought Kenzo’s company – 1993 

6 Kenzo left the company – 1999  

7 Started to design furniture – 2005  

In which decades were the years in 8.2 above? Write the decades in words. Look at the example 
before you begin.

1 
2 
3 
4 
5 
6 
7 

the nineteen-thirties
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Percentages 

10% 
ten per cent

17.5% 
seventeen point 
five per cent

99.99% 
ninety-nine point 
nine nine per cent

decimal 0.9 = point nine

fraction 910 = nine tenths

percentage 90% = ninety per cent

Fractions

1
4 a quarter, one quarter 1

2 half, a half, one half 3
4 three quarters

11
4 one and a quarter 21

2 two and a half 83
4 eight and three quarters

1
3 a third, one third 3

5 three fifths

2
3 two thirds 9

16 nine sixteenths 

A

B

9 Ordering numbers, parts of numbers

Ordering numbers
When you talk about the order of numbers, you use: 

1st first
2nd second
3rd third
4th fourth
5th fifth 

 6th sixth
 7th seventh
 8th eighth
 9th ninth
 10th tenth

11th eleventh
12th twelfth
13th thirteenth
14th fourteenth
15th fifteenth

16th sixteenth
17th seventeenth
18th eighteenth
19th nineteenth
20th twentieth

21st twenty-first
22nd twenty-second
23rd twenty-third
30th thirtieth

40th fortieth
50th fiftieth
60th sixtieth
70th seventieth

80th eightieth
90th ninetieth
100th (one) hundredth
120th (one) hundred and twentieth

To learn more about numbers and dates, see Unit 18.

Parts of numbers
When you talk or write about parts of numbers, you can use decimals, fractions or percentages.

Decimals

0.3 (zero / nought) point three 3.142 three point one four two 

2.5 two point five 65.39 sixty-five point three nine 

N
o
te Note that first, second and third are not formed 

from the numbers one, two and three, and that 

they don’t end in th.

N
o
te BrE: ground floor 

AmE: first floor

N
o
te BrE: ¼ = a quarter 

AmE: ¼ = a fourth

N
o
te You say point and you write a dot (.) in a 

decimal number. You don’t use a comma (,).

N
o
te (zero) point three:  

BrE and AmE;  

nought point three: 

BrE only

This is my second week in my first job. 
I work in an office on the thirty-fourth 
floor. The building is on Fifth Avenue.

A fifth of the world’s  
population live in China.
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1 The Museum of Modern Art is between East  and  Street.
2 Times Square is at the junction of Broadway,  Avenue and  

Street.
3 The United Nations building is on  Avenue.
4 The Empire State Building is on the corner of  Avenue and  

Street.
5 Macy’s is between West  and West  Street.
6 The MSG Arena is between West  and West  Street.

Look at B opposite. Complete the table. 

Percentage Fraction Decimal

1 seventy-five per cent three quarters

2 (a/one) half (nought/zero) point five

3 twenty-five per cent a/one 

4 a/one fifth 

5 ten per cent a/one 

Think about the fl oors in the building where you work. Which fl oor do you work on? Which 

fl oors do your colleagues work on?

9.1

9.2

9.3

Look at A opposite. Complete these sentences. Look at the example before you begin.

Fifty-third Fifty-fourth

third

Look at A opposite. Then look at the map and complete the sentences. Look at the example 
before you begin.

W.42nd St. E.42nd St.

W.35th St.
W.34th St.
W.33th St.

W.31st St.

W.42nd St. E.42nd St.

W.35th St.
W.34th St.
W.33rd St.

W.31st St.

E
a
s
t R

iv
e
r

H
u
d
s
o
n
 R

iv
e
r

E
a
s
t R

iv
e
r

N

S

EW

1 Museum of Modern Art
2 Times Square
3 United Nations building
4 Empire State Building
5 Macy’s
6 MSG Arena

4

6

3

1

5

2



30 Business Vocabulary in Use Elementary to Pre-intermediate

A

B

Who’s the boss?10

Managers and employees
This is part of the organization 
chart for Exquifoods, an Asian 
company that makes food 
products. The managers are 
responsible for different activities. 
For example, the research and 
development director is in charge 
of developing products. 

Managing departments
Kajan Lim is the sales director at Exquifoods – he 
is the head of the sales department. There are 38 
people who work under Kajan – 2 sales managers, 
35 salespeople and his personal assistant (PA), 
Shindu Chan. Shindu helps Kajan with his work. 
For example, Shindu is responsible for organizing 
Kajan’s meetings.

N
o
te formal: chief executive, manager 

informal: boss

N
o
te singular: salesperson, salesman, saleswoman 

plural: salespeople

N
o
te chief executive officer  

/tʃiːf ɪgˌzekjʊtɪv ˈɒfɪsə/

N
o
te The spelling is responsible, 

not ‘responsable’. 

sales director
Kajan Lim

2 sales managers

35 salespeople

personal assistant
Shindu Chan  

chief executive officer (CEO) or chief executive

employees

finance director  
(money)

production director 
(making products)

research and 
development  

(R&D) director  
(developing 
products)

sales director 
(selling products)
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Draw an organization chart for your department or a department that you know about.

Correct these statements about expressions from A and B opposite.

1 You can use the word ‘boss’ in a formal report.
2 The person in charge of sales in a company is the selling director.
3  If you work under someone, you are that person’s boss.
4 PA stands for professional assistant.
5 Someone in charge of a department can be referred to as its header.

Look at A opposite. Who is in charge of the following? Look at the example before you begin.

1 making the products 
2 getting the money to develop the products 
3 running the whole company 
4 finding customers for the products 
5 thinking of new ideas for products 

Now write sentences with the same information as in 10.2 above, using ‘responsible for’. Look 
at the example before you begin.

1 
2 
3 
4 
5 

Look at B opposite. Then draw an organization chart for the production department at 
Exquifoods based on this information and write sentences to describe it.

 Tom Huang – production director

 6 production engineers

 a personal assistant – Steve Tsai

 125 production workers

10.2

10.1

10.3

10.4

the production director

The production director is responsible for making the products.

Tom Huang is in charge of production.

production director
Tom Huang
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A

B

C

D

Office work
The salespeople at Exquifoods share a big office. 
Each salesperson has a PC /ˌpiːˈsiː/ – personal 
computer. All the PCs are connected together on a 
network so that the salespeople can work with 
each other and work online. 

But today the network is down – it isn’t working. 
Some of the salespeople are out with customers, 
but those who are in the office can’t do their 
paperwork – for example, they can’t work on or 
print their sales reports for the month. However, 
they can make photocopies using a photocopier.

They can’t access data – information – in the 
database /ˈdeɪtəbeɪs/ – the central place for this  
on the network. And they can’t send emails to  
communicate /kəˈmjuːnɪkeɪt/ with customers and  
colleagues. 

Of course, communication with others – sending and receiving information – is very important. 
Each salesperson can make conference calls with three people or more on different phones. They 
sometimes communicate with people in other places with videoconferencing (see Units 52 and 
59), but they can’t do this today as it also depends on the network and access to the Internet.

Factory work
At Exquifoods, the production workers make or produce thousands of food products every 
month. The production line is automated /ˈɔːtəmeɪtɪd/ which means that many of the tasks are 
done automatically by machines. In addition, some of the work is done manually /ˈmænjuəli/ or 
by hand. Today, production workers in the factory are working normally – as usual. The 
production line is working smoothly. But there can be problems if a machine breaks down and 
stops working.

Laboratory work
In the research and development (R&D) department at 
Exquifoods, there is a special laboratory or lab. The 
researchers or research workers work on new food 
products. They do research into new foods. Today they 
are testing one of the foods to see if it tastes good, will 
last a long time, etc.

Out of the office
When the salespeople are travelling, they use their mobile 
phones. They use their laptops or notebook computers to 
access the Internet, using either mobile Internet on a 
mobile phone network or Wi-Fi /ˈwaɪfaɪ/ networks – 
ones where you don’t need a cable to connect – in cafés, 
hotels, etc.

N
o
te BrE: mobile phone or mobile 

AmE: cellphone or cell

11 Ways of working

N
o
te Laptop is more frequent than notebook. Owners usually use 

the first expression and manufacturers use the second.



33Business Vocabulary in Use Elementary to Pre-intermediate

11.1

11.2

11.3

11.4

The biggest problem for the salespeople at Exquifoods is when the network is down.  

What is the biggest problem in your department or school?

Replace the underlined words and expressions with words and expressions from A opposite.

1 It’s very difficult to work when this is down.
2 They are our main form of communication with customers and colleagues.
3 Doing all this – sales reports and so on – is boring, but it’s an important part of our work.
4 We are trying to reduce the number of copies that we make with this machine.
5 We try to inform the people in other departments about the things that we are doing.
6 These give information about the products that have been sold.
7 The people who buy our products are more important than anyone else.
8 Giving information to customers and colleagues, and receiving it from them is a key part of 

what we do. 

Complete the table with words from B opposite.

Adjective Adverb

automatic

manual

normal

smooth

Now complete these sentences with adverbs from 11.2 above.

1 He writes down the information  using pen and paper.
2 My job is to make sure that the business system runs  and that all our 

projects are successful.
3 There were technical problems, but now the factory is running  .
4 Production planning is done  overnight by computer.

Find expressions in B, C and D opposite which match these phrases.

1 a place where you find research workers (2 expressions)
2 someone who makes something in a factory
3 something that is used to make something
4 the American name for what is called a mobile in British English (2 expressions)
5 work to find new products, new ways of making things, etc.
6 two ways of connecting to the Internet when you are travelling
7 a computer that you can carry easily (2 expressions)
8 someone who works to find new ways of making things (2 expressions)
9 the place in the production department where things are made
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Getting to the top 2
Here are some questions and answers about Lee Kuo, head of research and development at 
Exquifoods, and his career.

 What did his parents do?
 They were both farmers.

 Where was he born?
 He was born in Hong Kong in 1964 and went 

to school there.

 When did he leave school?
 He left school in 1982 and went to the 

University of California.

 What did he study at university?
 He studied chemistry.

 What did he do next?
 In 1985, he went to Harvard University to do 

an MS in food chemistry.

 Which company did he join after that?
 In 1987, he joined a soft drink company in the 

US and worked in the research department.

 When did he go back to Asia?
 He went back to Asia in 2003 and joined 

Exquifoods as head of research and development.

For more on qualifications, see Unit 14.

A

B

12 Getting to the top

Getting to the top 1
Mary Wu is the chief executive of Exquifoods. This is her profile.

Mary Wu – chief executive, Exquifoods

Her father and mother were both offi ce workers.

She was born in Singapore in 1955. She went to school 

there.

She got very good grades – results – at secondary school. 

Then, in 1973, she got into the National University of 

Singapore to study psychology. In 1979 she joined 

Asiasavours, another food company, as a trainee – learning 

her job as she did it. 

In 1991, she left Asiasavours and moved to Exquifoods. 

She got a job working in the human resources department.

In 1999, she became head of the human resources 

department.

In 2009, she became the chief executive of Exquifoods.

In 2015, she’s hoping to buy another food company.

N
o
te You don’t say, for example, ‘He 

was born in Belgrade and went 

to school in there’. You say He 

was born in Belgrade and 

went to school there.
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12.1

12.2

Write a profile of yourself with some key dates and events. Where did you go to school? 

What did you do next?

 Look at A and B opposite. Complete the table. Use Irregular verbs on page 142 if necessary.

Infinitive Past simple

be was/were

become

get

go

joined

leave

move

studied

Look at A and B opposite. Complete this interview with Mary Wu using correct forms of  
the verbs. 

Interviewer: Where were you born?
Mary: I was born in Singapore.
Interviewer: And where did you (1)  to school?
Mary: I (2)  to school there too.
Interviewer: What (3)  your father and mother do?
Mary: They were both office workers. They (4)  in a government office.
Interviewer: When did you leave school?
Mary:  In 1973. I (5)  into the National University of Singapore in that 

year.
Interviewer: When did you (6)  Asiasavours?
Mary: I (7)  Asiasavours in 1979 as a trainee.
Interviewer: And when did you (8)  to Exquifoods?
Mary: When I (9)  a job in the human resources department in 1991.
Interviewer: And when did you (10)  chief executive of Exquifoods?
Mary: I (11)  chief executive in 2009.
Interviewer: How are things going?
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A

B

C

13 Skills

Are you good with people?

N
o
te You use good or very good in affirmative sentences 

and not very good with negatives.

 Mary is very good with people.
 She is good with figures.
 She isn’t very good with languages.

 Lee is very good with figures.
 He is good with computers.
 He isn’t very good with people.

Skills

 Mary has people skills – she is very good 
with people.

 She doesn’t have language skills – she 
isn’t very good with languages.   

 Lee has computer skills – he is good with 
computers.

 He doesn’t have people skills – he isn’t 
very good with people.

Mary also has very good: 
 management skills – she’s a very good 

manager. 
 listening skills – she listens carefully to 

what people say.  
 presentation skills – she explains things 

very clearly.   

Lee also has very good:
 problem-solving skills – he finds an 

answer to every problem.
 negotiating skills – he is good at 

discussing things when people don’t agree.
 language skills – he grew up speaking 

Cantonese, and he also speaks very good 
English and Japanese.

Skilled and unskilled workers
At Exquifoods, there are a lot of skilled workers – people with special skills, sometimes called 
specialists or experts, for example production specialists and research workers. There are also 
unskilled workers – people without special skills, for example production workers and cleaners.

A skilled worker An unskilled worker
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What are you (very) good with? What are you not very good with?

Think of a colleague. What skills does he or she have?

13.1

13.2

13.3

13.4

Look at A opposite. Read the sentences about Ricardo and Fabia, and decide what they are 
(not) (very) good with. Look at the example before you begin.

1 Ricardo likes computers and he knows how they work.  

2 When Fabia uses a computer, she has problems. 
 
3 When employees are unhappy, Fabia can help them. 
 
4 When employees are unhappy, Ricardo can’t help them. 
 
5 Ricardo speaks Chinese and Japanese very well. 
 
6 Fabia doesn’t speak any other languages. 
 
7 When Ricardo looks at the company’s figures, he knows how to make them better. 

8 When Fabia looks at the company’s figures, she doesn’t understand them.  

Look at B opposite. Now describe the skills of the people in 1–6 in 13.1 above. Look at the 
example before you begin.

1 
2 
3 
4 
5 
6 

Answer the questions with expressions from B opposite. What skills do employees need if a 
company wants to do the following?

1 sell to countries where they speak another language
2 find answers to their problems
3 tell people clearly about their ideas and products
4 sell products at the right price when the customers don’t want to pay that price
5 understand what people want
6 manage the company well

Look at C opposite. Are these sentences true or false?

1 A specialist is someone without skills. 
2 Cleaners are unskilled workers. 
3 Research workers in laboratories are unskilled. 
4 Experts have skills in a particular area. 
5 All production workers are production specialists. 
6 Skilled workers are usually paid less than unskilled ones. 

He’s (very) good with computers.

He has computer skills.
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A

B

14 Qualifications and training

Qualifications
Look at Lee Kuo’s business card. He is a research and development director. This is his job title. 
He holds – has – an MS. This is one of his qualifications.

Lee also has a BS, but this isn’t mentioned as he has a postgraduate degree too.

University course Degrees AmE abbreviation BrE abbreviation

three or four 
years

Bachelor of Arts
Bachelor of Science

BA
BS

BA
BSc

one more year Master of Arts
Master of Science
Master of Business Administration
These are all Master’s or 
postgraduate degrees.

MA
MS
MBA

MA
MSc
MBA

Training
Training is teaching or learning for a specific job. For example, you can train as a doctor, an 
architect, an accountant, an engineer or a lawyer.

You can go on a training course to gain, get or learn specific skills in computers, management 
and other areas – subjects.

A lot of people now have on-the-job training – they go on courses which are organized by their 
company. And they gain experience and learn things while they are working.

N
o
te In this context, you 

talk about your 

experience 

(uncountable noun), 

not your ‘experiences’.

Exquifoods
Changi Business Park, Singapore 486066

Tel: +65 9322 8330 Fax: +65 9322 8335 

Email: lee.kuo@exquifoods.com

Lee Kuo, MS (Food Chemistry)

Research and Development Director
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Think of your job or one you would like. Are qualifi cations needed? Is training important?

14.1

14.2

Look at A opposite. Read the sentences and complete the business cards. 

 Her name is Rosalia Castro. 

 She studied computer science for 
three years at a US university.

 She is an information systems 
manager.

Use expressions from B opposite to complete this 
interview with Olivia, an Italian car designer. You can 
use some expressions more than once.

Interviewer:   Olivia, how many cars have you designed?
Olivia:  More than 20.
Interviewer:   So you have a lot of (1)  ! 

Do you use English in your work?
Olivia:   Yes, I do. But I trained (2)  

a designer in the 1970s and English wasn’t 
so important then.

Interviewer:   So what did you do to (3)  (3 expressions) English language 
(4)  ?

Olivia:   I went on short courses at work – you know, (5) -
-  language training.

Interviewer:  Was that enough?
Olivia:   No, it wasn’t. So I decided to go on a three-month (6)  

 in the US a few years ago to get these skills. Now, people tell me 
that I speak English very well!

 His name is Roger Quinn. 

 He studied French for three years 
at university. He then did another 
year to get a Master’s degree in 
business administration.

 He is in charge of the sales 
department.

Minnesota Computing

5300 East Lafayette Road, 

Saint Paul, MN, United States

Tel: (651) 124-6670 Fax: (651) 124-6690

Email: rosalia.castro@minncomp.com

  ,

 

(Computer Science)

   

Fen Business Park, Cambridge, CB5 9TE

Tel: +44 1223 970 200 
Fax: +44 1223 970 205
Email: roger.quinn@cap.co.uk

  , 
 

CAMBRIDGE ADVANCED PLASTICS
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A

B

C

15 E-learning

Types of training
Olivia went on a full-time course to study 
English in the US – she studied for 35 hours 
per week. Some people study part-time – they 
go to evening courses one or two evenings a 
week, for example.

Some companies run in-house training, using 
trainers in the company or from outside the 
company.

Some companies are famous for the quality 
of their training. For example, Nestlé is well 
known for its training and has six training centres in Switzerland, France, the UK, Spain, Mexico 
and Brazil. Nestlé employees from all over the world go to Switzerland for seminars and training 
courses.

E-learning
When there are people together in a room with a trainer, the training is face-to-face. But you can 
do more and more courses at a distance – for example, you can get a degree with distance 
learning by studying online. You don’t have to go to the university: you study on the Internet. 
This is e-learning /ˈiːˌlɜːnɪŋ/ – electronic learning.

On the Internet, you can: 

 download materials to your computer and upload assignments – written work – that you 
have done for your tutor /ˈtjuːtə/ – teacher – to read. You can do this by email, for 
example. 

 watch and listen to lectures

 talk to your tutor via –  
with – a webcam

Lifelong learning
The idea that you can learn all through your life, not just at school and university, is called 
lifelong learning or continuing education.

N
o
te Teachers typically work in schools. Lecturers work 

in universities, giving lectures to large numbers of 

students. Tutors work in one-to-one situations, like 

online learning. Trainers work in companies.
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What are two advantages and two disadvantages of online learning?

Have you ever done any e-learning? How did you fi nd the experience?

15.1 Complete the crossword with the correct form of words from A, B and C opposite.

1

2 3

4

5

6 7

8

9

10

11 12

13

14

15

16 17

18

Across

 3 A one-to-one teacher (5)
 4 and 11 down When you obtain things to learn from on the Internet, you   (8,9)
 6 When you learn for 30 or 40 hours per week, you are on a -   (4-4,6)
 9 When you learn all your life (8,8)
 13 When you learn with a trainer in a classroom, you learn - -  (4-2-4)
 14 A way of sending written work (5)
 15 A talk to university students about their subject (7)
 16 This is very useful for distance learning (8)
 17 When you learn 10 hours a week, you are on a -   (4-4,6)
 18 Learning electronically (1-8)

Down

 1 When you learn away from a university, etc., you learn    (2,1,8)
 2 and 12 down When you go on a course in your company, you’re on -   

(2-5,8) 
 5 You use it on a computer to see another person (6)
 7 A course after you fi nish work is in the  (7)
 8 When you study on the Internet, you study  (6)
 10 Someone who teaches in a company (7)
 11 See 4 across

 12 See 2 down
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Learner training B: Pronunciation

Pronunciation symbols
The phonetic alphabet is used to show the pronunciation of words – how you say them.

The alphabet is made up of vowels and consonants. Vowels are the sounds usually shown by the 
letters a, e, i, o, u in English words. Consonants are all the other sounds. 

Some words have silent letters – letters that you don’t say – like the h in hour.

Here are the pronunciation symbols in the phonetic alphabet. These symbols are used in most 
dictionaries and in the Index of this book.

Vowels Consonants

ɪ miss  ʊ full ɑː park
e head ə about ɔː board
æ bank i study uː too
ʌ bus uː commute ɜː work
ɒ job iː week 

eɪ train aʊ how ʊə poor
aɪ buy ɪə here aɪə fire
ɔɪ join eə there aʊə hour
əʊ show

b become k kind s site
d do l land t task
f first m make v varied
g go n nice w walk
h hotel p point z zero
j you r rest

dʒ join θ third ʒ baggage
ŋ meeting ʃ shop tʃ check
ð the

Stress
The phonetic transcription of words also shows where you put the stress – which part of the 
word you say the most strongly. 

For example, the stress for the noun produce is different from the stress for the verb produce. 
For the noun, you emphasize the first part. For the verb, you emphasize the second part.

produce (noun)

produce (verb)

Phonetic transcriptions include a small line before the part that you emphasize.

/ˈprɒdjuːs/ (noun)

/prədˈjuːs/ (verb)

Some long words and word combinations have both primary stress /ˈ/ and secondary stress /ˌ/. 
You emphasize the primary stress the most. You also emphasize the secondary stress, but less 
than the primary stress. 

Note the stress marks in ‘qualifications’ and ‘business card’.

/ˌkwɒlɪfɪˈkeɪʃənz/

/ˈbɪznɪs ˌkɑːd/

These stress marks are used in most dictionaries and in the Index of this book.
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B2

B3

B4
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Match the words (1–8) from Units 1 to 14 with their phonetic transcription (a–h). Look at the 
example before you begin.

1–d 

1 branch
2 drive
3 fire
4 flight
5 job
6 safe
7 sales
8 third

a /flaɪt/
b /dʒɒb/
c /draɪv/
d /brɑːnʃ/
e /seɪlz/
f /θɜːd/
g /faɪə/
h /seɪf/

Read the phonetic transcriptions. Find the words in A and B opposite. Look at the example 
before you begin.

1 /letəs/ 
2 /sɪmbəlz/ 
3 /stres/ 
4 /emfəsaɪz/ 
5 /saɪlənt/ 
6 /ælfəbet/ 
7 /prənʌnsieɪʃən/ 
8 /fənetɪk/ 

Underline the silent letter(s) in these words. Use the phonetic symbols to help you. Look at the 
example before you begin.

1 answer
2 night
3 know
4 listen
5 talk
6 two
7 would
8 write

/ɑːnsə/

/naɪt/

/nəʊ/

/lɪsən/

/tɔːk/

/tuː/

/wʊd/

/raɪt/

Underline the primary stress in these words from Units 1 to 15. Look at the example before 
you begin. Use the Index to help you.

1 available
2 colleague
3 customer
4 degree

5 department
6 office
7 proceed
8 traffic

Mark the primary stress in these words from Units 1 to 15. Look at the example before you 
begin. Use the Index to help you.

1 /ˈriːteɪl/
2 /dɪzaɪn/
3 /faɪnæns/
4 /ʌndəgraʊnd/

5 /pəsentɪdʒ/
6 /ɪmplɔɪiː/
7 /netwɜːk/
8  /lektʃərə/

letters
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A

B

C

16 Numbers and time

Talking about the time
What’s the time? or What time is it?

It’s two o’clock. It’s two fifteen.
It’s quarter past two.

It’s two thirty.
It’s half past two.

It’s two forty-five.
It’s quarter to three. 

It’s three o’clock. 
 

It’s three ten.

It’s ten past three. 
It’s three forty.
It’s twenty to four.
/twenti tɘ fɔː/

It’s three fifty-five.
It’s five to four. 

It’s four o’clock. 
 

It’s four oh two.
It’s two minutes  
past four.

It’s (twelve) noon.
It’s (twelve) midday. 

It’s (twelve) midnight. 
 

The company’s research laboratory 
opens at eight and closes at six. 

The company’s reception area is open 
from eight until one and from two 
until seven.

I work from eight fifteen to four thirty.

N
o
te twenty-five past eight: BrE and AmE; twenty-five after eight: AmE only

twenty to nine: BrE and AmE; twenty of nine: AmE only

Start and finish times
You can talk about start and finish times like this:

Morning, afternoon, evening, night
The training session started at eight thirty in the morning (8.30 am) and finished at four in the 
afternoon (4.00 pm).

The conference call will be at seven in the evening (7.00 pm).

The company’s offices are closed at night.
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16.1

16.2

What time is it now?

What time do you go to work? What time do you get home?

Look at A opposite. Complete the sentences using words only.

1 

 It’s  
 .

 It’s  
 
 .

3 

 It’s  
 .

 It’s  
 
 .

5 

 It’s  
 .

 It’s  
 
 .

2 

 It’s  
 .

 It’s  
 
 .

4 

 It’s  
 .

 It’s  
 
 .

6 

 It’s  
 .

 It’s  
 
 
 .

Look at B and C opposite. Complete the gaps in this information by matching the sentences 
with the signs.

1 It’s open  seven thirty    to 
four    .

2 It opens  nine thirty    
and closes at     

 .
3 It’s open  nine    to 

     .
4 It opens  eight fi fteen    

and closes at    . It doesn’t open again 
 the next day.

a c

b d

Call centre operates 

Monday – Saturday 9.00 – 6.30

Bank 

9.30 am to 3.30 pm

British Consulate 

Business Section

Monday – Th ursday, 

8.15 – 13.45

Offi ce opening hours

7.30 am to 4.00 pm
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A

B

17 Timetables

Timetables
Timetables – information about times of trains, planes, etc. – use the twenty-four hour clock.

oh-one-hundred (hours) oh-seven-oh-five fifteen hundred (hours)

eleven twenty twenty-three hundred (hours) twenty-three fifty-nine

N
o
te You use the 24-hour clock mainly for timetables. You 

don’t use it to talk about times for meeting friends, etc. N
o
te BrE: timetable; AmE: schedule /ˈskedjuːl/ 

Schedule is used in BrE, pronounced /ˈʃedjuːl/, 

to talk about programmes of work, etc. with the 

different steps involved (see Unit 21).
Look at this train timetable.

Leaves Barcelona  08:15

Arrives in Lleida  09:17

Leaves Lleida  09:20

Arrives in Ciudad Real  12:00

Leaves Ciudad Real  12:01

Arrives in Cordoba  13:04

Leaves Cordoba  13:05

Arrives in Seville  13:52

The train leaves Barcelona at 08:15.
It arrives in Seville at 13:52.
It’s a direct train. You don’t change trains.

Travel times

When
What time

does
the train
it

leave
arrive in

Barcelona?
Seville?

It leaves at 8.15 am. It arrives at 1.52 pm.
It leaves Barcelona at  8:15 am.

oh-eight-fifteen.
It stops in Ciudad Real at  12 noon.

twelve hundred (hours).
It arrives in Seville at  1:52 pm.

thirteen fifty-two.

How long does
the journey from Barcelona to Seville
it

take?

It takes
five hours thirty-seven minutes.
about five and a half hours.

N
o
te With 12.00, don’t use 

‘am’ or ‘pm’. Write/Say 

12 noon or 12 midnight. 
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P:  When does the train leave Paris? 
A: 1 It  Paris  09:42. 

P: 2 Is it a  train? 
A: 3 Yes, it is. You don’t  trains. 

P:  When does the train arrive in Lyon?
A: 4 It   Lyon   .

P: 5  time  it  Lyon?
A: 6 It  Lyon   .

P: 7 When     Marseille?
A: 8    Marseille  13:28.

Look at B opposite. Ask and answer questions about these train journeys. Look at the example 
before you begin.

1 New York to Washington   3.5 hours
2 Tangier to Marrakesh   11 hours

3 Singapore to Bangkok   25.5 hours
4 Moscow to Beijing   6 days, 5 hours

1 
 
2 
 
3 
 
4 
 

Write three questions and answers about a journey that you know.

17.1

17.2

17.3

Look at A opposite. Complete the figures using the 24-hour clock. 

1 oh-six-thirty 3 eighteen fourteen 5 twenty-one twelve

2 sixteen forty-fi ve 4 twenty hundred 6 twenty-two forty-three

Look at A and B opposite. Look at this timetable and complete the gaps in this conversation 
between a passenger (P) and an assistant at the railway station (A).

How long does the journey from New York to Washington take? 
It takes three and a half hours.

Leaves Paris 09:42

Arrives in Lyon 11:39

Leaves Lyon 11:44

Arrives in Aix 13:02

Leaves Aix 13:05

Arrives in Marseille 13:28
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Public holidays
Some days are national holidays or public holidays when many businesses are closed. For example:

New Year’s Day is on 1st January and 1st May is a national holiday in many countries.

Many countries (but not the UK) have a national or 
independence day. For example, 28th October is the 
Czech Republic’s national day.

A

B

C

18 Days and dates

Months and seasons
January February March April May June 
/ˈdʒænjʊəri/ /ˈfebruəri/    /dʒuːn/

July August September October November December
/dʒʊˈlaɪ/ /ˈɔːgəst/

In Hong Kong, the financial year begins in April.

spring summer autumn winter

I often have to do more 
overtime in winter.

Days and dates
Look at this calendar:

N
o
te BrE: autumn

AmE: fall

N
o
te In BrE, public holidays are 

also called bank holidays.

N
o
te AmE: You usually say March first and you always write March 1 or March 1st or 3/1.

In informal writing, BrE: 1/3; AmE: 3/1.

Be careful with:

20th twentieth 22nd twenty-second 30th thirtieth

21st twenty-first 23rd twenty-third 31st thirty-first

In many countries, Monday to Friday are weekdays, and Saturday and Sunday are the weekend.

The meeting is on Monday 
the seventh of March.

The training course starts on 
March the twenty-third.

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

1 2 3 4 5 6

7 8 9 10 11 12 13

14 15 16 17 18 19 20

21 22 23 24 25 26 27

28 29 30 31

M
A
R
C
H

Say … Write …

1st first the first of March, March the first 1 March, 1st March, 1/3

2nd second the second of March, March the second 2 March, 2nd March, 2/3

3rd third the third of March, March the third 3 March, 3rd March, 3/3 

4th fourth the fourth of March, March the fourth 4 March, 4th March, 4/3 

5th fifth the fifth of March, March the fifth 5 March, 5th March, 5/3 
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Write down the spoken and written form of three dates that are important for you.

18.1

18.2

18.3

Look at A, B and C opposite. Write each of these dates for national or independence days in 
one of the ways you can say it. Look at the example before you begin.

1 26 Jan (Australia)  OR 

 OR 
2 6 Feb (New Zealand) 
3 10 Jun (Portugal) 
4 14 Jul (France) 
5 7 Sept (Brazil) 
6 9 Nov (Cambodia) 

Look at B opposite. Then look at this information about a hotel’s conference centre. Use the 
information to write out the days and dates of the meetings in full. The dates in the notes are in 
British English. Look at the example before you begin.

1 
2 
3 
4 
5 

Look at A, B and C opposite. Complete the sentences with the correct prepositions. 

1 Her birthday is  29th February.
2 In Russia and Greece, Christmas is  January.
3 The offi ce is too hot  summer and too cold  winter.
4 I usually go on holiday  July.
5 The national day in Thailand is  5th December – the king’s birthday.

the twenty-sixth of January January the twenty-sixth

The IBM sales team meeting is on Wednesday 30th May.

1 IBM sales team meeting 30/5 4 Sun fi nance team meeting 12/6

2 Google technical meeting 31/5 5 Oracle networks technical day 21/6

3 Apple new products meeting 2/6

May

Mon Tues Wed Thurs Fri Sat Sun

28 29 30 31 1 2 3

June

Mon Tues Wed Thurs Fri Sat Sun

28 29 30 31 1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

January twenty-sixth
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A

B

C

Word combinations with ‘time’ and quantities of time

Infinitive Past simple

spend spent time

30 minutes

three days 

four weeks 

two months

use time in a particular way

lose lost use more time for something than you planned

waste wasted  
/ˈweɪstɪd/

use time in a way that is not useful

save saved use less time for something than you planned

Adverbs of frequency

19 Time expressions

Early or late?

I arrived
I was

at the meeting

early – before the start time.
half an hour early. 
30 minutes early. 
on time – just before or at the  
 start time.
late – after the start time.
three quarters of an hour late.
45 minutes late.

N
o
te You can’t say ‘half of an hour’, ‘half of one hour’, 

or ‘three-quarters of one hour’.

N
o
te Usually and sometimes can also go at the beginning 

or end of sentences, but the other adverbs can only 

go before the verb.

 always usually

 often sometimes 

 hardly ever never

I

always
usually
often
sometimes
hardly ever
never

get to work late.

How often do you arrive at work on time?

I usually arrive at work on time.
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19.1

19.2

19.3

Talk about what you do at lunchtime, as in 19.3 above, using the adverbs in this unit. 

Look at A opposite. The things below happen every week in a company. Look at the times that 
they usually start and the times that they started last week. Complete the sentences. Look at the 
example before you begin.

Usual time Time last week

1 Production meeting Monday 10.00 am 10.20 am

2 Presentation by R&D of its new product ideas Tuesday 9.45 am 9.30 am

3 Information meeting for new suppliers Wednesday 2.15 pm 1.45 pm

4 Conference call with the Boston office Thursday 4.30 pm 4.45 pm

1 Last week the production meeting started    . 
2 Last week the presentation by R&D started   

 .
3 Last week the information meeting for new suppliers started  

   .
4 Last week the conference call with the Boston office started  

    .

Look at B opposite. Match the two parts of these sentences. 

1 I lost a lot of time when my
2 They wasted three days in London
3 We saved a lot of time
4 They spent a lot of time planning –

a because the office was closed for holidays.
b the product was very good!
c colleagues didn’t come to the meeting.
d after we bought faster computers.

Look at C opposite. Rewrite the sentences, replacing the underlined words with adverbs of 
frequency. Remember to put the adverbs in the correct position. You can rewrite two of the 
sentences in three different ways. Look at the example before you begin.

What do you do at lunchtime?

1 I go shopping about three times a week.
 
2 Most days I eat in the company restaurant.
 
3 Once or twice a year I have a big lunch with customers in a smart restaurant.
 
4 I eat sandwiches at my desk every day.
 
5 Once or twice a week I keep working.
 

20

I often go shopping.

minutes late
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What are you doing on 
Tuesday?

I’m

going to a sales meeting.
going to the dentist/doctor.
meeting a customer.
working at the office.
seeing my manager.
playing tennis.
having lunch with a customer.

A

B

Do you have time?20

I don’t have time
Look at this diary /ˈdaɪəri/:

Are you free on Friday?

Can we meet on Monday?

Are you free on Friday?

No, I’m afraid I don’t 
have time to meet on 
Monday. I’m busy. I’m 
going to a sales meeting in 
the morning and I have an 
appointment with the 
dentist in the afternoon.

Yes, I’m free on Friday afternoon. Where 
shall we meet? When shall we meet?

Let’s meet 
at

my/your office.
a restaurant for lunch.
a café 

for a coffee.

How about
What about

12.30?
three o’clock?
3.30?
after work?

May

Mon 11
am

pm

Tues 12
am

pm

Wed 13
am

pm

Thurs 14
am

pm

Fri 15
am

pm
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1 On Monday I’m 
 
2 On Tuesday I’m 
3 On Wednesday I’m 
4 On Thursday I’m 
5 On Friday I’m 

Look at A and B opposite. Complete this conversation. 

Sebastian: Are you free for a coffee on Wednesday afternoon?
Tina: I’m afraid I’m (1)  on Wednesday afternoon. I’m seeing a customer.
Sebastian: Can we (2)  on Thursday?
Tina: Yes, I’m (3)  on Thursday.
Sebastian: Where (4)  we meet?
Tina: Let’s meet (5)  Pierre’s café.
Sebastian: (6)  shall we meet?
Tina: (7)  (2 expressions) about four o’clock?
Sebastian: See you there at four.

Look at your diary. Talk about four things that you are doing next week.

Look at A and B opposite. Then look at Martin’s diary and complete what he says about 
each day. Look at the example before you begin.

20.1

20.2

going to a production meeting in the morning. I’m working on 
production plans in the afternoon.

September

20  Monday

am

pm

23  Thursday

am

pm

21  Tuesday

am

pm

24  Friday

am

pm

22  Wednesday

am

pm

25 Saturday

26 Sunday

1 1 am

Go to a production meeting

8 am

See the production manager

10.15 am

Visit a supplier

9.45 am

Visit Mr Smith

9 am

Work at the plant

2 pm

Work on production plans 

1.45 pm

Appointment with the doctor

Then go back to offi  ce

2 pm

Go to R&D to see new product plans

2 pm

Play golf with Mr Smith

5 pm

free

2.45 pm

Visit Altex Ltd
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A

B

C

Project management21

We must finish on time
Josh Damon is a building engineer with a construction company:

‘I’m working on an important project at the moment, a very big 
office building. I manage the project. I’m the project manager. 

‘The building must be completed by December next year. It mustn’t 
be late. We must finish on time. Any delay would be bad. Projects 
must not take longer than planned. This is one of the most 
important things in project management.’

The schedule
This is the schedule for the project.

It is now January in Year 1. Look at the different stages of the project.

For example, building the foundations – the part under the ground – will take three months, 
from January to March in Year 1.

Building floors 1–20 is going to take six months, from April to September in Year 1.

Josh explains:

‘If we finish on schedule, the building will be completed in December next year. In other words, 
the deadline is December next year. It would be great if we finish ahead of schedule – before the 
time planned – or on schedule – at the time planned. We don’t want to get behind schedule – 
finish after the time planned.’

We’re behind schedule
Look at what really happened to the building project.

Instead of taking three months, building the foundations took  
six months. So, it took three months longer than planned.

Instead of taking six months, building floors 21–40 took  
three months. It took three months less than planned.

N
o
te Note the spelling of 

planned, not ‘planed’.

Year 1 Year 2

Jan–Mar Apr–Jun Jul–Sept Oct–Dec Jan–Mar Apr–Jun Jul–Sept Oct–Dec

Build the foundations x

Build floors 1–20 x x

Build floors 21–40 x x

Build floors 41–60 x x

Put in the electricity x

Painting x x

Completion x

Year 1 Year 2 Year 3

Jan– 
Mar

Apr– 
Jun

Jul– 
Sept

Oct– 
Dec

Jan–
Mar

Apr–
Jun

Jul–
Sept

Oct–
Dec

Jan–
Mar

Apr–
Jun

Jul–
Sept

Oct–
Dec

Build the foundations x x

Build floors 1–20 x x x

Build floors 21–40 x

Build floors 41–60 x x x x

Put in the electricity x x

Painting x

Completion x
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Think about one of your recent projects. How long was it planned to take? How long did it 

take in the end?

21.1

21.2

21.3

Use expressions from A opposite to complete these sentences.

1 When something is planned to take six months and it takes a year, there is a  .
2 When you finish a project, you can say that it is  .
3 The person who manages a project is the   .
4 If something isn’t finished on time, it is finished  .

Write sentences about the other stages in the project in B opposite, using the verb in brackets. 
Look at the examples before you begin.

1 Build foundations (will)
 
2 Build floors 1–20 (going to)
 
3 Build floors 21–40 (will)
 
4 Build floors 41–60 (going to)
 
5 Put in electricity (will) 
 
6 Painting (going to)
 

Look at C opposite. Write sentences to say what really happened in the building project. Look 
at the examples before you begin.

1 Build foundations 
 
 
2 Build floors 1–20
 
3 Build floors 21–40
 
4 Build floors 41–60
 
5 Put in the electricity
 
6 Painting
 

Building the foundations will take three months, from January to March in Year 1.

Instead of taking three months, building the foundations took six months.  
It took three months longer than planned.

Building floors 1–20 is going to take six months, from April to September in Year 1.
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A

B

C

22 Free time and holidays

Spare time

Grace:  What do you do in your spare time1?
Rita:  I’m interested in music, so I go to a 

concert once a week2. 

Rita:   What about you? How do you relax3?
Grace:  I go swimming at the pool near my 

office and I play a lot of golf.  
I play at least twice a week4. 
Relaxation is very important. 

Grace:  Do you play an instrument?
Rita:  Yes, I play the piano, but not very 

often. 

Rita:  Really. I play golf too. How about a 
game tomorrow after our meeting?

Grace:  Good idea. I can take a break5 in the 
afternoon. 

N
o
te Interested has a silent e in many 

varieties of English, so be careful 

with the spelling, not ‘intrested’.

Word combinations with ‘have’ and ‘take’

have
take

a break
a coffee break
a tea break
your lunch break

a day off
the day off

a long weekend – the weekend and  
 Friday and/or Monday

a holiday
three days’ holiday
two weeks’ holiday

Going on holiday
Pierre works for a financial services company in Paris:

‘I have five weeks’ holiday a year. I take three weeks in summer and  
two weeks in winter. And I sometimes take long weekends too.

‘In summer, I don’t stay in France. I go abroad – to another  
country. I like to go on holiday somewhere very hot.

‘In winter, I stay in France. I go skiing in the Alps.

‘Sometimes it’s important to take it easy – relax.’

N
o
te BrE: holiday  

AmE: vacation

N
o
te Don’t confuse abroad 

with aboard. You go 

abroad when you go to 

another country. If you go 

aboard a ship, plane, bus 

or train, you get on it. 

N
o
te You have the day off if the company 

gives you the time, for example: ‘I have 

four days off over Christmas.’ 

You take the day off if you decide to 

take the time, for example: ‘I took the 

day off to go to see a football match.’

1

2

3

4

1 when you are not working
2 one time every week
3 rest sfter working

4 two times a week or more
5 stop work for a short time
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How do you relax? How do your colleagues or friends relax?

22.1

22.2

Look at A and C opposite and put the expressions (a–h) in the correct box. 

a cycling
b basketball  

c diving
d the drums  

e golf
f jazz  

g photography
h the trumpet

I go

running
mountain climbing
1 
 

I like
I’m interested in

modern art
history
3 
 

I play

the guitar
the saxophone
2 
 

I play

football
tennis
4 
 

Complete the crossword with the correct form of words from A, B and C opposite.

Across

 1  I   in the pool twice a 
week (2,8)

 5  See 12 down

 7 The same as free time (5,4)
 9 To rest (5)
 13  I can take 30 ’  a year 

(4,7)
 14  and 10 down To relax (4,2,4)
 15  For my holidays, I leave this 

country and   (2,6)
 16  I’m not working today – it’s my 

day  (3)

Down

 2 I play golf on Saturdays. I play 
   a week (4)
 3  I   in the Rockies 

every winter (2,6)
 4 I’m very  in the theatre. I go to three plays a week (10)
 6  When you stop work and drink tea, you have a   (3,5)
 8  American English for holiday (8)
 10 See 14 across

 11  I play a   golf – I play every day (3,2)
 12  and 5 across I usually stop work on Thursday evenings and start again on Monday. 

I take   (4,8)

A saxophone player 
in a jazz band

1 2 3

4

5

6

7

8 9

10 11

12

13 14 

15

16
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23 Notes and coins

Notes and coins
In Canada there are notes or banknotes for: 

$100 $50 $20 $10 $5

The Canadian dollar is divided into 100 cents. There are coins for:

$1 50 cents 25 cents 10 cents 5 cents 1 cent

The notes and coins of a country are its currency. 

A hundred-dollar note A 25-cent coin

N
o
te You put the symbol ($, £, €, etc.) 

before the number, not after. N
o
te Things can cost 100 dollars or 25 cents 

(plural), but the singular form is used 

before note, e.g. a hundred-dollar note, 

and coin, e.g. a 25-cent coin.

N
o
te BrE: note, banknote 

AmE: bill

Changing money
Marion is going on holiday to Canada. To change or exchange money, she goes to a bank or 
bureau de change /ˌbjʊərəʊ də ˈʃɒːnʒ/. She asks these questions: 

1   3

N
o
te Commission is the money that you have to pay when you change 

money. The speliing is not ‘comision’, ‘commision’ or ‘comission’.

Abbreviations
Here are some countries’ currencies and their abbreviations:

Country Currency Divided into Abbreviation

China
Japan
Russia
Switzerland
the United Kingdom
the United States 

renminbi or yuan
Japanese yen
ruble or rouble
Swiss franc
pound (sterling)
US dollar

10 jiao
–
100 kopeks
100 centimes
100 pence
100 cents

CNY
JPY
RRB
CHF
GBP
USD

What’s the currency in Canada? How much commission do you charge?

What’s the exchange rate? 
How many Canadian dollars 
are there to the euro /jʊərəʊ/?

If I have some Canadian currency 
at the end of my holiday, can I 
change it back into euros?

2  4
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a a two-euro coin 
b a twenty-euro note 

c a fifty-euro note
d a one-euro coin

e a fifty-cent coin
f a hundred-euro note

Match these answers (a–d) with the questions in B opposite.

a There are about 1.6 Canadian dollars to the euro.
b We charge 1 per cent commission.
c It’s the Canadian dollar. 
d Yes, you can change the notes back but not the coins.

Look at B and C opposite. Complete the dialogue with the correct expressions. 

A: How was your business trip to Japan?
B:  Great, thanks. I’m just going to the bank to (1)    

the money I didn’t spend.
A: What’s the (2)  in Japan?
B:  It’s the yen. Look – this is a (3) -   .  

It’s worth about $5.50.
A: Oh, it’s very nice.
B:  Yes. Did you know that the yen is not (4)  into 

other units? There are no cents, just yen.
A: What’s the (5)  for the yen?
B: It’s JPY.

Talk about the currency, notes and coins of a country that you have visited. What is or was 

the exchange rate with your currency?

23.1

23.2

23.3

Look at A opposite. Match the notes and coins of the euro countries (1–6) with their  
names (a–f). 

1  4

2  5

3  6
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A

B

C

24 Prices

Talking about prices

Camry Prius Venza Avalon
$19,395 $22,000 $24,975 $27,845

How much is the red one?
What’s the price of this model?
How much does the Camry cost?

The red one is 
The price of this model is
The Camry costs

$19,395.

N
o
te Cost is an irregular verb. The past tense 

and past participle are cost, not ‘costed’.
Tax
Sometimes you pay tax on the basic price – this gives the total price. Prices are shown including 
tax (inc. tax) – or excluding tax – (excl. tax). 

In most states in the US, and in some other countries, you pay sales tax on some things that you 
buy. For example, in Mississippi, the rate of sales tax is 6 per cent.

The basic price is $100 and you add six 
dollars sales tax if you live in Mississippi.

In Europe and some other places, you pay VAT (value added tax) at a particular rate on some 
products and services. For example, the standard rate in Sweden on most things is 24 per cent 
and in the UK it’s 17.5 per cent. There is sometimes a reduced rate on some products, like 
children’s clothes.

We have to add £3.50 VAT onto 
the basic price of £20, so the 
price including VAT is £23.50.

This beautiful book is $100.00 per 

copy. Mississippi residents add 

sales tax of $6.00.

Mountain Castle video game 

Price: £20.00 excl. VAT 

 £23.50 inc. VAT at 17.5 per cent.

‘Value’ and ‘worth’
To talk about the price of something which is not for sale, you can use value or worth /wɜːθ/.

The value of the Sultan of 
Brunei’s yacht is $500 million. Damien Hearst’s diamond 

skull is worth $50 million.

This Henry Moore sculpture was 
worth £3 million, but it was sold 
by thieves for £1,500.



61Business Vocabulary in Use Elementary to Pre-intermediate

Is there sales tax or VAT in your country? If so, what is the standard rate and the reduced 

rate for different types of products?

24.1

24.2

24.3

Complete the dialogue with expressions from A opposite.

A: (1)   is this one?

B: This one (2)  $500.

A:  And what’s the (3)    
that one over there? 

B: That one is $300.

A:  And what about the black one? How  
(4)    
that one  ? 

B:  That one (5)  $200.

Look at B opposite. Are the sentences true (T) or false (F)? 

1 The basic price is the same as the price including tax.
2 VAT stands for ‘Value added tax’.
3 The abbreviation for ‘excluding’ is ‘excl.’. 
4 The standard rate of VAT is the one for most products.
5 People in the US pay VAT.
6 People pay sales tax in all states of the US.

Look at C opposite and complete the sentences. 

1 The value  this house  £250 million.
2 This helicopter  worth $5.9 million.
3 These figures  worth $3,000 each.
4 The value of  dress  €10,000,000.
5 This painting  worth $104 million.
6 The value  this office building  $510 million.

1

2

3

4

5

6
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25 Numbers and money

Amounts of money 1 
You talk about exact amounts of money and write amounts on cheques like this:

$12.99 twelve dollars (and) ninety-nine cents
twelve dollars ninety-nine
twelve ninety-nine

£211.53 two hundred and eleven pounds (and) fifty-three pence
two hundred and eleven pounds fifty-three
two hundred and eleven, fifty-three

€33,972.35 thirty-three thousand nine hundred and seventy-two euros (and) thirty-five cents
thirty-three thousand nine hundred and seventy-two euros thirty-five
thirty-three thousand nine hundred and seventy-two, thirty-five

N
o
te BrE: cheque 

AmE: check N
o
te In BrE, you usually say and in numbers, but in 

AmE you don’t usually say ‘and’ in numbers. 

To learn more about this, see Unit 8. Note the 

pronunciation of and here: /ənd/ or /ən/.

N
o
te Amounts of money are also 

called, formally, sums of money.

Amounts of money 2
You can refer to large amounts of money like this:

£2,250,000 two and a quarter million pounds   £2.25 million £2.25 m

€6,500,000,000 six and a half billion euros €6.5 billion €6.5 bn

¥19,750,000,000 nineteen and three quarter billion yen ¥19.75 billion ¥19.75 bn

To learn more about fractions, see Unit 9.
N

o
te You don’t say ‘nineteen and 

three quarters billion yen’.
Approximate amounts
When you don’t give an exact amount, but you want to give an idea of the size of a figure which 
is large in your opinion, you use of: 

This camera costs hundreds of euros.

hundreds
thousands
hundreds of thousands
millions
billions

of

pounds
euros
dollars
yen

When you give an exact figure, you do not use the word of. For example, you say: 

This camera costs five hundred and twenty-five euros.

When you don’t give an exact figure, you can also use:

The price of this house is

about
around
roughly
approximately

£2,500,000.

These words show that the figure is not exact – it is near this amount, but may be higher  
or lower.

N
o
te About, around and roughly are 

less formal than approximately.

N
o
te You can’t say ‘five 

hundred of euros’ or 

‘five hundreds of euros’. 
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Talk about prices of houses and fl ats in your area, using ‘about’, ‘around’, ‘roughly’ and 

‘approximately’. Talk about a big house, a small house, a big fl at and a small fl at.

25.1

25.2

25.3

Look at A opposite and complete these cheques. Look at the example before you begin.

1

2

3

Look at B and C opposite. Write these large amounts of money in two ways: a) using fractions, 
and b) without giving an exact figure. Look at the examples before you begin.

1 $86,500 a  b 

2 £17,750,000 a  b 

3 €8,500,000,000 a  b 

4 ¥27,750 a  b 

Look at C opposite. Use approximate figures to talk about the prices of these houses and flats 
using the words in brackets. Look at the example before you begin.

1 chateau – €9,950,000 (about) 

2 villa – €705,000 (around) 
3 fl at – €299,500 (roughly) 
4 studio – €50,500 (approximately) 

Date 

Pay 

Bank of Gozo

Cheque number Sort code Account number

four thousand three hundred and 
€

J. Grech

For Malta Travel Co. Ltd

eighty-four euros and fifty-three cents
Signature

Largo
Date 

Largo Bank

Pay 

$

M. Hernandez

For Azed Oil Co.
Cheque number Sort code Account number

Signature

Date 

Pay 

National Regional Bank

£

Yvette Irwin

For Residential Developments Ltd

Signature

Cheque number

100132

Sort code Account number

106381639

12-03-24

thousands of dollarseighty-six and a half thousand dollars

The price of the chateau is about ten million euros.
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Loans
Maricel:  Do you rent your offices – pay money to use a building that someone else owns – or 

are you buying them? 

Rey:  We’re buying them. We borrowed 20 million pesos from the bank, but it’s difficult to 
repay the loan. What about you?

Maricel:  The bank lent us 30 million pesos and we have  
to pay back around 100,000 pesos per month.

Careful with money
Maricel is talking to a friend, Rey:

Maricel: What’s it like in your company? Are you careful with money? 
Rey: Yes, we are. We try not to spend too much.
Maricel: How do you try to save money? 
Rey:  We don’t have more employees than we need, and we buy things when there are 

reductions and discounts – lower prices than usual. We try not to waste money by 
buying things that we don’t need.

Can we afford it?26

A

B

C

It’s so expensive
Maricel has a small design company (three 
people) in Manila, Philippines: 

‘Buying equipment – the things we need –  
is very expensive. For example, we need 
powerful computers and they cost a lot of 
money – the prices are high.

‘We don’t have enough money, so we can’t 
afford to buy new computers very often. 

‘We spend all the money that we make 
from sales paying our staff and buying 
equipment. It’s difficult to save any –  
to keep and not spend it.’

N
o
te Equipment is uncountable. 

You can’t say ‘equipments’.

N
o
te You can say ‘100,000 pesos per 

month’ or ‘100,000 pesos a month’.
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Is your company careful with money? What equipment do you buy? How do you save money 

on equipment?

26.1

26.2

26.3

Complete the table with words from A, B and C opposite.

Verb Noun

cost

lend

repayment

savings

Choose the correct word to complete each sentence.

1 The bank  (lent / loan) us £150,000 and we  (repay / 
repayment) £550 a month.

2 I got a  (loan / lend) to buy a machine. The  (repayments / 
repaid) for this are £320 per month.

3 It  (cost / costs) so much to buy new equipment these days.
4 We have sales of £200,000 a month. We spend £180,000 on pay, equipment, etc. and try to 

 (save / savings) £20,000 for the future.
5 I  (borrow / borrowed) £1,000 for a long holiday. Then I won some money, 

so I  (repay / repaid) £500. 

Look at A, B and C opposite. Complete the sentences. 

1 If you want to buy things at lower prices, you look for  and 
 . 

2 If you don’t have enough money to buy something, you   it.
3 If you spend more money than necessary, you  money.
4 If something costs a lot of money, it is  .
5 If you pay money to live or work in a building owned by someone else, you  it. 
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B

27 Pay and benefits

Wages
This is a job advertisement for Homegoods Stores. 
They are looking for new staff – the people who 
work for a company. The job advertisement tells 
you the wages /weɪdʒɪz/ – the money you get if 
you are paid every week. It tells you the basic pay 
you will earn – money you get for working the 
normal week. In this job, the normal week is 35 
hours. The advertisement also tells you how much 
money staff are paid for overtime – working more 
than the normal week.

Salaries
This is a job advertisement for a different company. It tells you the salary – the money you get if 
you are paid every month – and the benefits – the things you get in addition to money. One of the 
benefits of this job is a company car – a car owned by the company and used by an employee for 
work. You also get a company pension – money you get after you stop working, for example at 
60 or 65 years old – and free meals – meals you don’t pay for. The advertisement also tells you 
the working hours – the times in the week when an employee does the job or is at work.

N
o
te Staff is uncountable. 

You can’t say ‘staffs’.

Homegoods Stores

We are looking for staff for our stores. 

35-hour week. 

Wages: Earn €7 per hour basic pay. 

€9 per hour overtime. 

Free meals: in the store restaurant.

Email personal details to 

recruitment@homegoodsstores.com.

Zany Consumer Products

Salespeople

We are looking for salespeople, based at our offi ces in Dubai. 

Salary: 450,000 dirhams (about €90,000) per year.

Benefi ts

30 days’ holiday per year

 with free meals 

 – we give you either a Jaguar or a BMW

 Monday to Friday, 9 am – 5.30 pm

Email humanresources@zcp.com
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Write a job advertisement for a particular job using expressions from A and B opposite.

27.1

27.2

27.3

Look at A and B opposite and match the two parts of these word combinations. 

1 basic
2 company
3 company
4 free
5 working

a hours
b meals
c pay
d pension
e car

Two people are talking about their jobs. Complete what they say with word combinations from 
27.1 above. 

1 

Match the sentences or parts of sentences containing expressions from A and B opposite. 

1 I’m looking for a job with a better  
salary because

2 The company restaurant isn’t free.
3 I don’t get much money,
4 The other staff are very friendly and
5 I get 30 days’ holiday a year –
6 The benefits are excellent.

a You have to pay €2 for lunch.
b I don’t earn enough where I am now.
c but I can always work overtime.
d that’s six weeks!
e For example, I have a company car.
f I like everyone working there.

It’s great. I can sell my own car. 
They’re giving me a  

 .

2 

They offer a  
 for when I get old.

I get   , 
but I don’t like hamburgers.

The   
are very long. I finish work very late.

The   
is very bad, but the overtime is good.

3  

4  

5 
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Cards
‘Each of our salespeople has a company 
credit card: MasterCard. HSBC is also our 
credit card company. Each card has a limit 
of 10 million won (about $8,500) – that’s 
the maximum amount they can spend. They 
use it to pay for hotels, restaurants and 
other expenses. They can also use the card 
to withdraw or take out money from an 
ATM when they need to pay cash for things 
– in other words, they can use it as a cash 
card. But there is a charge – an extra 
amount that we have to pay – for this.

‘We pay off what we owe – need to pay back 
– every month. We don’t want to get into 
debt /det/ with the credit card company. 
We don’t want to have to pay interest.’

Online banking
‘We use online banking to access our accounts on the Internet on the HSBC website. We can 
transfer money between these accounts – we can move money from one account into the other. 

‘And we can use online banking to see how much our salespeople are spending on their credit 
cards.’

A

B

C

28 Company banking

Accounts 
Mr Kim is the finance director for a 
company in Korea:

‘We’re with HSBC Bank. We have a cheque 
account with a cheque book so we can write 
cheques – printed forms from a bank that 
you use to pay for things. Our customers 
pay us directly into our account. 

‘We also have a deposit account where we 
can put money for longer periods and earn 
interest – money the bank pays us.

‘The bank sends us statements every month 
showing us the balance for each account – 
how much money we have in our accounts.’

N
o
te BrE: cheque, cheque account, current account 

AmE: check, checking account

N
o
te ATMs (automatic teller machines) are also 

called cash machines, especially in BrE.

N
o
te Withdraw is an irregular verb. The past simple is 

withdrew and the past participle is withdrawn. 

The related noun is withdrawal /wɪðdrɔːəl/: if you 

withdraw money, you make a withdrawal.

An ATM or a cash machine
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Will online banking completely replace ordinary banks one day? Why? / Why not?

28.1

28.2

Complete the crossword with the correct form of words from A, B and C opposite.

Across

 2 You   on the money 
you have in a deposit account (4,8)

 3 You can make payments from this 
(6,7) 

 5 You can get cash from this (4,7)
 9 Another name for a cheque account:

 account (BrE) (7)
 10 Another expression for withdraw 

(4,3)
 12 If you spend more money than you 

have, you    
(3,4,4)

 15 and 19 Our customers  us 
 into our account (3,8)

 18 You can go into a bank, but it’s 
easier to use  banking (6)

 19 See 15 across

Down

 1 What you use at an ATM (4,4)
 4 You can have a deposit  (7)
 6 American Express is a type of 

  (6,4)
 7 Please  me a cheque (5)
 8 Another expression for take out (8)
 9 You write one of these to make a 

payment (6)
 11 Another expression for cash machine (3)
 13 To move money from one account to another (8)
 14 Internet  is when you can look at your account on a computer (7)
 16 The maximum you can spend on a credit card (5)
 17 If you have an account at a bank, you are  that bank (4)

Complete the text with expressions from the box. Use one expression twice.

1

2

3 4

5 6

7 8

9

10

11

12 13 14

15 16

17

18

19

The � nance director at one company decided to give (1)    

to all its salespeople. They used them to pay (2)   like hotels and meals 

when they travelled. For the � rst year, everything was OK. But then they started to use 

the cards to (3)   money from cash machines. The company had to pay a 

(4)   for this. After that, they started to use the cards for personal 

(5)   . When the (6)   arrived, it was impossible to 

(7)    the balance at the end of every month, so the 

company had to pay (8)   .

charge  credit cards  expenses  interest  pay off  statements  withdraw
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A

B

C

29 Companies and money 1

‘To sell’
Companies sell things to other companies and to people. These things can be products or 
services. A business sells a product at or for a particular price.

Asus
Kia
Boeing
Nikon
Gap

sells / sell

computers.
cars.
aircraft.
cameras.
clothing.

Sales 

N
o
te You can use the third person singular or the third 

person plural to talk about companies and what 

they sell. There is no difference in meaning.

Costs
Every company has costs. For example, a company that makes products has:

salary
equipment
(raw) material /ˌrɔː məˈtɪəriəl/
component
finance
advertising

costs

employees’ pay
the machines, etc. that it buys
metal, wood, plastic, etc. that it buys
what it pays suppliers (see Unit 3) for parts
interest on loans (see Units 26 and 28)
what it spends on advertisements

You can say that costs are high or low.

N
o
te Sell is a verb. The past simple is sold and the past 

participle is also sold. There is no form ‘selled’.

You can talk about the products that a 
company sells as its sales, for example:

computer
car
aircraft
camera
clothing

sales

Sales can go up or go down.

You can talk about worldwide sales or sales in 
a particular country or area, for example 
European sales. 

And you can look at sales figures to see if sales 
are good or bad – to see if a company has sold 
a lot or not much. 

N
o
te formal: clothing /kləʊðɪŋ/  

informal: clothes /kləʊðz/
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What are the main costs for your company or one you would like to work for?

29.1

29.2

29.3

29.4

Look at A opposite and use the correct form of the verb ‘sell’ in brackets to complete the 
sentences. You can complete some of the sentences in two ways. In these sentences, write both 
verbs. 

1 Dell  (present simple) computers in shops, not just on the Internet.
2 Danone  (present perfect) yogurt in the US for 50 years.
3 Häagen-Dazs  (present simple) ice cream in 120 countries.
4 Rolls-Royce  probably  (future with ‘will’) aircraft engines 

worth $14 billion this year. 
5 Chanel  (present simple) products in more than 200 shops around the 

world.
6 Real Madrid said that it  (past perfect) one million Beckham shirts at €80 

each by the end of that year.

Look at A opposite again. Match the two parts of these sentences.

1 Shops are free to sell these products
2 Salespeople should know all about 
3 The New York Times sold
4 Amazon sells the iPod Classic for 
5 Microsoft is selling 
6 Gazprom sells its gas

a the people that they are selling to.
b at the price they want.
c €210 in France.
d its famous building for $525 million.
e at $34 per 100 cubic metres.
f Windows 7 to home users for $119.99.

Look at B opposite. What happens to sales of each product in these situations? Look at the 
example before you begin.

1 People want to travel abroad more. 
2 Petrol becomes much more expensive. 
3 Cold weather arrives. 
4 Cameras become much easier to use. 
5 Computers become cheaper. 

The Korean car company Hyundai spends money on the following items (1–6). Match the 
items with the costs in C opposite.

1 its website 
2 paint used on its cars
3 paying workers in its factories and offices
4 paying banks who have lent the company money
5 engines for its cars
6 robots – special machines – to make its cars 

Aircraft sales go up.
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A

B

C

Companies and money 230

Budgets
‘I’m Tamsin Liu, finance director for Hong Kong Textiles 
(HKT). At the beginning of every year, I talk to each 
manager about what they plan to spend during the year. 
We set a budget /ˈbʌdʒɪt/ – decide the amount they can 
spend. This amount is shown in the budget for each 
department.

‘When managers spend more than we planned, they go 
over budget. I get very angry if a manager does this and 
so does the chief executive.

‘When managers spend less than planned, they are under 
budget. But they try not to do this because they know 
that their budget will be cut – reduced – next year.

‘We use budgets to control /kənˈtrəʊl/ costs – to make 
sure that the company does not spend too much. This 
cost control is often one of my most important  
tasks. I don’t want costs to get out of control.’

N
o
te Budget is also a verb. Managers budget for different 

things – plan how much to spend on them.

N
o
te Forecast is also a verb. The past simple and 

past participle are forecast or forecasted.

Sales forecasts
‘I’m Henry Bao, sales manager for HKT. One of my jobs 
is to say how many products we will sell in a particular 
period. This is a sales forecast.

‘Of course, we may sell more than forecast or less than 
forecast. The numbers of products that we really sell are 
the actual numbers.’

Results
Here is Tamsin Liu again, talking about results:

‘Profit is the money that is left when we take away costs from sales. Of course, we want to make 
a profit – get more money from sales than we spend on costs. It’s good to make a big profit, not 
a small profit. If we spend more than we get in sales, we make a loss. And if the money from 
sales is the same as the costs, we break even.

‘There is profit before tax – before tax is paid to the government – and profit after tax – after 
tax is paid.

‘The company’s results show all these figures.’

N
o
te You can talk about the profit or 

profits for a particular period.
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Find out about some companies that you are interested in. How much profit (or loss) did 

they make last year?

Use correct forms of expressions from A and B opposite to complete these sentences. Look at 
the example before you begin. 

Last year at HKT …

1 the marketing manager planned to spend HK$2 million, but in fact she spent HK$2.3 
million: she  .

2 the production manager planned to spend $8 million, but in the end he spent $7 million: he 
was   . 

3 as the production manager spent less than planned, his budget for next year will be 
 .

4 the sales manager expected sales of $20 million: this was his  
 .

5 in the end, sales were $24 million: these were the   .  
They sold more   .

6 managers planned to spend $15 million altogether, but in the end they spent $19 million: 
costs got    .

7 the finance director told the other managers that    
(2 expressions) was very important. 

Look at C opposite. Then look at HKT’s results below and decide if the sentences are true (T) 
or false (F). 

Year 1 Year 2 Year 3 Year 4 Year 5 Year 6

Sales 10 15 24 30 27 34

Costs 20 15 19 20 29 29

All figures in millions of Hong Kong dollars.

Tax on profits: 10 per cent. No tax paid if the company breaks even or makes a loss.

1 In year 1, HKT made a profit of $10 million.
2 In year 2, it broke even.
3 In year 3, it made a profit before tax of $4 million.
4 In year 4, it paid $1 million in tax.
5 In year 5, it made a loss of $2 million.
6 In year 6, it made a profit after tax of $4.5 million.

30.1

30.2

went over budget
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Use a vocabulary notebook to write down new words and expressions. For difficult words, write 
the phonetic transcription (see Learner training B, page 42) in order to help you remember how 
to say them.

Word combinations
You do the exercises in this book. Sometimes, you make mistakes.

Words used together are word combinations. To help you remember word combinations, write 
in your vocabulary book: do an exercise and make a mistake.

Word combinations show you which words can go before another word and which words can 
go after it. More examples of word combinations:

noun + noun: sales department / training department / production department (see Unit 2)

verb + preposition: I go to work by train. (see Unit 5)

verb + noun:

spend
lose
waste
save

time (see Unit 19)

Word groups
Write down related words in groups like these:

Word groups Some words in the group

money coin, note, currency, exchange rate

time project, schedule, appointment, diary

workplaces office, lab, factory, shop, call centre

You can also group grammatically related words with different endings:

training/trainer    lecture/lecturer    employer/employee

Diagrams
You can record word combination and word groups in diagrams like these. Add more words to 
the diagrams as you learn them.

Types of English
You can record British and American words and expressions like this:

British English American English

tram streetcar

book reserve

chair

waste

save

office time

desk spend

computer lose



C1

C2

C3

C4

Look at A opposite. Write words that can go in front of ‘money’. Look at Units 23, 26 and 28.
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balance
charge

dismiss
finance

interest
pension

production
redundant

R&D
resign

sales
statement

1 b _ _ _ _ _
2 c _ _ _ _ _
3 c _ _ _

4 e _ _ _ _ _ _ _
5 l _ _ _
6 m _ _ _

7 o _ _
8 p _ _  _ _ _ _
9 r _ _ _ _

10 s _ _ _
 11 s _ _ _ _
 12 t _ _ _ _ _ _ _

 13 w _ _ _ _
 14 w _ _ _ _ _ _ _

Look at B opposite. Complete the table with the words in the box. Look at Units 3, 10 and 28 
to help you.

Word groups Some words in the group

directors

stopping work

banking

Look at C opposite. Complete the diagrams with the words in the box.

card contact full-time part-time title
class first park permanent trip

Look at D opposite. Then look at these words and expressions from Units 1 to 28 and decide if 
they are British or American. Then find the equivalent for each one in the other variety of 
English.

 1 schedule

 2 cellphone

 3 one quarter

 4 autumn

 5 vacation

 6 three hundred fifty 

 7 It’s twenty past three.

 8 banknote

 9 cheque

 10 checking account

business job

British English American English

timetable schedule
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Features
The expert talks about the features /ˈfiːtʃəz/ – important points – of the Nokia N97.

Journalist: How fast is the Nokia N97?
Expert:  As a computer, it’s very fast. It works at very high speeds.
Journalist:  What does it do?
Expert:   You can use it to access /ˈækses/ – use – the Internet. And it has all the usual 

features: email, phone book, etc.
Journalist:  Is it easy to use?
Expert:  Yes, very easy. You don’t need to read the manual – the book that comes with it.

Journalist:  What is the Nokia N97 like? What does it do?
Expert:   It’s a mobile phone, but really it’s also a small computer. 
Journalist: What are its dimensions?
Expert:  It’s rectangular. It’s 11.7 centimetres long, 5.5 centimetres wide and 1.6 centimetres 

thick. 
Journalist: That’s not very thick.
Expert: Yes, it’s quite thin.
Journalist: How big is the screen? 
Expert:  The screen is 3.7 centimetres wide 

by 8 centimetres long. The diagonal 
dimension is 8.9 centimetres. But it’s 
more usual to talk about the diagonal 
dimension in inches –  it’s 3.5 inches.

Journalist: How much does it weigh /weɪ/? 
Expert:  It’s not heavy – it doesn’t weigh very much. It’s very light. In fact, it has a weight 

/weɪt/ of only 150 grams. 

Dimensions
A journalist is talking to an expert on mobile phones about the Nokia N97. 

Product details 131

A

B

N
o
te BrE: millimetre /ˈmɪlɪˌmiːtə/, centimetre /ˈsentɪˌmiːtə/, metre 

AmE: millimeter, centimeter, meter

N
o
te Access is a verb and a noun. Be careful 

with its spelling, not ‘acces’ or ‘acess’. 

1.6 cm (thickness)

5.5 cm (width)

11.7 cm 
(length)

3.7 cm
8.9 cm

8 cm

A rectangle A square
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Describe a product that you know, using expressions from this unit.

Look at A and B opposite. Complete the tables. 

Adjective Noun Verb Noun

long length weight

width

thickness

square square

rectangle

Complete the description using the correct words from 31.1 above.

1 The screen is 105 cm  . The  of 
the screen is 105 cm. 

2 Its  is 2 cm. It’s 2 cm  . 
3 It’s not square. It’s  .
4 It  7 kg. Its  is 7 kg.

31.1

31.2

31.3

105 cm

Look at B opposite. Complete the sentences. 

1

2

3

Oh no. I paid €100 for this, but 
  
 do?

This computer isn’t very 
 . It takes a 

long time just to send an email.

Everything is clear. I understand. It’s 
very   

 .

2 cm
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A

Product details 232

Comparative adjectives
Compare the Nokia N97 with the Apple iPhone.

Nokia N97 Apple iPhone 3G S

Length 11.7 cm 11.5 cm

Width 5.5 cm 6.2 cm

Thickness 1.6 cm 1.2 cm

Screen (diagonal) 3.5 inches 3.5 inches

Weight 150 grams 135 grams

The N97 is (slightly) longer than the iPhone. The iPhone is 
shorter than the N97.

The iPhone is wider. The N97 is narrower.

The iPhone isn’t as thick as the N97. The N97 is thicker.

The two screens are the same size. One isn’t bigger or smaller than the other.

The N97 is heavier. The iPhone is lighter.

Which one is more attractive?

Which one is easier to use?

But which phone is better? Which one is worse? 

Perhaps one is as good as the other. And neither is worse!

Superlative adjectives
Now compare the Palm Pre with the two phones above.

Palm Pre

Length 10 cm

Width 5.9 cm

Thickness 1.7 cm

Screen (diagonal) 3.1 inches

Weight 135 grams

The Palm Pre is the shortest /ˈʃɔːtɪst/ of the three phones.  
The N97 is the longest.

The N97 is the narrowest /ˈnærəʊɪst/. The iPhone is the widest.

The Palm Pre is the thickest.

The Palm Pre’s screen is the smallest.

The N97 is the heaviest.

But which phone is the best? Which one is the worst? 

Which one is the most attractive?

Which one is the easiest to use? 

N
o
te You use than after 

comparative adjectives, 

not ‘that’.

B
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32.1

32.2

32.3

Think of three products of a particular type that you like. Which is the best, and why?

Look at A opposite. Compare these two business jets, using the comparative form of the 
adjectives. Look at the example before you begin.

Embraer 
Phenom

Bombardier 
Learjet 45 XR

Length (metres) 15.5 17.5

Cabin* width 
(metres)

1.5 1.4

Top speed 
(miles per hour)

450 535

Cost $6.65m $10.85m

*the ‘room’ where passengers sit

1 (long) 
2 (short) 
3 (wide) 
4 (fast) 
5 (slow) 
6 (expensive) 
7 (cheap) 

Now look at the information about this business jet. Use the superlative form of the adjectives in 
32.1 above to write sentences about the three jets. Look at the example before you begin.

Cessna Citation

Length (metres) 19.3

Height (metres) 6.2

Cabin width (metres) 1.7

Top speed (miles per hour) 527

Cost $15.35m

Look at A and B opposite. Complete the sentences with the comparative or superlative form of 
the adjectives.

1 My friends all have mobile phones. I think mine is  (heavy) of 
them all.

2 Using a computer is  (easy) than writing a letter by hand.
3 Your mobile is much  (thin) than mine.
4 These computers are all great, but I think this one is  (good).
5 I’m not very good at texting, but my colleague is even  (bad)  

than me.
6 The Canon Ixus is  (attractive) than any of the other Canon 

cameras.

The Learjet is longer than the Phenom.

1  
2 
3 
4 
5 
6 
7 

The Citation is the longest.
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Support services
Companies depend on support services. For example, they use consultants for management advice, 
IT specialists for advice on computers and computing, translators to change documents from one 
language into another and accountants to prepare accounts – details of the money coming into and 
going out of a company. They need lawyers – people who are experts in the law – and they also 
need logistics services, including transport and shipping – delivering products etc. to other places. 
For fast deliveries, they use couriers.

Services Service providers

accountancy accountants

cleaning cleaners

consultancy consultants

IT (information technology) services IT specialists

legal lawyers

logistics shippers and couriers 

translation translators

A

B

C

33 Services 1

Service industries
Here are some examples of service industries:

 tourism – travel, hotels, etc.

 telecommunications or telecoms – companies that 
provide telephone and Internet services

 distribution and retail – taking products to shops, 
supermarkets, etc. and selling them there

 financial services – banks and other financial 
institutions

We want to get our offices cleaned.

How long will it take?

When will it be done by?

A service company

N
o
te BrE: speciality /ˌspeʃiˈælɪti/ 

AmE: specialty /ˈspeʃəlti/

N
o
te BrE: accountancy

AmE: accounting

Japanese–English–Japanese translation services 

are our speciality1.

Express service

Your documents are turned round2 very fast. Email your 

documents by 6 pm. Our team of translators will work on them 

overnight3 and return them to you by 9 am the next day.

Standard4 service

Turnround 48 hours.

We treat your documents with the highest level of 

confi dentiality5.

Our charges are reasonable6.

www.faithfultranslationservices.com

1 what we do best
2 finished and sent back
3 during the night
4 normal, ordinary
5  the information is not given 

to anyone else
6 not expensive

FTS
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You are the boss of a small company. Write four things that you want to get done.

33.1

33.2

33.3 

33.4 

Which service industry in A opposite deals with each of the following?

1 lending money 
2 selling to consumers, rather than to businesses 
3 selling holiday flights 
4 providing mobile phone services (2 expressions) 

Look at B opposite. Talk about different managers’ problems using ‘get’. Look at the example 
before you begin.

1 (I – offices – clean) 
2 (he – accounts – prepare) 
3 (she – documents – translate) 
4 (we – products – deliver) 
5 (they – legal problems – solve) 
6 (the company – new computers – install) 

Look at B opposite again. Which type of service provider could solve each problem above 
in 33.2?

1 
2 
3 
4  and 
5 
6  

Look at B and C opposite. Correct the words in italics. 

Miho: Faithful Translation Services. Good morning.
Raj:  Hello. Do you do translations from English into Japanese? I’m going on a business trip 

to Japan and I want to have our company’s product brochures (1) translate into 
Japanese.

Miho: When do you want to get the translations (2) finish by?
Raj: My trip is next week. It’s getting rather late, I know …
Miho:  That’s not a problem. You can use our express service and we can (3) turned them 

round fast. We can (4) turn them by email the next morning. Roughly how many pages 
do you need translated?

Raj: About 20. How much do you (5) charging for product brochures?
Miho: It’s 15,000 yen a page. That’s about 160 US dollars.
Raj: That’s expensive. 
Miho:  Not really. When you think how important your product brochures are in selling your 

products, it’s (6) reason.
Raj: OK, I’ll email the brochures to you now. What’s your email address?

cleaners

I want to get my offices cleaned.



82 Business Vocabulary in Use Elementary to Pre-intermediate

A

B Problems with services
Raj (from 33.4) tells a colleague, Anita, about his trip  
to Japan.

Anita: Hi Raj. How was your trip?
Raj:  A bit of a disaster, because of our brochures. I had 

them translated into Japanese. The translation 
company said they would do the translations 
overnight, but in the end they took three days. 

Anita: That’s really slow.
Raj:  Yes, and inconvenient because I needed the 

brochures urgently. I found out later that they were using seven different translators for 
different brochures.

Anita: That’s a very inefficient way of doing things.
Raj:  Then they emailed the translations to someone in another company by accident. Their 

systems are pretty insecure and unreliable.
Anita:  You’re right. They are extremely unsafe.
Raj:  And when I got to Japan, my Japanese contacts laughed at the brochures – they were 

full of mistakes. They were inaccurate – in fact, they were full of inaccuracies.
Anita:  So the service overall was not good at all – in fact it was pretty poor. Did the translation 

company offer any sort of compensation?
Raj:   I thought they were unreasonable. They just said they would give a 50 per cent 

reduction next time. They were very inflexible – they didn’t want to offer anything else.
Anita: But I guess there won’t be a next time.
Raj:  That’s for sure.

34 Services 2

Service characteristics 
Here are some ways of describing companies that provide services.

They’re

so
pretty
very 
really
extremely

flexible.
reliable /rɪˈlaɪəbl/.
accurate.
efficient.
reasonable.
safe and secure.
convenient /kənˈviːniənt/.

Some people are talking about the service they have received.

N
o
te Reasonable means ‘not expensive’, but 

unreasonable means ‘not fair or acceptable’.

N
o
te The adverbs very, really and extremely have 

the same meaning; pretty means ‘quite, but 

not extremely’. You can use all four adverbs 

with each of these adjectives.

They’re so efficient. They work 
without wasting time or energy.

They’re extremely safe and secure. They won’t 
lose our information or let other people have it.

They’re very flexible. They can change 
easily depending on what is wanted.

They’re very reasonable.  
Their prices are not expensive.

They’re really accurate.  
They never make mistakes.

They’re pretty convenient. Their offices 
are in a good location, not far from ours.

They’re extremely reliable. They always 
do what they say they’re going to do.
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Describe a service provider that you have known.

34.1

34.2

34.3

Complete the table with adjectives from A opposite and negative adjectives from B opposite.

Noun Adjective Negative adjective

accuracy

convenience

efficiency

flexibility

reliability

safety

security

– good

Complete the sentences with words from 34.1 above, beginning with the letters shown.

1 Our accountants never lose our documents: their systems are very s  and  
s  . 

2 They do the work on time, as promised. They’re extremely e  and  
r  .

3 The figures in the accounts that they prepare are always correct. They always have a very 
high level of a  .

4 If we ask them to make changes to the way they do things, they are always f  .
5 Their charges are extremely r  .

Now use other words from 34.1 above to complete these sentences.

1 Our cleaners are terrible. The service they provide is very p  .
2 They never come at the time they promised and they waste a lot of time because they are 

badly organized. They’re very unr  and ine  .
3 When they leave, they sometimes leave the doors open. So at night, I always feel very  

ins  .
4 If we ask them to make changes to the way they do things, they never agree. They have no  

f  at all. 
5 Their charges are not at all reasonable. In fact they’re pretty e  . 
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A

B

C

35 What’s it made of?

It’s made of …

 wool cotton

What’s it made of?

It’s made of

wool.
cotton.
silk.
nylon.

Materials like these textiles can have these characteristics or qualities:

a cool b easy to care for c shiny d warm

Materials and their uses
These materials are used in manufacturing – making products – and construction – building.

Material (noun) Adjective Example Characteristic Used in …

wood wood or wooden pine easy to cut furniture

glass glass clear glass attractive, but 
breaks easily

bottles, windows

metal metal aluminium strong but light aircraft

plastic plastic PVC light, easy to 
shape and cut

cars, bottles, carrier bags 
– the bags you get in 
supermarkets

It’s unbreakable
Materials can also have these characteristics:

 artificial /ˌɑːtɪˈfɪʃəl/ / synthetic / man-made    natural – comes from plants, etc., not 
– not natural  a chemical process

 rigid – difficult to bend  flexible – bends easily

 traditional – describes something that has   modern – new 
been used for a long time 

 fragile – easily broken  unbreakable – difficult to damage
   durable /ˈdjʊərəbl/ – lasts a long time

 attractive – nice to look at 

 recycled /ˌriːˈsaɪkld/ – made from materials  
that were used before 

N
o
te BrE: aluminium /ˌælj ʊˈmɪniəm/ 

AmE: aluminum /əˈluːmɪnəm/
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What is your favourite material for clothes for work? What don’t you like? Why?

35.1

35.2

35.3

35.4

Match the textiles in A opposite with where they come from.

1 2 3 4 

1  3

Now match each textile in 35.1 above with its main quality (a–d) in A opposite.

1 2 3 4 

Match the two parts of these sentences containing expressions from B and C opposite.

1 One of the most attractive features of the 
house is the wooden

2 They think polypropylene will replace 
traditional materials

3 Graham Green produces a picnic backpack 
that includes plastic

4 People use too many chemical products in 
the home, for example cleaning products

5 In the past we sold a lot of traditional brown 
wood furniture, 

6 A large glass window will allow visitors

a wine glasses, cups and plates for 
two people.

b that cause health problems for 
children and old people.

c floors in all rooms.
d but now our customers are only 

buying modern furniture.
e to watch students at work.
f such as metal, paper, wood and 

glass.

Choose the correct adjective in brackets from C opposite to complete these sentences.

1 Kevlar is a  (natural / man-made) material invented by DuPont in 1965. 
2 Drinks cans are made from a strong but  (rigid / flexible) metal.
3 The cheaper bottles are made of  (fragile / durable) glass which can 

break when dropped, but the more expensive ones are made of steel and are almost 
 (breakable / unbreakable).

4 Stanley Reed invented plastic coins that he said were  (durable / natural) and 
washable.

5 Estée Lauder uses tubes made from 80 per cent  (recycled / attractive) 
aluminium and its gift boxes are now made from  (rigid / recycled) paper.

6 It’s a  (man-made / natural) product, made from plants.
7 Carrier bags are made of  (flexible / rigid) material.

2  4
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A

B

36 From producer to customer 1

Manufactured products
Look at this Asus netbook computer. Where’s it made?

It’s 
It is
They’re
They are

made
manufactured

in a
factory
plant

in Taiwan.

See page 142 for the passive forms of irregular verbs.

Industries and their processes

1 Farmers grow a crop, such as wheat.
 They pick or harvest the crop 

manually or by machine.
 Food producers process the wheat 

and use it to make bread and other 
products.

3 Miners extract ore, such as iron ore.
 They mine the ore from or from under 

the ground, usually by machine.
 Steel producers use iron ore to make steel.
 Manufacturers shape the metal to make 

components – parts.

2 Wood producers grow trees, such as pine.
 They cut them down.
 They treat the wood with chemicals. 
 Furniture makers cut and shape the 

wood to make furniture.

4 Car manufacturers assemble components.
 They put them together, for example to 

make car engines.
 They install the engines in cars.

N
o
te Install is also spelled instal in BrE, but the past tense 

and past participle are always spelled installed.

N
o
te When a past simple or past participle –ed 

ending follows t or d, it is pronounced /ɪd/, for 

example loaded: /ˈləʊdɪd/.

N
o
te The past participle is used in passive forms of verbs. 

The passive is often used to talk about processes. 

They’re loaded into a 
container and shipped to the 
United States. 

They’re distributed to a 
retailer, where they’re sold to 
customers.

They’re stored in a warehouse.
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36.1

36.2

36.3

36.4

Where were the different parts of your car made?

Complete the table with the correct form of verbs from A opposite.

Verb Past participle Verb Past participle 

distribute sell

load ship

make store

manufacture

Find nouns in B opposite that mean the following.

1 makers of things (two words) _ _ _ _ _ _ _ _ _ ,  _ _ _ _ _ _ _ _ _ _ _ _ _
2 a hard, strong metal _ _ _ _ _
3 people who produce crops _ _ _ _ _ _ _
4 a piece of equipment _ _ _ _ _ _ _
5 a series of steps to produce something _ _ _ _ _ _ _
6 a substance used in industry to change other substances _ _ _ _ _ _ _ _ 
7 people who take valuable substances from under the ground _ _ _ _ _ _
8 something used as part of a bigger product _ _ _ _ _ _ _ _ _

Look at B opposite. Complete the sentences using the passive of the verbs in brackets. Use 
Irregular verbs on page 142 to help you.

a Wheat   (process) to make bread.
b A car   (assemble) from over 20,000 components. 
c Before the wood is  (use), it is  (treat) with chemicals.
d Many types of components   (make) from this metal.
e Cars    (put together) in large factories.
f Crops such as wheat   (grow) in Europe and North 

America.
g Engines   (install) in each car towards the end of the 

manufacturing process.
h This ore   (use) to make steel.
i The wood can then be  (cut) and  (shape) to make 

furniture, for example.
j Trees    (cut down) to make wood products.
k Wheat   (harvest) using very big machines. 
l Iron ore   (mine) in many countries in Africa and elsewhere.

Now relate each of the sentences in 36.3 above to one of the four processes in B opposite. Look 
at the example before you begin.

1 2 3 4 a, f, k
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A

B

C

37 From producer to customer 2

Stages in the process 1
Coffee is grown in countries like Brazil, Colombia and Vietnam – these countries are some of the 
main producers. Coffee berries are the raw material for making coffee. Coffee is processed like this:

N
o
te BrE: labelled, labelling; AmE: labeled, labeling

BrE: flavour; AmE: flavor

1 picking First, coffee berries are picked or harvested manually.

2 sorting Then, they are sorted – put into groups – by colour.

3 removal of outside Next, the outside of the berry is removed, usually by machine.

4 soaking After that, the beans are soaked in water to remove another layer of 
material on the bean that is not wanted.

5 washing The beans are then washed with large quantities of water.

6 drying Finally, the seeds are dried on special tables, or on the floor or in 
special machines.

Stages in the process 2
The next step in the process is the roasting of the green coffee. 

The coffee is usually roasted by the supplier. The actual roasting begins when the temperature 
inside the bean reaches 200 degrees C. The weight of the beans is reduced during roasting – there 
is a reduction in weight. Roasting changes the flavour of the beans – they taste different.

The roasted beans are labelled as light, medium light, medium, medium dark, dark or very dark. 

Lightness and darkness is measured with a special device – machine. 

The coffee is put into sacks. The sacks are loaded onto ships 
and shipped all round the world. 

Stages in the process 3
The sacks are unloaded and stored in warehouses. 

The beans are then packaged.

Most coffee in shops is already ground. Ground coffee is the 
finished product. 

Packets of coffee are sold in supermarkets and other shops. 
They are bought /bɔːt/ by customers all over the world.

1

4

2

5

3

6
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Describe a process using some of the vocabulary and structures in this unit. Use the 

Internet to fi nd information if necessary.

37.1

37.2

37.3

Complete the table with forms of verbs from A, B and C opposite.

Verb Past participle

buy

changed

dry

grind

grow

label  (BrE)
 (AmE)

measure

package

pick

Which of the past participles in the table above are pronounced /ɪd/ at the end? Which are 
irregular?

Look at A, B and C opposite. Complete the extract using correct forms of the verbs in brackets. 
Then put the sentences into the correct order. Look at the examples before you begin.

1   2   3   4   5   6 

Apple production

a The main apple producers are China, the US, Iran, Turkey and Russia. 

b Then they   (load) into boxes and  (ship) 

to processing centres, where they   (unload) ready to be 

 (process). 

c First they must be carefully  (grow) and  (pick) by hand.

d Finally, only the best apples   (sell) in supermarkets, 

where they must be perfect. 

e After that they   (wash), 

 (sort),  (label) and 

 (package). 

f The rest  not  (want) 

and so they   

 (throw away) or  (use) in 

other products.

Verb Past participle

reached

reduce

remove

roast

soak

sort

unload

want

wash

a f
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Direct sales
You can buy things by mail order. You choose from a 
catalogue and order by post, or on or over the phone.

With internet shopping you buy things on or over the 
Internet, using the seller’s site or website. Buying and 
selling like this is e-commerce.

You can buy food, clothes and sometimes other products in a supermarket. You can use a trolley 
and you pay at a checkout or till.

A convenience store is a small shop that is open from very early to very late. In the UK, a corner 
shop is a convenience store on the corner of two streets.

A chain store is one of a number of shops with the same name. These shops are all part of a 
chain – group of stores owned by one company.

A department store is a large shop, usually in a city centre. It sells many types of goods in 
departments or sections, for example clothes, furniture, etc., on several floors.

You get different ranges of products in each 
of these types of shop. In some places, you 
get a lot of choice, in others much less.

A mall or shopping mall is a large building, 
usually outside a city with many shops and 
a big car park.

A

B

38 Where’s it sold?

Shops and stores

A trolley A checkout

A department store

N
o
te BrE: shop; AmE: store

BrE: shopping trolley; AmE: shopping cart

N
o
te mall, shopping mall: BrE and AmE  

shopping centre: BrE only

BrE: mall /mɔːl/; AmE: mall /mɑːl/

N
o
te BrE: catalogue /ˈkætəlɒg/  

AmE: catalog /ˈkætəlɑːg/
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Across

 1 A group of shops with the same name (5)
 5 Shopping by post (4,5)
 8 A shop where you might buy something you’ve 

forgotten to buy elsewhere is a  store (11)
 11 A large shop with many different products (10,5)
 12 Where you pay in a supermarket (4)
 13 Large shops have many different  (8)
 14 With mail order, you can order   

(2,4)
 15 Here you can fi nd a lot of different shops, out of 

town (4)
 16 A  shop is a type of convenience store in 

the UK (6)
 17 Another word for where you pay in a 

supermarket (8)

Down

 2 When you buy things online (8,8)
 3 The different levels of a department 

store (6)
 4 With mail order, you can do your 

shopping on   (3, 5)
 6 Selling without shops (6,5)
 7 Buying and selling on the Internet 

(1-8)
 9 With mail order, you   

a catalogue (6,4)
 10 Where you buy food, clothes and 

some other products (11)
 12 British English for ‘cart’ (7)
 13 A seller’s ‘place’ on the Internet (4)

Complete the sentences with words from A and B opposite.

1 In a supermarket, you pay  the checkout.
2 More and more books are sold  (2 words) the Internet.
3 When you buy clothes  mail order, you choose  a catalogue.
4 You can order  post or  (2 words) the phone.

Think about a national or international company which manufactures products. 

Where are its products sold?

38.1

38.2

Complete the crossword with the correct form of words from A and B opposite.

1 2 3

4 5 6

7

8 9

 10

11

 

12

13

 

14 15

16 17
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EJECT

A

B

39 Product instructions

Follow the instructions

1 Pull the lever. 5 Turn the key to start. 

2 Key in your PIN number. 6 Plug the cable into the socket.

3 Put your ticket into the slot. 7 Insert your card.

4 Push the door. 8 Select a language.

N
o
te These instructions use the imperative form of the verb. 

The imperative is the same as the infinitive form.

Press the button
To play a CD:

1 To switch on, press the ‘On’ button. 4 Then press the ‘Play’ button.

2 Put the CD into the tray. 5 When you have finished, press the ‘Stop’ 
button.

3 Press the ‘Close’ button. 6 Press the ‘Eject’ button and take the CD out 
of the tray.

Japanese

English

French

ON

CLOSE

PLAY

STOP
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39.1

39.2

Match the instructions in A opposite with these products and machines. 

STOP

Channel 1

Channel 2

Channel 3

RECORD

OPEN

ON

a ticket barrier c cash machine (3 instructions) e office door

b orange squeezer d car f PC

Look at B opposite. Put these instructions for recording a DVD into the correct order.

1   2   3   4   5   6   7 

a When you have finished, press the ‘Stop’ 
button.

e Press the ‘Record’ button.

b Put a blank DVD into the tray. f Press the ‘On’ button.

c Select the TV station that you want to 
record.

g Press the ‘Open’ button.

d Push the tray to close it.

Describe how to use an office photocopier.
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Guarantees
The company repaired the DVD player and returned it to Antonia,  
but it has stopped working again. She phones the centre again.

Assistant: Service department. How can I help?
Antonia:  My DVD player broke down last month. You repaired  

it, but it stopped working again yesterday.
Assistant: What’s the fault now?
Antonia: I can play DVDs, but I can’t record.
Assistant: Is it still under guarantee? 
Antonia:  Yes, I only bought it last year.
Assistant:  OK. Because it’s happened again, we’ll give you a  

brand new one as a replacement.
Antonia: That’s great.

40 Problems with products 1

Faults
Antonia is having problems with her DVD 
player. She phones the call centre of the 
chain store where she bought it.

Assistant:  Service department. How can I 
help?

Antonia:  I have a problem with my DVD 
player. It stopped working last 
week.

Assistant:  What make and model number 
is it?

Antonia: It’s a Ruby DVD 7000.
Assistant:  What exactly is the fault /fɒlt/ – 

what’s the technical problem?
Antonia:  When I press the button, the 

tray doesn’t open.
Assistant: How old is the DVD player?
Antonia: I bought it six months ago.
Assistant:  OK, Ruby guarantee their 

products for two years. You can 
send it back by post for repair. 

Antonia:   That’s difficult. I don’t have the 
box.

Assistant:  Don’t worry. You can take it 
back to the shop. Where did you 
buy it?

A

B

N
o
te Guarantee /ˌgærənˈtiː/ is a noun and 

a verb. Note its spelling, not ‘garantee’.
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40.1

40.2

40.3

Look at A and B opposite. Match the two parts of these sentences. 

1 This product is brand
2 This car is still under
3 If you have a problem
4 My CD player stopped
5 When my new computer stopped working, 

I sent it

a with your new kitchen equipment, just 
give us a call. 

b working two days after I bought it. 
c new. I bought it yesterday.
d back to the shop.
e guarantee. It’s less than three years old.

Match the words in the box to make word combinations from A and B opposite. Look at the 
example before you begin.

Talk about a problem you had with a product. Did you a) send the product back for repair, 

or b) get a replacement product? What happened exactly?

Complete the sentences with expressions from the box.

back
brand
call

centre
department
guarantee

model
new
number

send
service
stop

under
working

stops working
call centre

fault
guarantee

repair
replacement

take it back
under guarantee

Guarantee

1 We  our products for two years.

2 If the product doesn’t work,     

 to the shop where you bought it.

3 If the shop can’t help you, phone our    .

4 If there is still a  , send the product back to us. We will 

 it.

5 If the product    again while it is still 

   , send it back to us and we will send you a 

 .
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A

B

41 Problems with products 2

What can go wrong?
You want to purchase – buy – office 
supplies – products for your office – 
from a supplier. You do this by sending 
a purchase order – a document with 
details of the order – to the supplier.

These things can go wrong:

 The company loses the order.

 The company supplies the goods. 
It ships the goods, but they are 
delivered – sent – to the wrong 
place.

 The goods are delivered to the 
right place, but they are delivered 
late.

 The wrong goods are delivered. They are not the ones that you ordered.

 On delivery, you see that some of the goods are damaged – harmed or broken. Perhaps 
this happened when they were shipped.

 Other products do not work properly – correctly – because they are faulty – they have 
faults.

 The supplier’s invoice – a document giving information about the goods that you have 
purchased – is wrong. There are mistakes in the invoice details – the quantities and/or 
prices are wrong. Perhaps the suppliers want to charge too much – they say the price is 
more than it really is. If this happens, they should refund – pay back – the difference.

N
o
te Purchase is more formal 

and less frequent than buy.

Keeping customers happy
You work at the supplier’s. In order to keep customers happy in different situations, you could: 

 apologize – say that you’re sorry.

 give/offer a reduction or discount – lower price – for the next order. The price will be 
reduced or discounted.

 send a truck to pick up the goods and deliver them to the right place. 

 take back the wrong products and send the correct products.

 give or offer a reduction or discount for this order.

 replace the faulty products.

 repair the faulty products.

 send another invoice.

N
o
te apologize (verb) 

apology (noun)
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What is the biggest problem in your organization when you order goods?

41.1

41.2

41.3

Complete the table with words from A and B opposite.

Noun Verb

apology

damage

deliver

discount 

invoice

order

purchase

reduce

refund

replacement

shipping

supply

Replace the underlined expressions with correct forms of expressions from 41.1 above.

1 Recently, when buying some goods for my company, I looked on the Internet to find the 
lowest prices.

2 We found the products were harmed when they were delivered, so I asked the supplier to 
send others.

3 As we asked for large quantities, we expected to get a lower price (2 expressions).
4 The goods were sent (2 expressions) to our head office, not to the factory where we needed 

them.
5 The document that the suppliers sent us when they asked us to pay was wrong, so we didn’t 

pay.
6 The company that we ordered the supplies from has gone out of business.

Look at the ways of keeping customers happy in B opposite. What would you do in each of the 
situations in A opposite?

1 If we lost the order, we would 
2 If we shipped the goods to the wrong place, we would 
3 If the goods were delivered late, we would 
  (2 expressions)
4 If we delivered the wrong goods, we would 
5 If we delivered faulty goods, we would 
6 If we sent an invoice with mistakes in it, we would 

apologize and ask the customer to send it again.
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A

B

C

D

Learner training D: Using dictionaries

What dictionaries do I need?
You should use two dictionaries: a good bilingual dictionary – in English and your own language 
– and a good English–English dictionary, like the Cambridge Learner’s Dictionary.

A bilingual dictionary can be easier to understand, but an English–English dictionary can give 
you more information about a word or phrase. It’s good to work in English as much as possible. 

You can use the CD-ROM versions of these dictionaries, or look up – find – words on the 
Internet. 

And, of course, there are more and more small electronic handheld dictionaries and dictionary 
applications for devices such as the iPhone.

What information does a dictionary give?
Each entry gives you a lot of different information.

Pronunciation symbols show the pronunciation – the 
way that you say a word.

Grammar labels show that the word is a noun, verb, 
adjective, adverb, etc. Sometimes a word can have two 
different grammatical forms, e.g. noun and verb. 
Sometimes one grammatical form can have more than 
one meaning.

Many dictionaries indicate whether a verb is transitive [T] or intransitive [I]. This entry shows no 
past form for the verb, so this verb is regular. Entries also show whether a noun is countable [C] 
or uncountable [U]. If the noun is countable and has an irregular plural, this is also shown.

Example phrases or sentences show how the word is used.

Some entries give common word combinations, and expressions and words with the opposite 
meaning. Many dictionaries show the most important words to learn (in the Cambridge 
Learner’s Dictionary these are blue and have a  symbol), but remember that some other words 
are also important for you because they are business words.

How should I use my dictionary?
Here are some ideas to help you.

 Many words have more than one meaning. The first meaning is not always the one that 
you want. Look at all the different meanings.

 When you look up a word, put a  next to it on the page in this book and in the 
dictionary. When you go back to the page later and see the , check that you remember 
the word without looking at the meaning.

 If you see an unknown word in a text, continue to read. Use the context – the words 
around the unknown word – to try and work out its meaning. If you are still unsure, then 
use your dictionary to check its meaning.

What can I read?
You can see how English is used in context. Look at the following:

 business sections of general newspapers and their websites: independent.co.uk, 
guardian.co.uk, telegraph.co.uk, timesonline.co.uk, global.nytimes.com

 business websites: ft.com, businessweek.com, money.cnn.com/magazines/fortune/

invoice1 /ˈɪnvɔɪs/ noun [C] a list 
that shows you how much you owe 
someone for work they have done 
or for goods they have supplied 
We’ll send another invoice.

invoice2 /ˈɪnvɔɪs/ verb [T] to send 
someone an invoice
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D1

D3

Look at the entry for ‘business’.

 increase1 /ɪnˈkriːs/ verb [I, T] to 
get bigger or to make something 
bigger in size or amount Eating fatty 
food increases the risk of heart disease. 

Exports of computers have increased by 
15% since January. increased demand/
competition Her anxieties are shared 
by an increasing number of women. 

Opposite decrease

 business /ˈbɪznɪs/ noun 1 TRADE 
[U] the buying and selling of goods or 
services � e shop closed last year, but 
now they're back in business. We do a 
lot of business with China. His company 
has gone out of business (= failed). 2 
ORGANIZATION [C] an organization 
that sells goods or services My uncle 
runs a small decorating business. 3 
WORK [U] work that you do to earn 
money She's in Vienna on business 
(= working). 4 a nasty/strange, etc. 
business an unpleasant/strange, etc. 

situation 5 be sb's (own) business 
to be something private that other 
people do not need to know What he 
does in his own home is his business. 
6 be none of sb's business If something 
is none of someone's business, they do 
not need to know about it, although they 
want to, because it does not a� ect them. 
7 mind your own business used to 
tell someone in a rude way that you do 
not want them to ask about something 
private See also: big business, 
show business

1 Is the verb ‘cost’ regular or irregular?
2 What example sentences are there for ‘including’? 
3 Use the structure from one of the examples for 

‘including’ to write a sentence with these words: 
‘offi ce supplies – €12 – VAT’.

4 What is the second example for ‘increase’ as 
a verb? Use the same structure to talk about 
an increase of 10 per cent for mobile phones.

Look up these words from 41.1. Use an English–English dictionary, like the Cambridge 
Learner’s Dictionary. 

D2

 cost2 /kɒst/ verb past cost 1 MONEY 
[T] If something costs a particular 
amount of money, you have to pay that 
in order to buy or do it. How much do 
these shoes cost? [+ to do sth] It costs $5 
to send the package by airmail. [+ two 
objects] It's going to cost me a lot of money 
to buy a new car. 2 LOSE [+ two objects] 
to make someone lose something His 
lazy attitude cost him his job.

 including /ɪnˈkluːdɪŋ/ preposition 
used to show that someone or something 
is part of a larger group, amount, or 
process Fourteen people, including a 
prison warden, were killed. It's £24.99, 
including postage and packing.

1 Is it a noun, a verb, or an adjective?
2 How many meanings does it have?
3 What other entries are there either at the end of the entry, or after it, that contain the word 

‘business’?

Look at the entries relating to the words below and answer the questions. 

invoice
deliver
delivery

order
damage
purchase

supply 
replacement
replace

discount
reduce
shipping

ship
refund

1 Put the words in alphabetical order.
2 What is the number of the meaning for ‘order’ (noun) as it is used in Unit 41?
3 What is the plural of ‘supply’ (noun)?
4 What are the different meanings for ‘purchase’ when used as a verb and a noun?
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Saying goodbye
Steve: It was nice meeting you, Kate.
Kate:  Nice meeting you too, Steve.
Steve: Have a good trip back to London.
Kate:   Thanks. I’ll be in touch soon.
Steve:  I look forward to seeing you next time.
Kate:  Yes, me too. Bye.
Steve:  Goodbye.

A

B

C

Socializing 1: nice to meet you42

At the airport
Rebecca:  Excuse me. Are you Kate Thomas?  

I’m Rebecca Melesi.
Kate: Hello. Nice to meet you.
Rebecca:  Hello. Nice to meet you too. How 

was the flight?
Kate:  Very good, thanks. No problems 

at all.
Rebecca:   I’ll take you to your hotel and 

then we’ll go out to dinner.
Kate: Thank you. That would be nice.

N
o
te You say Nice to meet you when 

you meet someone for the first 

time, and Nice meeting you 

when you say goodbye.

At the office
Rebecca:   Good morning, Kate. How are 

you?
Kate:  Very well, thanks. And you? 
Rebecca:   Fine, thanks. Take a seat. Would 

you like something to drink? 
There’s coffee, tea and orange 
juice.

Kate:  Juice, please.
Rebecca:  Here you are. 
Kate:  Thank you.
Rebecca:   Steve, this is Kate Thomas from 

Adventure Travel in London. Kate, 
this is Steve Smith, our marketing 
manager.

Kate:   Hello, Steve. Pleased to meet you.
Steve:  Nice to meet you, Kate. Have you 

been to Botswana before?
Kate:  No, this is my first time.
Steve:   Where are you staying? What’s it 

like?
Kate:   At the Intercontinental. It’s very 

comfortable, thanks.

N
o
te You say Have you been to Botswana 

before?, but you don’t say ‘Have you 

been to here before.’ You say Have 

you been here before?
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A visitor comes to your office. You introduce the visitor to a colleague. Write the conversation.

42.1

42.2

42.3

Look at A, B and C opposite. Choose the correct response (a or b) in each of the exchanges (1–7).

1 Nice to meet you. a Nice to meet you too.
b Fine, thanks.

2 How was the flight? a That would be nice.
b Very good – no problems at all.

3 I’ll take you to your hotel and then we’ll go  
out to dinner. 

a Fine, thanks.
b Thank you. That would be nice.

4 Would you like something to drink? a Coffee, please.
b Here you are.

5 Have you been to Botswana before? a No, this is my first time.
b Pleased to meet you.

6 This is my first time. a Where are you staying?
b Where are you living?

7 This is Adrian from Ginnel Studios in York. a Nice meeting you.
b Pleased to meet you.

8 It was nice meeting you. a Very well, thanks.
b Nice meeting you too.

This conversation is between a visitor to a company and two people who work there. Complete 
what they say with expressions from B opposite. 

1 Leslie:  Take a  . Would you like  to drink? 
 coffee, tea and apple juice.

2 Leslie:  Brian,  is Georgina Osborne from SPL in Dublin. Georgina, this is 
Brian, our production manager.

3 Brian:  Nice to meet you, Georgina.  you  to Melbourne 
before?

4 Brian:  are you staying?
5 Brian: What’s it  ? 

Look at B opposite and match Georgina’s answers with the questions in 42.2 above. 

a At the Hilton. 
b Pleased to meet you.
c Tea, please. 
d Very comfortable, thanks.
e Yes, I was here about ten years ago.
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A

B

C

43 Socializing 2: at the restaurant

Choosing and ordering

Rebecca:  A table for two, please.  
Waiter:  Where would you like to sit? Near the window? 
Rebecca: That’s fine.
(Rebecca and Kate look at the menu.) 

Kate:  What do you recommend? 
Rebecca:  The fish is very good. Do you like fish? 
Kate:  No, I’m not keen on seafood – I don’t like it very much. What are you going to have?
Rebecca:  I think I’ll have the risotto. That’s a type of rice with vegetables. 
Kate:  That sounds good. I’ll have the same. 
Waiter:   Are you ready to order? 
Rebecca:  Yes, I think so.

Small talk
Small talk is when people talk in a friendly way about things that are not important.

Rebecca:  Do you live in London? 
Kate:   No, I live in Brighton, on the south coast, about an hour from London. I commute. 

What about you? 
Rebecca:  I commute too. It takes about 20 minutes by car. Do you mind commuting? 
Kate:  It’s OK if the train isn’t late. I read and I listen to music. And you? 
Rebecca:  It’s fine if there isn’t too much traffic. What do you do in your spare time?
Kate:  I play a lot of golf. 
Rebecca:  Really? I play golf too. How about a game tomorrow after our meeting? 
Kate:  Good idea.

Thanking
Kate: That was delicious. 
Rebecca:  I’m glad you liked it. Would you like a dessert? 
Kate:  No, thanks. I’ll just have a coffee. 
Rebecca:   Two coffees, please. And could we have the bill? 
Waiter:  Certainly. 
(The bill arrives.) 

Rebecca: I’ll get this.
Kate: Thank you.  
Rebecca: My pleasure. 
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You are at a restaurant with a visitor to your country. Write a conversation between yourself 

and the visitor.

Look at A opposite. Put this conversation into the correct order. Look at the examples before 
you begin.

1   2   3   4   5   6   7 

a Roxanne: What do you recommend?
b Francesca: I think I’ll have a salade niçoise. 
c Francesca: It’s a type of salad with vegetables, eggs and tuna in it.
d Francesca: The steak is very good. Do you like meat?
e Roxanne: I’m not keen on meat. What are you going to have?
f  Roxanne: What’s that?
g Roxanne: That sounds good. I’ll have the same.

Look at B opposite. Match the questions (1–4) with the answers (a–d). 

1 Do you live in Tokyo?
2 Do you mind commuting? 
3 What do you do in your spare time?
4 How about a game this evening?

a Good idea. 
b No, I live in Yokohama, about 30 minutes 

from Tokyo on the coast.
c It’s OK. I do a lot of work on the train. 
d I play squash. 

43.1

43.2

43.3 Look at C opposite. Then write the conversations.

Alain: 1 (Ask Bengt if he wants a dessert.) 
Bengt: 2 (Say you would like ice cream.) 
Alain: 3 (Ask the waiter for two ice creams.) 

Bengt: 4 (Say you liked the meal.) 
Alain: 5 (Reply.) 

Alain: 6 (Ask for the bill and tell Bengt that you will pay.) 
  
Bengt: 7 (Thank Alain.) 
Alain: 8 (Reply.) 

a g
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A

B

C

44 Socializing 3: networking

Business or pleasure?
Rebecca and Kate are at the golf club.

Kate: Thanks for the game. It was great. 
Rebecca:   I enjoyed it too. Hi, Charlene, how are 

you? I haven’t seen you for some time!
Charlene: Rebecca, hi. I’m fine, thanks.
Rebecca:   Charlene, this is Kate. She’s here from 

England.
Charlene:  Hello, Kate. 
Kate:  Nice to meet you, Charlene.
Charlene:  Are you here for business or pleasure?
Kate:   Business, actually. I’m in the travel 

business, like Rebecca.
Rebecca:   I have to get back to the office. I’ll see 

you later, Kate. Bye, Charlene. 
Kate:  Bye. See you later.
Charlene:   Bye.

Here’s my card
Charlene:  Have you been to Botswana before?
Kate:   No, this is my first time. The weather’s better than in London, that’s for sure.
Charlene:   Yes, spring is a nice time of year here. What do you do?
Kate:   Our company sells African adventure trips. I wanted to see things for myself – the 

country, the hotels …
Charlene:    That’s interesting. I’m in the hotel business. My company owns ten hotels in 

Botswana and South Africa.
Kate: Really?
Charlene:  Here’s my business card.
Kate:   And here’s mine. Perhaps we can do business together. It’s great to have the chance to 

do some networking like this!
Charlene:  Yes, I’m sure there are some great opportunities for us to work together.

For more on business cards, see Unit 14.

Saying the right thing
Asking the right questions and giving the right sort of answer are important.

a  

Do you have children?

Do you play tennis?

Do you come here often?

What was summer like this year here?

How’s business?

Pretty wet – not really beach weather!

b

c 

d    

e 
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44.1

44.2

44.3

44.4

Charlene and Kate talk about the weather. Which of these subjects is it acceptable to talk 

about when you meet someone: a) for the first time, and b) when you know them better?

politics

the economic and business situation in general

your families

Match the two parts of these exchanges.

1 Thanks for the game.
2 Thank you for the meal.
3 Thanks for the coffee.
4 Thank you very much for  

your presentation.

a No problem. Do you have any questions?
b It’s nice to get out of the office to a café 

sometimes.
c It was great, but you play better than me.
d I’m glad you liked it. The food here is always 

good.

Look at A opposite. Put this conversation into the correct order. Look at the examples before 
you begin.

1  2  3  4  5   
6  7  8  9  10   

a Bunzo: Bye. See you later.
b Bunzo:  I’m fine thanks. 
c Bunzo:  Nice to meet you. Are you here for business or pleasure?
d Carlos:   Bunzo, this is Graciela. She’s here from Brazil.
e Carlos:   I have to get back to the office. I’ll see you later, Graciela. Bye, Bunzo. 
f Carlos:   My pleasure. I enjoyed it too. … Hi, Bunzo, how are you? I haven’t seen you for 

some time!
g Graciela:  Business, actually. I’m in the oil business, like Carlos.
h Graciela:  Bye. 
i Graciela:  Hello, Bunzo. 
j Graciela:  Thanks for the meal, Carlos. It was delicious. 

Look at B opposite. Choose the appropriate response (a or b) in each of the exchanges (1–5).

1 Have you been here before? a No, and I don’t want to come back.
b Yes, I was here about 20 years ago when I was a 

student. It’s changed a lot!
2 The weather’s better here than  

at home.
a Yes, the summers here are very nice, not too hot.
b Yes, the weather here is much better than 

anywhere else in the world.
3 What do you do? a I’m in the construction business.

b Why do you want to know?
4 I’m in the advertising business. a I know nothing about advertising.

b That’s interesting.
5 Perhaps we can do business together. a I’m sure there are some opportunities to work 

together.
b I don’t think so.

Relate the questions in C opposite to these subjects.

1 Family
2 Weather

3 The person’s company
4 The place where the people are

5 Spare time

j
h
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A

B

C

45 Telephoning 1: starting and ending

Starting informal calls

Ending calls

Starting formal calls

Hello.

Bye.

Speaking.

Who’s calling, please?

Is that Jessica? / Is Jessica there?

Hi Jessica, it’s Miguel here.

Thank you.

Goodbye.

I think we’ve covered everything.

Hello, Miguel.  
How are you?

Good morning. Yamada 
Hanako’s office.

I’ll put you through. 
One moment, please. 

Good morning, Ms 
Hanako. My name’s …

Yamada Hanako 
(speaking).

N
o
te Speaking means ‘Yes, it’s me.’ You can’t 

say ‘It’s me’ or ‘That’s me’ when someone 

asks for you on the phone.

N
o
te Ms is used instead of Miss or 

Mrs for a woman when you 

don’t know if she is married. 

Mr is used for all men.

N
o
te Cover something means ‘talk 

about something’. I’ve/We’ve 

covered everything means 

‘I’ve/We’ve talked about 

everything that I/we needed 

to talk about.’

Hello. 
Could 
Can

I speak to 
Ms Hanako,  
 please?

I’ll 
phone
call

you again next week.

Thanks 
Thank you

for
calling.
phoning.

Good 
Nice 

to talk to you.

My name’s John Wang. I’m 
calling from JW Consultants 
in Hong Kong.

See you 
on Thursday.
at the meeting.
in Bangkok.
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When you answer the phone at work, what do you say? 

Write the beginning of a phone conversation at work: a) with someone you know, and  

b) with someone you don’t know. Write two short dialogues.

45.1

45.2

45.3

Look at A opposite. Put the conversation in the correct order. 

1   2   3   4   5 

a  d

Goodbye.

Thank you.

(5)  . 

(1)   . 
Anya Petrovska’s office.

Right, so we’ve covered 
everything, I think. 

I’ll (6)   
 . One moment, please.

(5)   
Morgan Delgado.

Yes, that’s it. (1)  
 in Warsaw.

Who’s (4)  , 
 ?

So, you’ll be in touch next 
week to fix the exact details?

It was very nice 
talking to you.

(2)  .  

   

Ms Petrovska, (3)  ?

Yes, I’ll (2)  
  
  . 

Yes, (3)   
    

too. Thanks (4)   .

Look at B opposite. Complete the conversation. 

Is that Nouriel?

Speaking.

Hi Nouriel, it’s Maynard here.

Hi Maynard. How are you?

Hello.
b  e

c

Complete the conversation with expressions from C opposite.
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A

B

C

Telephoning 2: spelling and numbers46

Telephone alphabet
When spelling a word on the phone, it can be difficult to hear the difference between these letters: 

 B and P  B and V  D and T  F and S  I and Y  M and N

Make sure you learn the English names for these letters:

 A and R  E and I  O and U  I and Y  C and S  G and J

 K and Q   V and W

This list shows you:

 how to say the names of the letters.

 the telephone alphabet.

If you want to spell a word, you can say A for Alpha, B for Bravo, etc. 

A /eɪ/  Alpha

B /biː/  Bravo

C /siː/  Charlie

D /diː/  Delta

E /iː/  Echo

F /ef/  Foxtrot

G /dʒiː/  Golf

H /eɪtʃ/  Hotel

I /aɪ/  India

J /dʒeɪ/  Juliet

K /keɪ/  Kilo

L /el/  Lima

M /em/  Mike

N /en/  November

O /əʊ/  Oscar

P /piː/  Papa

Q /kjuː/ Quebec

R /ɑː/  Romeo

S /es/  Sierra

T /tiː/  Tango

U /juː/  Uniform

V /viː/  Victor

W /ˈdʌbl̩juː/  Whiskey

X /eks/  X-ray

Y /waɪ/  Yankee

Z  BrE: /zed/  
AmE: /ziː/ Zulu

Spelling 

Numbers
When you say telephone numbers, your voice goes up for each group – except for the last group, 
when your voice goes down.

00 44 20 9422 5483

Double oh (BrE) double four two oh nine four double two five four eight three

00 1 212 131 6544

Zero zero (AmE) one two one two one three one six five four four

Who’s calling, please?

Can you spell your surname, please? 

Is that one L or two? 

Sorry, but how do you spell Gupta?

My name’s Anil Singh.

G–U–P–T–A.

Two. D for Delta, I–double L  
–O–N; new word, Gupta.

Yes, it’s Singh: S for Sierra, I for India,  
N for November, G for Golf, H for Hotel. 
I’m calling from Dillon Gupta, in Mumbai.
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Spell your name, your home address and your company address. Use the telephone 

alphabet.

What are your phone numbers – at home, at work and on your mobile? Remember to say 

them with the correct intonation.

46.1

46.2

46.3

Look at A opposite. You are talking on the phone about these numbers and letters. Correct the 
other person. 

1  Is that V for Victor? 
  

3  Is that T for Tango? 
  
  

2  Is that N for November? 
  
  

4  Is that F for Foxtrot? 
  
  

Look at this telephone list for a company’s staff around the world. 

a Spell the names. Use the telephone alphabet in A opposite.
b Use arrows as in C opposite to show how your voice goes up and down when saying the 

telephone numbers.

1 Mr Caire 00 33  1 9422 5122
 

2 Professor Fanshaw 00 44  131 946 9821
 

3 Ms Petersson 00 46 8 487 5044
 

4 Mr Hanks 00 1 918 324  6622
 

5 Doctor Tanawa 00 81 42 975  2349
 

6 Ms Dos Santos 00 55 61 648  7785
 

Look at B opposite. Match the expressions with the answers.

1 Who’s calling, please?
2 Can you spell that, please?
3 Which company are you phoning from?
4 Is that C–O–L–I–N–S?

a No, C–O–double L–I–N–S.
b John Collins and Associates.
c T for Tango, A for Alpha, N for November, 

Y for Yankee, A for Alpha; new word, H for 
Hotel, U for Uniform, double L for Lima.

d Tanya Hull.

C for Charlie, A for Alpha, I for India, R for Romeo, E for Echo.

No, B for Bravo.
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A

B

47 Telephoning 3: checking information

Showing understanding

Checking and confirming information

It’s very important.

Right.

OK. I’ll do that.

I understand.

I’m phoning from 
AIE in Dubai.

Could you ask Lia 
to email the details?

My email address is John dot Gatarra 
at roehampton dot org /ɔːg/ dot s g.

John Gatarra 

john.gatarra@roehampton.org.sg

My name’s Gatarra.
Sorry, I can’t hear you. 
Could you speak up, please?

I’m sorry. My – name – is – Gatarra. One T 
and two Rs. G–A–T–A–double R–A. The 
company is Roehampton.

The number is 6975 0012.

So, that’s 6975 0012.

Yes, of course. The number 
is 69–75–double 0–12.

Sorry, I didn’t get that. Could 
you speak more slowly, please?

That’s 
it.
right.

Yes, it’s Leopardo.

I’m calling from Leopardo 
in Bogotá. 

Can 
Could

you 
repeat the company name, please?
say that again, please?
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47.1

47.2

47.3

Write a short conversation in which you ask someone for their email address. Check the 

information.

Look at A and B opposite. What do you say in the following situations? 

1  You understand what the caller is saying. (3 expressions)
2  The other person is speaking too fast.
3  You can’t hear the other person.
4  You’re not sure how to write a name.
5  You want someone to say the word again.
6  You confirm some information. (2 expressions)

Complete the conversation with expressions from B opposite.

A: My name’s Carras.
B: Sorry, I didn’t get that. Could you (1)  more slowly, please?
A: Yes, of (2)  . My – name – is – Carras.
B: Is (3)  one R or two?
A: (4)  . C–A–double R–A–S.
B: What’s your email (5)  ?
A: Spiros dot Carras at Athina dot G–R.
B: Sorry, I can’t hear you. Could you speak (6)  , please?
A: I’m (7)  . Here it is again. Spiros dot Carras at Athina dot G –R.
B: Spiros dot Carras at Athina dot G –R.
A: That’s (8)  . Thank you very much.
B: No problem. Goodbye.

Look at B opposite. Write the conversation 

Taro: 1 (Give your number.) 
Wang: 2 (Say you can’t hear.) 
Taro: 3 (Repeat your number.) 
Wang: 4 (Confirm the number.) 
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I’m phoning from Germany. 
So it’s 00 49 89 97 45 21.

Can
Could

you ask
him
her

to
call
phone

me back
tomorrow?
as soon as possible?

A

B

C

48 Telephoning 4: messages

When you receive a call 

Can
Could

I leave a message?

I’m
afraid
sorry,

he’s
she’s

on another call.
not here at the moment.

Can I take a message?

Who’s calling, please?

Which company are you calling from?

When you make a call

Leaving a message

Jose Oliveira’s office.   

Can I have your number?

00 49 89 …

Goodbye.

I’m sorry, he’s in a meeting. 
Can I take a message?      

Of course, I’ll give 
him the message.

97 45 21. So, that’s  
00 49 89 97 45 21.

… 97 45 21

Thank you very much. Goodbye.

Hello. Can I speak to 
Mr Oliveira, please?

Yes, please. My name’s 
Angela Braun. 

That’s right. Could you ask him 
to call me back? It’s very urgent. 
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e  

48.1

48.2

Look at A and B opposite. Then put this conversation into the correct order. Look at the 
example brfore you begin.

1  4  7  10    13 
2  5  8  11  
3  6  9  12 

Receptionist Caller

a  

Use the information from the call in 48.1 above to complete this message form.

Hello. Can I speak to 
Ms Demirel, please?

I’m sorry, she’s not here at the 
moment. Who’s calling, please?

I’m phoning from New York. 
It’s 00 1 212 233 5644.

My name’s Gaynor Boyd. 
Can I leave a message?

Can you ask Ms Demirel to call 
me back tomorrow morning?

So, that’s 00 1 212 233 5644.

Goodbye.

b  

c  

d  

Can I have your number?

I’ll give her the message, Ms Boyd.

f

g  

Thank you very much. Goodbye.

That’s it. It’s very urgent.

Yes, of course.
m

l

h

i

j

k

 TELEPHONE MESSAGE 

Message for: 

Name of caller: 

Will call again  Please call  

Phone number: 

Urgent  Not urgent 

Melissa Demirel’s office.

Think of the last phone message that you left. What did you say? Practise saying the message 

in English.

d
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(I think) you’ve got the wrong 
number. What number did you want?

After-sales department. 
How can I help you?

A

B

C

49 Telephoning 5: the wrong number

Wrong number
Caller Person who answers

Sarah Jones tries to put the caller through to the right extension, but the line goes dead.  
The caller is cut off. So, he phones again and, this time, he gets through to Serena Jones.

973 5589.

I’m sorry.

OK.

Is that Serena Jones?

Bye.

Thank you.

Thank you.

Can I speak to Terry 
Connolly, please?

This is / My number’s 973 5598.

I’ll try to put you through.

That’s alright.

Goodbye.

Hello.

Wrong department

Wrong person
Caller Receptionist Person who answers

I’m phoning about a television that I 
bought on your website. It’s stopped 
working, but it’s still under guarantee.

You’ve come through to the wrong 
department. This is the sales department. 
You want after-sales service.

No, this is Sarah Jones. 
You’ve got the wrong 
extension. I’ll try to put you 
through to the right one.

Hello. Can I speak to 
Serena Jones in the 
advertising department, 
please?

I’ll put you through.
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Think of the last time that it was difficult for you to get through to someone on the phone. 

What happened?

49.1

49.2

49.3 

Look at A opposite. Correct five mistakes in this conversation.

A: 1 Can I speak through Terry Connolly, please?
B: 2 You’ve get the wrong number. What number do you want?
A:  4955 2381.
B: 3 This was 4955 2318.
A: 4 I’m excused.
B: 5 That’s correct.

Look at B opposite. You make four calls from your company. Write two lines of dialogue for 
each of the situations (1–4). Look at the example before you begin. 

Organization that you call and 
the reason for your call

1st department 2nd department

1 bank – cheque that hasn’t been 
paid

personal banking business banking

2 newspaper – advertisement that 
you want to put in the paper

finance department advertising department

3 computer company – order that 
you want to make

research and development 
department

sales department

4 tax office – tax that your 
company has forgotten to pay

personal taxes department corporate taxes 
department

1 A: 
 B: 
  
2 A: 
 B: 
3 A: 
 B: 
4 A: 
 B: 

Look at C opposite. The caller gets through to Serena Jones and explains what happened to her. 
Complete the dialogue using the correct form of the verbs in brackets.

Caller:   I (1)  (phone) just now, but the receptionist  
(2)  (put) me through to the wrong Ms Jones. 

Serena Jones:  Who did she (3)  (put) you through to?

Caller: Sarah Jones in advertising.

Serena Jones:  Oh, Sarah, she’s a friend of mine. Was she helpful?

Caller:   Yes, she (4)  (try) to (5)  (put) me through  
to you, but we (6)   (cut) off. The line  
(7)  (go) dead. So I (8)  (call) again and this 
time I (9)  (get) through to you.

I’m phoning about a cheque that hasn’t been paid.
You’ve come through to the wrong department. This is the personal banking 
department. You want business banking.
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50 Business writing: introduction

Ways of communicating

send something to
someone 
Nicola  
Trent Media 

by

fax
post/mail
email
courier (for example  
 FedEx or DHL)

email
post/mail
fax

something to
someone
Wang
Ruby

write
send

an email
a text (message) / an SMS –  
 a mobile phone message
a fax 
a letter

to
someone
Akio
Claudia

receive/get
read
reply to

from

email
fax
text

someone 
Alexander
Rachel

Formal and informal
If you know someone well, you use an informal style. If you don’t know the person or the 
communication is very serious or official, you use a formal style. You need to think about the 
level of formality when you begin writing.

Beginning emails and texts
Writing an email to one person

More formal   Less formal

Dear Mr Quinn Dear Jim Hello Jim Hi Jim
Dear Ms Dee, Dear Mrs Dee  Dear Ann Hello Ann Hi Ann

If you know someone very well, you can just use Hello and Hi without the person’s name, or 
you can use just the person’s name without Hello or Hi.

Writing an email to several people

More formal  Less formal

Dear all Hello, everyone Hi, everyone

Writing to an email address without a person’s name

When writing to an address such as ‘info@adventuretravel.co.uk’ or  
‘humanresources@havajet.com’ you can write:

More formal  Less formal

Dear Sir or Madam  Hello

Or, you can just start the email with no expression at the beginning.

Texts are informal. You usually just start with no expression at the beginning, or just Hi and/or 
the person’s name.

See Unit 47 for how to say email addresses.

A

B

C

I received the fax yesterday.

I texted Alexander to say that I was on my way to see him.

I get over 50 emails a day.

I’ll email it to you.

I’ll send it to 
you by email.

Please reply to this message 
as soon as possible.
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50.1

50.2

50.3

Look at A opposite. Choose the correct form of the right verb to complete these sentences. 

1 I’ve  (write / send) five faxes this morning, but I haven’t sent them yet.
2 I  (reply / receive) her letter yesterday.
3 There’s no need to  (read / reply) to this email.
4 I  (get / post) this email from Rebecca.
5 I’ve  (write / read) your text, but I haven’t  (reply / send)  

to it yet.
6 I’ll  (fax / reply) the information to her.
7 He  (text / receive) me to say he was on the train.

Look at B opposite. Kay Lumsden receives these emails and texts. Are they formal or informal? 
Look at the example before you begin.

1 A journalist who has never met Kay writes to ask her for an interview. formal
2 A colleague texts Kay to ask if she’s free for lunch. 
3 A supplier that Kay doesn’t know writes to ask her for a meeting.
4 A friend emails Kay and asks if she’s free for a game of tennis. 
5 Someone that Kay doesn’t know writes her an email to ask for a job.
6 A customer who has spoken to Kay once on the phone sends her an email asking for 

information about a product. 

Look at B and C opposite. Write the beginning of each message in 50.2 above. If there is no 
beginning, just write ‘–’. Look at the example before you begin.

1 
2 
3 
4 
5 
6 

Write an email to a colleague in another department, asking for information about your 

company’s products or services. Use contractions and abbreviations where appropriate.

Dear Ms Lumsden
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Word combinations with ‘email’

copy someone in on
forward 
delete

an email 
send a copy at the same time to someone else 
send an email that you have received to someone else 
remove an email from your computer

Requests

(Please) could you
Would it be possible to 

call/phone me next week?
copy Ben in on all our emails?
forward this email to your colleagues?
let me know if you need anything else?
send me the document as soon as possible?

Please (don’t)
call/phone me next week.
delete the emails that I send you.
talk about our plans with your colleagues.

A

B

C

D

Business writing: emails 151

Starting the message

Thank you (very much)
(Many) thanks

for 

your email.
your message.
your invitation to …

inviting me to …
offering to …

I’m writing
This (email) is

to 

confirm the details of my trip.
let you know about our plans.
let you have my latest ideas about  
 the project.

Attachments
An attachment is something that you send with an email. You can write:

Here is
Please find attached 
I’m attaching

a file – information stored electronically.
a document: for example, a catalogue – a list of products and prices;  
 a report – a document about a particular subject; or a spreadsheet  
 with numbers.
a drawing, a photo or a map that I scanned – made a copy of words 
 or pictures from paper onto a computer.

N
o
te BrE: catalogue  

AmE: catalog

N
o
te You can use please with all the requests. This can also go at the end of the 

sentence, for example: Could you copy Ben in on all our emails, please?

Don’t put it in the middle of the sentence as this can sound rude: ‘Could 

you please copy Ben in on all our emails?’
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Write a message to an important client who is visiting your company next week, attaching a 

map to show where your company is. Remember to use formal language.

51.1

51.2

51.3

Look at A, B, C and D opposite. Complete this message. 

Look at B opposite. Match the situations (1–6) with the sentences (a–f). 

With an email, you want to send:

1 a drawing to help understand something
2 information about your company’s products
3 a drawing to show your company’s location
4 a document with detailed fi gures on costs
5 a document with information about a 

particular subject
6 copies of some letters received through the 

post

a I’ve scanned the correspondence and 
am attaching it.

b Please fi nd attached a report.
c I’m attaching a scan of something 

I drew quickly to show you what I 
mean.

d I’m attaching a product catalogue.
e Please fi nd attached a map.
f Here’s a spreadsheet.

Look at C and D opposite. Complete these sentences with one extra word where necessary or 
write ‘–’ if the sentence is already complete.

1 Could you call  me next week?
2 Please could you copy my colleagues  on any emails that you send?
3 Would it be possible to let me  know if you need anything else?
4 I sent the wrong attachment just now. Please delete  it.
5 Please forward the attached photos  the sales team.

kate.thomas@adventuretravel.co.uk

rebecca.melesi@botswana-initiative.bw

Arrangements for my trip

20 July

Dear Ms Melesi

(1)    agreeing to see me next week. 

(2)    (2 expressions) confi rm details 

of my trip: I’m fl ying from London on Thursday afternoon, 26 July, and staying at 

the Intercontinental in the centre of Gaborone. (3)   

   send me a map showing where 

your company is?

(4)  attaching some information about my company, Adventure 

Travel. Please (5)    if you need any 

more information about the company before the meeting. 

And (6)    copy my colleague Zoe 

(7)   all your emails? Many thanks.

Yours sincerely

Kate Thomas 
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A

B

C

52 Business writing: emails 2

Good and bad news 

It was
(very) nice
great
a pleasure

to meet you
meeting you

to see you
seeing you

in Seoul yesterday.
in Manila last week.

I’m
pleased
delighted

to
let you know
confirm

that
we agree to your plan.
we would like to go ahead with – start – the project.

Unfortunately, we
I’m sorry to say that we

cannot agree to your proposals – suggestions – because …
are unable to continue our discussions.
have decided not to put money into this business idea.

Ending emails

Please don’t hesitate to
get in touch if you need more information.
phone me if you would like to discuss things.

Looking forward to

hearing from you.
getting the information.
finalizing – finishing – the details.
doing business with you.

More formal    Less formal

Best regards Regards Best wishes All the best Best
Yours sincerely    Yours

Email and text language
In emails and texts, many people use the following. They are a little informal.

abbreviations doc – document; info – information; pls – please; v – very 

contractions I’ll – I will; she’s – she is; they’ve – they have

missing words Pleased to hear – I am pleased to hear; Hope you got – I hope (that)  
you got

In texts only, many people use the following. They are very informal.

abbreviations evry – every; in tch – in touch; agn – again

letters for words B – be; CU – See you; BTW – by the way; AFAIK – as far as I know

numbers used for 
words or in words

2 – to, too; L8R – later

N
o
te BrE: Yours sincerely  

AmE: Sincerely N
o
te Be careful with the use of capitals and small letters. 

Don’t write ‘Best Regards’, ‘yours sincerely’, etc.
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52.1

52.2

52.3

52.4

Complete the email with these expressions from A and B opposite.

Use correct forms of expressions from A and B opposite to complete this email.

Look at C opposite. Change these sentences from formal to informal. Look at the example 
before you begin.

1 I have posted the brochure to you. (contraction) 
2 I enjoyed meeting you last week. (missing word) 
3 I am so glad you had a nice trip back to Jakarta. (contraction) 
4 They are very interested in working with you. (contraction) 
5 Please be very careful not to tell anyone. (2 abbreviations, a letter and a number) 

Look at C opposite. Change these sentences from informal to formal.

1 Arrive in NY on Mon. 
2 It was v good 2 speak to you yesterday. 
3 I’ll be in tch agn soon. 
4 CU L8R. 
5 More info 2B sent L8R 2day.  

I’ve posted

Dear Mr Takeshita

It was a (1)  to meet you in Seoul last month to discuss the idea of working together 
with your company. We really liked your products. We have looked at the � gures in more detail and we 
have decided that (2)  it would be dif� cult to sell your company’s products here in 
South Korea. I am (3)  to (4)  that we (5)  agree 
to your proposals and we are (6)  to continue our discussions.

However, I hope we may be able to do business together in the future.

(7)  regards

Rae Woo

Dear Rebecca

It was very (1)  (2)   (2 expressions) you in 
Botswana last week. Thanks also for a great game of golf.

I have discussed your proposals with my colleagues, and (3)   
(2 expressions) to say that we have decided to (4)   and look 
at them in more detail.

We would like to discuss your ideas for holidays in Botswana for UK customers starting next year.  
I’m attaching a spreadsheet with some fi gures – possible prices, numbers of customers, etc. 

Also attached is some information about Adventure Travel. Please (5)  
 to ask if you need any more information about the company. 

Looking forward to (6)  from you and to (7)  business with you.

Yours sincerely

Kate Thomas

Sales director, Adventure Travel

Best   cannot   pleasure   say   sorry   unable   unfortunately

Write an email with an attachment a) to send to a colleague, and b) to send to a customer. 

Use formal and informal language.
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A

B

C Ending letters
More formal Less formal

Yours sincerely Yours

53 Business writing: letters

Beginning letters
When you don’t know someone’s name When you know someone’s name

 Formal Informal

Dear Sir/Madam
Dear Sir or Madam

1talked about
2have an agreement
3write

N
o
te BrE: Yours sincerely; AmE: Sincerely 

When you begin with Dear Sir/Madam, use 

Yours faithfully (BrE only).

Adventure Travel Ltd

1190 Kensington High Street, London W8 7XZ

Tel. +44 (0)20 7355 9300, Fax +44 (0)20 7355 9350

Web: www.adventuretravel.co.uk Email: info@adventuretravel.co.uk

Ms Rebecca Melesi

Botswana Initiatives Pty.

973 Main Mall

Gaborone

Botswana

17 September 2010

Dear Rebecca

Our agreement

It was very nice seeing you in London. Thank you for fl ying over so that we could discuss the details of 

our agreement on travel by our clients to Botswana. I think we covered1 all the points that we needed to 

talk about in order to reach a deal2. I have asked our lawyers to draw up3 a contract for an agreement 

between our two companies. (Sorry that there was no time for a game of golf!)

Please fi nd enclosed two copies of the contract. Please could you sign one copy and send it back to me 

by courier? Many thanks.

As agreed, the � rst clients will be travelling to Botswana the year after next, so we must now work on the 

details of the tours that they will go on.

If this agreement is successful, we look forward to doing more business with you.

Yours sincerely,

Kate Thomas

Sales director, Adventure Travel

Dear Mr Quiroga Dear Antonio

Dear Ms Rias
Dear Mrs Rias

Dear Linda

Letter layout

N
o
te You discuss something; you 

don’t ‘discuss about something’.
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Write a letter to someone in another company about a business deal between your two 

companies.

53.1

53.2

Read the letter in B opposite. Are these sentences true or false? Give reasons for your answer. 
Look at the example before you begin.

1 Kate does not know the name of the person that she is writing to. 
 
2 Kate and Rebecca still have to work on the details of the tours.
 
3 Kate asked lawyers to write the contract.
 
4 Kate asks Rebecca to send the contract back by post.
 
5 Kate hopes to work with Rebecca on other projects.
 
6 Kate met Rebecca in Botswana just before she wrote this letter.
 
7 Kate tells Rebecca for the fi rst time that the customers will start going to Botswana the year 

after next.
 
8 Kate uses abbreviations and contractions in her letter.
 
9 Kate uses an ending that you can also use in formal emails.
 

Correct nine mistakes in this letter. There is one mistake in each line.

false – She writes ‘Dear Rebecca’.

1 It was very nice meeting you here again in Montevideo. Thank you to fl y over so 

2 that we could pass a deal on your company buying meat from our farms in Uruguay. 

3 My colleagues and I have draw up a contract for an agreement between our two 

4 companies, as I think we have now discuss all the points that we needed to cover.

5 Please fi nd enclosed two examples of the contract. Could you please sign one of 

6 these and courrier it back to me by FedEx or DHL? Many thanks.

7 As agree, the fi rst supplies of meat will be shipped from Uruguay next year, so we 

8 must now work in the details of the arrangements for this.

9 If this agreement is succeeding, we look forward to doing more business with you.
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A

B

54 Presentations 1: getting started

Preparation
Naomi Usk is an expert in presentation skills. 
She gives this advice for presentations:

 Start to prepare – get ready – early.

 Think about your audience – the people 
who will be at your presentation. 

 Write notes. Prepare slides, for example 
by using Microsoft PowerPoint.

 Prepare handouts – pages with 
information for the audience.

 Check the room – make sure the room is ready. Is there a microphone / a projector / a 
flipchart / a whiteboard? Is there an interactive whiteboard – a whiteboard connected to a 
computer, which the presenter controls using their finger or a special pen?

Introduction
Introducing yourself and your subject 

Today I’m going to talk about …

Good morning. My name’s … I work for Shell. I work in 
the research department.

Giving the plan

First,
Then,
After that,
Next,
Finally,

I’ll
I’d like to

talk about
discuss
look at
say something about
move on to

sales.
our products.

Talking about questions 

If you have any questions,
please feel free to interrupt me – stop me while I’m talking. 
I’ll be happy to answer them at the end.

A projector A flipchart A whiteboardA microphone
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Write the introduction to a presentation and practise reading it aloud.

54.1

54.2

54.3

Look at A opposite. Lisa Woo is the marketing manager at Ruby. She is going to give a 
presentation. What does she need in each case? Look at the example before you begin.

1 I want to be sure everyone can hear me. I need a  .
2 I want to write on paper so that everyone can see. I need a  .
3 I want to know if there are enough chairs. I need to   

 .
4 I want to use my computer to show information. I need a  .
5 The audience doesn’t need extra information on paper. I don’t need  . 

Look at B opposite. Complete the gaps in these sentences from a presentation. 

1 Finally, I’ll say something  the future – I’ll talk about possible new products 
for the next ten years.

2 First, I’ll look  business-to-business products.
3 Hello. My name’s Yukio Watanabe. I work  research and development at 

Ruby, the electronics company.
4 Then, I’ll move   consumer products.
5 Today I’m going to talk  our latest business-to-business and consumer 

products.

Look at B opposite. Lisa Woo starts her presentation. Put what she says into the correct order. 

1   2   3   4   5   6   7 

a And to finish, I’ll say something about how we can work with your company.
b First, I’ll look at the technical side.
c I work for Ruby in the marketing department. 
d If you have any questions, I’ll be happy to answer them at the end of my presentation.
e My name’s Lisa Woo.
f Then, I’ll move on to the sales possibilities.
g Today I’m going to talk about a new product that we have developed.

microphone
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A

C

B

D

Presentations 2: the main part55

Starting the main part
Presentations are usually divided into sections – parts. 

First (of all),
Firstly,

let’s
I’d like to

look at
the products.
the sales figures.

Moving between sections

That’s
enough on
all we have time for on
all I have to say about

the products.
the sales figures.

(So)

second,
secondly,
third,
now,

let’s
I’d like to

move on to
turn to

the next
point.

(And) finally, the last

Slides and handouts

This slide/handout shows
Let’s (have a) look at
What I’m showing you here is
What you can see in this slide is

last year’s sales.
all our products.

N
o
te The noun information is uncountable. You 

can talk about bits, items or pieces of 

information, but you can’t say ‘informations’.

That is the end of my presentation. Thank you very much.

Ending and questions
Ending 

Questions

If you have any questions, I’ll 
be happy to answer them now.

I’m sorry, but I don’t know the answer to 
that. Can I check and get back to you?

Are there any questions?

I’m sorry, but I didn’t follow your 
question. Please could you repeat it?

I’m sorry, but I can’t give 
you that information.

Thank you for
 listening. 

 coming.
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Write the beginning and the end of one of the main sections of the presentation that you 

started in Over to you in Unit 54.

55.1

55.2

Look at A, B and C opposite. Lisa Woo, Ruby’s marketing manager, is making a presentation 
about the Ruby 800 mobile phone. Write down what she says at the beginning of each section. 

1 
2 
3 
4 
5 
6 

Look at D opposite. What do you say in these situations? Look at the example before you begin.

1 You don’t understand a question.
 
2 You can’t answer a question because the information is confi dential.
 
3 You are ready to answer questions.
 
4 You want someone to say the question again.
 
5 You don’t know the answer.
 
6 You want to fi nd some information and then answer a question.
 

First, I’d like to talk about the technical side.

I’m sorry, but I didn’t follow your question.
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A

B

56 Presentations 3: charts and graphs

Pie charts
This pie chart shows where French people went abroad on holiday last year.

This segment
The orange segment
The yellow segment
The segment shaded blue

shows

that most people went to Europe on holiday – 66 per cent.
the proportion of people who went to Africa – 17 per cent.
the percentage of people who went to North and South  
 America – 8 per cent.

Graphs and bar charts

Africa
17%

Rest of world
9%

North and South America
8%

Europe
66%

This line graph shows how figures/quantities/ 
sales rose, stayed the same and fell.
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This bar graph or bar chart shows sales 
of Ruby phones from January to June 
last year.

In January last year, Ruby sold 50,000 
phones. In February, sales increased to 
175,000. Sales in March decreased from 
175,000 to 100,000 units. In April, sales 
went up by 200,000 units to 300,000 
units and in May they remained steady. 
Then in June, sales went up by 250,000 
units to 550,000 units.
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Describe the exports of a particular product from your country and the percentages 

exported to different places.

56.1

56.2

56.3

Look at A opposite. Complete and label the pie chart using the information below. 

Hybrid (petrol plus battery) cars sold in the US last year

Model Percentage 

Prius 60%

Camry 15%

Civic 11%

Highlander 7.5%

Escape 6.5%

Total 100%

Now write a sentence about one of the segments.

Complete the table with verbs from B opposite. Look at Irregular verbs on page 142.

Infinitive Past simple

decreased

fell

went down

increased 

rose

stayed the same

remained steady

levelled off

Look at B opposite. Complete the  
description of this bar graph.

In July last year, Ruby sold  
400,000 phones. In August, sales  
(1)    
to 250,000. Sales in September  
(2)   

 . In October, sales 
increased (3)  50,000 
units to 300,000 units and in 
November they rose (4)  
300,000 (5)  350,000 
units. Then in December, sales went  
(6)  by 250,000 units  
to 600,000 units.
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Sales of Ruby mobile phones from July to 

December last year
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A

B

C

D

Presentations 4: comparing trends57

Graphs
This line graph shows world production of diamonds over the last fifteen years in Australia and 
Russia. Production is measured in carats. Fifteen years ago, Australia produced nearly 20 million 
carats, but production there has fallen steeply to less than 1 million carats this year. Production 
in Russia rose steadily for the first nine years, from 9 million carats to 12 million. It has 
increased dramatically since then, to reach 23 million carats today.

‘Less’, ‘more’ and ‘the same’

Production 
is
has been
was

(much)
(slightly)

less 
more in X

than
in Y.

(about) the same as

Adjective and noun combinations

There was a 
There has been a

fast
steep
dramatic
rapid

rise.
increase.
fall.
decrease.

slow
gradual
slight
small

Comparative adverbs

Adjective Adverb Comparative adverb

fast fast faster

slow slowly more slowly

gradual gradually more gradually

For comparative adjectives, see Unit 32.

15 years
ago

0
10 years

ago
5 years

ago
This
year

2

4

6

8

10

12

14

16

18

20

22

24

26

C
a
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ts
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d
u
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d
 (

m
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o

n
s)

Australia

Russia

N
o
te You don’t say ‘more 

that’, ‘less that’ or 

‘the same than’.
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Find the profit figures for two companies for the past five years. Write six statements 

comparing them, using language from this unit. 

57.1

57.2

57.3

Look at A opposite. Are these sentences true or false? Correct the false sentences.

1 The diagram is a bar chart. 
2 It compares oil production in two countries. 
3 Diamond production is measured in tons. 
4 Diamond production in Australia was higher than in Russia 15 years ago, but today it is 

much lower. 
5 Australian diamond production has fallen steadily and continuously for 15 years.
 
6 Russian production has risen fast over the whole period.
 

Look at B opposite. Correct the mistakes in these sentences.

1 Sales at General Motors last year were about the same than at Ford. 
2 Sales at both companies were much least at the previous year’s. 
3 Both companies made a loss, but GM’s loss was much bigger as Ford’s. 
4 The loss at Ford was much more big as the previous year’s. 
5 There are slightly more employees at GM that at Ford. 

Look at C and D opposite. Then look at this information about Fabco. (We are at the end of 
year 3.) Are the sentences true or false?

Year 1 Year 2 Year 3

1 Number of employees 48 65 130

2 Production 3,011 units 10,329 units 10,666 units

3 Sales $497 million $880 million $912 million

4 Profits $89 million $90 million $122 million

5 Taxes paid $15 million $22 million $9 million

1 The number of employees rose dramatically this year – more dramatically than before.
2 Production rose rapidly this year in relation to last year.
3 Sales have gone up this year, but more slowly than in the previous year.
4 Profits increased faster this year than last year – in fact they only rose slightly between years 

1 and 2.
5 There was a steep increase in taxes from year 1 to year 2, but a dramatic fall in year 3.  

(We changed our accountants!) 
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A

B

C

58 Presentations 5: site tours

Company sites
At Ruby’s main – most important – site you can find:

 the reception area – where visitors arrive

 the offices – where people work on managing, planning, etc.

 the factory or manufacturing plant – where products are made

 the R&D (research and development) department – where people work on new ideas, 
products, etc.

 the training department – where employees learn how to do their work

Introduction to the tour
Guide:   Good morning, ladies and 

gentlemen, and welcome to Ruby. 
Today, we’re going to see some of 
the departments on this site. We’ll 
start here in the reception area, 
then I’ll show you the main 
departments and finally we’ll look 
at the production area. I’m afraid 
we don’t allow photography 
during the tour.

Guided tour
Guide:   Let’s now leave the reception area and move on to the offices. Come this way, 

please. 

  Here on the left you can see the marketing department and on the right, the 
finance department. This is our finance director, Cara Long.

Cara Long:  Hello, everyone.

Guide:   Follow me and let’s go into the manufacturing plant. This is where we make our 
mobile phones. We make a million phones a year in this plant. 

  Right, let’s continue now to the research and development department. I’m afraid 
this area is restricted – closed to the public. But as you can see through the 
window, we’re testing new designs for our phones.

  Now, finally, we can have a look at the training department. This is where we do 
all the company training. In this room, you can see some of our managers from the 
finance department on a course in advanced finance. Can I ask you to keep your 
voices down – speak quietly – in this area?
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Write the beginning of a guided tour of your site. Welcome the people to the company and 

name the places you are going to visit. Then write what you say when you take them to the 

first place.

58.1

58.2

58.3

Look at A opposite. Match the places (1–5) with what the guide says (a–e) during the guided 
tour of a company.

1 the factory
2 the offices
3 the training department
4 the reception area
5 the R&D department

a We work on new ideas for our products here.
b This is where people learn how to do their job.
c This is where we make the products.
d This is where our managers work.
e We welcome company visitors here.

Look at B and C opposite. You are the guide on a company site tour. What do you say in these 
situations?

1 Ask your visitors to speak more quietly.
 
2 Tell them to follow you into the finance department.
 
3 Say that they cannot take photos.
 
4 Tell them that some of the company’s machines are on the left.
 
5 Explain that they cannot go into room 101.
 

Look at B opposite and the plan below. Complete the site tour commentary.

We’ll start here in the reception area. Can I ask you to keep your voices (1)  in this 
area? Let’s now leave the reception area and (2)  on to the offices. Come this  
(3)  , please. Here on the (4)  , you can see the sales department and 
on the (5)  , the human resources department. 

Let’s (6)  now to the R&D department. This is where we design new computers. 
We can now have a (7)  at the training department. This is where we do all the 
company training, including English classes for our employees.

I’m sorry, but we can’t go into the manufacturing plant. It’s (8)  and closed to the 
public. Are there any questions?
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Word combinations with ‘meeting’

arrange

a meeting

organize a meeting

chair be in charge of a meeting

attend go to a meeting

miss not go to a meeting

postpone change a meeting to a later time

cancel not have a planned meeting

Agendas
Here is an agenda. An agenda is a list of items 
or points – different things – to talk about at a 
meeting. It begins with the date and the venue – 
the place where the meeting will be.

Before the meeting, someone sends out the 
agenda.

If you cannot attend a meeting, you send your 
apologies – a message to say that you cannot 
be there. At the beginning, someone reads out 
these messages.

The minutes of a meeting are written notes of 
what is said and decided in the meeting. During 
the meeting, someone takes the minutes – 
writes down what is said and decided. After the 
meeting, someone sends out the minutes – 
sends copies to everyone. 

The last item on the agenda is usually AOB 
(any other business) – other things that people 
want to talk about.

Types of meeting
Most meetings occur face-to-face, with the 
chair – the person in charge – and the 
participants all in the same room. But there 
are also virtual meetings, with participants in 
different locations – places – connected by 
video link in a system of videoconferencing. 

A

B

C

59 Meetings 1: organizing a meeting

AGENDA

Staff meeting, 25 January

Venue: Meeting room 3

Apologies for absence

Minutes of the last meeting

1 Car parking

2 Company restaurant

3 Holiday dates

4 AOB
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Look at A opposite. Choose the correct verb to complete these sentences. 

1 She  (missed / arranged) the meeting because she was late for work.
2 I decided to  (cancel / arrange) the meeting because there was nothing to 

talk about.
3 We can  (postpone / cancel) the meeting until next week if necessary.
4 I asked Jean to  (arrange / miss) the meeting next week, but there were no 

rooms available.
5 They  (attended / postponed) the meeting, but they didn’t hear anything 

interesting.
6 This meeting is very important. Don’t  (miss / attend) it!

Look at A and B opposite. Complete this memo with expressions from the box. 

59.1

59.2

59.3 

59.4

Look at A and B. Match these verbs and nouns. Then match the expressions with their meanings. 

In our company, top managers based in different (1)  no longer fl y to 

(2)  meetings with each other. Modern (3)  systems give you 

the feeling that the other participants are in the same room with you. Of course, the chair can 

be in any (4)  too. Meetings using a (5)   

mean that managers don’t have to spend hours on international fl ights, and these 

(6)  meetings are much cheaper and easier to organize. 

MEMO

From: Chief Executive   To: All managers

Please fi nd enclosed the (1)  for next week’s meeting. Please make a note of 

the (2)  : we are meeting in room 7. Please let me know if you are unable to 

(3)  .

Please fi nd attached a copy of the (4)  from the last meeting.

If you want me to add other (5)  to the agenda, please let me know.

agenda   attend   items   minutes   venue

attend   send   send out   take

your apologies   the minutes   the agenda   a meeting

1 make the formal record of a meeting 
2 say that you will not be able to come to a meeting 
3 go to a meeting 
4 give people a list of things to talk about at a meeting 

Complete this text with correct forms of expressions from C opposite. Use some expressions 
more than once.

Write the agenda for a meeting in your organization. Show the date, the venue and the 

items to talk about.
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Interruptions and how to stop them
Interrupting

Can
I
Isabella

say something 
come in

here?

Stopping interruptions

Just a moment. 
I haven’t finished …
Can I just finish?
Let him/her finish.

A

B

Meetings 2: chairing a meeting60

Chairing

The chairman, chairwoman or chair – the person in charge of the meeting – opens, runs – 
manages – and closes the meeting.

Opening the meeting

Is everybody ready? Let’s make a start.

So, the first item is the company car park.

Does everyone agree with the minutes of the last meeting?

James and Chris send their apologies.

Let’s move on to the next item: the company restaurant.

Just a moment. I haven’t 
finished talking about the plans.

Can I say something here about 
the cost of all this?

Running the meeting
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Think about a recent meeting you attended. Write down what the chair said to open, run 

and close the meeting. Use some of the expressions in this unit and in Unit 59.

60.1

60.2

Look at A and B opposite. Some of these sentences are incorrect. Correct the sentences where 
necessary.

1 Let’s make to start. 
2 Joanna sends her apologize. 
3 Does everyone agree the minutes of the last meeting? 
4 The first point is holiday dates. 
5 Let’s move in to the next item. 
6 Pia, can you to say something here? 
7 Just a moment. Can I just finish what I was saying? 
8 Just a moment. Let Roberto to finish. 

You are chairing a meeting. What do you say in these situations?

1 You want Val to let Yvonne speak.
 
2 You want Val to let Yvonne finish.
 
3 You start the meeting.
 
4 You say that Tanya and Stefan are sorry that they cannot attend.
 
5 You ask if everyone agrees with the minutes of the last meeting.
 
6 You introduce the first item – the company’s new restaurant.
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A

B

Meetings 3: opinions and suggestions61

Opinions, agreeing and disagreeing 
An opinion is what a person thinks about an idea or subject. If you have the same opinion as 
another person, you agree. If you have a different opinion, you disagree.

Asking for opinions Giving opinions

What do you think 
What’s your opinion

about … ?
of … ?

I think …
In my opinion …

Agreeing Disagreeing

I agree.
Exactly.
That’s right. 
I agree with Peter about that.

Nadia:   What’s your opinion of the service 
in the company restaurant?

Olivier:  In my opinion, it’s very bad!
Pierre:  I agree. It’s so slow.
Quentin:  I’m afraid I disagree. I think it’s 

quite good. 

I don’t agree.
I’m afraid I disagree.  
Yes, but …

N
o
te You say I agree with … .  

You don’t say ‘I am agree with …’ .

Suggesting and explaining
If you make a suggestion, you tell people about an idea or plan for them to think about. 

Making suggestions

How about … ?

Sorry, I don’t understand. Do you mean that … ?

Why don’t we … ?

That’s a good idea.

What about … ?

Are you saying that … ?

I have an idea. Let’s …

Responding

Asking for explanation

Nadia:  I disagree with Quentin about this. We need to find new people to work in the 
restaurant. 

Olivier:  Can I come in here? I have an idea. Let’s use a company from outside.
Pierre:   Sorry, I don’t understand. Do you mean that the people working in the restaurant 

should not be employees of our company?
Olivier:  That’s right. The restaurant company can be completely independent.
Reina:  That’s a good idea.
Quentin:  I’m afraid I disagree. We’ll lose control of the restaurant.
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Think again about a recent meeting you attended. Write six lines of what people said to 

agree and disagree. Use some of the expressions in this unit.

61.1

61.2

61.3

Look at A and B opposite. Complete this conversation by putting the phrases (a–g) in the 
correct places (1–7). 

a I have another idea. 
b I disagree with Ben 
c That’s a good idea! 
d Yes, but
e Do you mean
f That’s right.
g What do you think

Anna:  So, who’s the best person for the job? (1)  , Ben?
Ben:  Lea Smith is very good. She has a lot of experience.
Charlene:   (2)  about this. Malcolm Jones may be younger, but he has a lot of 

experience.
Ben:  (3)  Lea can start work next week. Malcolm can only start next month.
Dan:   Can I come in here? (4)  We can give them both a job as a sort of test for 

six months. 
Ella:   (5)  keep them both for six months and then give one of them the 

permanent job?
Dan:  (6) 
Anna:  (7)  I hadn’t thought of that.

Look at A and B opposite. Colleagues at Newcorp are talking about a new supplier, Partco. Put 
these expressions in the order they are used at a meeting.

1   2   3   4   5   6   7 
a I have an idea. Let’s tell them we will order more products if they can make the delivery 

more reliable.
b I think Partco’s products are very cheap.
c What do you think about Partco, Manuel?
d Is everybody ready?
e Yes, but they never deliver on time.
f That’s a good idea.
g Can I say something here? I agree with Linda – deliveries from Partco are always late.

Match the different parts of the meeting (1–7) with the expressions (a–g) in 61.2 above.

1 Naomi interrupts and agrees with Linda.
2 Manuel gives his opinion.
3 Manuel makes a suggestion.
4 Linda disagrees with Manuel.
5 The chair, Chris, starts the meeting.
6 The chair asks for Manuel’s opinion.
7 Chris responds.
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A

B

62 Meetings 4: agreeing action and closing

Action points 
The person who takes the minutes also writes down action points – things that individual 
participants must do before the next meeting.

Closing
The chairman, chairwoman or chair closes the meeting. He/She sums up – repeats the main ideas 
– and recaps the action points – goes over them again. He/She might also ask individual 
participants to follow up their individual action points – do what they said they would do.

We must stop there.

Can I sum up? We decided …

To recap the action points, Nadia is going to …

Please follow up your individual action points.

The next meeting is on …I think that’s all for today. Thank you for coming. 
See you at the next meeting.

Minutes

Date: 1 March Venue: Meeting room 3

Chair: Monica Present: Nadia, Olivier, Pierre, Quentin 

Action by

Apologies and minutes Ralph and Susan sent their apologies. N read 

the minutes of the last meeting and everyone agreed that they were 

accurate1. O agreed to take the minutes for this meeting.

1 Car parking

There was a lot of discussion2 about building a bigger car park. N, O 

and P were for this, but M and Q were against.

It was decided to ask employees if they will support ideas to reduce 

car use, like leaving their car at home one day a week. There was a 

difference of opinion3 between N and Q about this.

Nadia 15 Mar

2 Staff restaurant

Q said that we must � nd exact costs of the restaurant today, compared to 

costs of possible outside suppliers. Q to research4 the costs and report 

back5 by email before the next meeting. We decided to set a target6 of a 

10 per cent reduction in costs for the company.

Quentin 10 Mar

3 Staff holidays

We discussed what happened last year when too many people were 

away in August and customers complained. We decided that staff must 

take two weeks in winter and two weeks in summer. We voted on7 this 

and the vote was unanimous8.

– –

1correct 
2talking
3they disagreed 
4find out about

5tell everyone about the results 
6decide an objective
7said formally if we were for or against
8everyone voted the same way
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Write the action points for a meeting that you attended recently.

62.1

62.2

62.3

Complete the table with expressions from A and B opposite.

Verb or phrasal verb Noun

discussion

follow-up

recap

report

research

vote

Use correct forms of the expressions in the box to replace the underlined expressions.

disagree with follow up recap report back research vote on

1 Can we just go over again who is going to do what? 
2 Nadia didn’t have the same opinion as Monica. 
3 Olivier, can you get the information on this subject and tell us all about it at the next meeting. 
4 OK. Let’s show what we each think about this. Those for, raise your hands. 
5 Please can you all do what you said you were going to do about the action points. 

Look at A and B opposite. Some of these statements are incorrect. Correct the statements where 
necessary.

1 If you can’t attend a meeting, you send your minutes.
 
2 If you have a difference of opinion with someone about something, you disagree about it.
 
3 If you offer to find out about something and talk about it at the next meeting, you offer to 

report backwards.
 
4 If you talk about something, you discuss about it.
 
5 If you vote on something and everyone else votes the same way, the vote is ambiguous.
 
6 If you are the chair and you go over the action points again, you research them.
 
7 If you ask people to do what they agreed to do, you ask them to follow up on their 

individual action points.
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Infinitive Past tense Past participle

be was/were been

beat beat beaten

become became become

begin began begun

bite bit bitten

break broke broken

bring brought brought

build built built

buy bought bought

catch caught caught

choose chose chosen

come came come

cost cost cost

cut cut cut

deal dealt dealt

do did done

draw drew drawn

drink drank drunk

drive drove driven

eat ate eaten

fall fell fallen

feel felt felt

fight fought fought

find found found

fly flew flown

forbid forbade forbidden

forget forgot forgotten

get got got

give gave given

go went gone

grow grew grown

hang hung hung

have had had

hear heard heard

hide hid hidden

hit hit hit

hold held held

hurt hurt hurt

keep kept kept

know knew known

lay laid laid

lead led led

learn learnt (BrE only)
learned

learnt (BrE only)
learned

leave left left

lend lent lent

Irregular verbs

Infinitive Past tense Past participle

lie lay lain

light lit lit

lose lost lost

make made made

mean meant meant

meet met met

pay paid paid

put put put

quit quit quit

read /ri:d/ read /red/ read /red/

ride rode ridden

ring rang rung

rise rose risen

run ran run

say said said

see saw seen

sell sold sold

send sent sent

set set set

shake shook shaken

shine shone shone

shoot shot shot

show showed shown

shut shut shut

sing sang sung

sit sat sat

sleep slept slept

speak spoke spoken

spend spent spent

spread spread spread

stand stood stood

steal stole stolen

stick stuck stuck

swim swam swum

take took taken

teach taught taught

tear tore torn

tell told told

think thought thought

throw threw thrown

understand understood understood

wake woke woken

wear wore worn

win won won

write wrote written
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Over to you (sample answer)

 2.1 1 2 3 4 5 6

 2.2 1 in 3 5 7

2 4 6

 2.3 1 4 

2 5

3

 2.4 1

2

3

4

5

6

7

8

Over to you (sample answer) 

3.1 Across

 2 
 4 
 6 
 7 
 10 
 11 
 13 
 14 

Down

 1

 3

 5

 6

 8

 9

 12

 A2 1 2 3

 A3 2

3

4

5

A4 Infinitive Past simple Past participle

A5 Noun Verb Adjective

 A7 2 4

3 5

 1.1 1

2

3

4

 1.2 1 3 5

2 4 6

 1.3 1 3 5

2 4

 1.4 1

2

3

4

 1.5 1 2 3 4 5 6

 1.6 (sample answers)

  2

3

4

5

6

Key
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3.2 Verb Noun

Noun Adjective

 3.3 1 3

2 4

Over to you (sample answer) 

 4.1 1

2

3

4

 4.2 1 6

2 7

3 8

4 9

5 10

 4.3 1

2

3

Over to you (sample answer)

 5.1 1 2 3 4 5 6

 5.2 1 4

2 5

3

 5.3 a d

b e

c f

 5.4 1 2 3 4 6

Over to you (sample answer) 

6.1 Verb Noun

 6.2 1 5 

2 6

3 7

4 8

 6.3 1 2 3 4 5

 6.4 1

2

3

4

5

6

Over to you (sample answer)

 7.1 1

2

3

4

5

6

7

 7.2 2

3
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 9.1 2 5

3 6

4

 9.2 2

3

4

5

6

9.3 Percentage Fraction Decimal

1

2

3

4

5  

Over to you (sample answer)

 10.1 1

2

3

4

5

 10.2 2

3

4

5

4

5

6

 7.3 1

2

3

4

5

Over to you (sample answer)

 8.1 1

2

3

4

5

6

7

8

 8.2 1

2

3

4

5

6

7

 8.3 1

2

3

4

5

6

7

Over to you (sample answer)
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 10.3 2

3

4

5

 10.4

Over to you (sample answer)

 11.3 1 3

2 4

 11.4 1

2

3

4

5

6

7

8

9

Over to you (sample answer)

12.1 Infinitive Past simple

 12.2 1 7

2 8 

3 9

4 10

5 11

6

Over to you (sample answer)

 13.1 2

3

4

5

6

7

8

 11.1 1 5

2 6

3 7

4 8

11.2 Adjective Adverb



147Business Vocabulary in Use Elementary to Pre-intermediate

 15.1 Across

 3 14

 4 15

 6 16

 9 17

 13 18

  Down

 1 8

 2 10

 5 11

 7 12

 Over to you (sample answer)

 B1 2 4 6 8

  3 5 7

 B2 2 6

3 7

4 8

5

 B3 2 6

3 7

4 8

5

 B4 2 6

3 7

4 8

5

 B5 2 dɪˈzaɪn 6 ɪmˈplɔɪiː

3 ˈfaɪnæns 7 ˈnetwɜːk

4 ˈʌndəgraʊnd 8 ˈlektʃərə

5 pəˈsentɪdʒ

 16.1 1

2

3

4

5

6

 13.2 2

3

4

5

6

 13.3 1

2

3

4

5

6

 13.4 1 3 5

2 4 6

Over to you (sample answer)

 14.1
Minnesota Computing

5300 East Lafayette Road, 

Saint Paul, MN, United States

Tel: (651) 124-6670 Fax: (651) 124-6690

Email: rosalia.castro@minncomp.com

Rosalia Castro, 

BS 

(Computer Science)

Information Systems Manager

Fen Business Park, Cambridge, CB5 9TE

Tel: +44 1223 970 200 
Fax: +44 1223 970 205
Email: roger.quinn@cap.co.uk

Roger Quinn, MBA
Sales Director

CAMBRIDGE ADVANCED PLASTICS

 14.2 1 4

2 5

3 6

Over to you (sample answer)
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 18.2  2

3

4

5

 18.3 1 3 5

2 4

Over to you (sample answer)

 19.1 2

3

4

 19.2 1 2 3 4

 19.3 2

3

4

5

Over to you (sample answers)

1 

2 

3 

4 

5 

 20.1 2

3

4

 16.2 1

2

3

4

Over to you (sample answer)

 17.1 1 3 5

2 4 6

 17.2 1 5

2 6

3 7

4 8

 17.3 2

3

4

Over to you (sample answer)

1

2

3

 18.1 2

3

4

5

6
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 22.1 1 2 3 4

 22.2 Across Down

 1

 5

 7

 9

 13

 14

 15

 16

 2

 3

 4

 6

 8

 10

 11

 12

Over to you (sample answer)

 23.1 1 2 3 4 5 6 

 23.2 1 2 3 4 

 23.3 1 4

2 5

3

Over to you (sample answer)

 24.1 1 4

2 5

3

 24.2 1

2

3

4

5

6

 24.3 1 4

2 5

3 6

5

 20.2 1 7 

2 5

3 6 

Over to you (sample answer)

 21.1 1 3

2 4

 21.2 3

4

5

6

 21.3 2

3

4

5

6

Over to you (sample answer)
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Asia Container Services

Singapore

Shipping manager

Salary: SGD200,000 (about €100,000)

Working hours:  Monday to Friday, 9 am – 6 pm. 

Saturdays 9 am – 1 pm.

Benefi ts

29 days’ holiday per year

Company restaurant with free meals

Company car

Company pension

Email: humanresources@acs.sg

Over to you (sample answer)

 25.1 2

3

 25.2 2 a

b

3 a

b

4 a

b

 25.3 2

3

4

Over to you (sample answer)

26.1 Verb (infinitive) Noun

 26.2 1 4

2 5

3

 26.3 1 4

2 5

3

Over to you (sample answer)

 27.1 1 2 3 4 5 

 27.2 1 4

2 5

3

 27.3 1 2 3 4 5 6 

Over to you (sample answer)

 28.1 Across Down

 2

 3

 5

 9

 10

 12

 15

 18

 19

 1

 4

 6

 7

 8

 9

 11

 13

 14

 16

 17

 28.2 1 5

2 6

3 7

4 8



151Business Vocabulary in Use Elementary to Pre-intermediate

Over to you (sample answer)

 29.1 1 4 

2  5

3 6

 29.2 1 2 3 4 5 6 

 29.3 2

3

4

5

 29.4 1 4

2 5

3 6

Over to you (sample answer)

 30.1 2

3

4

5

6

7

 30.2 1

2

3

4

5

6

Over to you (sample answer)

 C1 1 8

2 9

3 10

4 11

5 12

6 13

7 14

C2 Word groups Words

also

 C3

business

job

C4 British English American English

2

3

4

5

6

7

8

9

10
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31.1 Adjective Noun

Verb Noun

 31.2 1 3

2 4

 31.3 1 3

2

Over to you (sample answer)

 32.1 2

3

4

5

6

7

 32.2 2

3

4

5

6

7

 32.3 1 4

2 5

3 6

Over to you (sample answer)

 33.1 1

2

3

4

 33.2 2

3

4

5

6

 33.3 2 5

3 6

4

 33.4 1 4

2 5

3 6

Over to you (sample answer)

34.1 Noun  Adjective Opposite 
adjective

 34.2 1 4

2 5

3

 34.3 1 4

2 5

3
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Over to you (sample answer)

37.1 Verb Past participle 

 37.2  ɪd

 37.3 b

c

d

e

f

  2 3 4 5 

Over to you (sample answer)

Over to you (sample answer)

 35.1 1 3

2 4

 35.2 1 2 3 4 

 35.3 1 2 3 4 5 6

 35.4 1 5

2 6 

3 7

4

Over to you (sample answer)

36.1 Verb Past participle

 36.2 1

2

3

4

5

6

7

8

 36.3 a g

b h

c i

d j

e k

f l

 36.4 2 3 4
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 38.1 Across Down

 1

 5

 8

 11

 12

 13

 14

 15

 16

 17

 2

 3

 4

 6

 7

 9

 10

 12

 13

 38.2 1 3

2 4

Over to you (sample answer)

 39.1 1 3 5 7

2 4 6 8

 39.2 1 3 5 7

2 4 6

Over to you (sample answer)

 40.1 1 2 3 4 5 

 40.2  

 40.3 1

2

3

4

5

Over to you (sample answer)

41.1 Noun Verb

 41.2 1

2

3

4

5

6

 41.3 (sample answers)

2

3

4

5

6

Over to you (sample answer)

 D1 1

2

3

 D2 1

2

3
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Over to you (sample answer)

 44.1 1 2 3 4 

 44.2 2 4 6 8 

3 5 7 9 

 44.3 1 2 3 4 5 

 44.4 1 2 3 4 5 

Over to you (sample answer)

 45.1 1 2 3 4 5 

 45.2 1

2

3

4 

5 

6

 45.3 1

2

3 

4 

5 

4

 D3 

Cambridge Learner’s Dictionary

  1

2

3

4

 42.1 1 3 5 7

  2 4 6 8

 42.2 1

2 

3 

4 

5 

 42.3 1 2 3 4 5 

Over to you (sample answer)

 43.1  2 3 4 5 6 

 43.2 1 2 3 4 

 43.3 (sample answers)

  1

2

3 (to waiter)

4

5

  6 (to waiter)

(to Bengt)
7

8
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Over to you (sample answer)

a

b

 46.1 2 4

3 

 46.2 2 

3 

4 

5 

6 

 46.3 1 2 3 4

Over to you (sample answer)

 47.1 1 

2 

3

4

5

6

 47.2 1 5

2 6

3 7

4 8

 47.3 (sample answer)

   

Over to you (sample answer)
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Over to you (sample answer)

 50.1 1 5

2 6 

3 7

4 

 50.2 and 50.3

2

3 

4 

5 

6 

Over to you (sample answer)

 51.1 1 

2 

3 

4 

5 

6 

7 

 51.2 1 2 3 4 5 6

 51.3  1 4

2 5

3

 48.1 2 5 8 11

3 6 9 12

4 7 10 13

 48.2
 TELEPHONE MESSAGE 

Message for: 

Name of caller: 

Will call again  Please call  

Phone number: 

Urgent  Not urgent 

Over to you (sample answer)

 49.1 1 4

2 5

3

 49.2 2

3

4

 49.3 1 6 

2 7

3 8 

4 9

5



158 Business Vocabulary in Use Elementary to Pre-intermediate

Over to you (sample answer)

 52.1 1 5 

2 6

3 7 

4 

 52.2 1 

2 

3 

4 

5 

6 

7

 52.3 2 

3 

4 

5 

 52.4 1

2 

3

4 

5 

Over to you (sample answer)

a

b

 53.1 2

3

4 

5 

6 

7 

8 

9 

 53.2 1 

2

3 

4 

5  

6 

7 

8 

9 

Over to you (sample answer)

 54.1 2 4

3 5

 54.2 1 4

2 5 

3

 54.3 1
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Over to you (sample answer)

 55.1 (sample answers)

2 

3 

4 

5 

6 

 55.2 (sample answers)

2 

3 

4 

5 

6 

Over to you (sample answer)

 56.1 

  (sample sentence)

56.2 Infinitive Past simple

 56.3 1 4

2 5

3 6

Over to you (sample answer)

Prius,
60%

Camry,
15%

Civic,
11%

Highlander,
7.5%

Escape,
6.5%

South Africa,
4%

US,
44%

Rest of world,
5%

Europe,
25%

South
America,

15%

Asia,
7%
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 58.2 (sample answers)

  1

2

3

4

5

 58.3 1 4 7 

2 5  8

3 6

Over to you (sample answer)

 59.1 1 3 5 

2 4 6 

 59.2 1  3 5

2 4

 59.3 1

2 

3 

4 

 59.4 1 4

2 5

3 6

Over to you (sample answer)

 57.1 1

2 

3 

4 

5 

6 

 57.2 1

2

3

4

5

 57.3 1 3 5

2 4

Over to you (sample answer)

IBM HP 

 58.1 1 c  2 d  3 b  4 e  5 a

AGENDA

Staff meeting, 6 May, 12 noon

Meeting room 6

Apologies for absence

Minutes of the last meeting

1 Move to new offi ces

2 New computer system

3 Holiday dates

4 AOB
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62.1 Verb or phrasal verb Noun

 62.2  1 4

2 5

3 

 62.3  1 

2 correct
3 

4 

5 

6 

7 correct

Over to you (sample answer)

 60.1 1

2

3 

4 correct
5 

6 

7  correct
8 

 60.2 1

2 

3 

4 

5 

6 

Over to you (sample answer)

 61.1 1 2 3 4 5 6 7

 61.2 1 2 3 4 5 6 7

 61.3 1 2 3 4 5 6 7

Over to you (sample answer)

my
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The numbers in the index are 
Unit numbers, not page numbers.

a /ə/ 26
A for Alpha /eɪ fər ˈælfə/ 46
abbreviation /əˌbriːviˈeɪʃən/ 

Learner training A, 23
about /əˈbaʊt/ 5, 7, 25, 43, 57
access /ˌækses/ 31
access an account on the 

Internet /ækses ən əkaʊnt ɒn 
ðiː ˈɪntənet/ 28

access data /ˌækses ˈdeɪtə/ 11
access the Internet /ˌækses ðiː 

ˈɪntənet/ 31
accountancy /əˈkaʊntənsi/ 33
accountancy services  

/əˈkaʊntənsi ˌsɜːvɪsɪz/ 33
accountant /əˈkaʊntənt/ 1, 33
accounting /əˈkaʊntɪŋ/ 33
accounts /əˈkaʊnts/ 2, 33
accurate /ˈækjərət/ 34, 62
action point /ˈækʃən pɔɪnt/ 62
actual number /ˈæktʃuəl 

ˌnʌmbə/ 30
add (onto) /æd (ˈɒntə)/ 24
adjective /ˈædʒɪktɪv/ Learner 

training A
adverb /ˈædvɜːb/ Learner 

training A
advertisement /ədˈvɜːtɪsmənt/ 

27, 29
advertising costs /ˈædvətaɪzɪŋ 

kɒsts/ 29
AFAIK /əz ˈfɑːr əz aɪ nəʊ/ 52
afford /əˈfɔːd/ 26
After that, … /ˈɑːftə ðæt/ 37, 54
afternoon /ˌɑːftəˈnuːn/ 16
agn /əˈgen/ 52
against /əˈgenst/ 62
agenda /əˈdʒendə/ 59
agree /əˈgriː/ 61
agree to something /əˈgriː tə 

sʌmθɪŋ/ 52
ahead of schedule /əˌhed əv 

ˈʃedjuːl/ 21
aircraft sales /ˈeəkrɑːft seɪlz/ 29
airport /ˈeəpɔːt/ 6
All the best /ɔːl ðə ˈbest/ 52
altogether /ˌɔːltəˈgeðə/ 4
aluminium /ˌæljəˈmɪniəm/ 35
aluminum /əˈluːmɪnəm/ 35
always /ˈɔːlweɪz/ 19
am /ˌeɪˈem/ 16, 17, 20
American English /əˈmerɪkən 

ɪŋglɪʃ/ Learner training A
amount (of money) /əˈmaʊnt  

(əv ˈmʌni)/ 25
And you? /ænd ˈjuː/ 43
announce /əˈnaʊns/ 6
any other business (AOB) /ˌeni 

ˈʌðə ˈbɪznɪs (ˌeɪəʊˈbiː)/ 59

AOB (any other business)  
/ˌeɪəʊˈbiː (eni ʌðə ˈbɪznɪs)/ 59

apologies for absence /əˌpɒlədʒiz 
fər ˈæbsəns/ 59, 62

apologize /əˈpɒlədʒaɪz/ 41
apology /əˈpɒlədʒi/ 41
apostrophe /əˈpɒstrəfi/ Learner 

training A
approximate amount  

/əˈprɒksɪmət əˈmaʊnt/ 25
approximately /əˈprɒksɪmətli/ 4, 

25
April (Apr) /ˈeɪprəl/ 18
Are there … ? /ɑː ðeə/ 4
Are there any questions? /ɑː 

ðeər eni ˈkwestʃənz/ 55
Are you … ? /ˈɑː juː/ 42
Are you free on … ? /ɑː juː ˈfriː 

ɒn/ 20
Are you here for business or 

pleasure? /ɑː juː hɪə fə ˈbɪznɪs 
ɔː ˈpleʒə/ 44

Are you ready to order? /ɑː juː 
ˈredi tuː ˈɔːdə/ 43

Are you saying that … ? /ɑː juː 
ˈseɪɪŋ ðət/ 61

area /ˈeəriə/ 14, 58
around /əˈraʊnd/ 25
arrange /əˈreɪndʒ/ 59
arrive /əˈraɪv/ 17, 19
artificial /ˌɑːtɪˈfɪʃəl/ 35
as agreed /æz əˈgriːd/ 53
as thick as /æz ˈθɪk æz/ 32
as you can see /æz juː kən ˈsiː/ 58
assemble /əˌsembəl/ 36
at (@) /æt/ 47
at /ət/ 2, 16, 29
at a distance /ət ə ˈdɪstəns/ 15
at a rate /ət ə ˈreɪt/ 24
at high speeds /ət haɪ ˈspiːdz/ 31
at least /ət ˈliːst/ 22
at night /ət ˈnaɪt/ 16
ATM (automatic teller machine) 

/ˌeɪtiːˈem (ɔːtəˌmætɪk ˈtelə 
məˌʃiːn)/ 28

attachment /əˈtætʃmənt/ 51
attend /əˈtend/ 59
attractive /əˈtræktɪv/ 32, 35
audience /ˈɔːdiəns/ 54
August (Aug) /ˈɔːgəst/ 18
automated /ˈɔːtəmeɪtɪd/ 11
automatic teller machine (ATM) 

/ɔːtəˌmætɪk ˈtelə məˌʃiːn  
(ˌeɪtiːˈem)/ 28

autumn /ˈɔːtəm/ 18
available /əˈveɪləbəl/ 7

B /biː/ 52
BA (Bachelor of Arts) /biːˈeɪ 

(ˈbætʃələr əv ɑːts)/ 14
Bachelor of Arts (BA) /ˈbætʃələr 

əv ɑːts (biːˈeɪ)/ 14

Bachelor of Science (BS)  
/ˈbætʃələr əv saɪənts (biːˈes)/ 
14

Bachelor of Science (BSc)  
/ˈbætʃələr əv saɪənts  
(ˌbiːesˈsiː)/ 14

bad /bæd/ 29
baggage /ˈbægɪdʒ/ 6
balance /ˈbæləns/ 28
bank /bæŋk/ 23, 28
bank holiday /bæŋk ˈhɒlədeɪ/ 18
banker /ˈbæŋkə/ 1
banknote /ˈbæŋknəʊt/ 23
bar chart /ˈbɑː tʃɑːt/ 56
bar graph /ˈbɑː grɑːf/ 56
basic pay /ˈbeɪsɪk peɪ/ 27
basic price /ˈbeɪsɪk praɪs/ 24
be cut off /bi kʌt ˈɒf/ 49
be going to /biː ˈgəʊɪŋ tə/ 21
be going to see /biː gəʊɪŋ tə ˈsiː/ 

58
be good (with something) /biː 

gʊd (wɪð ˈsʌmθɪŋ)/ 13
be unable /biː ʌnˈeɪbəl/ 52
became /bɪˈkeɪm/ 12
because /bɪˈkɒz/ 52
become /bɪˈkʌm/ 12
behind schedule /bɪˌhaɪnd 

ˈʃedjuːl/ 21
benefits /ˈbenɪfɪts/ 27
(the) best /(ðə) best/ 32
Best /best/ 52
Best regards /best rɪˈgɑːdz/ 52
Best wishes /best ˈwɪʃɪz/ 52
better (than) /ˈbetə (ðən)/ 32
big profit /bɪg ˈprɒfɪt/ 30
bigger (than) /ˈbɪgə (ðən)/ 32
(the) biggest /(ðə) ˈbɪgɪst/ 32
bilingual dictionary /baɪˌlɪŋgwəl 

ˈdɪkʃənəri/ Learner training D
bill /bɪl/ 23
(a/one) billion /(ə/wʌn) ˈbɪljən/ 8
billions of /ˈbɪliənz əv/ 25
bit of information /bɪt əv 

ˌɪnfəˈmeɪʃən/ 55
board /bɔːd/ 6
board a flight /bɔːd ə flaɪt/ 6
boarding /ˈbɔːdɪŋ/ 6
boarding card /ˈbɔːdɪŋ kɑːd/ 6
book (a flight) /bʊk (ə flaɪt)/ 6
borrow /ˈbɒrəʊ/ 26
branch /brɑːnʃ/ 4
brand new /brænd ˈnjuː/ 40
break /breɪk/ 22
break down /breɪk ˈdaʊn/ 11
break even /breɪk ˈiːvən/ 30
British English /brɪtɪʃ ɪŋglɪʃ/ 

Learner training A
BS (Bachelor of Science) /biːˈes 

(ˈbætʃələr əv saɪənts)/ 14

Index
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BSc (Bachelor of Science)  
/ˌbiːesˈsiː (ˈbætʃələr əv 
saɪənts)/ 14

BTW /ˌbaɪ ðə ˈweɪ/ 52
budget /ˈbʌdʒɪt/ 30
budget for /ˈbʌdʒɪt fə/ 30
bureau de change /ˌbjʊəːrəʊ də 

ˈʃɒːnʒ/ 23
bus /bʌs/ 5
business card /ˈbɪznɪs kɑːd/ 14
business class /ˈbɪznɪs klɑːs/ 6
business contact /ˈbɪznɪs 

ˌkɒntækt/ 7
business park /ˈbɪznɪs pɑːk/ 5
business section /ˈbɪznɪs ˌsekʃən/ 

Learner training D
business trip /ˈbɪznɪs trɪp/ 6
business website /ˈbɪznɪs 

ˌwebsaɪt/ Learner training D
Business, actually. /ˈbɪznɪs 

ˌæktʃuəli/ 44
busy /ˈbɪzi/ 20
buy /baɪ/ 1, 37, 38, 41
buyer /ˈbaɪə/ 1
by /baɪ/ 5, 21, 31
by courier /baɪ ˈkʊriə/ 50, 53
by email /baɪ ˈiːmeɪl/ 15, 50
by fax /baɪ ˈfæks/ 50
by hand /baɪ ˈhænd/ 11
by machine /baɪ məˈʃiːn/ 36, 37
by mail /baɪ ˈmeɪl/ 50
by mail order /baɪ meɪl ˈɔːdə/ 38
by post /baɪ ˈpəʊst/ 38, 50
bye /baɪ/ 42, 44, 45

calendar /ˈkæləndə/ 18
call /kɔːl/ 45, 48, 51
call centre /ˈkɔːl ˌsentə/ 2, 40
call me back as soon as possible 

/kɔːl miː bæk əz suːn əz 
ˈpɒsəbəl/ 48

call me back tomorrow /kɔːl miː 
bæk təˈmɒrəʊ/ 48

camera sales /ˈkæmərə seɪlz/ 29
Can … come in here? /kæn … 

kʌm ˈɪn hɪə/ 60
Can … say something here?  

/kæn … ˈseɪ sʌmθɪŋ hɪə/ 60
Can I ask you to keep your 

voices down? /kæn aɪ ɑːsk juː 
tə kiːp jə ˈvɔɪsɪz daʊn/ 58

Can I check and get back to 
you? /kæn aɪ tʃek ənd get 
ˈbæk tə juː/ 55

Can I have your number?  
/kæn aɪ hæv jɔː ˈnʌmbə/ 48

Can I just finish? /kæn aɪ dʒʌst 
ˈfɪnɪʃ/ 60

Can I leave a message? /kæn aɪ 
liːv ə ˈmesɪdʒ/ 48

Can I speak to … ? /kæn aɪ 
ˈspiːk tə/ 49

Can I speak to … , please? /kæn 
aɪ ˈspiːk tə ... pliːz/ 45

Can I sum up? /kæn aɪ sʌm ˈʌp/ 
62

Can I take a message? /kæn aɪ 
teɪk ə ˈmesɪdʒ/ 48

Can we meet … ? /kæn wiː 
ˈmiːt/ 20

Can you ask … ? /kæn juː ˈɑːsk/ 
48

Can you repeat … , please? /kæn 
juː rɪˈpiːt ... pliːz/ 47

Can you say that again, please?  
/kæn juː ˌseɪ ðæt əˈgen pliːz/ 
47

Can you spell … , please? /kæn 
juː ˈspel ... pliːz/ 46

Can you spell your surname, 
please? /kæn juː ˈspel jɔː 
sɜːneɪm pliːz/ 46

cancel /ˈkænsəl/ 59
car manufacturer /ˈkɑː 

mænjʊˌfæktʃərə/ 36
car sales /ˈkɑː seɪlz/ 29
careful with money /ˌkeəfəl wɪð 

ˈmʌni/ 26
carrier bag /ˈkæriə bæg/ 35
cash card /ˈkæʃ kɑːd/ 28
cash machine /ˈkæʃ məˌʃiːn/ 28
catalog /ˈkætəlɒg/ 38
catalogue /ˈkætəlɒg/ 38, 51
CBD (central business district)  

/ˌsiːbiːˈdiː (ˌsentrəl ˈbɪznɪs 
ˌdɪstrɪkt)/ 5

CD-ROM /siːdiːˈrɒm/ Learner 
training D

cell /sel/ 11
cellphone /ˈselfəʊn/ 11
centimeter /ˈsentɪˌmiːtə/ 31
centimetre /ˈsentɪˌmiːtə/ 31
central business district (CBD)  

/ˌsentrəl ˈbɪznɪs ˌdɪstrɪkt  
(ˌsiːbiːˈdiː)/ 5

century /ˈsentʃəri/ 8
CEO (chief executive officer)  

/ˌsiːiːˈəʊ (tʃiːf ɪgˌzekjʊtɪv 
ˈɒfɪsə)/ 10

Certainly. /ˈsɜːtənli/ 43
chain /tʃeɪn/ 38
chain store /ˈtʃeɪn stɔː/ 38
chair /tʃeə/ 59, 60
chairman /ˈtʃeəmən/ 60
chairwoman /ˈtʃeəˌwʊmən/ 60
change /tʃeɪndʒ/ 17, 37
change it back /tʃeɪndʒ ɪt bæk/ 

23
change money /tʃeɪndʒ ˈmʌni/ 

23
characteristic /ˌkærəktəˈrɪstɪk/ 

35
charge /tʃɑːdʒ/ 28, 33
charge too much /tʃɑːdʒ tuː 

ˈmʌtʃ/ 41

check /tʃek/ 25, 28
check in /tʃek ˈɪn/ 6
check in baggage /tʃek ˈɪn 

ˌbægɪdʒ/ 6
check the room /tʃek ðə ˈruːm/ 

54
check-in desk /ˈtʃekɪn desk/ 6
checking account /ˈtʃekɪŋ 

əˌkaʊnt/ 28
checkout /ˈtʃekaʊt/ 38
check-out service /ˈtʃekaʊt 

ˌsɜːvɪs/ 7
chemical /ˈkemɪkəl/ 36
cheque /tʃek/ 25, 28
cheque account /ˈtʃek əˌkaʊnt/ 

28
cheque book /ˈtʃek bʊk/ 28
chief executive /tʃiːf ɪgˈzekjʊtɪv/ 

10
chief executive officer (CEO)  

/tʃiːf ɪgˌzekjʊtɪv ˈɒfɪsə 
(ˌsiːiːˈəʊ)/ 10

choice /tʃɔɪs/ 38
choose /tʃuːz/ 38
city centre /sɪtiˌ sentə/ 5
cleaner /ˈkliːnə/ 13, 33
cleaning services /ˈkliːnɪŋ 

ˌsɜːvɪsɪz/ 33
close /kləʊz/ 60, 62
clothes /kləʊðz/ 29
clothing /ˈkləʊðɪŋ/ 29
clothing sales /ˈkləʊðɪŋ seɪlz/ 29
coffee break /ˈkɒfiː breɪk/ 22
coin /kɔɪn/ 23
colleague /ˈkɒliːg/ 3, 11
Come this way, please. /kʌm ðɪs 

ˈweɪ pliːz/ 58
comfortable /ˈkʌmftəbəl/ 6, 7
commission /kəˈmɪʃən/ 23
communicate with  

/kəˈmjuːnɪkeɪt wɪð/ 11
communication  

/kəˌmjuːnɪˈkeɪʃən/ 11
commute /kəˈmjuːt/ 5, 43
commuter /kəˈmjuːtə/ 5
commuting /kəˈmjuːtɪŋ/ 5
company car /ˌkʌmpəni ˈkɑː/ 27
company pension /ˌkʌmpəni 

ˈpenʃən/ 27
company receptionist /ˌkʌmpəni 

rɪˈsepʃənɪst/ 1
company restaurant /ˌkʌmpəni 

ˈrestərɒnt/ 27
compensation /ˌkɒmpənˈseɪʃən/ 

34
completed /kəmˈpliːtɪd/ 21
completion /kəmˈpliːʃen/ 21
component /kəmˈpəʊnənt/ 36
component costs /kəmˈpəʊnənt 

kɒsts/ 29
computer /kəmˈpjuːtə/ 3, 33
computer programmer  

/kəmˌpjuːtə ˈprəʊgræmə/ 1
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computer sales /kəmˈpjuːtə 
seɪlz/ 29

computer skills /kəmˈpjuːtə 
skɪlz/ 13

computing /kəmˈpjuːtɪŋ/ 33
conference call /ˈkɒnfərənts kɔːl/ 

11
confidentiality  

/ˌkɒnfɪdenʃiˈæləti/ 33
connected /kəˈnektɪd/ 11
consonant /ˈkɒnsənənt/ Learner 

training B
construction /kənˈstrʌkʃən/ 1, 35
construction site /kənˈstrʌkʃən 

saɪt/ 2
construction worker  

/kənˈstrʌkʃən ˌwɜːkə/ 1
consultancy services  

/kənˈsʌltənsi ˌsɜːvɪsɪz/ 33
consultant /kənˈsʌltənt/ 33
context /ˈkɒntekst/ Learner 

training D
continuing education  

/kənˈtɪnjuːɪŋ ˌedjʊˈkeɪʃən/ 15
contract /ˈkɒntrækt/ 3
control costs /kənˌtrəʊl ˈkɒsts/ 30
convenience store /kənˈviːniənts 

stɔː/ 38
convenient /kənˈviːniənt/ 34
cool /kuːl/ 35
copy /ˈkɒpi/ 53
copy somebody in on an email  

/ˌkɒpi sʌmbədi ɪn ɒn ən 
ˈiːmeɪl/ 51

corner shop /kɔːnə ˈʃɒp/ 38
cost /kɒst/ 24, 26
cost control /ˈkɒst kənˌtrəʊl/ 30
costs /kɒsts/ 29, 30
cotton /ˈkɒtən/ 35
Could I leave a message? /kʊd aɪ 

liːv ə ˈmesɪdʒ/ 48
Could I speak to … , please?  

/kʊd aɪ spiːk tə ... pliːz/ 45
Could we have the bill? /kʊd wiː 

hæv ðə ˈbɪl/ 43
Could you … ? /kʊd juː/ 51
Could you ask … ? /kʊd juː 

ˈɑːsk/ 48
Could you ask him to call me 

back? /kʊd juː ɑːsk hɪm tə 
kɔːl miː ˈbæk/ 48

Could you repeat … , please?  
/kʊd juː rɪˈpiːt ... pliːz/ 47

Could you say that again, 
please? /kʊd juː seɪ ðæt əgen 
pliːz/ 47

Could you speak more slowly?  
/kʊd juː spiːk mɔː ˈsləʊli/ 47

Could you speak up, please?  
/kʊd juː spiːk ˈʌp pliːz/ 47

countable /ˈkaʊntəbəl/ Learner 
training A, Learner training D

courier /ˈkʊriə/ 33

course /kɔːs/ 14
cover a point /kʌvər ə ˈpɔɪnt/ 53
credit card /ˈkredɪt kɑːd/ 28
credit card company /ˈkredɪt 

kɑːd kʌmpəni/ 28
CU /siː juː/ 52
currency /ˈkʌrənsi/ 23
current account /ˈkʌrənt 

əˌkaʊnt/ 28
customer /ˈkʌstəmə/ 3, 11, 36, 

37
cut /kʌt/ 30, 36
cut trees down /kʌt ˈtriːz daʊn/ 

36
cycle /ˈsaɪkəl/ 5

damaged /ˈdæmɪdʒd/ 41
database /ˈdeɪtəbeɪs/ 11
day off /deɪ ˈɒf/ 22
deadline /ˈdedlaɪn/ 21
Dear /dɪə/ 50, 53
Dear all /dɪər ˈɔːl/ 50
Dear Mr ... /ˈdɪə ˌmɪstə/ 50, 53
Dear Mrs ... /dɪə ˈmɪsɪz/ 50, 53
Dear Ms ... /ˈdɪə ˌməz/ 50, 53
Dear Sir or Madam /dɪə sɜːr ɔː 

ˈmædəm/ 50, 53
Dear Sir/Madam /dɪə sɜː 

ˈmædəm/ 53
debt /ˈdet/ 28
decade /ˈdekeɪd/ 8
December (Dec) /dɪˈsembə/ 18
decide /dɪˈsaɪd/ 52
decimal /ˈdesɪməl/ 9
decrease (noun) /ˈdiːkriːs/ 57
decrease (verb) /diːˈkriːs/ 56
degree /dɪˈgriː/ 14
delay /dɪˈleɪ/ 21
delayed /dɪˈleɪd/ 6, 7
delete an email /dɪˌliːt ən ˈiːmeɪl/ 

51
delicious /dɪˈlɪʃəs/ 6
deliver /dɪˈlɪvə/ 41
deliver late /dɪˌlɪvə ˈleɪt/ 41
depart /dɪˈpɑːt/ 6
department /dɪˈpɑːtmənt/ 2, 38
department store /dɪˈpɑːtmənt 

stɔː/ 38
departure lounge /dɪˈpɑːtʃə 

laʊndʒ/ 6
deposit account /dɪˈpɒzɪt 

əˌkaʊnt/ 28
design /dɪˈzaɪn/ 1
details /ˈdiːteɪlz/ 41
details of an agreement /diːteɪlz 

əv ən əˈgriːmənt/ 53
device /dɪˈvaɪs/ 37
diagonal /daɪˈægənəl/ 31
diagram /ˈdaɪəgræm/ Learner 

training C
dial /daɪəl/ 7
dialogue /daɪəlɒg/ Learner 

training A

diary /ˈdaɪəri/ 20
dictionary application  

/ˌdɪkʃənəri æplɪˈkeɪʃən/ 
Learner training D

did /dɪd/ 12
difference of opinion /ˌdɪfərəns 

əv əˈpɪnjən/ 62
direct /daɪˈrekt/ 17
disagree /ˌdɪsəˈgriː/ 61
discount /ˈdɪskaʊnt/ 26, 41
discuss /dɪˈskʌs/ 53, 54, 62
dismiss /dɪˈsmɪs/ 3
distribute /dɪˈstrɪbjuːt/ 36
distribution /ˌdɪstrɪˈbjuːʃən/ 33
divided into /dɪˌvaɪdɪd ˈɪntə/ 23
do an exercise /duː ən ˈeksəsaɪz/ 

Learner training C
do overtime /duː ˈəʊvətaɪm/ 3
do paperwork /duː ˈpeɪpəwɜːk/ 

11
do research into (something)  

/duː rɪˈsɜːtʃ ˈɪntə ˈsʌmθɪŋ/ 11
Do you come here often?  

/duː juː kʌm hɪər ˈɒfən/ 44
Do you have children? /duː juː 

hæv ˈtʃɪldrən/ 44
Do you live in … ? /duː juː ˈlɪv 

ɪn/ 43
Do you mean that … ? /duː juː 

ˈmiːn ðət/ 61
Do you mind … ? /duː juː 

ˈmaɪnd/ 43
Do you play an instrument? /duː 

juː pleɪ ən ˈɪnstrəmənt/ 22
Do you play tennis? /duː juː pleɪ 

ˈtenɪs/ 44
doc /dɒk/ 52
document /ˈdɒkjəmənt/ 51
Does everyone agree with … ?  

/dʌz ˌevriwʌn əˈgriː wɪð/ 60
dollar /ˈdɒlə/ 25
dot (.) /dɒt/ 47
double /ˈdʌbəl/ 46
double oh /ˈdʌbəl əʊ/ 46
down /daʊn/ 11
download materials /daʊnˌləʊd 

məˈtɪəriəlz/ 15
dramatic /drəˈmætɪk/ 57
dramatically /drəˈmætɪkəli/ 57
draw up a contract /drɔː ʌp ə 

ˈkɒntrækt/ 53
drawing /ˈdrɔːɪŋ/ 51
drive /draɪv/ 5
dry /draɪ/ 37
drying /ˈdraɪɪŋ/ 37
durable /ˈdjʊərəbəl/ 35
duty-free shop /djuːtiˈfriː ʃɒp/ 6

early /ˈɜːli/ 19
earn /ɜːn/ 27
earn interest /ɜːn ˈɪntrəst/ 28
easier (than) /ˈiːziə ðən/ 32
(the) easiest /(ðiː) ˈiːziɪst/ 32
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easy to care for /ˌiːzi tə ˈkeə fɔː/ 
35

easy to cut /ˌiːzi tə ˈkʌt/ 35
easy to use /iːzi tə ˈjuːz/ 31
e-commerce /ˌiːˈkɒmɜːs/ 38
efficient /ɪˈfɪʃənt/ 6, 7, 34
e-learning /iːˈlɜːnɪŋ/ 15
electronic handheld dictionary  

/elekˌtrɒnɪk ˌhændheld 
ˈdɪkʃənəri/ Learner training D

eleventh /ɪˈlevənθ/ 9
email /ˈiːmeɪl/ 50
email (something to) somebody  

/ˈiːmeɪl (sʌmθɪŋ tə) sʌmbədi/ 
50

email the details /ˌiːmeɪl ðə 
ˈdiːteɪlz/ 47

emphasize /ˈemfəsaɪz/ Learner 
training B

employee /ɪmˈplɔɪiː/ 3, 10
employer /ɪmˈplɔɪə/ 3
engineer /endʒɪˈnɪə/ 1
English–English dictionary  

/ɪŋglɪʃ ˌɪŋglɪʃ ˈdɪkʃənəri/ 
Learner training D

entry /ˈentri/ Learner training D
equipment /ɪˈkwɪpmənt/ 26
equipment costs /ɪˈkwɪpmənt 

kɒsts/ 29
euro /ˈjʊərəʊ/ 25
European sales /ˌjʊərəˈpiːən 

seɪlz/ 29
evening /ˈiːvənɪŋ/ 16
evening course /ˈiːvənɪŋ kɔːs/ 15
evry /ˈevri/ 52
exact figure /ɪgˈzækt ˌfɪgə/ 4, 25
Exactly. /ɪgˈzæktli/ 61
excellent reputation /ˈeksələnt 

repjəˌteɪʃən/ 7
exchange money /ɪksˌtʃeɪndʒ 

ˈmʌni/ 23
exchange rate /ɪksˈtʃeɪndʒ reɪt/ 

23
excluding /ɪksˈkluːdɪŋ/ 4
excluding tax (excl. tax)  

/ɪkˌskluːdɪŋ ˈtæks/ 24
expenses /ɪkˈspensɪz/ 28
expensive /ɪkˈspensɪv/ 26, 34
experience /ɪkˈspɪəriəns/ 14
expert /ˈekspɜːt/ 13
express /ɪkˈspres/ 7, 33
express check-out service  

/ɪkˈspres ˈtʃekaʊt ˌsɜːvɪs/ 7
extract ore /ˈekstrækt ɔː/ 36
extremely /ɪkˈstriːmli/ 34

face-to-face /feɪsteˈfeɪs/ 59
factory /ˈfæktəri/ 2, 36, 58
fall (from … to) /fɔːl (frəm … 

tə)/ 56
fall /fɔːl/ 18, 57
farmer /ˈfɑːmə/ 36
fast /fɑːst/ 31, 57

faster /ˈfɑːstə/ 57
fault /fɔːlt/ 40, 41
faulty /ˈfɔːlti/ 41
faulty product /ˌfɔːlti ˈprɒdʌkt/ 

41
fax /fæks/ 50
fax somebody /ˈfæks sʌmbədi/ 

50
fax something to somebody  

/ˈfæks sʌmθɪŋ tə sʌmbədi/ 50
feature /ˈfiːtʃə/ 31
February (Feb) /ˈfebruəri/ 18
fell (from … to) /fel (frəm … 

tə)/ 56
(a/one) fifth /(ə/wʌn) fɪfθ/ 9
fifth /fɪfθ/ 9, 18, 19
file /faɪl/ 51
(And) finally … /(ənd) ˈfaɪnəli/ 

55
Finally, … /ˈfaɪnəli/ 37, 54
Finally we’ll … /ˈfaɪnəli wiːl/ 58
finance /ˈfaɪnæns/ 2
finance costs /ˈfaɪnæns kɒsts/ 29
finance director /ˈfaɪnæns 

daɪˈrektə/ 10, 30
financial institution /faɪˌnænʃəl 

ɪnstɪˈtjuːʃən/ 33
financial services /faɪˌnænʃəl 

ˈsɜːvɪsɪz/ 1, 33
fine /faɪn/ 7
finished product /ˌfɪnɪʃt 

ˈprɒdʌkt/ 37
fire /faɪə/ 3
first /fɜːst/ 9, 18
the first decade of the 

twenty-first century /ðə fɜːst 
dekeɪd ɒv ðə twentifɜːst 
ˈsentʃəri/ 8

First (of all), ... /fɜːst (əv ˈɔːl)/ 
37, 54, 55

first item /ˌfɜːst ˈaɪtəm/ 60
first job /fɜːst ˈdʒɒb/ 9
Firstly ... /fɜːstli/ 55
flavor /ˈfleɪvə/ 37
flavour /ˈfleɪvə/ 37
flexible /ˈfleksɪbəl/ 34, 35
flight /flaɪt/ 6
flight attendant /ˈflaɪt əˌtendənt/ 

6
flipchart /ˈflɪptʃɑːt/ 54
floor /flɔː/ 9, 38
fly /flaɪ/ 6
fly business class /flaɪ ˈbɪznɪs 

klɑːs/ 6
Follow me … /ˈfɒləʊ miː/ 58
follow up /ˈfɒləʊ ʌp/ 62
for /fə/ 29, 62
forecast /ˈfɔːkɑːst/ 30
formal /ˈfɔːməl/ Learner training 

A, 50
forward an email /ˌfɔːwəd ən 

ˈiːmeɪl/ 51
foundations /faʊnˈdeɪʃənz/ 21

fourth /fɔːθ/ 9, 18
fraction /ˈfrækʃən/ 9
fragile /ˈfrædʒaɪl/ 35
free meal /friː ˈmiːl/ 27
Friday (Fri) /ˈfraɪdeɪ/ 18, 20
friendly /ˈfrendli/ 6
from /frəm/ 5, 16, 42, 43, 50
from … to /frəm … tə/ 16
from … until /frəm … ənˈtɪl/ 16
full /fʊl/ 6
full of inaccuracies /fʊl əv 

ɪnˈækjərəsiz/ 34
full range of facilities /ˌfʊl reɪndʒ 

əv fəˈsɪlətiz/ 7
full-time /fʊltaɪm/ 15
full-time course /fʊltaɪm ˈkɔːs/ 

15
full-time job /fʊltaɪm ˈdʒɒb/ 3

gain experience /geɪn 
ɪkˈspɪəriəns/ 14

gain skills /geɪn ˈskɪlz/ 14
gate /geɪt/ 6
get /get/ 5, 50
get a job /get ə ˈdʒɒb/ 12
get behind schedule /get 

bɪˌhaɪnd ˈʃedjuːl/ 21
get down to business /get daʊn 

tə ˈbɪznɪs/ 7
get into /get ˈɪntə/ 12
get into debt /get ɪntə ˈdet/ 28
get out of control /get aʊt əv 

kənˈtrəʊl/ 30
get skills /get ˈskɪlz/ 14
get some rest /get sʌm ˈrest/ 7
get something cleaned /get 

sʌmθɪŋ ˈkliːnd/ 33
get through to /get ˈθruː tə/ 49
give a discount /gɪv ə ˈdɪskaʊnt/ 

41
give a reduction /gɪv ə 

rɪˈdʌkʃən/ 41
glass /glɑːs/ 35
go /gəʊ/ 5
go abroad /gəʊ əˈbrɔːd/ 22
go ahead with something /gəʊ 

əˈhed wɪð sʌmθɪŋ/ 52
go back /gəʊ ˈbæk/ 12
go dead /gəʊ ˈded/ 49
go down /gəʊ ˈdaʊn/ 29
go on a training course /gəʊ ɒn 

ə ˈtreɪnɪŋ kɔːs/ 14
go on holiday /gəʊ ɒn ˈhɒlədeɪ/ 

22
go over budget /gəʊ ˌəʊvə 

ˈbʌdʒɪt/ 30
go skiing /gəʊ ˈskiːɪŋ/ 22
go swimming /gəʊ ˈswɪmɪŋ/ 22
go through /gəʊ ˈθruː/ 6
go up /gəʊ ˈʌp/ 29
go up (by) /gəʊ ˈʌp (baɪ)/ 56
good /gʊd/ 29
Good idea. /gʊd aɪˈdɪə/ 43
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Good morning /gʊd ˈmɔːnɪŋ/ 45, 
54

Good to talk to you. /gʊd tə 
ˈtɔːk tə juː/ 45

Goodbye /gʊdˈbaɪ/ 42, 45
goods /gʊdz/ 41
got into /gɒt ɪntə/ 12
grade /greɪd/ 12
gradual /ˈgrædʒuəl/ 57
gradually /ˈgrædʒuəli/ 57
ground /graʊnd/ 37
grow /grəʊ/ 36, 37
grow a crop /grəʊ ə ˈkrɒp/ 36
grow trees /grəʊ ˈtriːz/ 36
guarantee /ˌgærənˈtiː/ 40
guest room /ˈgest ruːm/ 7
gym /dʒɪm/ 7

(a/one) half /(ə/wʌn) hɑːf/ 9, 25
half an hour /ˌhɑːf ən ˈaʊə/ 19
half an hour early /ˌhɑːf ən ˈaʊə 

ˈɜːli/ 19
half past /ˈhɑːf pɑːst/ 16
hand baggage /ˈhænd ˌbægɪdʒ/ 6
handout /ˈhændaʊt/ 54
hardly ever /haːdlɪ ˈevə/ 19
harvest /ˈhɑːvɪst/ 36
have … weeks’ holiday /hæv … 

wiːks ˈhɒlədeɪ/ 22
have a break /hæv ə ˈbreɪk/ 22
have a good rest /hæv ə gʊd 

ˈrest/ 7
Have a good trip. /hæv ə gʊd 

ˈtrɪp/ 42
have a long weekend /hæv ə lɒŋ 

wiːˈkend/ 22
have a look at /hæv ə ˈlʊk ət/ 58
Have a nice stay! /hæv ə naɪs 

ˈsteɪ/ 7
have a problem with something  

/hæv ə ˈprɒbləm wɪð sʌmθɪŋ/ 
40

have an appointment with 
somebody /hæv ən 
əˈpɔɪntmənt wɪð ˌsʌmbədi/ 20

have the day off /hæv ðə ˈdeɪ ɒf/ 
22

have time /hæv ˈtaɪm/ 20
Have you been to … before?  

/hæv juː biːn tə... bɪˈfɔː/ 42, 
44

He’s a … /hiːz ə/ 1
He’s in … /hiːz ɪn/ 1, 2
head /hed/ 10
head office /hed ˈɒfɪs/ 2
heavier (than) /ˈheviə (ðən)/ 32
(the) heaviest /(ðə) ˈheviɪst/ 32
heavy /ˈhevi/ 7, 31
hello /helˈəʊ/ 44, 45, 50
hello, everyone /helˈəʊ evriwʌn/ 

50
helpful /ˈhelpfəl/ 6
here /hɪə/ 44

Here is … /hɪər ɪz/ 51
Here you are. /ˈhɪə juː ɑː/ 42
Here’s mine. /hɪəz ˈmaɪn/ 44
Here’s my business card. /hɪəz 

maɪ ˈbɪznɪs kɑːd/ 44
hi /haɪ/ 44, 45, 50
hi, everyone /ˈhaɪ evriwʌn/ 50
high /haɪ/ 26
high costs /haɪ kɒsts/ 29
hold /həʊld/ 14
holiday /ˈhɒlədeɪ/ 22, 27
home /həʊm/ 2
Hope you got … /həʊp juː gɒt/ 

52
hour /aʊə/ 17
hours a week /aʊəz ə ˈwiːk/ 4
How about … ? /ˈhaʊ əˌbaʊt/ 

20, 43, 61
How are you? /haʊ ə ˈjuː/ 42, 44
How are you feeling? /haʊ ə juː 

ˈfiːlɪŋ/ 7
How big is … ? /haʊ ˈbɪg ɪz/ 31
How can I help you? /haʊ kæn 

aɪ ˈhelp juː/ 49
How do you get to work? /haʊ 

də juː get te wɜːk/ 5
How do you spell … ? /haʊ də 

juː ˈspel .../ 46
How fast … ? /haʊ ˈfɑːst/ 31
How long does the journey 

take? /haʊ lɒŋ dʌz ðə ˈdʒɜːni 
teɪk/ 17

How long will it take? /haʊ lɒŋ 
wɪl ɪt ˈteɪk/ 33

How many … are there? /haʊ 
meni … ɑː ðeə/ 4

How many … are there to the 
… ? /haʊ meni … ɑː ðeə tə 
ðə/ 23

How much does … cost? /haʊ 
mʌtʃ dʌz … kɒst/ 24

How much does it weigh? /haʊ 
mʌtʃ dʌz ɪt weɪ/ 31

How much is … ? /haʊ ˈmʌtʃ ɪz/ 
24

How often … ? /haʊ ˈɒfən/ 19
How was … ? /haʊ wəz/ 7
How was the flight? /haʊ wəz 

ðə ˈflaɪt/ 42
How’s business? /haʊz ˈbɪznɪs/ 44
HR (human resources) /eɪtʃˈɑː 

(ˌhjuːmən rɪzɔːsɪz)/ 2
human resources (HR)  

/ˌhjuːmən rɪˈzɔːsɪz (eɪtʃˈɑː)/ 2
(a/one) hundred /(ə/wʌn) 

ˈhʌndrəd/ 8
hundred-dollar note  

/ˈhʌndrədˈdɒlə nəʊt/ 23
hundreds of /ˈhʌndrədz əv/ 25
hundreds of thousands of  

/hʌndrədz əv ˈθaʊzəndz əv/ 25

I … too. /aɪ ... tuː/ 43

I agree (with) … /aɪ əˈgriː (wɪð)/ 
61

I agree with … about that. /aɪ 
əˈgriː wɪð ... əbaʊt ðæt/ 61

I didn’t get that. /aɪ dɪdənt ˈget 
ðæt/ 47

I don’t agree. /aɪ dəʊnt əˈgriː/ 61
I don’t have time. /aɪ dəʊnt həv 

ˈtaɪm/ 20
I enjoyed it too. /aɪ ɪnˈdʒɔɪd ɪt 

tuː/ 44
I get over … emails every day.  

/aɪ get əʊvə ... ˈiːmeɪlz evri 
deɪ/ 50

I have an idea. Let’s … /aɪ hæv 
ən aɪˈdɪə lets/ 61

I have to get back to the office.  
/aɪ hæf tə get bæk tə ðiː ˈɒfɪs/ 
44

I haven’t finished … /aɪ hævənt 
ˈfɪnɪʃt/ 60

I haven’t seen you for some 
time! /aɪ hævənt siːn juː fə 
sʌm ˈtaɪm/ 44

I look forward to seeing you 
next time. /aɪ lʊk fɔːwəd tə 
ˈsiːɪŋ juː nekst taɪm/ 42

I play a lot of … /aɪ pleɪ ə ˈlɒt 
əv/ 43

I received … yesterday. /aɪ 
rɪsiːvd ... ˈjestədeɪ/ 50

I texted … to say that … /aɪ 
ˈtekstɪd ... tə seɪ ðət/ 50

I think ... /ˈaɪ θɪŋk/ 61
I think so. /aɪ ˈθɪŋk səʊ/ 43
I think that’s all for today. /aɪ 

θɪŋk ðæts ˈɔːl fə tədeɪ/ 62
I think we’ve covered everything. 

/aɪ θɪŋk wiːv ˈkʌvəd evriθɪŋ/ 
45

I understand. /aɪ ˌʌndəˈstænd/ 47
I work in the … department. /aɪ 

wɜːk ɪn ðə ... dɪˈpɑːtmənt/ 54
I’d like to … /aɪd ˈlaɪk tə/ 54, 55
I’d prefer to stay here. /aɪd 

prɪˈfɜː tə steɪ hɪə/ 7
I’ll /aɪl/ 52, 54
I’ll be happy to answer them 

now. /aɪl biː hæpi tuː ˈɑːnsə 
ðem naʊ/ 55

I’ll be in touch soon. /aɪl biː ɪn 
ˈtʌtʃ suːn/ 42

I’ll call again next week. /aɪl kɔːl 
əgen nekst ˈwiːk/ 45

I’ll get this. /aɪl get ˈðɪs/ 43
I’ll give him the message. /aɪl gɪv 

hɪm ðə ˈmesɪdʒ/ 48
I’ll have … /aɪl ˈhæv/ 43
I’ll have the same. /aɪl hæv ðə 

ˈseɪm/ 43
I’ll phone again next week. /aɪl 

fəʊn əgen nekst ˈwiːk/ 45
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I’ll put you through. /aɪl pʊt juː 
ˈθruː/ 45, 49

I’ll see you later. /aɪl siː juː ˈleɪtə/ 
44

I’ll try to put you through. /aɪl 
traɪ tə pʊt juː ˈθruː/ 49

I’m … /aɪm/ 42
I’m a … /aɪm ə/ 1
I’m afraid … is not here at the 

moment. /aɪm əfreɪd … ɪz nɒt 
ˈhɪər ət ðə məʊmənt/ 48

I’m afraid … is on another call.  
/aɪm əfreɪd … ɪz ɒn ənʌðə 
ˈkɔːl/ 48

I’m afraid I disagree. /aɪm 
əˌfreɪd aɪ dɪsəˈgriː/ 61

I’m afraid this area is restricted.  
/aɪm əfreɪd ðɪs eəriə ɪz 
rɪˈstrɪktɪd/ 58

I’m afraid we don’t allow … 
during the tour. /aɪm əfreɪd 
wiː dəʊnt əˈlaʊ … djʊərɪŋ ðə 
tʊə/ 58

I’m at … /aɪm æt/ 7
I’m attaching … /aɪm əˈtætʃɪŋ/ 

51
I’m calling from … /aɪm ˈkɔːlɪŋ 

frəm/ 45
I’m delighted to confirm that … 

/aɪm dɪlaɪtɪd tə kənˈfɜːm ðət/ 
52

I’m fine, thanks. /aɪm ˈfaɪn 
θæŋks/ 44

I’m free on … /aɪm ˈfriː ɒn/ 20
I’m glad you liked it. /aɪm ˈglæd 

juː laɪkt ɪt/ 43
I’m in … /aɪm ɪn/ 1
I’m in the … business. /aɪm ɪn 

ðə ... bɪznɪs/ 44
I’m not keen on … /aɪm nɒt 

ˈkiːn ɒn/ 43
I’m phoning about … /aɪm 

ˈfəʊnɪŋ əˈbaʊt/ 49
I’m pleased to let you know that 

… /aɪm pliːzd tə let juː ˈnəʊ 
ðət/ 52

I’m sorry. /aɪm ˈsɒri/ 47, 49
I’m sorry to say that … /aɪm 

sɒri tə ˈseɪ ðət/ 52
I’m sorry, … is in a meeting.  

/aɪm sɒri … ɪz ɪn ə ˈmiːtɪŋ/ 48
I’m sorry, … is not here at the 

moment. /aɪm sɒri … ɪz nɒt 
ˈhɪər ət ðə məʊmənt/ 48

I’m sorry, … is on another call.  
/aɪm sɒri … ɪz ɒn ənʌðə ˈkɔːl/ 
48

I’m sorry, but I can’t give you 
that information. /aɪm sɒri 
bʌt aɪ kɑːnt ˈgɪv juː ðæt 
ˌɪnfəmeɪʃən/ 55

I’m sorry, but I didn’t follow 
your question. /aɪm sɒri bʌt aɪ 
dɪdənt fɒləʊ jə ˈkwestʃən/ 55

I’m sorry, but I don’t know the 
answer to that. /aɪm sɒri bʌt 
aɪ dəʊnt nəʊ ðiː ˈɑːnsə tə ðæt/ 
55

I’m sure that there are some 
great opportunities for us to 
work together. /aɪm ʃʊə ðət 
ðeər aː sʌm ˈgreɪt 
ɒpəˌtjuːnətiz fər ʌs tə ˈwɜːk 
təˌgeðə/ 44

I’m writing to confirm the 
details of … /aɪm raɪtɪŋ tə 
kənfɜːm ðə ˈdiːteɪlz əv/ 51

I’m writing to let you have …  
/aɪm ˈraɪtɪŋ tə let juː hæv/ 51

I’m writing to let you know 
about … /aɪm ˈraɪtɪŋ tə let juː 
nəʊ əbaʊt/ 51

I’ve just got in. /aɪv dʒʌst gɒt 
ˈɪn/ 7

If you have any questions … /ɪf 
juː hæv eni ˈkwestʃənz/ 54, 
55

If you have any questions, I’ll be 
happy to answer them at the 
end. /ɪf juː hæv eni 
ˈkwestʃənz aɪl biː ˌhæpi tə 
ˌɑːnsə ðem ət ðiː ˈend/ 54

in /ɪn/ 42
in a … /ɪn ə/ 2
in April /ɪn ˈeɪprəl/ 18
in charge of /ɪn tʃɑːdʒ əv/ 10
In my opinion … /ɪn ˈmaɪ 

əˌpɪnjən/ 61
in the afternoon /ɪn ðiː 

ˌɑːftəˈnuːn/ 16
in the evening /ɪn ðiː ˈiːvənɪŋ/ 16
in the morning /ɪn ðə ˈmɔːnɪŋ/ 

16
in the office /ɪn ðiː ˈɒfɪs/ 11
in tch /ɪn tʌtʃ/ 52
in winter /ɪn ˈwɪntə/ 18
inaccurate /ɪnˈækjərət/ 34
including /ɪnˈkluːdɪŋ/ 4
including tax (inc. tax)  

/ɪnˌkluːdɪŋ ˈtæks/ 24
inconvenient /ˌɪnkənˈviːniənt/ 34
increase /ˈɪnkriːs/ 57
increase (by) /ɪnˈkriːs (baɪ)/ 56
independence day  

/ɪndɪˈpendənts deɪ/ 18
industrial photographer  

/ɪnˌdʌstriəl fəˈtɒgrəfə/ 1
industry /ˈɪndəstri/ 1
inefficient /ˌɪnɪˈfɪʃənt/ 34
infinitive /ɪnfɪnɪtɪv/ Learner 

training A
inflexible /ɪnˈfleksəbəl/ 34
in-flight entertainment /ɪnˌflaɪt 

entəˈteɪnmənt/ 6

info /ˈɪnfəʊ/ 52
informal /ɪnˈfɔːməl/ Learner 

training A, 50
information /ˌɪnfəˈmeɪʃən/ 55
information technology (IT)  

/ɪnfəˌmeɪʃən tekˈnɒlədʒi  
(aɪˈtiː)/ 1

information technology (IT) 
services /ɪnfəˌmeɪʃən 
tekˈnɒlədʒi (aɪˈtiː) ˌsɜːvɪsɪz/ 33

information technology (IT) 
specialist /ɪnfəˌmeɪʃən 
tekˈnɒlədʒi (aɪˈtiː) ˌspeʃəlɪst/ 
33

in-house training /ɪnhaʊs 
ˈtreɪnɪŋ/ 15

insecure /ˌɪnsɪˈkjʊə/ 34
insert /ˈɪnsɜːt/ 39
install /ɪnˈstɔːl/ 36
instead /ɪnˈsted/ 7
instead of /ɪnˈsted əv/ 21
interactive whiteboard  

/ɪntərˌæktɪv ˈwaɪtbɔːd/ 54
interest /ˈɪntrəst/ 28
interested in … /ˈɪntrəstɪd ɪn/ 22
the Internet /ðiː ˈɪntənet/ 11
internet shopping /ˌɪntənet 

ˈʃɒpɪŋ/ 38
intransitive /ɪnˈtrænsətɪv/ 

Learner training D
invoice /ˈɪnvɔɪs/ 41
iron ore /ˈaɪən ɔː/ 36
irregular /ɪˌregjələ/ Learner 

training A, Learner training D
Is … there? /ɪz … ˈðeə/ 45
Is everybody ready? /ɪz 

ˌevriˌbɒdi ˈredi/ 60
Is that … ? /ɪz ˈðæt/ 45
Is that one … or two? /ɪz ðæt 

ˈwʌn … ɔː tuː/ 46
Is there … ? /ɪz ðeə/ 4
IT (information technology) /aɪˈtiː 

(ɪnfəˌmeɪʃən tekˈnɒlədʒi)/ 1
IT (information technology) 

services /aɪˈtiː (ɪnfəˌmeɪʃən 
tekˈnɒlədʒi) ˌsɜːvɪsɪz/ 33

IT (information technology) 
specialist /aɪˈtiː (ɪnfəˌmeɪʃən 
tekˈnɒlədʒi) ˌspeʃəlɪst/ 33

It takes … by … /ɪt teɪks ... baɪ 
.../ 43

It was a pleasure to see you …  
/ɪt wəz ə ˈpleʒə tə siː juː/ 52

It was decided to … /ɪt wəz 
dɪˈsaɪdɪd tə/ 62

It was great. /ɪt wəz ˈgreɪt/ 44
It was great to meet you …  

/ɪt wəz greɪt tə ˈmiːt juː/ 52
It was nice meeting you. /ɪt wəz 

naɪs ˈmiːtɪŋ juː/ 42
It was (very) nice meeting you 

… /ɪt wəz (ˈveri) naɪs ˈmiːtɪŋ 
juː/ 52
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It was (very) nice seeing you …  
/ɪt wəz (ˈveri) naɪs ˈsiːɪŋ juː/ 
52

It was (very) nice to meet you … 
/ɪt wəz (ˈveri) naɪs tə ˈmiːt 
juː/ 52

It was (very) nice to see you …  
/ɪt wəz (ˈveri) naɪs tə ˈsiː juː/ 
52

It’s … here /ɪts … hɪə/ 45
It’s … o’clock. /ɪts … əˈklɒk/ 16
It’s made of … /ɪts ˈmeɪd əv/ 35
It’s nice to be here. /ɪts naɪs tə 

ˈbiː hɪə/ 7
It’s very urgent. /ɪts veri 

ˈɜːdʒənt/ 48
item /ˈaɪtəm/ 59
item of baggage /ˈaɪtəm əv 

ˌbægɪdʒ/ 6
item of information /ˈaɪtəm əv 

ˌɪnfəˈmeɪʃən/ 55

January (Jan) /ˈdʒænjʊəri/ 18
job /dʒɒb/ 1
job advertisement /ˈdʒɒb 

ədˌvɜːtɪsmənt/ 27
job title /ˈdʒɒb taɪtəl/ 14
join /dʒɔɪn/ 12
July (Jul) /dʒʊˈlaɪ/ 18
June (Jun) /dʒuːn/ 18
Just a moment. /dʒʌst ə 

ˈməʊmənt/ 60

keep a customer happy /kiːp ə 
ˌkʌstəmə ˈhæpi/ 41

key in /kiː ɪn/ 39

L8R /ˈleɪtə/ 52
lab (laboratory) /læb 

(ləˈbɒrətəri)/ 2, 11
label /ˈleɪbəl/ 37
laboratory (lab) /ləˈbɒrətəri 

(læb)/ 11
land /lænd/ 6
language skills /ˈlæŋgwɪdʒ skɪlz/ 

13
laptop /ˈlæptɒp/ 11
late /leɪt/ 6, 19, 21
the law /ðə lɔː/ 33
lawyer /ˈlɔɪə/ 33
layer /leɪə/ 37
learn skills /lɜːn ˈskɪlz/ 14
leave /liːv/ 5, 17
lecture /ˈlektʃə/ 15
lecturer /ˈlektʃərə/ 15
left /left/ 12
legal services /ˈliːgəl ˌsɜːvɪsɪz/ 33
lend /lend/ 26
lent /lent/ 26
less than /ˈles ðən/ 57
less than forecast /les ðən 

ˈfɔːkɑːst/ 30

less than planned /les ðən 
ˈplænd/ 21

Let … finish. /let … ˈfɪnɪʃ/ 60
let me know /let miː nəʊ/ 51
Let’s … /lets/ 55, 58
Let’s go … /lets ˈgəʊ/ 58
Let’s have … /lets ˈhæv/ 7
Let’s (have a) look at … /lets 

(hæv ə) ˈlʊk ət/ 55
Let’s make a start. /lets meɪk ə 

ˈstɑːt/ 60
Let’s meet at … /lets ˈmiːt ət/ 20
Let’s move on to … /lets muːv 

ˈɒn tə/ 60
Let’s now leave … and move on 

to … /lets naʊ ˈliːv … ənd 
muːv ɒn tə/ 58

letter /ˈletə/ 50
level of formality /ˌlevəl əv 

fɔːˈmæləti/ 50
level off /levəl ˈɒf/ 56
lifelong learning /laɪfˌlɒŋ ˈlɜːnɪŋ/ 

15
light /laɪt/ 31, 35
lighter (than) /ˈlaɪtə (ðən)/ 32
(the) lightest /(ðə) ˈlaɪtɪst/ 32
limit /ˈlɪmɪt/ 28
line graph /ˈlaɪn grɑːf/ 56, 57
listening skills /ˈlɪsənɪŋ skɪlz/ 13
load /ləʊd/ 36, 37
loan /ləʊn/ 26
location /ləˈkeɪʃən/ 59
logistics services /ləˈdʒɪstɪks 

ˌsɜːvɪsɪz/ 33
long /lɒŋ/ 31
long weekend /lɒŋ wiːˈkend/ 22
longer (than) /ˈlɒŋgə (ðən)/ 32
longer than planned /lɒŋgə ðən 

ˈplænd/ 21
(the) longest /(ðə) lɒŋgɪst/ 32
look at /ˈlʊk ət/ 54, 58
look forward to /lʊk ˈfɔːwəd tə/ 

7
look forward to doing business 

with somebody /lʊk fɔːwəd tə 
duːɪŋ ˈbɪznɪs wɪð sʌmbədi/ 53

look up /lʊk ˈʌp/ Learner 
training D

Looking forward to doing 
business with you. /ˌlʊkɪŋ 
ˌfɔːwəd tə ˌduːɪŋ ˈbɪznɪs wɪð 
juː/ 52

Looking forward to finalizing … 
/ˌlʊkɪŋ ˌfɔːwəd tə ˈfaɪnəlaɪzɪŋ/ 
52

Looking forward to getting …  
/ˌlʊkɪŋ ˌfɔːwəd tə ˈgetɪŋ/ 52

Looking forward to hearing 
from you. /ˌlʊkɪŋ ˌfɔːwəd tə 
ˈhɪərɪŋ frəm juː/ 52

lose an order /luːz ən ˈɔːdə/ 41
lose time /luːz ˈtaɪm/ 19
lost /lɒst/ 19

lot of discussion /lɒt əv 
dɪˈskʌʃən/ 62

low costs /ləʊ kɒsts/ 29
lunch break /ˈlʌntʃ breɪk/ 22

MA (Master of Arts) /emˈeɪ 
(ˈmɑːstər əv ɑːrtz)/ 14

made /meɪd/ 36
mail /meɪl/ 50
mail something to somebody  

/ˈmeɪl sʌmθɪŋ tə sʌmbədi/ 50
main site /meɪn ˈsaɪt/ 58
make /meɪk/ 11, 36, 40
make a booking /ˌmeɪk ə ˈbʊkɪŋ/ 

6
make a loss /meɪk ə ˈlɒs/ 30
make a mistake /meɪk ə 

mɪˈsteɪk/ Learner training C
make a profit /meɪk ə ˈprɒfɪt/ 30
make a reservation /ˌmeɪk ə 

rezəˈveɪʃən/ 6
make a withdrawal /ˌmeɪk ə 

wɪðˈdrɔːəl/ 28
make somebody redundant  

/ˌmeɪk sʌmbədi rɪˈdʌndənt/ 3
mall /mɔːl/ 38
manage /ˈmænɪdʒ/ 1
management advice  

/ˈmænɪdʒmənt ədˌvaɪs/ 33
management skills  

/ˈmænɪdʒmənt skɪlz/ 13
manager /ˈmænɪdʒə/ 1, 10, 21
man-made /mænˈmeɪd/ 35
manual /ˈmænjuəl/ 31
manually /ˈmænjuəli/ 11, 36, 37
manufacture /ˌmænjəˈfæktʃə/ 36
manufacturer /ˌmænjəˈfæktʃərə/ 

36
manufacturing  

/ˌmænjəˈfæktʃərɪŋ/ 35
manufacturing plant  

/mænjəˈfæktʃərɪŋ ˌplɑːnt/ 58
Many thanks for … /ˈmeni 

ˌθæŋks fə/ 51
map /mæp/ 51
March (Mar) /mɑːtʃ/ 18
marketing /ˈmɑːkɪtɪŋ/ 2
Master of Arts (MA) /ˈmɑːstər 

əv ɑːrtz (emˈeɪ)/ 14
Master of Business 

Administration (MBA)  
/ˈmɑːstər əv ˈbɪznɪs 
ədˌmɪnɪˈstreɪʃən (ˌembiːˈeɪ)/ 
14

Master of Science (MS)  
/ˈmɑːstər əv saɪənts (emˈes)/ 
12, 14

Master of Science (MSc)  
/ˈmɑːstər əv saɪənts 
(ˌemesˈsiː)/ 14

Master’s degree /ˈmɑːstəz 
dɪˌgriː/ 14

material /məˈtɪəriəl/ 35
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(raw) material costs /(rɔː) 
məˈtɪəriəl kɒsts/ 29

May (May) /meɪ/ 18
MBA (Master of Business 

Administration) /ˌembiːˈeɪ 
(ˈmɑːstər əv ˈbɪznɪs 
ədˌmɪnɪˈstreɪʃən)/ 14

Me too. /miː tuː/ 7
meaning /ˈmiːnɪŋ/ Learner 

training D
measure /ˈmeʒə/ 37
measure something in something 

/ˈmeʒə sʌmθɪŋ ɪn sʌmθɪŋ/ 57
meet /miːt/ 7
meeting /ˈmiːtɪŋ/ 59
metal /ˈmetəl/ 35
meter /ˈmiːtə/ 31
metre /ˈmiːtə/ 31
metro /ˈmetrəʊ/ 5
microphone /ˈmaɪkrəfəʊn/ 54
Microsoft PowerPoint  

/ˌmaɪkrəsɒft ˈpaʊəpɔɪnt/ 54
midday /ˌmɪdˈdeɪ/ 16
midnight /ˈmɪdnaɪt/ 16
millimeter /ˈmɪlɪˌmiːtə/ 31
millimetre /ˈmɪlɪˌmiːtə/ 31
(a/one) million /(ə/wʌn) ˈmɪljən/ 

8
millions of /ˈmɪljənz əv/ 25
mine /maɪn/ 36
miner /ˈmaɪnə/ 36
minibar /ˈmɪnɪbɑː/ 7
minute /ˈmɪnɪt/ 17
minutes /ˈmɪnɪts/ 59, 62
minutes of the last meeting  

/ˌmɪnɪts əv ðə lɑːst ˈmiːtɪŋ/ 60
Miss /mɪs/ 45
miss /mɪs/ 6, 59
mobile /ˈməʊbaɪl/ 11
mobile Internet /ˈməʊbaɪl 

ˈɪntənet/ 11
mobile phone /ˌməʊbaɪl ˈfəʊn/ 11
mobile phone network /ˈməʊbaɪl 

fəʊn ˈnetwɜːk/ 11
model number /ˈmɒdəl ˌnʌmbə/ 

40
modern /ˈmɒdən/ 35
Monday (Mon) /ˈmʌndeɪ/ 18, 20
more attractive (than) /mɔːr 

əˈtræktɪv (ðən)/ 32
more gradually /mɔː ˈgrædʒuəli/ 

57
more slowly /mɔː ˈsləʊli/ 57
more than /ˈmɔː ðən/ 57
more than forecast /mɔː ðən 

ˈfɔːkɑːst/ 30
morning /mɔːnɪŋ/ 16
(the) most attractive /(ðə) məʊst 

əˈtræktɪv/ 32
most of /ˈməʊst əv/ 4
move /muːv/ 12, 28
move money /muːv mʌni/ 28
move on to /muːv ˈɒn tə/ 54

move on to the last point /muːv 
ɒn tə ðə lɑːst ˈpɔɪnt/ 55

move on to the next point /muːv 
ɒn tə ðə nekst ˈpɔɪnt/ 55

Mr /ˈmɪstə/ 45
Mrs /ˈmɪsɪz/ 45
Ms /məz/ 45
MS (Master of Science) /emˈes 

(ˈmɑːstər əv saɪənts)/ 12, 14
MSc (Master of Science)  

/ˌemesˈsiː (ˈmɑːstər əv 
saɪənts)/ 14

much /mʌtʃ/ 57
My name’s … /maɪ neɪmz/ 54
My pleasure. /maɪ ˈpleʒə/ 43

narrower (than) /ˈnærəʊə (ðən)/ 
32

(the) narrowest /(ðə) ˈnærəʊɪst/ 
32

national day /ˈnæʃənəl deɪ/ 18
national holiday /ˌnæʃənəl 

ˈhɒlədeɪ/ 18
natural /ˈnætʃərəl/ 35
negotiating skills /nɪˈgəʊʃieɪtɪŋ 

skɪlz/ 13
network /ˈnetwɜːk/ 11
The network is down. /ðə 

ˈnetwɜːk ɪz ˌdaʊn/ 11
never /ˈnevə/ 19
new word /njuː ˈwɜːd/ 46
Next, ... /nekst/ 37, 54
next meeting /nekst ˈmiːtɪŋ/ 62
the next step in the process /ðə 

nekst step ɪn ðə ˈprəʊses/ 37
Nice meeting you too. /naɪs 

miːtɪŋ ˈjuː tuː/ 42
nice time of year /naɪs taɪm əv 

ˈjɪə/ 44
Nice to meet you. /naɪs tə ˈmiːt 

juː/ 42, 44
Nice to meet you too. /naɪs tə 

miːt juː ˈtuː/ 42
Nice to talk to you. /naɪs tə 

ˈtɔːk tə juː/ 45
night /naɪt/ 16
the nineteen-eighties /ðə 

naɪnˌtiːnˈeɪtiz/ 8
No problems at all. /nəʊ 

ˌprɒbləmz ət ˈɔːl/ 42
noon /nuːn/ 16, 17
normally /ˈnɔːməli/ 11
note /nəʊt/ 23
notebook computer /ˌnəʊtbʊk 

kəmˈpjuːtə/ 11
notes /nəʊts/ 54
nought (0) /nɔːt/ 8
the noughties /ðə ˈnɔːtiz/ 8
nought point three /nɔːt pɔɪnt 

θriː/ 9
noun /naʊn/ Learner training A
November (Nov) /nəʊˈvembə/ 

18

Now, … /naʊ/ 55
nylon /ˈnaɪlɒn/ 35

October (Oct) /ɒkˈtəʊbə/ 18
Of course. /ɒv ˈkɔːs/ 48
offer a discount /ˌɒfər ə 

ˈdɪskaʊnt/ 41
offer a reduction /ˌɒfər ə 

rɪˈdʌkʃən/ 41
office /ˈɒfɪs/ 2, 58
office supplies /ˌɒfɪs səˈplaɪz/ 41
often /ˈɒfən/ 19
oh (0) /əʊ/ 8
oil rig /ɔɪl rɪg/ 2
OK /əʊˈkeɪ/ 47
on a (…) /ɒn ə/ 2
on average /ɒn ˈævərɪdʒ/ 4
on delivery /ɒn dɪˈlɪvəri/ 41
on schedule /ɒn ˈʃedjuːl/ 21
on the (…) coast /ɒn ðə (…) 

ˈkəʊst/ 43
on the Internet /ɒn ðiː ˈɪntənet/ 

15, 38, Learner training D
On the left you can see … /ɒn 

ðə left juː kən ˈsiː/ 58
on the phone /ɒn ðə ˈfəʊn/ 38
on the right /ɒn ðə ˈraɪt/ 58
on time /ɒn ˈtaɪm/ 21
once a week /wʌns ə ˈwiːk/ 22
one hundredth /wʌn ˈhʌndrədθ/ 

9
One moment, please. /wʌn 

ˈməʊmənt pliːz/ 45
online /ˌɒnˈlaɪn/ 15
online banking /ˌɒnlaɪn ˈbæŋkɪŋ/ 

28
on-the-job training /ɒnðədʒɒb 

ˈtreɪnɪŋ/ 14
onto /ˈɒntə/ 24
open /ˈəʊpən/ 60
opinion /əˌpɪnjən/ 61
order /ˈɔːdə/ 9, 38
org /ɔːg/ 47
organization chart  

/ˌɔːgənaɪˈzeɪʃən tʃɑːt/ 10
our agreement /aʊər əˈgriːmənt/ 

53
Our company sells … /aʊə 

ˈkʌmpəni selz/ 44
over the Internet /ˌəʊvə ðiː 

ˈɪntənet/ 38
over the phone /ˌəʊvə ðə ˈfəʊn/ 

38
overnight /ˌəʊvəˈnaɪt/ 33
overtime /ˈəʊvətaɪm/ 3, 27
owe /əʊ/ 28

PA (personal assistant) /piːˈeɪ 
(ˌpɜːsənəl əˈsɪstənt)/ 1, 10

package /ˈpækɪdʒ/ 37
packet /ˈpækɪt/ 37
participant /pɑːˈtɪsɪpənt/ 59
part-time /pɑːtˈtaɪm/ 15
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part-time job /ˌpɑːttaɪm ˈdʒɒb/ 3
passport /ˈpɑːspɔːt/ 6
passport control /ˈpɑːspɔːt 

kənˈtrəʊl/ 6
past participle /pɑːst pɑːtɪsɪpəl/ 

Learner training A
past simple (tense) /pɑːst sɪmpəl 

(tens)/ Learner training A
pay /peɪ/ 38
pay (somebody) directly /peɪ 

(sʌmbədi) daɪˈrektli/ 28
pay back /peɪ ˈbæk/ 26
pay cash /peɪ ˈkæʃ/ 28
pay off /peɪ ˈɒf/ 28
PC (personal computer) /piːˈsiː 

(ˌpɜːsənəl kəmˈpjuːtə)/ 11
pension /ˈpenʃən/ 3
people /ˈpiːpəl/ 3
people skills /ˈpiːpəl skɪlz/ 13
per /pɜː/ 26
per cent /pə ˈsent/ 9
percentage /pəˈsentɪdʒ/ 9
percentage of /pəˈsentɪdʒ əv/ 56
Perhaps we can do business 

together. /pəˌhæps wiː kən duː 
ˈbɪznɪs təˌgeðə/ 44

permanent job /ˌpɜːmənənt 
ˈdʒɒb/ 3

permitted /pəˈmɪtɪd/ 6
personal assistant (PA)  

/ˌpɜːsənəl əˈsɪstənt (piːˈeɪ)/ 1, 
10

personal computer (PC)  
/ˌpɜːsənəl kəmˈpjuːtə (piːˈsiː)/ 
11

phone /fəʊn/ 45, 48, 49, 51
phone me back as soon as 

possible /fəʊn miː bæk əz suːn 
əz ˈpɒsəbəl/ 48

phone me back tomorrow /fəʊn 
miː bæk təˈmɒrəʊ/ 48

phonetic alphabet /fəʊˌnetɪk 
ˈælfəbet/ Learner training B

phonetic transcription  
/fəʊˌnetɪk trænˈskrɪpʃən/ 
Learner training B

photo /ˈfəʊtəʊ/ 51
photocopier /ˈfəʊtəˌkɒpiə/ 11
photocopy /ˈfəʊtəˌkɒpi/ 11
photography /fəˈtɒgrəfi/ 58
phrase /freɪz/ Learner training A
pick /pɪk/ 36, 37
pick somebody up /pɪk sʌmbədi 

ˈʌp/ 7
pick something manually /pɪk 

sʌmθɪŋ ˈmænjuəli/ 36, 37
pick something up /pɪk sʌmθɪŋ 

ˈʌp/ 41
picking /ˈpɪkɪŋ/ 37
pie chart /ˈpaɪ tʃɑːt/ 56
piece of information /piːs əv 

ˌɪnfəˈmeɪʃən/ 55
plane /pleɪn/ 6

plant /plɑːnt/ 36
plastic /ˈplæstɪk/ 35
play /pleɪ/ 22
play an instrument /pleɪ ən 

ˈɪnstrəmənt/ 22
please /pliːz/ 43, 51
Please could you … ? /ˈpliːz kʊd 

juː/ 51, 53
Please could you repeat it? /pliːz 

kʊd juː rɪˈpiːt ɪt/ 55
Please delete the emails that I 

send you. /pliːz dɪˌliːt ðiː 
ˈiːmeɪlz ðət aɪ send juː/ 51

Please don’t hesitate to get in 
touch. /pliːz dəʊnt ˈhezɪteɪt tə 
get ɪn tʌtʃ/ 52

Please don’t hesitate to phone 
me. /pliːz dəʊnt ˈhezɪteɪt tə 
fəʊn miː/ 52

Please don’t talk about our 
plans. /pliːz dəʊnt tɔːk əˈbaʊt 
aʊə ˈplænz/ 51

Please feel free to interrupt me.  
/pliːz fiːl ˌfriː tuː ɪntəˈrʌpt 
miː/ 54

Please find attached … /pliːz 
faɪnd əˈtætʃt/ 51

Please find enclosed … /pliːz 
faɪnd ɪnˈkləʊzd/ 53

Please reply to this message as 
soon as possible. /pliːz rɪplaɪ 
tə ðɪs ˈmesɪdʒ əz suːn əz 
pɒsəbəl/ 50

Pleased to hear … /pliːzd tə ˈhɪə/ 
52

Pleased to meet you. /pliːzd tə 
ˈmiːt juː/ 42

pls /pliːz/ 52
plug something into something  

/ˌplʌg sʌmθɪŋ ˈɪntə sʌmθɪŋ/ 
39

plural /plʊərəl/ Learner training 
A, Learner training D

pm /ˌpiːˈem/ 16, 17, 20
point /pɔɪnt/ 9, 59
point three /pɔɪnt θriː/ 9
pool /puːl/ 7
poor /pɔː/ 34
post something to somebody  

/ˈpəʊst sʌmθɪŋ tə sʌmbədi/ 50
postgraduate degree  

/pəʊstˌgrædʒuət dɪˈgriː/ 14
postpone /pəstˈpəʊn/ 59
pound /paʊnd/ 25
prepare /prɪˈpeə/ 54
preposition /ˌprepəˈzɪʃən/ 

Learner Training A
present perfect (tense) /prezənt 

pɜːfekt (tens)/ Learner 
training A

present simple (tense) /prezənt 
sɪmpəl (tens)/ Learner training 
A

presentation skills  
/ˌprezənˈteɪʃən skɪlz/ 13, 54

press /pres/ 39
pretty /ˈprɪti/ 34
price /praɪs/ 24, 26, 29, 41
primary stress /ˈpraɪməri ˌstres/ 

Learner training B
print /prɪnt/ 11
problem-solving skills  

/ˈprɒbləmˌsɒlvɪŋ skɪlz/ 13
proceed /prəʊˈsiːd/ 6
process /ˈprəʊses/ 36, 37
produce /prɒˈdjuːs/ 11
producer /prəˈdjuːsə/ 37
product /ˈprɒdʌkt/ 29
production /prəˈdʌkʃən/ 2, 57
production department  

/prəˈdʌkʃən dɪˌpɑːtmənt/ 2
production director /prəˈdʌkʃən 

daɪˈrektə/ 10
production line /prəˈdʌkʃən laɪn/ 

11
production specialist  

/prəˈdʌkʃən ˈspeʃəlɪst/ 13
production worker /prəˈdʌkʃən 

ˌwɜːkə/ 1, 11, 13
profile /ˈprəʊfaɪl/ 12
profit /ˈprɒfɪt/ 30
profit after tax /ˈprɒfɪt ɑːftə 

ˈtæks/ 30
profit before tax /ˈprɒfɪt bɪfɔː 

ˈtæks/ 30
project /ˌprɒdʒekt/ 21
project management /ˌprɒdʒekt 

ˈmænɪdʒmənt/ 21
project manager /ˌprɒdʒekt 

ˈmænɪdʒə/ 21
projector /prəˈdʒektə/ 54
pronunciation /prəˌnʌnsiˈeɪʃən/ 

Learner training B
pronunciation symbol  

/prənʌnsiˈeɪʃən ˌsɪmbəl/ 
Learner training B

proportion of /prəˈpɔːʃən əv/ 56
proposal /prəˈpəʊzəl/ 52
psychology /saɪˈkɒlədʒi/ 12
public holiday /ˌpʌblɪk ˈhɒlədeɪ/ 

18
pull /pʊl/ 39
punctuation (mark)  

/pʌŋktjuˈeɪʃən (ˌmɑːk)/ 
Learner training A

purchase /ˈpɜːtʃəs/ 6, 41
purchase order /ˈpɜːtʃəs ˌɔːdə/ 

41
push /pʊʃ/ 39
put somebody through /pʊt 

sʌmbədi ˈθruː/ 45, 49
put something into something  

/ˌpʊt sʌmθɪŋ ˈɪntə sʌmθɪŋ/ 39
put something together /pʊt 

ˌsʌmθɪŋ təˈgeðə/ 36
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qualification /ˌkwɒlɪfɪˈkeɪʃən/ 
14

quality /ˈkwɒləti/ 35
quantity /ˈkwɒntəti/ 41
(a/one) quarter /(ə/wʌn) ˈkwɔːtə/ 

9, 25
quarter past /ˈkwɔːtə pɑːst/ 16
quarter to /ˈkwɔːtə tə/ 16

R&D (research and 
development) /ɑːr ən ˈdiː 
(rɪˌsɜːtʃ ən dɪˈveləpmənt)/ 2

R&D (research and 
development) department /ɑːr 
ən ˈdiː (rɪˌsɜːtʃ ən 
dɪˈveləpmənt) dɪˈpɑːtmənt/ 
11, 58

R&D (research and 
development) director /ɑːr ən 
ˈdiː (rɪˌsɜːtʃ ən dɪˈveləpmənt) 
daɪˈrektə/ 10

range /reɪndʒ/ 38
rapid /ˈræpɪd/ 57
raw material /ˌrɔː məˈtɪəriəl/ 37
reach /riːtʃ/ 37, 57
reach a deal /riːtʃ ə ˈdiːl/ 53
read /riːd, red/ 50
really /ˈrɪəli/ 34, 43, 44
reasonable /ˈriːzənəbəl/ 33, 34
recap /ˈriːkæp/ 62
receive /rɪˈsiːv/ 50
reception /rɪˈsepʃən/ 7
reception area /rɪˈsepʃən ˌeəriə/ 

58
receptionist /rɪˈsepʃənɪst/ 7
rectangular /rekˈtæŋgjələ/ 31
recycled /ˌriːˈsaɪkəld/ 35
reduce /rɪˈdjuːs/ 37, 41
reduced rate /rɪˈdjuːst reɪt/ 24
reduction /rɪˈdʌkʃən/ 26, 37
refund /ˈriːfʌnd/ 41
Regards /rɪˈgɑːdz/ 52
regular /ˌregjələ/ Learner 

training A, Learner training D
relax /rɪˈlæks/ 22
relaxation /ˌriːlækˈseɪʃən/ 22
reliable /rɪˈlaɪəbəl/ 34
remain steady /rɪˌmeɪn ˈstedi/ 56
removal /rɪˈmuːvəl/ 37
remove /rɪˈmuːv/ 6, 37
rent /rent/ 26
repair /rɪˈpeə/ 40, 41
repay /rɪˈpeɪ/ 26
replace /rɪˈpleɪs/ 41
replacement /rɪˈpleɪsmənt/ 40
reply to /rɪˈplaɪ tə/ 50
report /rɪˈpɔːt/ 51
report back /rɪˌpɔːt ˈbæk/ 62
research /rɪˈsɜːtʃ/ 62
research and development 

(R&D) /rɪˌsɜːtʃ ən 
dɪˈveləpmənt (ɑːr ən ˈdiː)/ 2

research and development 
(R&D) department /rɪˈsɜːtʃ 
ən dɪˈveləpmənt (ɑːr ən ˈdiː) 
dɪˈpɑːtmənt/ 11, 58

research and development 
(R&D) director /rɪˈsɜːtʃ ən 
dɪˈveləpmənt (ɑːr ən ˈdiː) 
daɪˈrektə/ 10

research worker /rɪˈsɜːtʃ ˌwɜːkə/ 
11, 13

researcher /rɪˈsɜːtʃə/ 11
reserve /rɪˈzɜːv/ 6
resign /rɪˈzaɪn/ 3
responsible for /rɪˈspɒnsəbəl fə/ 

10
results /rɪˈzʌlts/ 30
retail /ˈriːteɪl/ 1, 33
retailer /ˈriːteɪlə/ 36
retire /rɪˈtaɪə/ 3
return /rɪˈtɜːn/ 33
right /raɪt/ 47
Right, let’s continue … /raɪt lets 

kənˈtɪnjuː/ 58
rigid /ˈrɪdʒɪd/ 35
rise /raɪz/ 57
rise (to) /raɪz (tə)/ 56
roast /rəʊst/ 37
roasting /ˈrəʊstɪŋ/ 37
room /ruːm/ 58
room service /ˈruːm sɜːvɪs/ 7
rose (to) /rəʊz (tə)/ 56
roughly /ˈrʌfli/ 25
run /rʌn/ 60

safe /seɪf/ 7, 34
salary /ˈsæləri/ 27
salary costs /ˈsæləri kɒsts/ 29
sales /seɪlz/ 2, 29, 30
sales department /ˈseɪlz 

dɪˌpɑːtmənt/ 2
sales director /seɪlz daɪˈrektə/ 10
sales figures /seɪlz ˈfɪgəz/ 29
sales forecast /ˈseɪlz ˌfɔːkɑːst/ 30
sales manager /ˈseɪlz ˌmanɪdʒə/ 

10, 30
sales report /seɪlz rɪˈpɔːt/ 11
sales tax /seɪlz ˈtæks/ 24
salesman /ˈseɪlzmən/ 1, 10
salesperson /ˈseɪlzpɜːsən/ 10
saleswoman /ˈseɪlzwʊmən/ 10
the same as /ðə ˈseɪm əz/ 57
the same size /ðə seɪm ˈsaɪz/ 32
satellite TV /ˌsætəlaɪt tiːˈviː/ 7
Saturday (Sat) /ˈsætədeɪ/ 18, 20
save /seɪv/ 26
save time /seɪv ˈtaɪm/ 19
say something about /ˈseɪ 

sʌmθɪŋ əbaʊt/ 54
scan /skæn/ 51
schedule /ˈskedjuːl, ˈʃedjuːl/ 17, 

21
screen /skriːn/ 31
seat /siːt/ 6

second /ˈsekənd/ 9, 18
Second, … /ˈsekənd/ 55
secondary school /ˈsekəndri 

ˌskuːl/ 12
secondary stress /ˈsekəndri 

ˌstres/ Learner training B
Secondly, ... /ˈsekəndli/ 55
section /ˈsekʃən/ 38, 55
secure /sɪˈkjʊə/ 34
security /sɪˈkjʊərəti/ 6
See you at … /ˈsiː juː ət/ 45
See you at the next meeting. /siː 

juː ət ðə nekst ˈmiːtɪŋ/ 62
See you in … /ˈsiː juː ɪn/ 45
See you later. /siː juː ˈleɪtə/ 44
See you on … /ˈsiː juː ɒn/ 45
segment /ˈsegmənt/ 56
select /sɪˈlekt/ 39
sell /sel/ 1, 29, 36, 37
seminar /ˈsemɪnɑː/ 15
send /send/ 50
send a driver round /send ə 

ˈdraɪvə raʊnd/ 7
send an email /send ən ˈiːmeɪl/ 

11
send an invoice /send ən ˈɪnvɔɪs/ 

41
send out the agenda /send aʊt 

ðiː əˈdʒendə/ 59
send out the minutes /send aʊt 

ðə ˈmɪnɪts/ 59
send something back /send 

sʌmθɪŋ ˈbæk/ 40, 53
send something to somebody  

/send sʌmθɪŋ tə sʌmbədi/ 50
send your apologies /send jər 

əˈpɒlədʒiz/ 59, 60
sentence /ˈsentəns/ Learner 

training A
September (Sept) /sepˈtembə/ 18
serve breakfast /sɜːv ˈbrekfəst/ 7
service /ˈsɜːvɪs/ 6, 29, 33
service department /ˈsɜːvɪs 

dɪˌpɑːtmənt/ 40
service industry /ˈsɜːvɪs 

ˌɪndəstri/ 33
service provider /ˈsɜːvɪs 

prəˈvaɪdər/ 33
set a budget /set ə ˈbʌdʒɪt/ 30
set a target /set ə ˈtɑːgɪt/ 62
shaded /ˈʃeɪdɪd/ 56
shape /ʃeɪp/ 35, 36
she’s /ʃiːz/ 52
She’s a … /ʃiːz ə/ 1
She’s here from … /ʃiːz ˈhɪə 

frəm/ 44
She’s in … /ʃiːz ɪn/ 1, 2
shiny /ˈʃaɪni/ 35
ship /ʃɪp/ 36, 37, 41
shipper /ˈʃɪpə/ 33
shipping /ˈʃɪpɪŋ/ 33
shop /ʃɒp/ 2, 38
shopping cart /ˈʃɒpɪŋ ˌkɑːt/ 38
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shopping centre /ˈʃɒpɪŋ ˌsentə/ 
38

shopping mall /ˈʃɒpɪŋ mɔːl/ 38
shopping trolley /ˈʃɒpɪŋ ˌtrɒli/ 38
shorter (than) /ʃɔːtə (ðən)/ 32
(the) shortest /(ðə) ˈʃɔːtɪst/ 32
show /ʃəʊ/ 6, 56
sign /saɪn/ 53
silent letter /ˌsaɪlənt ˈletə/ 

Learner training B
silk /sɪlk/ 35
Sincerely /sɪnˈsɪəli/ 52
singular /ˈsɪŋgjələ/ Learner 

training A
site /saɪt/ 4, 38
(a/one) sixteenth /(ə/wʌn) 

ˌsɪkˈstiːnθ/ 9
skilled worker /skɪld ˈwɜːkə/ 13
slide /slaɪd/ 54
slight /slaɪt/ 57
slightly /ˈslaɪtli/ 32, 57
slow /sləʊ/ 57
slowly /ˈsləʊli/ 57
small /smɔːl/ 57
smaller (than) /smɔːlə (ðən)/ 32
(the) smallest /(ðə) ˈsmɔːlɪst/ 32
small profit /smɔːl ˈprɒfɪt/ 30
small talk /ˈsmɔːl tɔːk/ 43
smoothly /ˈsmuːðli/ 11
SMS /ˌesemˈes/ 50
So, … /səʊ/ 55
So it’s … /səʊ ɪts/ 48
so that … /ˈsəʊ ðət/ 53
So, that’s … /səʊ ˈðæts/ 47, 48
soak /səʊk/ 37
soaking /ˈsəʊkɪŋ/ 37
sold /səʊld/ 29, 36, 37
sometimes /ˈsʌmtaɪmz/ 19
Sorry, I don’t understand. /ˌsɒri 

aɪ dəʊnt ʌndəˈstænd/ 61
sort /sɔːt/ 37
sorting /ˈsɔːtɪŋ/ 37
spare time /speə ˈtaɪm/ 22
speaking /ˈspiːkɪŋ/ 45
specialist /ˈspeʃəlɪst/ 13
speciality /ˌspeʃiˈæləti/ 33
specialty /ˈspeʃəlti/ 33
spend /spend/ 19, 26, 28
spend on a credit card /spend ɒn 

ə ˈkredɪt kɑːd/ 28
spent /spent/ 19
spreadsheet /ˈspredʃiːt/ 51
spring /sprɪŋ/ 18
staff /stɑːf/ 27
stage /steɪdʒ/ 21
standard /ˈstændəd/ 33
standard rate /ˈstændəd reɪt/ 24
statement /ˈsteɪtmənt/ 28
stay the same /steɪ ðə ˈseɪm/ 56
steadily /ˈstedɪli/ 57
steel /stiːl/ 36
steel producer /ˌstiːl prəˈdjuːsə/ 

36

steep /stiːp/ 57
steeply /ˈstiːpli/ 57
stop /stɒp/ 17, 39
stop there /stɒp ˈðeə/ 62
stop working /ˌstɒp ˈwɜːkɪŋ/ 40
store /stɔː/ 36, 37, 38
streetcar /ˈstriːtkɑː/ 5
stress /stres/ Learner training B
strong /strɒŋ/ 35
stuck in traffic /ˌstʌk ɪn ˈtræfɪk/ 

6
study /ˈstʌdi/ 12
suburb /ˈsʌbɜːb/ 5
subway /ˈsʌbweɪ/ 5
successful /səkˈsesfəl/ 53
suggestion /səˈdʒestʃən/ 61
sum of money /ˌsʌm əv ˈmʌni/ 

25
sum up /ˈsʌm ˌʌp/ 62
summer /ˈsʌmə/ 18
Sunday (Sun) /ˈsʌndeɪ/ 18, 20
supermarket /ˈsuːpəˌmɑːkɪt/ 37, 

38
supplier /səˈplaɪə/ 3, 41
supply /səˈplaɪ/ 41
support services /səˈpɔːt 

ˌsɜːvɪsɪz/ 33
switch on /swɪtʃ ˈɒn/ 39
synthetic /sɪnˈθetɪk/ 35

A table for … , please. /ə ˈteɪbəl 
fə … pliːz/ 43

take /teɪk/ 5, 7, 21
take a break /teɪk ə ˈbreɪk/ 22
take a holiday /teɪk ə ˈhɒlədeɪ/ 

22
take a long weekend /teɪk ə lɒŋ 

wiːˈkend/ 22
Take a seat. /teɪk ə ˈsiːt/ 42
take it easy /teɪk ɪt ˈiːzi/ 22
take off /teɪk ˈɒf/ 6
take out /teɪk ˈaʊt/ 28
take something back /teɪk 

sʌmθɪŋ ˈbæk/ 40, 41
take something out of something 

/ˈteɪk sʌmθɪŋ ˈaʊt əv sʌmθɪŋ/ 
39

take the day off /teɪk ðə ˈdeɪ ɒf/ 
22

take the minutes /teɪk ðə 
ˈmɪnɪts/ 59

talk about /ˈtɔːk əbaʊt/ 54
task /tɑːsk/ 11
tax /tæks/ 24
taxi /ˈtæksi/ 6
tea- and coffee-making facilities  

/tiː ən ˈkɒfiˌmeɪkɪŋ fəˌsɪlətiz/ 
7

tea break /ˈtiː breɪk/ 22
teacher /ˈtiːtʃə/ 15
telecommunications  

/ˌtelɪkəˌmjuːnɪˈkeɪʃənz/ 33
telecoms /ˈtelɪkɒmz/ 33

telephone alphabet /ˈtelɪfəʊn 
ˌælfəbet/ 46

telephone number /ˈtelɪfəʊn 
ˌnʌmbə/ 46

temporary work /ˈtempərəri 
wɜːk/ 3

tense /tens/ Learner training A
test /test/ 11
text /tekst/ 50
text somebody /ˈtekst sʌmbədi/ 

50
textile /ˈtekstaɪl/ 35
Thank you for … /ˈθæŋk juː fə/ 

53
Thank you for calling. /θæŋk juː 

fə ˈkɔːlɪŋ/ 45
Thank you for coming. /θæŋk 

juː fə ˈkʌmɪŋ/ 55, 62
Thank you for inviting me to … 

/θæŋk juː fər ɪnˈvaɪtɪŋ miː tə/ 
51

Thank you for listening. /θæŋk 
juː fə ˈlɪsənɪŋ/ 55

Thank you for offering to …  
/θæŋk juː fər ˈɒfərɪŋ tə/ 51

Thank you for phoning. /θæŋk 
juː fə ˈfəʊnɪŋ/ 45

Thank you for your email.  
/θæŋk juː fə jər ˈiːmeɪl/ 51

Thank you for your invitation to 
… /θæŋk juː fə jər ɪnvɪˈteɪʃən 
tə/ 51

Thank you for your message.  
/θæŋk juː fə jə ˈmesɪdʒ/ 51

Thank you very much. /θæŋk juː 
veri ˈmʌtʃ/ 55

Thank you very much for your 
email. /θæŋk juː ˈveri mʌtʃ fə 
jər ˈiːmeɪl/ 51

Thanks for calling. /θæŋks fə 
ˈkɔːlɪŋ/ 45

Thanks for phoning. /θæŋks fə 
ˈfəʊnɪŋ/ 45

Thanks for the … /ˈθæŋks fə ðə/ 
44

That is the end of my 
presentation. /ðæt ɪz ðiː ˌend 
əv maɪ prezənˈteɪʃən/ 55

That sounds good. /ðæt saʊndz 
ˈgʊd/ 43

That was delicious. /ðæt wəz 
dɪˈlɪʃəs/ 43

That would be great. /ðæt wʊd 
biː ˈgreɪt/ 7

That would be nice. /ðæt wʊd 
biː ˈnaɪs/ 42

That’s a good idea. /ðæts ə gʊd 
aɪˈdɪə/ 61

That’s all I have to say about … 
/ðæts ɔːl aɪ hæv tə ˈseɪ əbaʊt/ 
55
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That’s all we have time for on 
… /ðæts ɔːl wiː hæv ˈtaɪm fər 
ɒn/ 55

That’s alright. /ˈðæts ɔːlraɪt/ 49
That’s enough on … /ðæts ɪˈnʌf 

ɒn/ 55
That’s fine. /ðæts ˈfaɪn/ 43
That’s interesting. /ˈðæts 

ɪntrəstɪŋ/ 44
That’s right. /ˈðæts raɪt/ 47, 48, 

61
That’s very kind, but I’m rather 

tired. /ðæts veri ˈkaɪnd bʌt 
aɪm rɑːðə taɪəd/ 7

The weather’s … /ðə ˈweðəz/ 44
Then, … /ðen/ 37, 54
then I’ll show you /ðen aɪl ˈʃəʊ 

juː/ 58
There are … /ðeər ɑː/ 4
There’s … /ðeəz/ 4
They’re in … /ðeər ɪn/ 1
they’ve /ðeɪv/ 52
thick /θɪk/ 31
thicker (than) /ˈθɪkə (ðən)/ 32
(the) thickest /(ðə) ˈθɪkɪst/ 32
thin /θɪn/ 31
thinner than /ˈθɪnə (ðən)/ 32
(the) thinnest /(ðə) ˈθɪnɪst/ 32
(a/one) third /(ə/wʌn) θɜːd/ 9, 18
Third, ... /θɜːd/ 55
thirteenth /θɜːˈtiːnθ/ 9
This email is to … /ðɪs ˈiːmeɪl ɪz 

tə/ 51
This handout shows … /ðɪs 

ˈhændaʊt ʃəʊz/ 55
This is … /ˈðɪs ɪz/ 42, 44, 49, 58
This is my first time. /ðɪs ɪz maɪ 

fɜːst ˈtaɪm/ 42, 44
This is to confirm the details of 

… /ðɪs ɪz tə kənfɜːm ðə 
ˈdiːteɪlz əv/ 51

This is where … /ˈðɪs ɪz weə/ 58
This slide shows … /ðɪs ˈslaɪd 

ʃəʊz/ 55
(a/one) thousand /(ə/wʌn) 

ˈθaʊzənd/ 8
thousands of /ˈθaʊzəndz əv/ 25
three days’ holiday /θriː deɪz 

ˈhɒlədeɪ/ 22
three quarters /θriː ˈkwɔːtəz/ 9
three quarters of an hour /θriː 

ˌkwɔːtəz əv ən ˈaʊə/ 19
three quarters of an hour late  

/θriː ˌkwɔːtəz əv ən ˈaʊə leɪt/ 
19

Thursday (Thurs) /ˈθɜːzdeɪ/ 18, 
20

till /tɪl/ 38
timetable /ˈtaɪmˌteɪbəl/ 17
to /tə/ 5, 16, 29, 50
Today I’m going to talk about 

… /təˌdeɪ aɪm ˌgəʊɪŋ tə ˈtɔːk 
əˌbaʊt/ 54

took /tʊk/ 21
total price /ˈtəʊtəl praɪs/ 24
tour /tʊə/ 58
tourism /ˈtʊərɪzəm/ 33
town /taʊn/ 5
traditional /trəˈdɪʃənəl/ 35
traffic /træfɪk/ 6
train /treɪn/ 5
train as /ˈtreɪn əz/ 14
train timetable /ˌtreɪn 

ˈtaɪmteɪbəl/ 17
trainee /ˌtreɪˈniː/ 12
trainer /ˈtreɪnə/ 15
training /ˈtreɪnɪŋ/ 2, 14
training centre /ˈtreɪnɪŋ ˌsentə/ 15
training course /ˈtreɪnɪŋ ˌkɔːs/ 15
training department /ˈtreɪnɪŋ 

dɪˌpɑːtmənt/ 2, 58
tram /træm/ 5
transfer /ˈtrænsfɜː/ 28
transitive /ˈtrænsətɪv/ Learner 

training D
translation services  

/trænzˈleɪʃən ˌsɜːvɪsɪz/ 33
translator /trænzˈleɪtə/ 33
transport /ˈtrænspɔːt/ 33
travel site /ˈtrævəl saɪt/ 6
treat with /ˈtriːt wɪð/ 36
trend /trend/ 57
trolley /ˈtrɒli/ 38
Tuesday (Tues) /ˈtjuːzdeɪ/ 18, 20
turn /tɜːn/ 39
turn (something) round /tɜːn 

(ˈsʌmθɪŋ) raʊnd/ 33
turn to the next point /tɜːn tə ðə 

nekst ˈpɔɪnt/ 55
turnround /tɜːnraʊnd/ 33
tutor /ˈtjuːtə/ 15
twelfth /twelfθ/ 9
twentieth /ˈtwentɪəθ/ 9
the twenty-first century /ðə 

ˌtwentifɜːst ˈsentʃəri/ 8
the twenty-thirties /ðə 

twentiˈθɜːtiz/ 8
the twenty-twenties /ðə 

twentiˈtwentiz/ 8
25-cent coin /twentiˈfaɪv sent 

kɔɪn/ 23
twenty-four hour clock  

/twentifɔː aʊə ˈklɒk/ 17
twice a week /twaɪs ə ˈwiːk/ 22
2 /tuː/ 52
two thirds /tuː θɜːdz/ 9
two weeks’ holiday /tuː wiːks 

ˈhɒlədeɪ/ 22
type of … with /taɪp əv ... wɪð/ 

43

unanimous /juːˈnænɪməs/ 62
unbreakable /ʌnˈbreɪkəbəl/ 35
uncountable /ʌnˈkaʊntəbəl/ 

Learner training A, Learner 
training D

under budget /ˌʌndə ˈbʌdʒɪt/ 30
under guarantee /ˌʌndə 

gærənˈtiː/ 40
underground /ˈʌndəgraʊnd/ 5
unfortunately /ʌnˈfɔːtʃənətli/ 52
university /juːnɪˈvɜːsɪti/ 12
university course /juːnɪˌvɜːsɪti 

ˈkɔːs/ 14
unload /ʌnˈləʊd/ 37
unreasonable /ʌnˈriːzənəbəl/ 34
unreliable /ˌʌnrɪˈlaɪəbəl/ 34
unsafe /ʌnˈseɪf/ 34
unskilled worker /ʌnˈskɪld 

wɜːkə/ 13
until /ənˈtɪl/ 16
upload an assignment /ˌʌpləʊd 

ən əsaɪnmənt/ 15
use /juːz/ 35, 36, 38
usually /ˈjuːʒəli/ 19

v /viː/ 52
vacation (AmE) /veɪˈkeɪʃən/ 22
value /ˈvæljuː/ 24
value added tax (VAT) /ˌvæljuː 

ˌædɪd ˈtæks (viːeɪˈtiː, væt)/ 24
varied /ˈveərɪd/ 6
VAT (value added tax) /viːeɪˈtiː, 

væt (ˌvæljuː ˌædɪd ˈtæks)/ 24
venue /ˈvenjuː/ 59
verb /vɜːb/ Learner training A
very /ˈveri/ 34
Very nice to meet you. /veri naɪs 

tə ˈmiːt juː/ 7
Very well, thanks. And you?  

/veri ˈwel θæŋks ənd ˌjuː/ 42
via /vaɪə/ 15
video link /ˈvɪdiəʊ lɪŋk/ 59
videoconferencing  

/ˌvɪdiəʊˈkɒnfərəntsɪŋ/ 11, 59
virtual meeting /ˈvɜːtʃuəl 

ˌmiːtɪŋ/ 59
vote (on) /ˈvəʊt (ɒn)/ 62
vowel /vaʊəl/ Learner training B

wages /ˈweɪdʒɪz/ 27
walk /wɔːk/ 5
want /wɒnt/ 37
warehouse /ˈweəhaʊs/ 4
warm /wɔːm/ 35
was /wɒz/ 12
was/were born /wɒz/wɜː bɔːn/ 12
wash /wɒʃ/ 37
washing /ˈwɒʃɪŋ/ 37
waste /weɪst/ 26
waste time /weɪst ˈtaɪm/ 19
We must finish on time. /wiː 

mʌst fɪnɪʃ ɒn ˈtaɪm/ 21
We’ll start … /wiːl ˈstɑːt/ 58
webcam /ˈwebkæm/ 15
website /ˈwebsaɪt/ 28, 38
Wednesday (Wed) /ˈwenzdeɪ/ 18, 

20
weekday /ˈwiːkdeɪ/ 18
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weekend /ˌwiːkˈend/ 18
weight /weɪt/ 31
Welcome to … /ˈwelkəm tə/ 7, 

58
went /went/ 12
went up (by) /went ˈʌp (baɪ)/ 56
were /wɜː/ 12
What about … ? /ˈwɒt əˌbaʊt/ 7, 

20, 61
What about you? /ˌwɒt əbaʊt 

ˈjuː/ 43
What are its dimensions? /ˌwɒt 

ɑːr ɪts daɪˈmentʃənz/ 31
What are you doing on … ?  

/ˌwɒt ə juː ˈduːɪŋ ɒn/ 20
What are you going to have?  

/ˌwɒt ɑː juː gəʊɪŋ tə ˈhæv/ 43
What do they do? /ˌwɒt də ðeɪ 

ˈduː/ 1
What do you do? /ˌwɒt də juː 

ˈduː/ 1, 44
What do you do in your spare 

time? /wɒt də juː duː ɪn jɔː 
ˈspeə ˌtaɪm/ 43

What do you recommend? /ˌwɒt 
də juː rekəˈmend/ 43

What do you think about … ?  
/ˌwɒt də jə ˈθɪŋk əbaʊt/ 61

What do you think of … ? /ˌwɒt 
də jə ˈθɪŋk əv/ 61

What does he do? /ˌwɒt dʌz hiː 
ˈduː/ 1

What does she do? /ˌwɒt dʌz ʃiː 
ˈduː/ 1

What exactly do you do? /wɒt 
ɪgˌzæktli də juː ˈduː/ 1

What I’m showing you here is … 
/wɒt aɪm ˈʃəʊɪŋ juː ˌhɪər ɪz/ 55

What is … like? /ˌwɒt ɪz ... ˈlaɪk/ 
31

What is your job? /ˌwɒt ɪz jɔː 
ˈdʒɒb/ 1

What number did you want?  
/wɒt ˈnʌmbə dɪd juː ˌwɒnt/ 49

What time does the train arrive? 
/wɒt ˈtaɪm dʌz ðə ˌtreɪn əraɪv/ 
17

What time does the train leave?  
/wɒt ˈtaɪm dʌz ðə ˌtreɪn liːv/ 
17

What time is it? /wɒt ˈtaɪm ɪz ɪt/ 
16

What was summer like this 
year? /wɒt wəz ˈsʌmə laɪk ðɪs 
ˌjɪə/ 44

What you can see in this slide is 
… /wɒt juː kən ˌsiː ɪn ˈðɪs 
slaɪd ɪz/ 55

What’s it like? /ˌwɒts ɪt ˈlaɪk/ 42
What’s it made of? /ˌwɒts ɪt 

ˈmeɪd ɒv/ 35
What’s the price of … ? /ˌwɒts 

ðə ˈpraɪs əv/ 24

What’s the time? /ˌwɒts ðə 
ˈtaɪm/ 16

What’s your hotel like? /ˌwɒts jə 
həʊˈtel laɪk/ 67

What’s your opinion about … ?  
/ˌwɒts jər əˈpɪnjən əbaʊt/ 61

When does the train arrive?  
/ˌwen dʌz ðə ˈtreɪn əraɪv/ 17

When does the train leave?  
/ˌwen dʌz ðə ˈtreɪn liːv/ 17

When shall we meet? /ˌwen ʃæl 
wiː ˈmiːt/ 20

When will it be done by? /ˌwen 
wɪl ɪt biː ˈdʌn baɪ/ 33

Where are you staying? /ˌweər 
ɑː juː ˈsteɪɪŋ/ 42

Where do they work? /ˌweə də 
ðeɪ ˈwɜːk/ 2

Where do you work? /ˌweə də 
juː ˈwɜːk/ 2

Where does he work? /ˌweə dʌz 
hiː ˈwɜːk/ 2

Where does she work? /ˌweə 
dʌz ʃiː ˈwɜːk/ 2

Where is … ? /weər ˈɪz/ 4
Where shall we meet? /ˌweə ʃæl 

wiː ˈmiːt/ 20
Where would you like to sit?  

/weə wʊd juː ˌlaɪk tə ˈsɪt/ 43
Where’s it made? /ˌweəz ɪt 

ˈmeɪd/ 36
Which company are you calling 

from?  
/wɪtʃ ˌkʌmpəni ɑː juː ˈkɔːlɪŋ 
frɒm/ 48

Which department do they work 
in? /wɪtʃ dɪˈpɑːtmənt də ðeɪ 
ˌwɜːk ɪn/ 2

Which department do you work 
in? /wɪtʃ dɪˈpɑːtmənt də juː 
ˌwɜːk ɪn/ 2

Which department does he work 
in? /wɪtʃ dɪˈpɑːtmənt dʌz hiː 
ˌwɜːk ɪn/ 2

Which department does she 
work in? /wɪtʃ dɪˈpɑːtmənt 
dʌz ʃiː ˌwɜːk ɪn/ 2

whiteboard /ˈwaɪtbɔːd/ 54
Who’s calling, please? /huːz 

ˈkɔːlɪŋ ˌpliːz/ 45, 48
Why don’t we … ? /ˈwaɪ dəʊnt 

ˌwiː/ 61
wide /waɪd/ 31
wider (than) /ˈwaɪdə (ðən)/ 32
(the) widest /(ðə) ˈwaɪdɪst/ 32
Wi-Fi network /ˈwaɪfaɪ 

ˌnetwɜːk/ 11
will /wɪl/ 21
winter /ˈwɪntə/ 18
with /wɪð/ 28
withdraw /wɪðˈdrɔː/ 28
withdrawal /wɪðˈdrɔːəl/ 28
withdrawn /wɪðˈdrɔːn/ 28

withdrew /wɪðˈdruː/ 28
wood /wʊd/ 35
wood producer /wʊd prəˈdjuːsə/ 

36
wooden /ˈwʊdən/ 35
wool /wʊl/ 35
word combination /ˈwɜːd 

kɒmbɪˌneɪʃən/ Learner 
training C, Learner training D

word group /ˈwɜːd ˌgruːp/ 
Learner training C

work /wɜːk/ 2
work for /ˈwɜːk fə/ 1, 2, 54
work on the details /wɜːk ɒn ðə 

ˈdiːteɪlz/ 53
work online /wɜːk ˌɒnˈlaɪn/ 11
work out /wɜːk ˈaʊt/ 7
work properly /wɜːk ˈprɒpəli/ 41
work under /wɜːk ˈʌndə/ 10
work with /wɜːk wɪð/ 3
working hours /ˈwɜːkɪŋ aʊəz/ 27
worldwide sales /ˌwɜːldwaɪd 

ˈseɪlz/ 29
worse (than) /wɜːs (ðən)/ 32
(the) worst /(ðə) wɜːst/ 32
worth /wɜːθ/ 24
Would it be possible to … ?  

/wʊd ɪt ˌbi ˈpɒsəbəl tə/ 51
Would you like something to 

drink? /wʊd juː laɪk ˌsʌmθɪŋ 
tə ˈdrɪŋk/ 42

write /raɪt/ 50
write a cheque /raɪt ə tʃek/ 28
wrong department /ˌrɒŋ 

dɪˈpɑːtmənt/ 49
wrong goods /ˌrɒŋ ˈgʊdz/ 41

yen /jen/ 25
Yes, but … /ˈjes bʌt/ 61
Yes, of course. /ˌjes əv ˈkɔːs/ 47
Yes, please. /jes ˈpliːz/ 48
you can see … /juː kən ˈsiː/ 58
You’ve come through to … /juːv 

ˌkʌm ˈθruː tə/ 49
You’ve got the wrong extension.  

/juːv gɒt ðə ˌrɒŋ ɪkˈstenʃən/ 
49

You’ve got the wrong number.  
/juːv gɒt ðə ˌrɒŋ ˈnʌmbə/ 49

Yours /jɔːz/ 52, 53
Yours faithfully /ˌjɔːz ˈfeɪθfəli/ 

53
Yours sincerely /ˌjɔːz sɪnˈsɪəli/ 

52, 53

zero (0) /ˈzɪərəʊ/ 8
zero point three /ˈzɪərəʊ pɔɪnt 

θriː/ 9
zero zero /ˈzɪərəʊ ˈzɪərəʊ/ 46



175Business Vocabulary in Use Elementary to Pre-intermediate

What’s on the CD-ROM?
Interactive practice activities

 Extra practice and tests based on the key vocabulary from 
Business Vocabulary in Use Elementary to Pre-
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product on a Mac.

System requirements
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Support
If you experience difficulties with this CD-ROM, please visit: 
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Terms and conditions of use
This is a legal agreement between ‘You’ (which means the individual 
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1. Licence
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acquiring no rights, express or implied to it or the software other than 
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remove or destroy any copyright notice or other material placed on or 
with this CD-ROM. 

3. Liability 
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