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 Building
 
 your business vocabulary efficiently So you plan to build your vocabulary! Learning vocabulary is a very important part of learning English, If you make a grammar mistake, it may be "wong" but very often people will understand you anyway. But if you don't know the exact word that you need, it is very frustrating for you, and the person you are talking to. Good businese English means having a big vocabulary! There are better and wome ways to lmild your vocabulary you to build your vocabulary quickly and effectively, You will find it is best to work: •
 
 systematically
 
 *
 
 regtdarly
 
 *
 
 personally
 
 and this book will help
 
 -plan
 
 Don'tjustmakelistsofall the new words you meet and choose. Thinkafareas you are interested in; look for things you can't say in English, then fill those gaps in your vocabulary. Think abut the kind of vocabulary you need. What about social English? The language of business letters? Reading in special areas such as public relatione or international trade? Building your business vocabulary is a big job you can help yourself by choosing the things that are most use to you and learning those first. You can also use things you meet every day at work as a source of useful language. I.cok at the lettera received in your office, read any company literatum which is written in English, LTeethe English around you to improve your Engliah! Dodt just learn weds; you also need to know how to use them. Which words does a word often combine with? This book will help you to learn mom words, but also how to use the words you know more effectively. That is an important part of building your vocabulary. Dodt use your dictionary only when you have a problem. It is an important oscurce. It can help you in lots of different ways, Them are tips all through this book to help you use your dictionary effectively. --
 
 Don'tjustmake lists of new words; organise them. Again, there are tips to help you remember more of what you study.
 
 to learn and
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 1 Using a dictionary you should have a good English-
 
 you want to learn business vocabulary,
 
 IfEnglish Use
 
 dictionary, one with explanations that are easy to understand showing how you use the worda.
 
 these questions,
 
 Practise using a dictionary by answering I,
 
 and which has sentences
 
 Meaning
 
 Which one of these would you get from a bank? dock draft. drop depot dial course a dictionary gives you a definition, but it helps you in other ways
 
 Oftoo.
 
 show you how.
 
 The next questions
 
 Words which go together Match a verb on the left with a 2.
 
 noen
 
 en the
 
 Use each word once only. a cheque answer attend a computer
 
 S
 
 right.
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 cash
 
 a conference
 
 join
 
 the phone
 
 ,
 
 .
 
 program
 
 ateam
 
 .
 
 ........
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ..,.
 
 word partnerships. A ome words often occur with other words; they form which words go together will good dictionary give examples of the way in
 
 Eke this.
 
 8. Word formation Use the correct form of the word COMPETE in each sentence. His are worried about his new range of products. She took part in a to design a new yacht. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 We have to be very This car is more
 
 W
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ..
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 to succeed in this business. priced than the other one. .
 
 .
 
 ords often have different grammatical you
 
 these. 6
 
 forms. A good dictionary will show
 
 The past tense
 
 4.
 
 Complete the sentence by using the past tense of the verb in brackets. She In
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 4300out of the bank.
 
 the past we
 
 .
 
 .
 
 .
 
 Last year pro.fits The strike soon
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 the
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 (DRAW) in office equipment, (LEAD)
 
 market
 
 by 20%. (RISE)
 
 when a word
 
 is irogular
 
 What de the following abbreviations
 
 mean?
 
 need
 
 You you. 5.
 
 to know
 
 (SPREAD)
 
 to other departments.
 
 again your dictionary should help
 
 Abbreviations
 
 approx. Co.
 
 .
 
 ..
 
 FOB
 
 ...
 
 POBox
 
 ..
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ..
 
 ....
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ...
 
 .....
 
 .
 
 .....
 
 ..
 
 ...
 
 .
 
 .
 
 bbreviations am u.sed quite often in business so it is important to look up and note down any new ones you meet. You should also know how to say each abbreviation. A good dictionary should tell you this.
 
 A
 
 6.
 
 Pronunciation
 
 Which of these worde has a different vowel sound? loan own a. gone share b, fair gear goods could food e.
 
 4.
 
 freight
 
 height
 
 state
 
 phone wear
 
 should
 
 weight
 
 don't really know a went until you know how to say it properly. of each word, why a good dictionary shows you the pronunciation
 
 You
 
 7
 
 This is
 
 2 Word groups is useful
 
 1
 
 -
 
 list of the words you use when you talk about a subject, word, you can add it to your list. you some ideas but why not think of some areas of business in and see how many words you can think oft
 
 make
 
 t to a IThisWhen you learn a new book will give you are interested
 
 Put each of the words below into the correct list. Use each word once only.
 
 Can you think of any more words to add to each list? agenda A.G.M. apply
 
 for
 
 campaign chairperson check in
 
 classified ad, commeretal (n) exchange rate
 
 minutes overtime owe
 
 reservation service stapier
 
 faz
 
 poster profit
 
 toler training
 
 refund
 
 weekend rate
 
 filing cabinet interview
 
 1. Advertising
 
 3.
 
 3. Job
 
 4. Meeting
 
 5.
 
 6. The office
 
 Money
 
 8
 
 Hotel
 
 room
 
 3 In the office
 
 1
 
 -
 
 Look at the pictum of an office. From the hat below find numbered item. Use each word once only,
 
 calendar cheque
 
 book
 
 diary
 
 filing cabinet keyboard
 
 pen
 
 rubber
 
 pencil
 
 umbrella
 
 map
 
 phone printer
 
 vase
 
 passport
 
 I.......
 
 ..
 
 ..
 
 the word for each
 
 2.
 
 8.
 
 ..
 
 .
 
 8.
 
 ......
 
 VDU
 
 4.
 
 8.
 
 5.
 
 ............
 
 9.
 
 .,,.......,,
 
 10,......,..,.,
 
 11,,,.,,.......
 
 12.
 
 13.............
 
 14.............
 
 15...........,,
 
 16...
 
 .
 
 7.
 
 .........,
 
 ..,...
 
 9
 
 .........,,
 
 (eraser)
 
 .
 
 ......
 
 .
 
 ...
 
 ..
 
 4 Letters
 
 1 Enquiries
 
 -
 
 you receive any business letters in English, use them to learn more vocabulary. Note down any useful word.s and phrases and then try to write similar letters of your own. In the same way, write your own letters based en those that you find in this book.
 
 If
 
 Below you will see parts of three letters of enquiry. Put the correct werd or phrase in each blank. Choose fi·omthe following list. Use each item once only, advertisement advise
 
 issue
 
 current
 
 Dear
 
 list
 
 price
 
 discount faithfully forward
 
 latest catalogue model
 
 price range
 
 particularly
 
 reference
 
 information
 
 payment
 
 still available
 
 A. Sir
 
 1.......,.......
 
 the 3, interested in your range of office stationary. Could you please send me your 4. 6. to hearing from youseen your 2.
 
 I have
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 in
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 of 'Office Weekly'
 
 and 5.
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 and am ,
 
 ,
 
 I look
 
 ,
 
 .
 
 Youra7,...
 
 ....
 
 .
 
 B. With 8..
 
 .
 
 .
 
 .
 
 .
 
 .
 
 send me 8...
 
 to your advertisement
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 in
 
 could you please
 
 today's Times', I am 10..
 
 about your offlee furniture.
 
 .
 
 .
 
 .
 
 .
 
 -
 
 .
 
 -
 
 Interested
 
 typiat's chairs.
 
 in your adjustable
 
 C. Some
 
 time ago we purchased
 
 from you
 
 some rTFTS solar-powered pocket
 
 calculat0PS.
 
 with our customers, we would like to was so popular .If so, would you kindly 13,.. of your terms available. Could you also include and any quantity 15......... of 14......... details of any new models in the same 16.
 
 As this 11., know if it 18 12,. .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .us
 
 .
 
 ...
 
 .
 
 .
 
 .
 
 .
 
 .
 
 10
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ..
 
 ,
 
 5 Word partnerships
 
 S
 
 -
 
 1
 
 expect eme pairs of words often accur together. If you meet one, you can written and spoken English. ather. This makes it easier to undetetand
 
 Match each verb en the Let't with a noun on the right to form common partnerships, Use each word once only. Write your answere in the boxes.
 
 Set 1 2, appoint 3, arrange 4. export 5. pay S. solve 7.
 
 1
 
 a. goods b, a letter e, a meeting
 
 1 answer
 
 d. a new manager e. the phone f. a poblem
 
 g. tax
 
 type
 
 h. a visitor
 
 8. welcome
 
 Set 2 Now de the same with these words. a. an applicant b, a businees c. a contract d. a discount
 
 1. fill 2. interview 3, offer 4. 5, 6. 7.
 
 owe rent
 
 some money office space
 
 e, f.
 
 run send
 
 2
 
 g. a telex h. a vacancy
 
 8, sign
 
 8
 
 Now complete each sentence using a suitable expression from above. I.They might
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 if you pay within
 
 .
 
 2, Do you need a licence 3. Don't forget we have 4. Em
 
 trying to
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 to
 
 to ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 ten days.
 
 to the Soviet Union?
 
 on the profit we made,
 
 with my bank manager next Tuesday, 11
 
 the
 
 6 Past tense verbs
 
 1
 
 -
 
 in
 
 'ed'
 
 English form their past by adding W or but there are also about 200 irregular verbs in English. About 100 of these are common so you should always check the past tense of any verb you learn,
 
 M
 
 ost
 
 Complete each of the sentences by using the past form of one of the verbs on left and combining it with one of the worde on the right. Use each verb once only. Some worde en the left are used more than once. break build cut deal
 
 find
 
 keep
 
 shut
 
 get
 
 put read seH
 
 take think
 
 go hear
 
 back down forward from
 
 ring
 
 By accident the switchboard operator of our conversation. 2. After testing everything they finally with the machine, I.
 
 3. They
 
 costs 4. The Finance Department 5. Ke
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ..
 
 .
 
 .
 
 .
 
 .
 
 .
 
 had the quantities S. She ,
 
 1
 
 They
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 an interesting
 
 .
 
 her .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 through
 
 on out
 
 up with
 
 over
 
 .
 
 .
 
 off
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 the middle
 
 in
 
 .
 
 what was wrong
 
 .
 
 materials.
 
 the query about discounts. to her so that she could be sure that he
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 proposal
 
 the meeting.
 
 at
 
 for a week before making a decision. the offer up three times I finally to head office. her business from one small shop to a chain of .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 by using less expensive
 
 .
 
 exactly right,
 
 .
 
 8. After ringing 9. She
 
 .
 
 the figures
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 the
 
 .
 
 .
 
 department stores, 10. The packing equipment for an hour.
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 II.
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 and production was halted
 
 The new range was so popular that the shop in 2 days. 12, Last year they the factory for three weeks and everybody had to have their boHday at the same time. .
 
 .
 
 18. She 14.
 
 I
 
 -
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 15. My plane 16. I
 
 .
 
 .
 
 .
 
 nnally .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 working
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 even
 
 though the others had stopped,
 
 immediately
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 saying I was interested in their offer. four hours late because of'fog.
 
 our agent in Turkey. He phoned last week. 12
 
 7 Using a trade directory In a trade directory, services and suppliers are Listed under appropriate headings. In this exercise you have to decide which heading from the following list you would look under for what you need. Use each heading once only. Write your answers in the boxes.
 
 LAWYERS
 
 7.
 
 L ACCOUNTANTS 2. ADVERTISING AGENCIES 3. AIR CIIARTER & RENTAL
 
 8. OFFICE FURNITURE 8. RESTAURANT 10, SECURITY SERVICES 1L STATIONERY SUPPLIERS
 
 4, DEBT COLLECTORS 5. HOTELS 6. INTERIOR DESIGNERS
 
 12. TRAVEL AGENTS
 
 PROBLEM 1
 
 a. You want to take a client out to dinner. b. A visiting busineesman wants somewhen to atay. c. You"re worried about your tax liabilities, d, You're going to launch a new poduct onto the mark.et, e, You want to book a flight, f. You're worried about industrial espionage. g, You've run out of typing paper. h, A typist needs a new chair. i. Several customers have still not settled their accounts.
 
 j. k. L
 
 2 8 4 5
 
 O 7 8 9
 
 You want to hire a helicopter, The reception area looks drab. You am being sved for negligence,
 
 _11
 
 12
 
 Now complete each of the following sentences with a suitable phrase sentences you have just seen.
 
 top seemt and they're worried about
 
 L
 
 This new process is
 
 2.
 
 She's ringing the travel agency to
 
 8.
 
 The clients who still hadn't
 
 ,
 
 4.
 
 They're holding a oception
 
 to
 
 5.
 
 Could you book a table at La Dolee Vita? I want to take Mr East
 
 .
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 13
 
 .
 
 .
 
 onto
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 wem sent a
 
 ,
 
 .
 
 .
 
 .
 
 from the
 
 final reminder.
 
 the market. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 words
 
 8 Confusing
 
 1
 
 --
 
 you use a word in the wrong way, learn from your mistake, Find out what the correct word or expression should be and then use both the correct and incorrect words in sentences so that you can understand and remember the
 
 If
 
 differences.
 
 Choose the correct woni for each sentence, l. She works for an advertisement/advertising 2. How will
 
 the increase in interest has agreed
 
 3. My bank manager 4. We've had
 
 rates
 
 agency. anectleffect
 
 to borrowllend
 
 at least once
 
 5. These machines are controlledlinspected 6. My plane was delayed/postponed hfPe,
 
 me another $2,000.
 
 the meeting until next Monday,
 
 to cancellpostpone
 
 7, Before coming
 
 your sales?
 
 by an hour due to computer failure.
 
 I studied economiceleconomy
 
 8. I am interestedlinteresting
 
 in
 
 a day.
 
 at university.
 
 their new camera.
 
 9. Sbe applied for a joh/work as a personnel officer. 10,
 
 to work
 
 Some employees have a longjourney/travel
 
 every
 
 day,
 
 11. The cost of life/living has gone up again, 12. Please send precise measurements/measures 13. We expect prices
 
 to raiselrise
 
 when ordering.
 
 by at least five per cent.
 
 14, We only exchange goods if you produce a receipt/recipe, 15. I must remembertremind 16.
 
 the boss about
 
 that meeting this afternoon.
 
 Can you say/tell the difference between these two products?
 
 17. The company is extremely sensiblelsensitive
 
 to any criticism.
 
 18, There's some more paper in the stationary/stationery
 
 14
 
 cupboard.
 
 services
 
 9 Banking
 
 your vocabulary is to ask yourself how many words you certain subject, After you have made your list., and pronunciation, you can add any new weMs you meet. how do exercise, Before you this see many worda you can write down on the subject of banking. After you have done the exercise, add any new words to your List.
 
 building ne down about a O can checked the spelling and way of write
 
 Fill each blank in the text with the correct word or phrase, Choose fmm following list, Use each item once only.
 
 the
 
 credit rating issued statement credit transfer withdraw outstanding fmanei=1 institutions banker's draft in full salaries standing order eash dispenser interest slip Banks offer many services to businesses and their customers, Here are some of oomunission debited
 
 the most common: Many people now have a card which enables them to L money from a and key in card into You feed your 2, the machine your PIN (personal identification number) and the amount of money you want. If you have enough in to you up to a daily limit. your account, the money requested will be S. for the amount you have drawn out Your account is automaticany 4.. .
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ..
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 Provided you have a sound 5, you can get a credit card from a bank goods To obtain and other 6, or services, you present your card and sign a special voucher. When it receives the voucher, the credit card company and then sends you a monthly 8., pays the trader (less a 7, Depending on the type of card you have, you will either have to pay S. on the balance left or be able to pay part of what is owed and pay 10.. ,
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,,
 
 .
 
 .)
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 II..
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 -
 
 .
 
 .
 
 ..
 
 ..
 
 .....,
 
 If you need to make fixed payments at regular intervals, e.g. for insurance premiums, you can arrange a 12. (sometimesknown as a banker's order; so that the bank will do this for you. .
 
 If you have several bille
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 to pay, you can do this by 13..
 
 cheque for the total som involved, fill in a 14... everything to the bank cashier. The transfer system is also used by employers employees' bank accounts.
 
 .
 
 ..
 
 .
 
 .
 
 .
 
 .
 
 You write one for each bill and hand ,
 
 to pay 15,.
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 directly into
 
 .
 
 If you are dealing with e supplier for the first time, a 16.. may be used guaranteed and it is therefox is not likely by a bank as payment. This a cheque .
 
 to
 
 'bounce'.
 
 14
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 10 Social English
 
 -
 
 1
 
 In business there are times when you need to speak English socially, for example when you go out for a meal with an English-speaking eNent or colleague. It is important, therefore, to know some of the expressions used in these more informal situations. As you do this exercise, try to imagine situations in which these exchanges could occur.
 
 with an appropriate response Complete each of these eenversations below. Use each response once only.
 
 from
 
 Responses a. Pleased to meet you. I'm Jane Ford. Oh, so soon? Thanks. You too. e. d. Congratulationst pleasure. e. Not at alL It's been a 1've had L No thanks. just one. g. Yes, very much, thanks. h, No better. I'm afraid. i. Only a few days. j. Yes it is, isn't it. k. That would be very nice, thanks. L Is there anything I can do to help?
 
 b.
 
 t'
 
 Oi
 
 3.......
 
 6-
 
 4.....
 
 .................--,.
 
 16
 
 ....
 
 .
 
 .---..
 
 ......
 
 the list
 
 t'v£
 
 ,Syrd,L vor" A VIN#4 APET ?
 
 / RF4¿AY
 
 a DO.
 
 8947"
 
 Be
 
 Fo/N¶.
 
 L/ 4
 
 4
 
 / li
 
 ,N 5.
 
 .,.....,..,..
 
 .
 
 Aveva.O
 
 A/AN
 
 Y
 
 SMPA
 
 NR
 
 com
 
 .
 
 -
 
 a
 
 Wall 8.
 
 ......
 
 .
 
 N
 
 .
 
 ..
 
 ..
 
 ..
 
 $44Y
 
 4
 
 RFTWWWV44
 
 ..
 
 .
 
 ¡
 
 .
 
 y
 
 4,
 
 i
 
 a 7.
 
 Bi
 
 ....,........
 
 i
 
 I 8.
 
 ..........
 
 («ceva
 
 .sex
 
 ?
 
 we
 
 veen
 
 .
 
 .
 
 Vou NJ
 
 .
 
 was
 
 ....
 
 QUT
 
 ........
 
 r aarave M*£'V
 
 €
 
 1. 7
 
 AA 9. 4
 
 i
 
 i
 
 .............
 
 E
 
 ...
 
 N
 
 wom
 
 : 10.
 
 ......
 
 4FNJor/N
 
 ¢44y ,?
 
 )
 
 erav
 
 .....
 
 .......
 
 ....
 
 12...
 
 ..........
 
 17
 
 «
 
 .............
 
 I ( cow
 
 7
 
 >"Oc?
 
 er
 
 A
 
 .
 
 Ävá +
 
 /
 
 11,
 
 :
 
 ....
 
 ,
 
 +
 
 ,
 
 ,,,
 
 11 Letters
 
 2
 
 -
 
 enquiries
 
 Answering
 
 of three letters answering an enquiry. Put the correct blank. Choose from the following list. Use each item once
 
 Below you will see parts word or phrase in each
 
 only. pleasure
 
 further details hesitate In addition in production
 
 leaflet
 
 enclosed
 
 additional features conipetitive price date doing business
 
 enquiring enquiry full details
 
 range sincerely supply
 
 A. Dear Ms Prentiße Thank you for your I,, of Brd May about our office stationery. We have 3, in enclosing our latest omtalogos and price Est. We hope you will find 10 of interest. contact us. please do not 4.. If you require any 3..,......, .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .....to
 
 .
 
 5.
 
 Yours
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 B. Thank you for your letter of Jsouary The enclosecl catalogue contains 6. .
 
 aalt.tng about office furniture. of our range. In most cases we
 
 4th, .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 you with the gooda you require We look forwarel to receiving an order from you. are able to i
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 within fourteen
 
 days.
 
 C. of l et eTune, 8,
 
 Thank you for your letter calculator.
 
 This model is no longer 9... solar-powered pocket calculator. new model has several 11., .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 about the JF72
 
 it has been
 
 As you will see from .
 
 .
 
 .
 
 ,
 
 pocket
 
 su.persedeel by the JFTE the the 10.. 12.. at an extremely omtalogue glving detalla of the vast
 
 as
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 -
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 also enclosed our 1stest of electronic goods we supply. of not less than. SO of t,he same We allow a discount of BO% on purchases we give a model, ancl 35% on quantitles of not less than 100. 14.. of within fourteen days from 15.. discount of 5% for payment We have 13.. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 invoice,
 
 We look forward
 
 to 16..
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 with you in 18
 
 the near future.
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 expressions
 
 12 Two-word
 
 in English two words em used expression, for example:
 
 Sometimes credit card
 
 -
 
 1
 
 together to make a common
 
 lounge
 
 departmo
 
 Sometimes you will find these expressions listed separately in a dictionary and they are included in the definitions of one, or both, of the words. You need to learn the expressions as complete phrases.
 
 sometimes
 
 Join one word on the left with one from the right to make a two-word partnership, Use each woni ence only, Write your answers in the boxes. a. black b, board e, cabinet d. drive e, exchange f, flow
 
 L box 2.
 
 8. 4, 6, 8. 7,
 
 cash eivil economy exchange filing
 
 5 6 7 8
 
 g. margin h. number L policy
 
 income 8. insurance
 
 9. job notice office
 
 10, 11. 12. 13. 14. 15.
 
 1
 
 9
 
 j, processor
 
 profit stock
 
 k. rate L satisfaction m, service
 
 trade
 
 n.
 
 word
 
 o. union
 
 11 12 13 14
 
 tax
 
 g
 
 Now complete each sentence with one of the expressions. 1, She bought a
 
 .
 
 .
 
 2. They built a big
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 to replace her old typewriter.
 
 .
 
 .
 
 .
 
 .
 
 in
 
 .
 
 the
 
 8, Change your money when the 4. For some people
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 middle .
 
 .
 
 .
 
 ..
 
 of .
 
 town.
 
 is more favourable,
 
 is mom impottant 19
 
 than a high salary.
 
 information
 
 13 Product
 
 catalogues in English, or magazines or newspapers containing English, look at the descriptions of the products. You can in this way. a In addition, many products have information written in English which will also help you to build your vocabulary. Remember, there are many opportunities to see real English. All of them can help you to learn. you can get If advertisements in find lot of useful vocabulary
 
 In this exercise you win see some information about a product. You must decide product is being referred to. Choose the product from the following list.
 
 which
 
 Each product answer
 
 is referred
 
 phone
 
 briefense burglar Alarm clock
 
 to once only,
 
 computer cordless phone diary fax machine
 
 partitioning pen
 
 volume
 
 2.
 
 1.............,...............
 
 The infa red sanom detret any intmders. A message is immediately
 
 S.
 
 4.
 
 ......,..............,......
 
 of phetagophs.
 
 5,
 
 cantml,
 
 .....
 
 ..
 
 ......,............
 
 Make enHeanywhem inside or within 100 metres outside. Paging facility.
 
 to the control
 
 60 grey shades for better
 
 table lamp
 
 With buill-in pre-recorded message or facility to meerd your own. Speaker
 
 Desk top publishing at an eennomical Compatible price. High inulvtion, with a wide rango of systems.
 
 Sent
 
 photocopier pocket calculator signmaking kit
 
 laser printer office chair
 
 ..,...................
 
 ,...
 
 High n=sulation
 
 transmission
 
 Onynescomplete
 
 One touch diallinã
 
 colour monitor with
 
 word-processing
 
 and other business software.
 
 Oi,
 
 .....................
 
 ..,.........................
 
 20
 
 ......
 
 information
 
 13 Product
 
 catalogues in English, or magazines or newspapers containing English, look at the descriptions of the products. You can in this way. a In addition, many products have information written in English which will also help you to build your vocabulary. Remember, there are many opportunities to see real English. All of them can help you to learn. you can get If advertisements in find lot of useful vocabulary
 
 In this exercise you win see some information about a product. You must decide product is being referred to. Choose the product from the following list.
 
 which
 
 Each product answer
 
 is referred
 
 phone
 
 briefense burglar Alarm clock
 
 to once only,
 
 computer cordless phone diary fax machine
 
 partitioning pen
 
 volume
 
 2.
 
 1.............,...............
 
 The infa red sanom detret any intmders. A message is immediately
 
 S.
 
 4.
 
 ......,..............,......
 
 of phetagophs.
 
 5,
 
 cantml,
 
 .....
 
 ..
 
 ......,............
 
 Make enHeanywhem inside or within 100 metres outside. Paging facility.
 
 to the control
 
 60 grey shades for better
 
 table lamp
 
 With buill-in pre-recorded message or facility to meerd your own. Speaker
 
 Desk top publishing at an eennomical Compatible price. High inulvtion, with a wide rango of systems.
 
 Sent
 
 photocopier pocket calculator signmaking kit
 
 laser printer office chair
 
 ..,...................
 
 ,...
 
 High n=sulation
 
 transmission
 
 Onynescomplete
 
 One touch diallinã
 
 colour monitor with
 
 word-processing
 
 and other business software.
 
 Oi,
 
 .....................
 
 ..,.........................
 
 20
 
 ......
 
 Swivel hase. With
 
 Styhob cover. Page a day. Containe conversion tables and other useful information,
 
 ß,..
 
 7...........,,...............,
 
 ..
 
 ...
 
 The effective
 
 Large quantity in stock. Immediate delivery. Dismantling and erecting
 
 arma of fabrica.
 
 ..
 
 ....
 
 answer
 
 to high
 
 .
 
 ..,
 
 volume
 
 duplication, Mjustable speeds.
 
 Qualitymproduction.
 
 mervlee availab3e-
 
 9.
 
 or without
 
 Fully adjustable. VarieLy Extra deep evahioning.
 
 10,
 
 .....,...............,......
 
 Durable self-edhesive lette", numbere and symbols in a variety or sim, Can he uaed indoors and out.
 
 .
 
 .....,.
 
 ...,-.........
 
 .
 
 White dial with black numerala. Battery supplied,
 
 12.
 
 II.,..,....,,,,,,,,........,,,,
 
 Document lolio in lid, Packets for pens etc. Combination
 
 ....
 
 ..
 
 ,
 
 8-digit LCD display.
 
 Salar powered.
 
 calculator,
 
 ,,,........
 
 locka.
 
 14.,......
 
 13,....,,..........,..,........
 
 ..
 
 .....
 
 .
 
 Funy adjustable. Rench 30 in. watt bulb,
 
 Stainless steet cap and harrel. Supplied with 43uc refili.
 
 15.
 
 .
 
 Max 60
 
 16,-,.-.
 
 ...,.........,,.,,,--.......
 
 .......
 
 ........
 
 Now look through the descriptions and note down any words or phrases that will be useful for you. 21
 
 .
 
 .
 
 14 Word formation
 
 1
 
 -
 
 ben you look up a word in a dictionary, see if you can form other words from it. Sometimes these words will be included in the definition of the word and sometimes they wiH appear separately. Look before and after each dictionary entry to see what words you can find formed from the same basic
 
 W word.
 
 Complete each sentence with the correct form of the word in capital lettere. In some cases you will have to make a negative form by using the prefix in. er un. L
 
 ACCEPT Ym sorry, but
 
 this arrangement is totally to us. Pve just received their letter of so we can go ahead. ,
 
 .
 
 2,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 -
 
 .
 
 .
 
 .
 
 .
 
 ACT
 
 The unions have threatened to take industrial day on the Stock Exchange. Ifs been a very at the moment. The IWD department seems full of. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 8.
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 ADD Well be bringing out several to our product line. bonus if I exceed my sales tm•getby more There's an .
 
 .
 
 4.
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 than 10%.
 
 ANALYSE We3] need a detailed cost
 
 Most 5.
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 think
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 we're in for
 
 befom giving final approvaL
 
 ,
 
 a difficult time.
 
 APPLY
 
 Unfortunately we can't ínterview every I sent in my letter of and they phoned me the next day, when them am fewer than 10 employees The ogulations am not .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 6.
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ASSIST Wet need some financial He was in a meeting so I apoke .
 
 7.
 
 .
 
 ATTRACT One of the
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 to enable us to buy more stock. to the manager,
 
 ,
 
 .,
 
 ,
 
 ,
 
 of the offer is
 
 They were ofTering a very
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 the free training course. .
 
 .
 
 salary so of course I was interested.
 
 22
 
 8.
 
 COMMERCE vehicles en the road these dayst There are so many viable. I m afraid the scheme is not that we're going somewhere else. The resort has become so As well as newspaper advertising, we plan a series of TV ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 9.
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 CONTRACT
 
 The
 
 ,
 
 .
 
 .
 
 ,
 
 We are 11.
 
 .
 
 CONNECT flight didn't leave until 10 o'clock. My with their ofTer of an agency. We sent them a letter in in the hotel trade. She has some useful .
 
 10,
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 told me the office will be ready by next month, obliged to provide adequate seenrity for the shipment
 
 has
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 DIRECT
 
 I enclose a map and to help you to find our office, will make the final decision about the scheme. The board of I found the company by looking in the local trade with the manufacturer. I always deal There's been another frorn head office about photocopying. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 DIFFER Installing air-conditioning has made all the supplier this time. We've decided to try a We'll have to agree to I still think it would be better to go by mad. .
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 DISTRIBUTE in this area, so we're fomed He's the sole The increase in petrol prices will push up our .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 15.
 
 .
 
 DECIDE .
 
 14.
 
 .
 
 ,
 
 He>LInever make a good manager. He's so A on the new factory is expected soon, 13.
 
 .
 
 .
 
 .
 
 .
 
 12.
 
 .
 
 .
 
 .
 
 ,
 
 to buy from him, ,
 
 ,
 
 .
 
 ,
 
 costs,
 
 ECONOMY on electricity, so switch off those lights. haven't found a solution to our problems. All those wonderful We must
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 23
 
 15 Opposites
 
 1
 
 -
 
 ben you see an adjective in a sentence, ask yourself if it is possible to it by its apposite. You will notice that some adjectives have several opposites depending nu the context.
 
 W
 
 replace
 
 The opposite of short, for example, could be long or tall. Can you think of any more examples like this? A good dictionary will help you. It's another word partnership poblem!
 
 Complete each sentence with the opposite of the word in brackets. Choose from the following list. Use each word once only. approximate
 
 basic
 
 complex compulsory
 
 permanent
 
 .
 
 .
 
 .
 
 ,
 
 8, The post went to an
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .job
 
 8. She has a
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 has a
 
 12, There was a
 
 ,
 
 .
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 success. (COMPLETE)
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 as this! (HIGK)
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 term. (LONG)
 
 in his office. (OPTIONAL)
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 reaction to my suggestion. (POSITIVE)
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 sector. (PUBLIC)
 
 in efficiency. (SLIGHT)
 
 improvement
 
 ,
 
 .
 
 the
 
 management structure. (SIMPLE)
 
 18. We could see he was using very 14. He's got himself a
 
 ..
 
 the
 
 10. Wages have risen more slowly in 11. The company
 
 ..
 
 as a shorthand typist. (PART-TIME)
 
 .
 
 9. Them was a very
 
 ,
 
 industry in the ama. (HEAVY)
 
 6. We'n expecting big savings in
 
 tie was
 
 ,
 
 (EXTERNAL)
 
 candidate.
 
 ,
 
 to be as .
 
 ,
 
 has been a
 
 sales figures? (EKACT)
 
 .
 
 4. I didn't expect my salary
 
 7. Wearing a
 
 short
 
 low
 
 the
 
 5. There's a lot of
 
 private
 
 partial
 
 1. The new complaints procedure 2. Have you got
 
 marked negative
 
 full·time internal light
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 equipment.
 
 (SOPHISTICATED)
 
 Job as a mechanic, (TEMPORARY) 24
 
 16 Word partnerships
 
 2
 
 -
 
 Match each adjective on the left with a noun on the right to l'orm common partnerships. Use each word once only, Write your answers in the boxes,
 
 Set 1
 
 ¯¯
 
 1. S. 3. 4.
 
 annual early
 
 a, conference b, credit
 
 extended limited
 
 5. 6. 7. 8.
 
 natural
 
 c, dismissal d, enterprise e. LiabHity
 
 2 3
 
 occupational
 
 £
 
 pension
 
 5 g
 
 private unfair
 
 g, resources h, retirement
 
 8
 
 Set 2 New do the same with
 
 these
 
 weds.
 
 effective 2, financial 3, high 4, intmductory
 
 a. communication
 
 5, skilled 6, sound 7, vacant 8, wide
 
 e. priority L pmperty
 
 L
 
 1
 
 h. difficulties c, investment d, offer
 
 3 __4
 
 _§
 
 6
 
 g, range 8
 
 h. workers
 
 Now complete each sentence using an appropriate expression from above, 1. As a special 2. I'm going
 
 .
 
 .
 
 .
 
 to the
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 of our trade union.
 
 3, He was only 50 but he decided 4. Thens is a abortage of
 
 price of
 
 they're sening two for the
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 to take -
 
 for
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 this kind of work. 25
 
 one,
 
 17 Mr Baker's
 
 trip
 
 Below you will see pictures of different stages in Mr Baker's trip. You must decide which of the sentences below goes with which picture. Use each sentence once only, help. a. Thanks very much for all your b, Yve got an appointment with Míss Jarvis. of Baker. e. Ud like to book a room with a bath in the name d, Keep the change. Gate 24. e. This is the last call for 11i.ghtQF2, now boarding at f. How was your trip? g. Have you got anything to declare, sir? h. A return to Ashfield, please. i. Medium, please. j. The Hotel Major, please, k. My name's Baker. My secretary has booked a room for me. L Pleased to meet you. m. Here's to our continued co-operation, booked a room with n. Ym afraid there's been a mistake. Fm sure my secretary bath,
 
 3.
 
 d.
 
 ,,.....,.....,......,,..
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 ...
 
 .
 
 .
 
 ,...,,,.
 
 5.
 
 9
 
 11,
 
 18..
 
 ? 9 9 Y
 
 FS
 
 ..-
 
 ..
 
 ...
 
 .
 
 .
 
 ....
 
 .....
 
 .
 
 .
 
 .
 
 .
 
 6
 
 .......
 
 .
 
 ..
 
 10
 
 .......
 
 12
 
 .......,,..
 
 ....
 
 27
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 .
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 18 Letters
 
 3 Orders
 
 --
 
 Below you will see parts of four letters concerned with orders. Put the correct or phrase in each blank. Choose from the following list. Use each item once only. inconvenience quotation accept delivery range line acknowledge stock regret note eurrent issue supply reserve the right following postage terrns resume word
 
 A. With
 
 reference
 
 Monthly', I
 
 to I would
 
 a cheque
 
 enclose
 
 in
 
 advertisement 2 to order
 
 your
 
 like
 
 £15
 
 for
 
 Easifix
 
 Year
 
 'Office
 
 Planners.
 
 2,......,,and
 
 include
 
 to
 
 1,,,......of
 
 the
 
 packing.
 
 B. Tha.uk you. for your 3, of Sth July for your "Pinesse" 4. of dining room furniture. We find your 5. a.nd would like to order the 6., .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 10 "Finesse" 40 "Finesse"
 
 We
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 satisfactory
 
 ,
 
 dining tables at ASSO per 1tem chairs at &60 per item
 
 supply these items within EiO days and we
 
 -
 
 .
 
 ,
 
 ,
 
 dining
 
 We 7. that you can 8.........notto9,,,,,,...afterthistime. .
 
 .
 
 ,
 
 .
 
 should be obliged if you would 10,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 receipt of th18 OPdBP.
 
 C. We thank you for your mder of 11th May for 2 Easifix Year Planners. This 11, has proved so popu.lar that we 12. to infomi you it is temporarily out of stock. ,
 
 ,
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 .
 
 We hope to be able to 18, We apa agise for any 14,
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 ,
 
 that
 
 supplies withm the next ten days. this may cause.
 
 D. Thank
 
 and
 
 you for your 40 "Finesse''
 
 As we are
 
 10.......... next
 
 in
 
 order
 
 dining
 
 of 12th
 
 July
 
 for
 
 10 "Finesse'"
 
 dining
 
 tables
 
 chairs.
 
 to 15.,.......you a position for them arranged have we
 
 week.
 
 28
 
 with to
 
 the
 
 be delivered
 
 above
 
 items
 
 to you
 
 from
 
 early
 
 19 Word groups
 
 --
 
 2
 
 with the same topic can emember that grouping together wouls connected vocabulary, meet help you to learn them. As you new see if you can think of other worda that could be used in the same context,
 
 Put each of the words below into the correct list. Some words could go into more than one list but use each woni once only and put it into the category with which it is meat commonly associated, Can you think of any more words to add to each list? picket speculate dumping actuary exchange policyholder stock embargo bears premium strike export claim closed shop program judge sue taritT legal compatible shares data
 
 mediate
 
 software
 
 trial
 
 L Computers
 
 2. Industrial
 
 3 Insurance
 
 4, International
 
 5. Investing
 
 0. The law
 
 29
 
 relations
 
 trade
 
 i
 
 office
 
 20 The electronic In
 
 this passage about the use of enmputers in business you must fill each blank one word. Choose each woni from the following list, You must use each
 
 with word
 
 once only,
 
 printer
 
 input keyboard linked output
 
 accurate components contínuous
 
 floppy
 
 screen
 
 single supplies
 
 modem
 
 records retrieve
 
 transactions
 
 USING COMPUTERS
 
 they are
 
 Computers are being used more and more in business because fast, efficient artd 1.. .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 which
 
 Here are some ways in
 
 are used:
 
 computers
 
 details of Insurarice companies use them to store and 2. policies. clients' Production departments in companies use them to ensure they have of raw materials and4. adequate s. Banks use them for processing details of accounts and 5. Personnel departments use them to keep 6. of a comparty's employees. ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .....
 
 ..
 
 .......,
 
 .
 
 .
 
 ,
 
 .
 
 -
 
 Can you
 
 think of any other
 
 .
 
 The most common ways in which you can 7. -
 
 -froma
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 ,
 
 computer ce n 12. on a IS..
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 information:
 
 called a VDU (visual display unit). which may use 15. sheets or to a 14. 16. stationery. floppy disk. to a - to another computer,
 
 -
 
 .
 
 -
 
 .
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 information
 
 disk
 
 ,
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 over a telephone link. from another computer 11, to yours.
 
 -
 
 A
 
 .
 
 ..
 
 9.......... by 10.
 
 -
 
 i
 
 .
 
 .
 
 in which computers are used?
 
 ways
 
 computer are: by typing it on a 8....,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 -
 
 30
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 into a
 
 21 Make or do? Complete each sentence with the carrect form of make' or 1, Them's a rumour going round that Pelly's are going Squash International, 2, Please
 
 ,
 
 ,
 
 ,
 
 .
 
 ,
 
 .
 
 3. Who shall I
 
 .
 
 .
 
 I
 
 I
 
 to
 
 ,
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 a bid for
 
 to get these typed before 5 oclock. the cheque out to?
 
 your best
 
 .
 
 .
 
 'do'.
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 some of our workers
 
 4, If we don't get some oniers soon weT have
 
 to
 
 without 5. Tm afraid you¶ have to get the part we need from the suppliers.
 
 the other photocopier until
 
 -
 
 ,
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 redundant.
 
 ,
 
 .
 
 6. We've been
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 business with them for over thirty years now.
 
 .
 
 and we hope 7. Considerable progmas has been proposals to our members tomorrow afternoon. 8. The bank has decided year. 9. They've been
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 to
 
 .
 
 have
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 a considerable
 
 -
 
 these invoices to
 
 11. Tve got all
 
 -
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 extra provision
 
 .
 
 .
 
 .
 
 pro6t on ,
 
 ,
 
 .
 
 .
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 to put some concrete
 
 against had debts
 
 the sale of that land,
 
 took it over that
 
 nobody expected
 
 ,
 
 13. Something as simple as changing the site of the lettering on all the diffemace to your sales. .
 
 .
 
 .
 
 .
 
 this
 
 before I can go home.
 
 12. The business was so run down when she such a success of it. her to ,
 
 .
 
 a roaring trade since they decided to advertise en
 
 ,
 
 local television, 10. We
 
 we can
 
 the packet can
 
 .
 
 14. Increasing production will even more demands on machinery which is already breaking down at an alarming rate. .
 
 15. They could 16. We've
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 17, A customer has
 
 .
 
 .
 
 .
 
 .
 
 .
 
 .
 
 ,
 
 .
 
 ,
 
 ,
 
 ,
 
 .
 
 .
 
 some computer paper in the wages ofEce,
 
 with
 
 away with the old system of clocking in. ,
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 .
 
 a complaint about one of our salespeople. us a favour by launching their product lirst,
 
 18. Enfact, Gravers have We can learn from their mistakes. .
 
 .
 
 ,
 
 ,
 
 .
 
 .
 
 .
 
 .
 
 When you have checked your an.swers, underline each expression with "do' or
 
 'make'
 
 to help you to remember them.
 
 31
 
 .
 
 22 Problems, raent
 
 my coar
 
 problems
 
 seems N¶
 
 MrN
 
 o
 
 My typist keeps complaining of backa.che. If I were you, Fd get her a better chair.
 
 .. '
 
 a
 
 -
 
 Match each sentence below with Use each maponse once only, rµ«a
 
 weera
 
 la
 
 waasexe
 
 ocure
 
 the best
 
 Ï
 
 wr"we
 
 }
 
 ens'r
 
 3.
 
 ocar
 
 /
 
 race, aan
 
 were
 
 .
 
 »
 
 rr,«
 
 cow'r
 
 par
 
 newey
 
 /•\
 
 / 6,
 
 ..,..,....................
 
 32
 
 ......
 
 i
 
 ]
 
 .
 
 .
 
 wee ro wæseove Maya smoocer
 
 ,.......
 
 særrovy
 
 or
 
 .,.....
 
 ys
 
 4,
 
 eer
 
 «wers.
 
 ..........
 
 oog
 
 .........,................
 
 ewens,s
 
 5,
 
 2.
 
 rease far ro amt.««ce
 
 roera
 
 -raeo-
 
 row
 
 I............,...,.......... >
 
 on the next page.
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