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Targets and objectives

Busimess Grammar & Prachics: Intermediale is for intermediate level students who want 1o
outend their understanding of the grammar wsed in busingss contexts. 8 includes atruciures
which gre ofien rmisused in English, and mastering Lhese will gree pou confidence whatever
bitsiness you are moor hope to work in, I you weould first like o grounding in the core yocabulary
of business English, the Pre-Infermediate level book in this seres (s the place to slart,

To ensure that the language you leam 1s relevant for the workplace, the book uses example
sentences from the Collins corpus, This is a constantly updated database of English language
from a range of print and spoken sources. You can therefore be sure that any example used is
an authentic use of English in a business context,

Bursiess Grammar & Practics: fermediaie can be used 1egether with any biusiness Englishy
course book Lo provide more detailed explanations and Supplementary Bxercises in the
grarmmiai ol business English, It s suttable for both classreom and seli-siudy uvse,

Organisation.of material

Thara are 72 units and 8 Appendices.

Each umit consists of:

1. Language presentation through:
# sample sentences bo show the language forms in use;
¢ an explanation of the language forms;
+ adescription of the yses of these forms

2. Practice thraugh:
« controlled exercises lo develop an awareness of the language forms;
= guided exercises to praclse expressing the range of meanings conveyed by these lorms;
* a transfer activity which provides a framework for further free practice of the language
presented in the unit.

3. Answers 1o the conlrolled and gquided exercises

Using:a urit

You should wark thraugh & unit by:

» reading through the sample sentences and noting the wse of (he language torms (Section Al
* sludying the language forms presented [Section BJ;

* sludying the uses ol lhese larms [Section C.

Mexl you should move on to the practics exercises, There are three iypes al exareses:
cantrodled, guided and transfer:

Before you start an exercisa

» make sure you clearly understand the task;

* |ook al any examples thal have been given;

» refer back to the language forms and uses, il necessary,

After you have linished a controiled or quided exercise, check your anawer with the ey al the
back of the boalk,

Controlled exercises have only one possible solution: quided exarcses have a model or
suggested answer marked (M), IF your anewers to a controlled exercise are wrong, look aoain
al sections B and C. Il your answers toa quided exercise are dilferant fram those suggested,
check if your answers are possible alternatives.

Finally, & few words about the transler aclivities; the reasen for including these is that they act
as & bridge to your world by providing an opportunity to transfer to your own persenal
siluation the language presented and practised in the previous exercises,
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Grammatical Terms

Active lsoe also Passive and Volcel

Aoverh or vert phrase which has the persan
or thing doing e action as its subject, o.q:
The gevernrment increased faxas,

Agent

The doer of ar action in a passive senlence:
The agent cormes aftar the word by, 2.3,
The mustake was discovered by an accounlarif,

Article

Thee words [he or afa which are used beforo
& moun, .. the manager, a desk, or the 2era
article g.g. subsidiznes

Aspect

The feature of a vert that shows the time whan
an actwily or state happens. in Engleh the
aspects are either continuous [see Continuous)
or perfect [see Perlect].

Auxiliary verb
The verbs be, fave and do when they are used
weitfy olher werbs:
= cottinuous verbs [bel, e.g. Sales am increasing,
- passive verbs (bel, e.q. The faciory was sofdf
sl pear
- lhe perfect (have and had], e.0. We have
already placed an order.
= negative and Interrogative verbs [dol, e.g. We
don’t agree with the plan. What do you think 7

Bare Infinitive [s== Infinitive|
Clause

& group of words contaiming & subject and verb,
and.acting as a full sentence or part of a
sentence. The verb may be a finite verb, e.g.
The company has beer operating for 10 years
[tnite clause] or a non-finite verb, e.g. Having
founded e company, ... [non=finile clawse],

Conjunctian
& word which binks wards, phrases or clavses,
&.0. b, ad, ecallse.

Connector

A word which bnks clauses that are separatod
by a full stop or semi-colon, e.g. howewer,
theretare, similarly.

Continuous |aspect]
Averk construction in the larm be +
iafindive, . ing, &9 /5 warking

Copula |eopular vorb]

A linking vark such a5 'be’ or ‘seam’ which takes
a noun or adjective complement thal talls us
whal the subject i, 4.q. He s lhe manager, ar
Lhe seems vory Busy, It can also bell us what ithe
sibjact bacomas, 8.9, She became sales direcior,

4 | Intermediate Business Grammar
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Demaonsirative

Thie words rhis, (hat, these and those when they
are-used in a noun phrase, e.q. Tiis email 5
franeny Jarnes,

Derivation
A word that comes from anather word, 8.0,
ranagement 1= derivad from the verb mamage.

Detorminer

A class ol words which includes articies,
possEsse prenouns, demonsiratnes dnd
guantiliers,

Direct object [see Object]
Direct speach |see also Indirect speach]

A way of showing whal someone aciually says,
2.g. |'m very pleased to meet you.” Ouetation
marks are often used to show diracl speech

Finite verb
Averb orverb phrase in one ol the lenses.

Ganitive

Aonoun written with an aposirophe which
shows possession or 3 similar relatianship,
8.g. the manager s decizion, las! year’s resolls,
the countries’ economies

Indirect speech (see also Direct speach)|
Away of showing what someone alse has said
by using your awn words, 8.0, Jofn announced
that he rreeling was cancolled.

Infinitive lor bare infinitive|
The base form of a verb withoul o, &g, be,
make, wrife,

Infinitive + to
The base lorm of a verk with fo', 8. to be,
fo fmase, o weie,

Interrogative
A group of words which asks a guestion.

Intransitive verb [sec also Transitive verb)

& verb which cannat take a direct object,

e He died las! prar

Some verbs can be both intransitive and
transitive, eg. Produchion increased das] pear
{intransitivel. We increased produclion fasd pear
Itransttive].

Main varb

S verbwhich is nasther a modal nocan auxdbary
verb. Be, have and oo can be main verbs or
auxiliary verbs depending on their use,

Modal verb

These yerbs and their negative formes are modals:
will, ca,shall, ray, must, wadld, could, shauld,
m.u}hi'
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Modals are followed by a bare infirtive, &9, You
must attend the mesbing.
Meedn't and daren’l are also used in Lhis way

Object

& noun or noun phirase after a [ransive ver,
.. We increasad producion by 5%

Farticiple

& non-finibe verh formed with an infinilive + ing

Ipresant participlel, 8.g9. developing, or the pasl
parficiple form of a verh e.g. developed

Farticla
£ grammatical word which does not belong fo

the main classes, e.q. (o [in the mtinitive] or aof,

Fassive [see also Active and Volcal

A passive construchion conlaing & werl: or

werh phrase inthe lorm be 4 past participle,
where the doer of the action 1s exprocsed as
the agent rather tham 1he subjecl. e.g. Taxes
were increased by the (ast government |passivel
warsus The fast givernment mncreased laxes
|activel

Fertect [aspect]

Averh construction in the form hashave + pas!
participle which puts the action or event in &
different Lime from the bime of speaking or
wriling.

The present perfect shows thal the achion has
been compleled by the Lime of speaking or
writing, £.0. We have siready soen the repart
The pasl perfect shows thal an action has been
camplated by an earber point of lime, &.9. We
Fad already seen the repoyt

Phrasal verb
Averh phrase that consisls of 2 vorb + adverd,

.. wrife up, pFy oul,
Phrase

A group of words, bul less than a clause, e
nok containing & subject and vert.

Pranoun
Aword thal takes the place of a nown or noun
phrase, e.q. she, my, this, who,

Guantifier
A word which describes guantity or amount,
e.q, &ll, many, some, few, i,

Questian tag

Ashor gquéestion added to & staterment, which
makes the staterneant inte a guestion, o.g. We
seni the goods last week, didn T iwe?

Ralative clausa

& clause beginning with a relative pronoun
such as who, whase, which, that or a relative
adverb such as when, where, Wiy

Reparted speech {see indiregispegehiganhedu.com
Simple

A verb constrection in gither the present simple

or pasl simple lense,

Subjunctive

Aoverh lorm wsed to describe non-lactual or
hwpothetical meaning, It is shown either by the
tare infinitive e.g. The shareholders demanded
that he resign or by wera as in i Taere him, |
wirild resign

Tensa
The grammatical form of 2 verb which shows
lhe time of the actien, e.g. present of past,

Time markar

A phrase which shows when someathing
happens, e.q. last year, al the momeni,
nast week.

Transitive verb [ses also Intransitive verh)
& main verh which lakes a direct obyect, e.g,
Ve played golf last week,

Verb ...ed
The werh farm infindive + od, e.g. hofped

Verb ...ing

The verb farm infindiva + ing, 8.g. halping.
Voite

The grammatical calegory of either actne ar
passive verb form,

Wh-guestion
A question beginning with who, whal, why elc or
Wwith o,

Yes/no questian
A gueslion o which the answer must be yes ar
na, 8.9, 5 pour name Mary?
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The Present Continuous

The presant simpla
The fubure wiih will

Thi dulurd with geing to

The company is expanding its international distribution,

= At presant we are recruiting for a senior managemaent post.
= What ic happening in the economy? It is just recovering from a two-year-long slowdown,

www.tienganhedu.com

Ha knows what you nead to de when you are launching a new brand.

The present continupus comprises two parts:
the present tense of to be -+ inlinitve Torm ol the verb . _ing

* Rasltive ferm

T M oqafiva farmm

! 3 Iptarpogutise Tarin

| arny"m checking the ligures, I am notl m not expecting o Asm 1 doing 1 correctlyT
rezply today:

Warfyouthey are checkdng . Wefyouthey are notfaren’t Are walyoulihey doing . 7
expecting ...

Hefshefit 18/ checking ..

Hefshefil 1s nokflsn't expecting ..

Is hefshefil dalng . ..7

We use the present continugus (o talk about:
— aclivities at or around the time of speaking
— Lemporary activities in the preseni
— fixed arrangemeants in the fulure

1. Teindicate an acthity at the mamant of speaking:

A: What are you doing?

B: I'm writing a business plan,

2. To indicate an activity around the time of speaking:
The group is setting up a new Hong Keng office.

3, Te indicate the temporary nature of an aclivity;
Growth prospects are driving exchange rates at the moment.
[but this is not abways the situation).

&, T indicate a fixed arrangement in the futyre:
We are discussing further expansion of the programme al next month's meeting.

Moates

1. With C1, 2 and 3, we can use the Tallawing Hime exgpressians [present Lirme miarkers):
at thefthis moment currently
af present e

2. With Ci, we normally use a word or sxprecsions o show thal we mean [ulurs tima.
This avnids confusion with the present time:
Whare are you working next week? [[uturs]
el Where are you working? (presani]

Intermediate Business Grammar
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Make six sentences based aon the following options. Fou can make guesiions, loo.

[l ExpraRiioh | Fragent cantinsoey | Objeol

Now | ar/isfare planning. | with our R & D department

At the moment we amfisfam working @ naw projec

Al present oir depariment u_m,;ris-.ih:ley-g_hpg _Ev_hnluhneu =
Currantly Th-w Err:.ﬂ_fe."_;_-e |r:5-,lrallTng 2 TR NEWOTH i

Ruad the fallowang texl, It condains live examples of the present conlfinuows fense. El'a_r.sl'f].-' them
according ta different vses shown in the bow below

The department is presently undergoing |1 major rearganisation. We are reducing [2] the
number of olfice stall and relocating (3] some persannel in other departments. This month
we are also advertising (4] for lwo new senior management posts. Dur present directer is
iraving |5 at the end of the year

aclivity &t or around tempurany acivly fived arrangerment
the Hme of speaking in the present tri bhe fulire

Raad the fellowing dialogre.
Michael: 'Whal are you doing now, John?
Johin: I'm finishing pregarations for our rmeeting omorree morning,

Michael: I= Pairizia coming?

John: Yoo, she's arrving 1his evening.

Michael: Oh good. What are you doing this evening?

John: Hothing.

Michael: ‘Well, I'en reeting Felix, to discuss the (rip to Japan next week,
Could you join us?

Johin: Er, no, | don't think so., .

Cormplete The following senlences:
1. Mow Jehnis

2. Tormorrow morning, Michael, fohnand Patriza

. Tenight Michaal =] e
&, Tenight Johm isn't

5. Mext week they =

Whai are pou doing now?

Whai are you doing fomorrow?

Think o a friend or colfeague. Whal is hefshe doing now?
Where are pou going on Tuesday next week 7

Are you working on amy special projoct st the maoment ?
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2 B o m—

Lnki 1 Tha presand canlimous (e i
Unit B T Duabuir vl Uy ol

Unit ¥ The lulurs wilh goleg la

Unit 54 Eyprwinlons of [Fageeney

A Samplesgentences

# Eweryresearch report contains a projected income statemeant,

& We usually raise money by issuing new shares, How does your company raise money?
= [Due to reunding, seme of these figures do not add up to 100 per cant.

= The mecting starts in another 10 minutes,

B Foarm

The present simple comprises:
oz parl in he positive, i.e. infinitve form of the verbs)
twez parts in the negative and inlerrogative, e, da'does « infinitve form of the verh

1 Pomitive farm 2 Magailvi farm | 4! Imtarfagative form

I 'wark (n dilterent departmanis, I don't produce a menihly repodt, | Do | need monrg infarmatian?
Wayowthey work .. Wefyouthey don't produce ., Do wifyoufihey need | 7

H&f;..h:ﬂl:ifm'kfr Helshefit doesn't produce |, Daes hedshedt reed | Y

¥e usze the present simple to talk about:
— characterislic or iypical activities
— situations which are permanent
— figed schedules in the [uture

1. To indicate a general or permanent activity:
The company manufactures hair-care and cosmetics produchs.
Tn describe a truth or current belief:
Products develop to meet changes in the market.
3. To describe how often an activity is dona:
How olten do buyers visit the factory? They usually visit every six months,

Zz

&4, To indicate a lived schedule in the future:
When does my subscription commence? It commences atl the beginning of next month.

5, With non-contmuwaus verhs,
The prospectus contains information on the company's previous parformance,
[ot; is containing)

The toallowing wverhs are usually only used in the simple form:

hope  know  understand ke fove mean  forgef  confain  Imagine
remamper  prafer suppose wand  belong concern consistaf  casl
pqual  hawe involie dependon  owe - DOSSESS oW TEMEN FROUIre

Hotes
1. Remember the s in the third person singular, Le.;
positive - works negative - doesn't work interragative - does . .. wock?

2. With C1 and 2, no adverh of Gme is needad,

3. With C3, we use time expressions toindicate how often something happens:
always usually often sometimes rarely/seldom  hardly ever  never
&, Mote the position of indafinite frequency markers:
Absentesism veually Incroasos bofore Christmas. [before the varh|
Lzually absontesism Increases before Christmas. (a1 the beginning of the sentence]
Absentesism s vsually up belore Christmas. lalter the verb to be)

| Intermediale Business Grammar
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Comadete the fellowing fexd with the correct

forrt i v Froes i at T this e Lemploy use  supply  work develop |

Softcraft produces compufer saltware for business applications, The company

programs tor general business applications, In addition, Sofcraft

customised software for individual requirements. Saftcraft 85 people.

fibout £00al these _in programmea development. The company also
edternal consultants.

Wrile senlences to complede o dialogue Based on the Aow char! below

Ask what TMF produces
Ot furniture
fsk aboul the nurmber of empleyees

500
fek abowl the frequency of trade lairs

and exhibitions
Lor2ayear
Comment on the cosl of trade lairs

=ve your opindan {Le, goad imvestment]
sk aboul nexl trade fair

Franklurt, September
hsk aboul fashion in design

INENINANINS

Changes frequantly

Use & frequency adverk from [he list balow lo make senlences wsing (he given pravmpis.

ol quuenﬂ-r restrally
oflin SOMBLmes necasanally
Farply hardly evar FHewer
1. We/provide/good service 5. He/have/meatings/in the maorning

2. IMmave/Tace-to-lace mestingsinew customers &, f'see/the Senior Vice-President
3. Qur company'employ/esternal consultants 7. Welwrite/reparis
&. lfoesbusy in summer

1. Kead the followsrg texi.

Qur company produces electranic components for washing machines. We are based in
Singapore and we have subsidiaries in Barea, Malaysia and Japan, We sell our products
ihroughout Europe and our biggest custormers are i Europe. At present we are setting up
a new distribution centre in France. Our department is working an the design plans and at
the moment | am studying different plant layouts.

2. Use the model above fo witile & sirmilar description of your own company and your gresent
aciinties, or @ cormpaEny you Kpow sl
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3 e ——

Linil & Tha praannl geclect simpla

Sample sentences

When the tax laws changed, Umited partnerships bocame had invosimants,

Last year, wo installod a now $3-milllon computor systom.

How did you haar aboul tha merger? - | received an email from a colloague yesterday,
During the recovery, Britih firms didn't need to invest as quickly.

The past simple cemprises;
one part in the posithe, L&, pas! tense form of the verb
bwic parts in the negative and interrogative, Le, did + infinstive form of the verb

1 Pogilive farm | 2 Nogitive facm | Interrogative form
Last year owheishe/ithwelthey | A1 that time Vo helshetiwe) Did Kyow'he'shalithwelthey AL
weorkied in persannel, they didn™t know (he lorecast by the form cofrectly?

We use Lhe past sirnple Lo talk aboul activities in the past

1. To indicate an activity at @ spedlic time in the past:
The French government heard about the dealin January,

2. To ask when an activity happened.
When did you retire?

Motes

1. Once we have explicitly mentioned a specific ime in the pasi, all the following
activities are understood to happen within that time frame, ie. in the past:
Last year, we infroduced the new products with a print advertising campaign. The agency
came up with multi-page ads that successfully prometed the praducts, There were no
television commercials,

2: Typical past time markers include:

yeslergay an + day/date, e.g. on Monday, on 21 January
Ao in + manth/vear, a.g. in July, in 1983
last af thaf time

4. already and recently
In American English already is used with the past simpla:
We already appointed a commitiee bo oversee his decision,
In British English the present perfect is used {see Unit 5).

Recently is used with both the past simple and tha present perfect;

| talked to our bank manager recently. (at a specific time in the recent past]

| haven't needed to talk to our bank manager recently. [in a pariod of time from the
recent past fill today)

10 | lntermediate Business Grammar
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Complete the following paragraph with & correct form of the verb in brackets,

On Monday Diano Spa. — [reporti increased profits for the year, Exports
! [elimb} by 20 per cent last year but domestic sales __ [fall) by
5 per cent. Two months ago thecormpany _ [set upl new sales alfices in France
ond Singapore, On the Milan Stock Exchange vesterday the company's share price
Irise] by 0,15 eurns to €111,

A jowrnalist intorviews a compgany directar abiout & joint venture with Fallon Inc., an American
company. Complele the sentences with an agpropriate form of the verD given in brackets.

Jt When__ |bagin| negotiations?
_ [start] three manths ago.
J: And you reached agreement this mermang?

D: That's right.

J: Was the ariginal dea yours or Fallon's?

D: Af firstwe . |approach| Fallomandwe . |put forwand]
some sulling proposals.

i £ —_|havel any major problems?

D: Mo,asyou know.we . Imeall many times and we

[reach| agreement taday.

Look af the following chart which shows the histary of a joint venture belween lwo companies.
Write a short paragraph wiuch explains the main avenis.

Jam 2010 TELZO reports profits of 328m (increase of 25 per cent)
June 2010 TeleResearch {TR) produces prototype of Linco Mobile Phone
O 2010 TH offers Telco a licence sgresment
Mo 2010 Telco offers to buy Linco Mobdle Phone for 52.5m
TR rejects oifer
Jan 2011 Tedco suggests joint venture
negotiations begin
April 2011 Teboo and TR form a Jaint wenture company, Linca.

Winite six senfences describing either:
* {he history of a project you know well
* your educational andfor prafessional background.
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= We were trying to bulld the company, when the recessian hil

= While we were seeking a solution, they were doing everything to stop us.
A:  Which team were you working with Last year?
B: With Paul's team. We were trying to cut fuel costs.

The past continLious CoOMpPrises two parts:
the past lense of to be + infinitive form of the verb ., Jmg

1 “Fosit v Torm | & Negativefarm | d Antarrogatiie [arm

I 'was checking the siock. | was nobfwasn't expecting & | What was | doing a1 thes lime
dalvery. last year?

Weyouthey were checking . .. Welvouthey were notfweren't | What were wedvau/they
expecting ... doing . ..7

Hefshafit was checking .. Hefshedit was notfwasn' What was he/shefit deing . 7
axpecting ...

We use the pasl continuous o provide a past time frame for another activity.

Timeframing: discusseon of hazards
The Health and Safely Commilles were discussing .
hazards when the fire started.

LY
e

1

The fire started at a past pont of time (4} within a start of fire

pertod,

Whal were you doing at this time Lasl year? what were you doing?

This time last year = & past point of fime -

within a time frame; ‘'what were you doing’ - ¢ —
indicates a past period of time and provides

a time frame for ‘at this time last year’ this fime Last year

Wiile the fire brigade were fighting the fire, we wers - ;

trying to save some of our works of art, Tighting ine fire

L

Here 'trying to save works of art” is not at a point of
time ¥, but l2sis for a period of ime lindicated by o
the lower bracel, Indact the hwa actions happened at v
the same time and for the same period. Therefore, Irying o save works of &
both verbis are in the past contnuaus.

Hotes
1. The past continuous dees not indicate an activity that Lasted for a long time;
| was working with a well-kinown computer manufaciurer lor ten years. ¥}
I worked with a well-known computer manufacturer for 10 years. [«
| was working with a well-known computer manulaciurer when | was made redundant, [«)
2, Expressions with the preposition during can be changed o clauses with while
+ past continuous:;
During the launch period, outdoor advertising reached & par cent of the total advertising budget.
While we were launching the product, outdoor advertising reached & per cent of the total
advertising budgeat,

12 | Intermediate Business Grammar
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How many sentence combinations can you make based on the foliowng alfernatives?

The manager was |designing | new ideas |when | they resigned
Mrs Ford were | wriling a new plant he abandoned the
- project
The production researching | & report the Director
beam i feund a selubion
I sha

Complete the following sentences by chonsing a suitable form of the verh in brackefs,
Use aither the past simple or the past confinuous.

1. We [review] safely procedures when the accident {happen).

2. While we |clean| the tanks the chemicals [poliute] the river,

3 The plant leperate] at full capacity belors the explosion [happen},
& We (turn off] the supply because the pipe [loak).

8. As the equipment Iget old) we |decidel to replace it

é. When fhe lire |=tart) she fwear] protective clothing.

T. While the campany . linvestigate) the accident the government
_ lintroduce) new reguiations.

B. The risk of explosion

[be] highest precisely when warkers
[repair] the pipe.

Exercise 3

Below s an exlract frorm a feport onan scoident al & consiryetion site, Complolo the fext

by choasing an spproprials forrn of each verb fn brackels. Use either the pest simple or the
Lis  Com e L.

On Monday at 16,30 2 canstruction worker was hurt at the iribas plant, The
foreman said that four men _ [wark] on a roofwhen a erane

—— [hitl the wall of the building. One of the men latipl and
__[talll to the ground, The crane driver [tryl o lift & metal
pipawhenhe ___ llose] contral. & preliminary report identifies thres
factors which contributed 1o the accident: the injured warker _ [rot!
wear] a salety harness. Thecrane _ [work] in a prohibited area. It
___[rainl, 50 work should have been stopped

Thing of yeur owr career or wark, Make senleices in wihich a pasl aclion eccurs wilthin 5 given
lime periog,

Examplis:

We ware doing a lot of work with Japanese suppliers when Impreso bought the company.
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A

Lind1 3 The past cenpla
LLinil & Fhi presont poriect contirvous

5_

Sample seéntences

Business confidence has dropped as a result of the recession.
Hawe you told investors whalt is happening in your sector?
Their salaries have not increased in real terms since 1792,
High-priced issues have led the market since last week,

The present perfect simple comprises two parts: has/have + the past participle form of the werb
1| Pami{le fanm E & Megalles [oem » | & InEerrogative farm

Ifyoufwelthey have!'ve Yyoulwefthey have nobfhaven't « Have Wyoufea/they + past participle
finished tho project. pact participte form of tha verh larm of the vark?
Hefshe/it has/™s linished | He/shefil has notfhasn’t+ past Has hefsheit + past participle Torm
Hha 'n-mj:l;l paricipte larm al the verb ol the verk?
Lsog

Im meaning, the present perfect belongs to the present tenses. This is because in the various
uses, the meaning is always inked o the present, rather than the past.
1. Ta indicate am actwity at some non-specihic time in the past with an impact or resull in the
presenl or future:
The company has reduced its payroll to 28,300, {present resull = fewer employees on payroil]
i The company reduced its payroll last week. [specific time in the pasl]
We have recruited new talent for our management team. |present result = new managers)
cf We recruited new talent for our management team at the beginning of May.
Ispecific tme in the past]
2. To indicate an activity withina pariod of time which is not yel finished, 1a. unfinished time:
The company’s credit quality has improved this yaar. [The year is not yet finished.]
cf The company’s credit quality improved last year, [Last year is finished |
3. To indicate an activity which starled in the pest and continues to the present,
So far/Up to now we have ignored the possibility of repeat arders.
lin the period between then and now)
Office rents have fallen sharply since 2008, [They began Lo fall in 2008 and are skl falling.)
The research group has worked on the project for several years, [l started working on it
several years ago and is still werking on i today.]
Moles

1. As the activity in G happened at a non-spealic ime in the past, oo Gme marker 5 used.

Z. In CZ, Wypical time rmarkers arg: this mormngwveek/monthdear  loday  now
Just and just now are considered as present lime markers, and are used with the present perfect:
They have just signed a deal on oil Imporis.
Recently can also be used with the present perfect |see aise Unit 3, Mote 3):
Many European airlines have recently invested in American companies.

Already and yet both provide a frame of unfinished time; the time frame starls at an

unspecified paint in the past and continues to the present. Already is typically used in

posilive sentences: wel in negative and interrogative sentences:

Have you signed the agreemaent yet? (between then and now]

Cutbacks have already brought inventories more in line with demand. (between then and nowl
3, InC3, typical lime rarkers ar

sinea [1o indicale the starting paint], far [ta indicate the period)

She has worked here sinca 2006, |starting paini|

She has worked hore lor seven yoars. [period)

Intermediate Business Grammar
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Make six senfences based on the following ophions.

Mennis plc has called WO yet

I has not contacted s recently
We have sent the goods today
Paolo have not ordered anything

Mr loyen arrived to Frank

She . | spoken |

Complete the following extract by choasing the correct form of the verb in brackeis
(ise either the pasi simple or the present perfect simple,

Last year our company _— |report] a small mcrease in profits. This year
we_ |see) continued improverment and our turnover .« [rise] by 15 per
cent, This is very good news in a dif icuit wordd market. In fact intecnationally, the market

[fall). Maturally ourcosts _— |go upl and so the rise in profits is nol so
greal, Il is true thal our domestic performance _ [be helped] by the collapse of our
cormpeliter, Capra & Pecora, which —— |go oul of business)] in January.

JBM is 3 Financral Services Campany The Managing Direclor is Marting Pavievski. Here s an
exfract fram 4 speech she made 1o shareholders af ie AGM.

Read the extract from her speech and place the different actions in boeld v the appropriate colurmn
in the box below, according fo the mearing m e confext. The first ane has been done far pew.

"For our seclor, recent times have been difficull. However, itis clear that we are not alone,
The werld economy has suffered a downturn*and all sectors aof mdus-ln- have experienced
difficullies, Bul thes year we have already seen signs of improvement’ Y| am sure you know
that especially in Asia there has been increased growth and this will benefit us greatly, Also,
Lurnng Lo insurance, we have been involved In the insurance market for only a relatively
short tirme, but it ez good o see that this seclor has grown rapidl.ﬁince 2004."

or fuluice

II ik

wt hﬂ.uﬂ' hﬂrﬂ I-ﬂ'Hh'H , recent imes have been
difficult

Ths secete hAS @ ro

A OWDRLIE P00
M Rethe Thind Mimm

Maka sarfences about the recent ecomdamic parfarmance of @ither your cwn cormpany, & industy you
know abiout, & the ecomomy of your country. Yo can use both the presend perfect and the pas! simple
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G —

Unli 3 Thix parsll &irmple
UniL & Tho present perlact dlmpla

& Sample sentences

A: How long have you been buying plots of Land and developing them?

B: First, we simply sold plots of land, but we've bean developing tham for about throe years.
A: Have you dene well fram thizs?

B: Yos, wa've been making a Lot of money.

A:r That's because you've been acting as the praperity developer, and not just the seller.

B Form

The present perfect continuols comprises two parts:
the present perfect of to be + infinitive form of the verb ., g

1~ Fa=iiva Marim & |Hegntive lorm | d InEEFragalive farm
Ifyeufwelthey have/ ve been Ifvoufwelthey have nat been Hava [fyou/wethay been +
uskmg the agency, fhaven't been + Infintive form infinkive form of the

il the verl .. .ing verb . ing?
Hefshifit has/"s been using Hefshe/it has not been/hasn't Has be/shefit been « infindive
Ihe agency, BEen + infinilve foem of the feem af theverh , ing?

virh ., ing

The present perfect cantinuous belongs o the present fenses because, in its uses, the meaning
is always linked to the present, rather than the past. We use the present parfect confinuous:

1. Toindicate an activly at some non-specific ime in the past with an impact ar resull in the
prasent or fulure:
I have been reviewing last year's inventory levels.,
Here, the verb phrase have boen reviewing indicates an actian over a pecad of bime.
cf. I've just finishad reviewing last year’s inventory levels,

Here, the verh phrase have linished reviewing indicates an aclon at a point of tme, To fnish’
cannal happen over a pericd of time; it indicates an inslanmaneous action. We use the presem
perfect continuous for verl phrases which can happen over a period ol time,

2. Toandicate an activity which slarted in the past and conlinues ta the presant:
| have been developing and teaching sales training skills for salespeople since 1999,

Again the verb phrass have bean develaping indicales an action aver a pariod al time; in this
case the perod of lime is specified,

Compare the fallowing sentences:

Since last autumn, we have tested all of the corn leaving US poris.

We have been testing all of the corn leaving US ports since Last autumn.

In the first senlence we are interested in the fact thatl the tests are now fineshed and that

W Can now come o some conclusions, or move on ie.a new stage in fhe development cycle;
in the second senténce we are interested in the action iself - the testing - and its duration,

b | Intermediate Business Grammar
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Make three sentences from each of the fallewing prompls in the presenl parlect conlinuaus, Make
hirst a positve statement, then a negalie slaterment and finally & question.

Youlworlk/Paulus & Companyfor many years
They'sellfsharea/since January

Road the followiniy sentances. Dacids which show examples of achions which conlinued ower 2 parod
of Mrme and witich show actions which socurred af specific poinls in Hme. Write period” or point

1. George has been working too hard recently, T
2. He has made a lat of mistakes.

3. He has been traveiling all over the country. ——
&, He's even had o couple of minge rosd scedents.

8. He's asked for some time off work,
&, We've been thinking of ways to help him. —

Uso the fellowimg praompis ta produce
a short email ahoul recniitment problerms From: [ hemwlepcomonkerscom 1
ina clothing distribution carmprny

Fre [ Dinctuser. salies cobtonie com |

Subject; [Recruitrent of Salos Direcrs (Mortham Region] |

Diear B,

Wetto advertisefor s months!natéonal

Describe a decision connecied with
mewspapers, Weto infendewifive candidates

your ow work, Use examples of both

the present pacfect simpleant the butfio be not abide to Allpositon,
contmuous form, This manth/te placedan sdvertisement/Sale:
Examgde; SIEIG S

ABC has decided to change the It talk o Head Hurting' agency. This seems
management siructura, They have ti be an increasingly probable solutian, Ay
been thinking about this for & long carmamsants?

time.

Bast regards
Harriet

Ll
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Liwig 3 The gl simplo
Lnikin 10 4 11 The cendfansts L1] snd 120
Linif & Cleumssa ol lma

i

4 Sample sente

= By the time the company denled the report, the market had already closed,
= DOnce we had franchizsed this function, we lost contack with these customers.
= Aleading economist sald the gavernmeont’s policles wers wrong and had increasaed

unemployment,

The past perfect is:

past perfect past smple
e
the past of the -+ | | -
past simple
st perfisgt presendt pesfect
——'_'_—-__‘—'—_
the past of the T e =
present perfect - l | -

The past perfect comprises hwo parts:
had + past participle form of the verb

1" Fosifjyedarm | & Menafive form | 1 Intarrogallve farm
vouhalsheitiwefthey hadld | Wyoufhelshefithwelthey had not/badn’t | Had Uyvowhalsheftfvwe/they «
finished the project. + past participle form of the werb past partiziple lorm of the verb?

We use the past parfect to talk about activities which happened at & time before the past,

1. Toindicate an actaity at a tme belore iha past:

As soon as John had finished his report on Australia, we asked Sasha to go to Brishane.
past perfect past present

N | |

P
i

ANNOUNCEment share prices up
Before we appointed the new chalrman, our share prices had been very Low.
past perfect past present

‘:_.—-—'_'_'_‘—-—\_H_'!:_.—'—'_'_'_‘—-—._\_‘_

-% R =

low shane prices appointment
2. Toraport a present porfect lensa alter a pas! tense varb of speaking:
The current chairman said, "We have had mergar talks for about two years'.
The current chairman said the two companies had had merger talks for about two yoars.
The present parfect in the direct speech in the irst sontence is changod to the past perfict in
the indirect speech in the second sentence,

Motes

1. We often use a past simple form where the sequence of events is clear:
After the interest payment was added back, the bonds” loss was about T8 per cent in the quarter.
IThe use of after makes it clear that the first event was the addition of the interest payment.]

2. We use the past perlect wath the following time conjunctions:
affer  before arce i when  as soon as

Intermediate Business Grammar
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lUse the prompts below to wnite senfences which include a past perfect tense contrasted with &
simple pas! fense. Use p::wsr'hu'e, megative and inlerrogalive lorms. Here s an exampls;

speak lnfagencylfwhen they/change/the agreement

We had spoken to the agency when they changed the agreement,
We hadn't speken o the agency when they changed the agreement.
Had we spoken to the agency when they changed the agreement?

1. planefleave/fwhen they/reachfairport
2. shefalready/signfcontract/fwhen yeu/zall
3. You'send/report/fbefore wafnotice/mistake

Loak al the Uime lines balaw e make sentoncas which contrast hwe dilferont actions.
Use already in each sendence. The first has heen donge for you

1. agresment 2, saleol
on design meeting  now shares market fall nowe
- i i L i i i i
Wa had already agreed the design befors we had & meeting.
3. el rahs fasr ¥, design design
Mrs Haan in Sewille e ra logo packaging  nige
i L 1 . - L 1 L =
DTR Marked Surveys
Hing Ridsand Stre
Tl company has cenlracted an :;;-mwm m:‘
srief (0293 542285
adverbising agency to marke! your T'bg‘_j'm iy

qoads. You recenve the followang lelier
from them, describing preliminary

Erail DT Reraekeidven mall pet

Jran Toaanam
resulls of @ marke! research swrvey. kpek Kinthing
51 fausl's Apannius
imagine you lelephone & colleague (uiedin
I tell b about these resulls. What I B
world you say? Wiite five senlences u\':rr&i'l.:rnm

] il i T
using past perfec! fenses. o Joums
ek Klothing Surey: Prefminay Resuls

Exarmpla:
o i Vi have noww firdhisd thar Brat mage of wnalyving the reiults of oo uresy.

Ciothes i the provious week, | sl

P i Wi ankedd whastser tha iespareken iy had Boagt clithes in the peevicen

verek, anl dieided the mespoedsns hy s and s thioe age ctegarie.
' Thaae sl i v i Fokhirek:
[ransfer
NE W-IE Si-Eh H-43

Write four examples of senfences _— - = - |
describimg events affecting vour work, e — e ey |

in which & past tensa i conlrasied with
& past perfedd tense,

Exarmple:

‘Wewere surprimd by thee Leege rrmber in 2l cateqories but the margle
o ooy was Caliulaied an anfy £5 ped canl anid e wimple sine was A50,
il phare you later to chscizes this

I had already worked in marketing apbis ot B
before | joined my present company. hon Thalas

DA Mario Suninys Lid

19
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Linlt 1 Thi precent continueus [sactien (|
Unit 2 Tha precend chmple isaction G4
Unit? Tha ukura with goleg o

Unlt 13 WL and would

e sentences

= 0K, 'L take the minutes of the mesting.

= I'll eheek an the finoncial details before taking o decision.

= Trade barriers have been removed but this won'l alffect the trade deficit this year,
= The European operations will be restructured and ordered to cut 200 stafl.

The future with will comprises two paris: the modal will + the infinitve torm of tha vark

1 Fasiffve Furm | i Megative Term i A Intarcogatiog form
Wyow/hedshelitwelthey will Ll Ivaufsishe/ihaefthey will notf | Will Uyeuw/hefshe/ithae/thiy arrive
delhier the gosds temarrms wioh | b at the miesling i Liemie?

We use the modal will Lo falk about:
= tha luture —~ willingness [see Linit 171
1. Ta mdicate an activity decided at the time of speaking:
Az Have you told investors whal is happening in the company?
B: Not yet. 'Ll get on with it right away.
Az I'm sure they won't be very happy about if.
B: I'lltry to persuade them not to withdraw their investment.
2. To indicate a neutral activity in the futire or a part of a process;
A second conference will be held in Paris from September &th-Bth.
First the Commission will present reports on employmant trends.

3. Atter verbs of mental activity, e.g. think, hope, expect,
Economists expect that the price increases will continue to slow.

&. Aller adverbs ol carlainty, probabiity and possibilily:
The firm will prabably restructure the deal and offer new shares when market conditions
improve,

8. In the main clause of cenditional sentences type | [see Unit 10]:
Even if they decide to increase their quota, they'LL still be producing beyond their allotment.
|rot- even il they will decide....|

Motes

1. The conlraction "W can be used after all subjects fnoun and pronoun| = bul only in speech:
The new EU rules’il be in force from 2013.

2. Future lime markears am:
next., .
on + dayfdate, e.g. on Monday, on 21 January
in + monthfyear, a,g. m July in 1999

3. In G3, the negative of "1 think e will’ is usually | don't think he will

Wa think they will say yes.

We don't think they will say yes, [rather than: We think they won'| say yes.|

Molice alse: | think so. [positive] I don’t think so. [negativel

Maolice, howewer, the following squivalents:

We hopefexpect [that) they will say yes. We hopefexpect [thal) they won't say na.
&. Ir C4, notice the word erder [will and adverbl in the positive and negative sentences:

The market will definitely improve, The market definitely won't improve.

Intermediale Business Grammar
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Look again al the fve uses of will explained on the apposite page, Than read the senlences below
and categanse them according to type of use.

1. 1think I gt Athens soon.,

- Are i thirsty® L get you samething 1o drink.

We'll watch a shart Tilm, then we'll see the production plant

Hald on - I'll pust phona Marta to ask hor

Whan you corme, Ul intreduce you to Maria Penrose. our Finance Manager.
Thare'll probably be a fall in profits in the sprng,

Parhaps 'l get to Sydniy nest year,

[espect you'll stay inoa holel, won't you?

lohm has arrived. I'll ga to mest him

- Tha repart will be ready an Manday,

SemarmELN

1

Write appropriate sertences to comptlete the fellowing exchanges, include a form of the word will
The lirst has been done for you,

1. Martin: Sarz has arrived.
Krein: comel
I'll eame at once.

2. Sara; What'll your talk be about?
Hanna: fcost savings)

3, Emrna: Whal do you think abowt the pessibility of dawng more busness in Eurgpe?
Fred: 1-&&5}!]

&, Isobel: The photocopier has broken down,
Piers: [repair man]

S ——— =

§. Charlotte: Halnn is away loday, ‘;'-he 5 al homa,
Maeve: (telephone]

. Lee: [l we go to Panis, who will we meet?
Distmar: Inot Bergit

Wirite sentences which vse will and malch the diforesd vees indiealed, The first has bean done far o,
1. A neutral activity in the future.
The meating will start at 9.00.
- Afler a verk of mental sctivity.
. & neutral aclivity as part of & process, e.g. a presentatian.
« & peutral activity in the fulure,
« Activity decided at the time of speaking.
« Ini tha main clause of conditional | sentences. |see Unit 10]

!
J
&
&
&

Answer the follawing guestions about your work,

1. What special projects do you think you will be working on next year?
2. What are you doing later today?

3. Whao ll you sea tomaorrow?

&. Whal do you expect you will be doing this fime. nexd year?

5. If business drops by 50 per cent will you lose your joh?
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Unit 1 Thi precont continsees

Linli 2 Thio present cimplia
Undl & Thin Jusirg wikh ekl

A Sample senfences

& Wa noesd to attack the problem right nows How is the business gaing b survive?

¢ We are going to aim our marketing at young people.

¢  Exports have increased by only 7.4 per cent, That means the yearly target of £1.3 billion
isn't going Lo be achioved.

* What sart of insurance are you golng to need?

The lature with going to comprises three parls:
to be + going to + infinitive farm af the verb

1i Pusbbive farmr | i NEgat e Tk o lnksEragEiyelarm
I am I am not/I'm not A | &
Hafshefitis | Somd 12 Heshedit is notfisn't bs ha/shei g
i He'sfshe's/it's nat | geing o analyse

Welyoulthay are | e resulls. | b hhey are ot/ | analyss | Are youfwalthey | 10 MSUMST

aren't the resulis.

We'redycu'refthay're
nak ]

We use going to to talk aboul activities in the fulure.

1. Taindicate an actien that has already been decided:
They are going to reduce their workers by 25 per cent by putting in robots,

2. Toindicate an inteatian:
It is an expensive product, but we are going to push it strongly,

3. Toindicate a future activity based an the presant situation:
They have cut production temporarily, Some planks are gaing to shut for a month,

Note

Future time markers are:

mext ...

on + day/date, €.9. on Monday, on 21 January
irn + rnonthdyear, e.g. in July, in 2007

72 | Imtermediate Business Grammar
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Look &l three wses of the future with going to described on the prewaus page.
Categorise the following examplas in the box below,

1. The international market is increasingly competitive. We are geing to have to improve
our sales perfermanca,

2, Laconte & Cie are going to open a plant in Rouean,

3, There's no way this situation can continue, |'m going to insist on a different strategy,

&, There's going Io be a new range of products very soon,

5. What are we going to do about the supply probiem?

&, Fred's going Lg Singapore tomorrw,

| ey
adtlion b dad an

|
| mlru ooy frsEant

Spnienea:] daridad ntanting | Blfgation

Looi at the graph below. It shows sales and expected sales for three products, A, B and C.
Complete the following paragraph.

ey

Product A ——

ProductB —— . i
Product € — IRV o

1 I | I
1 2 3 4
A
NOW
Product & is an old product, nearing the end of its Life. As the graph shows, sales for Product
A llall] whereas sales for product B, which is very profitable, rise],
Because of this, we ________ [cut| production of A and at the same time concentrate efforts
on B, In addition,we _______ [launch] a new product, €.’

Write sontences on any of the following:

® yOuUr intentions

# an action already decided

s some future aclivily based on the present situation,
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Umit 11 Tee concitionals 2]
Umit 17 Wil snd wauld
Uit 1% Can and couls

Umit 21 Shall and should

sample sentences

= | taxes don't go up, eliminating a budget deficit of 10% of GNP wan't be possible.

= Wewould have to close the plant If Labour costs wenl up by 20 per cenl.

= [finvestors had Lleft thelir money in the bank, they would have recelved Interest payments.
= [f they raise prices, they risk losing customers.

& conditional sentence comprises two clavses; the if clause + the main clause
There are four principal lypes of conditional sentences; conditional |, conditional I, conditignal 111
and universal condifions,

Condlanal L ciausa | Main clausd

| presenl simple Tul e wnily witl

] past simple canditiconal wilh would

1] past perfect pasi conditional wilh wauld have
unwerssl presenl simple present sanple

Motice the relalionship between the tenses in the table above;

1. In thae if clavae section:
One tense back fram the présent simple is the past simple; and one tense back fram the past
simnple is the past parfect,

2. In the mamn clawse seclion:
Thee past of will is would; and the past of would is would have.

The tollowing contractions are comman in speech:
will = "I, e.g. V'LL the company’LL would = 'd, e.0. they'd, it'd, the organisation'd
wotld have = would've or "d've, e.g. we'd've  had = 'd, e.g. they'd, it'd, the organisation’d

We use conditional sentences to talk atout the relationship between events and their consequences:

Il he accepts the appointment, he will become the company’s first group finance director.

A5 we have seen, there are four types of conditional sentences These reflect the probability of the

event and, therefore, i15 consequencea,

1. Conditional |. Here the speaker sees the consequence as a resl possibility:

I the rural economy doesn’t pick up. it will be difficult to achieve sustained growth in
domestic demand.

2. Canditional I, Here the spesker sees thie consequence as a remole possibility-

If we agreed to his preposals, we would become major shareholders in the new company.

3. Cenditional lll, Here the speaker recognises that the conseguance is an impassibility, i.e. cannot
b fulfilled;

I we had not got backing from the bank, the business wouldn’t have got off the ground,

&. Universal conditions. Here the speaker indicates that the consequence always follows the event:
It @ company chooses the wrong technology, its money will be wasted. (Wrong technology is
always a waste ol money.|

Mates

1. Will is a modal verb; in conditional |, other modal verbs can be used in the man cause, &g
may, can, and musk; similarly in conditionals Il and 1, the modal in the main clavse can be
wauld or might or could or should:

If we sellfsold the waste materials, we may/might avoid $30a ton of landfill charges.

2. There are certain polile formulae where we can use would or could aller if:

We would be very grateful/much obliged if you would/could advise us about the business plan,

intermediate Business Grammar
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Complate the missing parl af each of the following conditional senlences.

. Hyou__ [comel, we'll discuss it in datail.

2 Wwe_____ [reach] agreement, we'd sign the contract the same day.

3. Unless there s a major problem,we ___ |need| only one day.

&. I we have good advertising, the product _____ |be] a success.

5 Iithere _ |be|an easy solution, we would have avoided the problems.

& Ifwe had taken your advice,we _____ |spend] more money,

Exercise 2

Laook al [he following scenarios showmng everis and their conseguences, Wrile three condilional
seniences for each sifuatian, one for each of the three caregories below, The firs! ane fias heen
done for vou

— real possibilities

— remote possibilities

— impossibilities

Evenis Conapguences
1 Increase in sales —# [ncrease production
2 Poorsales — Change dtribution netwok
3 High demand overseas ——3% [ncrease Export Sales fzam
& World recession ——4p [Orop inworld market

1. there is an increase in sales, we will increase praduction,
If there were an increase in sales, we would increase production,
If there had been an increase in sales, we would have increased production.

imagine you work for Big Inserance Company, a subsidiary of internatianal Credit Bank, You wrile
fo the hank s cistamers o tell them abaoul the rishs invalsed 10 mot hawng insurance with Big
insurance Company.

in yaur lefler pour describe the consequences of varous disasters, Wnte a sentence for sach of [he
following events and possible consequences. The first has been dane for you

1. acciden! —— stop work
It you had o serious accident, you would have to stop work.,

2. slopwork ——s na protection for family

3 period in hospital —— no cover for hospital fees

&, house fire —— insufficient cover to replace lost items
5. road accident ——= no cover for legal expenses

&. death — nu life assurance

7. no life ASSUrANCE =— family with no money

Transfer

1. Wrile a note oo colleague or & Iend suggesting an ecenomy measure fo reduce costs
{canditional il

2. Write ancther nole To @ colleague or fremnd descrbiing 8 decision you fook wincl had serous
CRNSRUEIes
Suggest what you sheuld fave done amd wial the alternaliive resull woold fave been
fconditional i1,

3. Think of your own company or Coundry and wiile senfences condainng diferent conditronals

Example [company):

Canditional | investment now —= benalits In the future

Canditional 1l now products —e new marketsfincreased market share
Conditional 1 past investment ——s blgger urnover
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Linit 10 The cardRionals (1]
Liniy 17 WLl and yeould
Linit 19 G ol could

Linil 24 Skabl pnd whauld

A Sampte sentences

= He expects a good increase in earnings and sales for 2012, provided we have a normal

yaar
¢ The company can meet payroll and other expenses in the event that normal business

operations are interrupted.
= Should the company go bankrupl, the pansion fund cannol be seized to pay debtors.

The following words and expressiens can also mtroduce conditbonal clauses or phrases:

provided/praviding [thatl  an eondilion thal =0 lang a=
Thaso axpressione maan il and only il

incase  nthecaseol  inthe event thal  in the event of
[hese expressions indicate that a lulure evenl may or may nol happen,

wnlEss
Thig werd means il + negative’.

We can also use inverfed constructions as alternatives to conditionals |, 1and .

Conditional | - inveried constructon with should;
Should the business fall, they will be able o recover their loan,

Conditianal [l = inverted construction with the subjunctive were ., to;
Were the business to fail, they would be able to recover their loan.

Conditicnal 111 - inwerted construction with the pas! perfect
Had the deal gone ahead, arcund 73 % of the market for textiles would have ended up in the
hands of twa firms.

1. prowidedYproviding fthatl  on condition that  so long as
These expressions are used in conditional | and [l constructions:
Some crediters will agrae to your offer of reduced payments on condition that you offer them
some form of security.
it would be gasy to renew your overdraft at the end of the fixed period so long as your
business prospects looked promising,

L tncase Inthecase ol inthe event thal  w the event of
These expressions refer to future events and are used in conditional | constructions:
Cuslomers are reminded to Keep proof of purchase In case they wish to make a complaint,
In case procf of payment of taxes is not available, a certificate from a chartered accountant
must be submitied.
Both In [the| case of and In the avent of are used with a noun phrase:
The land development company would be required 1o redeem the debt in the event of a merger.

3. The inverrled constructsons am widely used in fermal woitien documents, o.9. legal
contracks or agreamants.

& | Intermediale Business Grammar
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Changas 0 bookings

Laok af the following extract from & tour e gl . G

operatar s terrms and candidions and
uaderline the cahdilional markess,
&mni (Al & hingd i maka magor chanpas, wo will e
eriillod lo soonpanignlion o shinen in Appand 1,

Howavar, o Wil oy e erdiled % compensabon on

) vl aubieBuln o hofiday of simler qually, thera
will Ba N0 rilamE 10 Comperastion.

e Misahaviour
- s tgarys tha abechuls fight b lorrricain wilhoul
Depasit and pagnanat raliea e holidtay anangemants of gy [eiece ks

M Enokicley booking will be acoepled unless sccompanied  case of misbahaviour Bkesy 10 Bnnoy olFer pasesngans.
by thia mesassary daposit. & conflirmion will then be

imued once e depoall hos Baan recobved, The ba e Biyould yeuw have o problem

fraay b puakl &1 any lme provided | ks nof ke than Shwsidi® veni Feiiel & proliem, samesibes il Gur

eight wasks balone daparire, represaniatives 382 an hand 1o haip

pranned My monihd In sdvance and on fafe cocsskong
it ray ba neceasary b make charges. b tha unloriunas

condilion Thal you conlac! our ofSca nof lar than aeven
clary®s ARAr neliicainm ol ihe propased changes. Frvided

jJu.com

Match a clause o the feff with a clagse on the right o make six senfences,

1. In case of lire, a. 5o long as we have goods Lo sell.
2. We will replace laully goods, b. had you ashed us.
3. We will continue trading C. incase you have any questions.
& We will not remew our contract @, hotel guests should leave the building
5. We would certainty have immeadizately,
reconsidened our prices |, urles= you 2ro able o oller better conditéons.,
b, Hloase contact us t. provided that the customer refurns them inan

Change the if constructions in the following legal contract clauses inle inverfed constructions.

1. I the policyholder wishes (o extend thes policy, be rmuest notify the caompany belore the
palicy sxpiry date,

2 I the policyholder does net contact the compary belore the expiry date, the company
shall be entitted 1o ferminate the agreement

3. I the policyholder subsequently decided o renew The poticy, 1he company woold be
entitied to charge an introductory fee,

&. However, il the company decided nol o renew the policy, for whatewsr reason, 1hey
imisl infarm the pobicyhoelder wathin seven days,

5. i1 the company did nol inferm the policyholder within the specified time, they may nol
reluse (o renew the policy.

6. The company may terminate the contract if the policyholder:
a. does nol disclose all the relevant infarmation;
b. did not complete all the sections;
£. had failed o pay the Tull premium by the agreed time,

#s we have seen in this iny, some conditional conslrichions are more commonty facind
in formal documents such as legal confracls.

Wrile siv clauses from your confract ol employment ar invent iy clavses for the conlract pou
wionld ke fo have

unused condibion together with proof of purchase.
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PAST PRESEMT FUTURE
It wias arriginally & family compary, It o Sperabes in seweral countries, We ane maving boa new lsciary
It had only ane product, it |5 expanding rapidhy. NeM e,
It started in 1902, Wiz wlll corinues Lo expard,
it s founsded by two broghers, We are going to lasnch a sales
wiho verre waorking as engineers, carmpaign in Eunap,
They had done It s bessn & kst
some markel leader for several years,
research belone -
thay st up thie S
cOmpEny. It hias been producing
plastics since 1958,
{— “““““ —i-
- -
fand 1958 m__
It had not diversfied, I dan't lvest in iy plact, we
I il P b i, wan T surdhee,

IF e clidint b o sbroeg marketing
depariment, ourproducts simpky weldn't ],

1| Infermediste Business Grammar
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[ ook at the foliewing summary of the history of Mantegna 5.p.A., an ltalian enginesnng
company, Wrile 2 short paragraph about the company, using as many different lenses a5 you can.

192 Mantegna S.FJ'L founded by Leanardo Mantegna.

1972-75 Small factory in Merona, Maln product: steel pipes.

197 Mew production plant in Milan, Began valve manufacturing.
1995 Head Oifice moved to Milan,

2000 Rejected atiempied takeaver by Echo Inc, Chicago,

HM=-20  Sales offices established in &8 differenl countries.

010-now  Turnover $450m. Range of over 400 products.
Flanning expansion into aulomative sector,
Mext yaar: new plant in United Kingdom,
In three years: new plant in Boston, Massachusetts.

lransfe

Look at the diagram on the previois page. Think of the hisfory of 3 company you know well
and write & paragrapn about it.
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Ut 14 IiiFiradiva
Lindt 1% Varl .. bngor infiniive « bs

e sentences

# The customer care leam are responsible for managing our 8,000 registerad customers,

»  Wa look forward to working with you to achisve our common goals,

# The company will start producing the screens at a new plant in Himeji City.

= Advertising in trade publications has boosted sales enormously,

= Theste schemes are all worth investing in, but will they prove to be superior investmeants?

B Rarm

The wverb .. .ing form comprises:
infinitive form of the verb + jng

IF can bhe span in:
- the present continuous verb, o.g | am going [see Unit 1]
— afjectine forms, B.g, an Interesting produci
= b present participle, e.q. | heard the MD presenting the resulis
= faun forms, e.g We are interested i increasing our market shara

The lollmsnng section, Uses’, deals with the noun farm,

In o formms, the vert ., ang functions as a noun and can be called a verfal ngwn - a moun
made Trem a verb, It is also called a gerendg. We use it

— 85 the subpect or obpect of a verb

— alter a preposition

1. A thie subject of o verb:
Leading a team is a key managemant function,

2. A5 the object of certain verbs
Cartain verbs are followed by a verb . ing land not an infinitive)
If you have a home oifice, you should consider buying additional business coverage.
The debt restructuring ptan would invelve selling off much of the troubled company.
These verbs include
acknowiedge  distike  miss Sk avord  enoy
postpane  slop  consider  fnish  pracise  suggest
delay  iovolve  regrel  deny  don Wdeesn Tmind

4, After a preposition:
Priaposilions are always Tollowed by nouns, 2o can be lollowad by the verbal noun:
After reading the report, the MD promised that the group would improve its risk estimates,
Mational energy is still interested in acquiring control of the company.

&, Ofter certain phrases:
fnatl worth  have troubledditficully  spend/waste time
The company has spent a Lot of time fine-luning its existing producis.

Mate

To can be either a preposition or a particle:

Commercial banks are used to buying back their loans at deep dizcounts.
[preposition fallowed by verb ingl

Consumers can no longer afford what they used to buy. [particle fallowad by infinitiva]

I | Iniermediate Business Grammar


www.tienganhedu.com

www.tienganhedui.com
T L andemson. scenmminBhars. oo |

From; | Paniiet raseseyqoeizendzimmenman (om |
Suibject: | Wamwi Proect 2000 |

Haad the fallowing emar and underline
ises of the verb .. ing farm. Then
ciassily them according fo use in the
fahle helow,

D P

O itacling whie sacrow (s ws Frul 1n a1 ke s
ezt pubbrain fze the romiag g we Feacien B s Dl in

vaipalgfing Srbmur iy wem £1eey eppeTe in o sl e s
mmmmﬂummmm

Wi kg Lr parnesdip ot e & O3 I e wip u el aod we
wie i thil Beie el b rury beredie Wa loeh laraend s luegga
- frrd e ing e, Wae g abe rmapdved i o ghalibeg s I e
EXercisp £ Nemreira o s ol e e ricas Ao ] Uy W e

W rraut maw o, slbenvi e rish Azt ewing semphin g reedy kn

Campiete the fallowing senfences by 1 P i o, 173 T s B B Ekl V0, 96 1 02 T
adding subyects or objects with the T AR to——
verl . ..ing form. Lise the verbs given AR
indhe box. Hesdg
OCHLIE & DY HDFE A
ol e
1. We are interesied in
your plant.
- — new products is i -
anseniial for the survival af the
COMPAny,
3. We lpok forward bo___ [rom you.
&. He suggested _ us next onth,
e — oy p{I-UE]I' 15 an gssentkal prerequisiie 1o irmpeaying FI-I'MU!E[E.
& By delayingwerisk —__ the confract,

Hutchisan & Hunt 15 a company which s (osing money. The Chief Executive asked an exfernal
consultant to analyse its problems and make suggestions, Make sentences based an the notes below,

falling sakes change adveriising, improve producls
quality deficii introdisca e Qualily Contrgd sysbem
old products invest in more Research & Developrmerd
lack of marmy have & righls s

crrstalling redice warkioree

Twa have been dore for you as examples.

1. The consultant said falling sales was a problem. She suggested changing the
advertising strategy and improving the products.
2, She said there was a quality deficit. This could be improved by introducing a new

guality control system.

Tranchar

fath abauf pour wark or studies. Use the verb ,_.ing form

= currant projects ¢ [ikes, dislikes

+ your responsibilities luse ‘be responsible far'] * recent suggestions |use suggest |
= recent successes [use ‘succeed inl * Lhe luture [use look lorward ta')
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Linss 13 Werb . .ing
Lng 15 Werb . . dng or infingive + ta

iple sentencas

We plan to grow by 30-3% per cent this year.

The airline decided not to pursue the bid.

Supply pressures appear to be easing.

The situation seems to have worked out well for investors.

it is essenfial to reduce all sperating costs, wherever possible.
Ta restore quotas for al least sik meanths would be impossible.

Theee are three infinitive forms:
the present simple infiniive = mbmtive farm of the verb
the presenl conbnmogs mlmtive = ba e + infinitve Tarm of the verb |, | ang
the present parfect mfinitive = to have + past parliciple form of the verh

We distingursh between the infinitive with to and the "bare infinilvve” without te |see Note 1].

We use the inbinifive:
— as the subject or object of a verb — aiter cerlain adjactives

1. As the subject of a verb:
To train emplovess adequately |5 an expensive busingss.,

2. As the object of a verb:
They have agreed to sell their 9% stake in the company.

3. After an adjective;
We are pleased to announce aur return to profitability.
The similarity of the systems makes it easy for customers to switch from one to the ather.
4. The tenssas:
We normally use the present simple infinitre to link twao werbs:
They intend to boost their spending on plant and equipment this year,
Wea use the present contingous infimtive o highlight that the action is happening at the bime
of speaking:
Any efficiency savings seem o be going straight to the operators. [t seems that any elliciency
savings are going siraight to the oparators.|
Wa use the present perfect infinitive to highlight that the action ol the mfinitive happened belore
the action of the first verb:
Several members were alleged to have broken trading rules,
lit is alleged that several members broke trading laws ]
The dispute was thought to have deterred foreign investors,
(it was thought that the dispute deterrad foreign investors.)

Motes
1. The particle ko is neaded to link a full verb with an infinitive; the bare infinitive 15
used alter modals:
canfcomld  mmawmight shallfshould willdwould sl neednt
Twn exceptions are fhelp and dare, when the bare infinitiee may or may nol be used:
He doesn't dare leave the office before his supervisor,
She helped introduce a minimum wage to the postal sector,
2. In adjective + imfinitive constructions, notice the use of the preposition for;
It would be good for you to track expenses and costs,
3. Motice the form of 1he negative infirdtive:
They have promised not 1o raise income tax.
The board has decided not to extend his contract.

Intermediate Business Grammar
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The board of a car manufacluring company (s discussing (&lling sales,
Here is part of a falk by the Direclor of B & 0. idenbify all infinitives in the fext then lis! them
under the follovang headings:

Present simple infindive  Present continuous infinitive  Present perfect infinitive

We need to increass research o develop a complately new model. Ta have began Lhe research earlier
waull have costl much less money, However, Lo delay nms will cost svan more. Soms members of the
bizard appear o be recommending simple modifications to the existing rangs. This isa sery sharl-
sighiad sfrategy. To rely an old models during  fatl in ine market is quite wrong, We have to plan lar the
Lang-term development of owr product ramege_ As | sod, i would have been bettar o have put moe
cash into the praject lwo years ago. Now, Lo e talking about relying on continmesd praduction of & range
that (s declining s clesrly ol sensible.

This, fo me, = abboluiely cledrn |Fwe wand bo be in conbool af the sduation i the fufare, we oo
e understand 11 now

Ta | Lrerc inaiia com 1

Lok at !m_errrail'_ﬂ.npuﬁlle which T - e i
concerns tiscussions before neqoliafions

ta fix an adveriisimg contract. Subject | Advertislay conteact negatatian |

Choase a verb fram the box to complete the spaces | i

ire tha texl, The first has been done for you. Ol T :

Hingaing __gaba  dFlics agmeman wih |

' Ermwmey ot thes Exhtvaale Ss Thed pscisl sl oL,
lakeovn clanfy  reach  resalve e o el =
be  fell  agree discwss  wanl wagratise o cariract . esbably e 58 pur cont, W gt |

£ . her thai the bk bmaocosble, We e happy
the possbiiy of an adance bl posooaly |

belewe @ waribd b amhitahe 8o aewi g e I
0 e nsl. -t peaition inrnedidtedy could dxe
Decide if the following sentences are kg gy e g el e
grammatically correct or ngd, If they are f;“*‘“;ﬂﬁ"wn—__ gl g
wrofg, correct theny, - i ey e, e B L
1. W want ta talk abaut the problem Barid sl
of transpar o
2, W dedayed o hane 3 meeding

3, We decided nol Lo have 3 meeting

&, Wip ciarted to comsider (he altarnatives, 5 I
&, We sunidod Lo o an accident

Chonse the correct infivilive farm from the box fo complele fhe phrases below. )

1 o the research earlier would hove cost much more money. IMCrEasE
2. mnowwill cosl even more. begin docide
A Wehaw  onourpricnties, COMSSION

&, My impression isthal _ production is a high-rish sirategy, pul Jnvest

B, —  more during a fall in the market is quite wrong. delay

6. N would have been better _______ more cash into the praject twi years aga.

7 more markel research would have helped.

Think of a problam you arafwers personally imvolved with. Now answer these guesfions:

= |sfwas the problem getting worse?
= What do/did you pian to do lo reach a sclution?
* Think of another problem that you tried to solve, but f&iled, Whal should you have done?
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sample sentences

"
"
L

-
L

A number of manufacturars have stopped producing the druog.

[ like working for this cornpany,

As investors, we lilke to have a certain consistency in investment policy.
We weould lilke to increase our stake in the company.

We are trying to negetiate a new three-year conbracl.

We have already tried running marketing campaigns based on safely.

The verb phrase comprises two verbs. The second is:

d verk .. amg or an infinitive

2

The meaning of the vert is difterent depending on the construction:
Manufaclurers have stopped producing the drug. [They stopped the production. |
We stopped work Lo have a cup of coffee. [We stopped working in erder ta have 2 cup of coffee.|

The meaning of the verb changes slightly with the construction.
| like working for this company. [| enjoy it.]
We like to have a certain consistency in investmeant policy. |1t is a good thing to do.|

Other verbs are:
remember  forget  fry  attempl  regret

You must remember to keap your data up-to-data, [don't farget]

| remember receiving the updated client database. || received it and | remember it

We are trying to keep down the costs, [attermpting]

We have already tried running marketing campaigns based on safety. lexperimented with|

. There is no systematic dilerence in meaning beiween the fwo canstructions:

Property prices started to fall in the summer.
Property prices started falling in the summer,

Other verbs are:
bege colinoe indend Jove preder hale

Intermediaie Business Grammar
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Cormplete the fallowing senlences,

1, I'd like fattand] the conferanca,

2, | ramember [meat] your colleague in Dsaka.

3, | tried |phone) you last week but | think you were away.

&, We Like [test] the goods before we despateh them.

8, We tried [askl lor payment on delivery bul in practice we had to allow 30 days,
&, We would like [rmake] a farmal agresment

fead the serlences given here and decide wiich of he gwen meamings is the carrect ong.

1. We'd like to have s meeling.
a, We enjoy meebings,
b. We want 2 meeting.
€. It's good 1o have mestings.

2, We stopped lowsil supplers in Budapest
a, We do nol visit therm any more.,
b, We interrupled our journey 5o we could wisit them.
€. We ended our ppurney by visiting them.

3. Have vau tried sending goods by train?
8. Hava vou experimented with the ides of using the train?
b. Havg vou attempted to send goods by train?
£. Have you sludied the possibility of sending goods by train?

&, We remembered to send publicity material wath the goods.
a. We did send the maternal and | recall sending it.
b. W told you to send the material with the goods.
£. We did not forgel Lo send the material with the goods.

Rowite the following senlences from a telephone call, replacing the phirases i brackets wilth 3 verb
cormbinalion from fhe bax bedow, Use aither verb . mg or the infindfive « o,

| rememberfsend  trpjeall  stopfthink  like/eontact |

1. | lattempted to call] you yesterday but withoul success.

2. | lrecall that | sent] you a terder for the Apple Project but we have had no reply.

3. We [think it i5 a good idea to contact] potential customers to check their reactions
to tenders.

&. | am sure that if you (delay your next move and think] about eur offer you will agres
that the price is f2ir

Iransier

Make sentonces about poursell using any of the fgllowing verbs

L,u.mff ~ hata Irke ry  remember  interid slop begin ctart  love

Exampla:
I like listening to music at home but | prefer gaing to concerts.
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Rliredt 3 Worb g
U Irsfinitive
iy 15 Yerb , g or enfinities = ko

A Sample sentences

= We have ashed the court to give our claims priority.

= The financial services company invited shareholders to sell shares at prices between $62
and $70 a share,

= The new guidelings lel us allocate our own budgets, Management believes this makes us
identify with the company.

B Form

The corstruction comprises:
transitive verb & noun or pranoun objact + infinitive.

1. Verbs which are always followed by an infinitive with bo;
They want to work from ¥ to 5,
They want us to work from 9 to 5,
[nat; They want that we wark fram 7 10 5]

Other verbs are:
ask expect would like would prefer

2. Yerbs which are followed by verb .. .ing or an object + infinili'-'e_;
The email advised making copies of all hard disks.,
[noi: The email adwised to make copies of all hard disks.)
The email advised staff to make copies of all hard disks.

Dther verbs are:
allow PEITTH recoimmend ErCOurEge

3. Verbs which only take an cbject + infinifive;
The Direcior told them to improve their performance.
[nof: The Director told to improve thetr performance. |

Other wverbs are:
enatne persuade order WA inwite
These are key tactics which will enable us to achieve our goals.

&. Verhs which take an ohject + bare infinitive without tal:
Keeping costs low lets us offer customers a cheaper way to fly.

Suchi werbs are:
make help ief
We can help you [to] select the right insurance firm,

Mates
1. Compare the following sentences:
He told them to prepare a business plan,
He said [to them] that they should prepare a business plan.
|nol: He said them to prepare a business plan.)
Tell takes an object + infinitive; say takes an indirect object loptionall + 3 clause.

2. Expect can be follewed by an inbirilive or a clause:
We expect spending for the pragram to decline naxt year.
We expect that spanding for the program will decline next year.

i | Intermedate Business Grammar
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Head the shorf lax!, Underline examples

of verh + olijec

& mfiniltve construclions.

The firsl has been done for you.

=
Exarcise 2

OFFICESPACE

e will help you sohee your space problermn.

Wi invite you to shaie In e whale new coniept in elfice
detignl Dur e offios gystams allow wou o create
addifiorul space at little extra expense We can enable you
to redeskgn wiarking ameas to magmuom sdantage I you
waould like vt to wend you detals of this amazing affes, email

www.tienganhedill.com

‘ Flcmipare@malcauk,

Make sentences based an !I'T-F.' rnﬂmng O if yais mﬂmlauhplmunﬁnl;bﬂjngmmﬂ
woras. Fach seplence shauld contarh a artk for Freefane OFFICESPACE
verty + abfect + infinitive construchon.

I persuaded purchasers understand

| Joanne can help new recruits ko resign

Wia does not allow the report fo come

Sy want mie toaccept gifis

Henry waoldld prefer you Ebe j_l;strwed I
g e — — e
o JuBnmg
3. We _ S
&, She
5. Henry = e

B, We asked themn 1o advance the order by two maonths, O
&, We would like thal you come to the meeting. O

7. The contract does nal parmmit that we increasas the price. O

Have you ever boen perscaded 1o buy someihing

Decide if the seatences below are right ar wrong. Mark them with a tick [7] or & cross [Z],
Then correct the rmistakes where necessary,

1. The report made us 1o review our forecasts, O

2. The repart failed Lo identity the cause of the accident, O
a4, This allews 1o make further inestments. O

&, We wanl thal you respect the terms of the contract, O

o did ol wanl? L S |
Write an email warning or adwsing someone mal frone |
1o be persiaded Lo do somelhing,

Example:

o, T —

From:  {esics s smanse mull ook |

Subject: | Wawing

Fadbte yoianat o spesk fo Gubi Lid Theywill ||
w10 perssche v 16 arcler gonds e di ol
want, | advies yau 1o send e ey,
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Unit 8 Thae fubere with will
Linii § The 2omdilhanats [1)
Unlt 11 The condithe nats [

b Sample santences

1L fimel aul the details and call you back,

We ashed thelr opinion, but they wouldn®l comment on these figures,
Waould you re-employ this person?

Will you please let me see Anna's fax before the next meeting?

Az When will you let me know abowt the job?

B: We'll be in touch next week,

Will and would are medals. Would is ihe past tense form of will, Both torms take (he bare
infiniiae forrn of the verb, The contracted formms are "I and "d.

The negative farms are will not/would not. The contracted forme are won"t/wouldnt.

We use will and would to talk aboul willingness.

1. I regquests foe achion or inlermation:
Will you call me hack Later, please? |Aro you willing to call me back later?]
Would you sit down, pleasse?
The past tense forrm would is more rermote lin limed and, therefore, less direct and more polite,

Z. Imreplies (o requests:
A: Will you call me back later, pleasa?
B: Yes, of course | will. At what time? [Yes, of coursa | am willing ol

1. In offers:
Il send you a cheque for the full amount. [ offer to send you a cheque for the full amaount.]

4. To express willingness and refusal;
A: How did the discussions got
B: Ouite well. They haven't decided whether they will accept the bid. |They haven't decided
whether they are willing to accepl 1he bid.}
A: And the price?
B: Mo, I'm afraid they wouldn't accept the reduction in price. [They refused to accapi the
reduction in price.|

MNotes
1. In C7, will and would are only used in reguests with the subject you,
2. In €2, we can uese diffarant !-'.Lll:lj-l-'ﬂﬂlﬁ.!

A: Will you accept this affer?

B: Eithar we will ar anather company will,

Intermediate Business Grammar
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Here is a conversatian in which tivo partiers are discussing a conlract for the transport of goods.
fnsert confractions where appropriate.

B This is the contract for the iransport of the arder 1o Singapore, Wolld you check it
for me?

B Of course, | will do it now.

A You will see, they would not agres (o pay the insurance,

B: Really? Tihink thot other company, TransWorld, would pay L

A: Mo, on the contrary, they would nol, Bt f yau like Dwill ask them,

B: Mo, do not, | am sure you are night,

Exarcise

Look &t the foilowsng dislogue, Complate the spaces with an appropriale ward, Use canfrachons
where appropriate,

Helena:  Oh, Martina, You know about the despatch of the KME aorder tormorrow?
you check that tha transporters will arrive early?
Martina: Of course | N phons tham now.
Helena:  And dovou knowilthey _____ reach the ferry terminal in tima for the
2 o'clock sailing?
Martina: | spoke to them yesterday. Thay said they

Helena: And ______ they agree bo bring back the faulty goods?
Martinar Mo, they ______ do that this time becaese the lormy'is going on Lo Bari with
other geods. Thay said they _____ bring the faulty goods ancthar time.

Helana: [soe. That's a pity.

Write agpropriale senfences osmg the fallowing promprs. Use will or would and corlracirons
wherne apgropriale.

1. Ask someors to help yau book & flight to Manchester,

‘Excuss me, T

2. Someone asks you to phone a colleague, Ms Cain, What do you say?

‘OF cowrse

A, You are telephoning a haulage company whio are going to deliver some gosds’ (o you
tomorrow, Offer to help them unload the goods.

"I you want,
&, Answer the following. Will the ship arrive by the end of the manth?

Yos
5. Answer the fallowing. Are they going Lo present all the documentation to the customs ¥

‘N :

Write the fellowing sentences, including & Forrn of will or would in each seviehce.

» a request for help * @ reply 1o a reguest # an affer of haigp
= an expression ol willingness to do something = arefusal 1o do something
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Wil 1% Can and could
Unit 20 Must, masin't and ne-edn'l

A Sample sentences

&  Thare may be a waiting period before a licence will be permitted.

s They might have to pull back on promotion spending to maintain short-term earnings.
=  May | just interrupt for a moment? Might | just point out a mistake in the figures?

s A company may not change its name without prior approval of the association.

= The computar system has just crashed. | think we might have los a lot of data,

May and-might are modats, In form, might is the past tense of may, Both verbs teke tee infinitive
formm of the verb withoul to. The negative forms are may net and might net. The contracted form ol
might net s mightn't.

C Uses

We use may and might to talk aboul possibility or permissicn.
1. Present possibility:
By When will house-building pick up again?
B: Yery sooan. | think that the worst of the recession may be ovar. or
B: Very soon. | think that the worst of the recession might be over, [ [s passible thal the worst
of the recession is over]
Hoth may and might express present possibility, May expresses stronger pessibility than might:
&: When will house-bullding pick up again? There has been a downiurn in construction.
B: It should pick up very scon. | think that the worst of the recession may be over. |11 1=
possibla that the worst of the recession is over)
2. Fubure possibiliby
Haoth may and might express tuture possibilily, May expresses stronger passibility than might.
The company may/might relocate to India where the environmaent laws are not so stringent.
[l is possible that the company will relocate. ]
By this time next year the company may/might have relocated to India. (It is possible thal by
this lime next year they will have relocated.|
If we relocate, we may/might aveld environmental regulations. |11 is still possible thal we will
avoid emdronmental regulations.]
3. In requests for permission:
May/might | just interrupt here? [Is it permitted for me o nterrupt here?|
The past tense form might is more remote |in timel and, therefore, less direct and more polite.
&. In parmission and prohibition:
A May/might | make a comment at this point?
B: Yes, of course you may. [rol: of course you might! [t is permitted far you 1o make a comment.)
A company may not change its name without prior approval of the association. [mof: A
company might not] (4 company is nol permitted to change its name withoul prior approval
of the association.
Motes
1. In C3, may and might are only used in requests with the subject 1.

2 In C4, we can use different subjects:
Az May/might we point cut a mistake in the figures?
B: Yes, of course you may or one of your colleaguas miy.
3. Mormally we use may rather than might to indicate permission and prohibition,
However, in indirect speech we can use might after a past tense verb of speaking:
The association said that a company might change its name after approval had been given.
This sentence has bwo possible interpretations:
The association said thal it was permitted for a company te change its name,
The association said that it was possible for a company to change its name.

{0 | Intermediate Business Grammar
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Hewrite the undedlined parfs of the following senlences Io form rnew senfences which include may
or might and a neqatwve form if necessary Retain the onginal meaning.

1. |Lis possible that stock levels will rise in the final quarter of the year
2. Ldon't know it we have any Superfix in stock,
3. We ore considering changing te a just-in-time method of procurement

6. If the qualily is not good enough il i pessible that we will change our suppliers,
. |2 it okay it 1 check stock levels today instead of tomorrow?

7. 1 you chech stock levels today instead of lomorrow there i & alight possibility thal yau will
gel inacourate information for the manth,

8. Itis possible thal we arg already using that supplier.

Helow are siy quastione and answers, Compilete Ihe answors using may o might
Lise a nagalive forem i appropeiale,

1. @: Do you think this is a high nsk product?
At Yes it damage our reputalion.

2. @: Why do you think we need to explain the project {o the press?
& 1 we don't, the public______ milsunderstand our intentions.

3. @: What are we gaing Lo do?
A We'll have an open’ day wheneveryone ___ wisil the factory.

&, @ Why do you want to axplain evarylhing about the proeduct?
A Pwedon't,we ___ get the support we want.

5. @: Did you tell the press thay were nol invited?
A Mo, | said they come.

é. Q: Do you think the newspapers will write aboul this problem?
A ldon'thknow. They _ orthey

1. We use may or might to predict fulure events wihich we are rot certain atoul,
Make predichions aboul:
# the future of the economy |n YOUT Country
* unemployment
¥ manulacturing industries

2. Naw wrile ahoul your plans foar temorrow Describe something that you will possibly do and
something else that there s a smaller possibilily thal wou will oo,
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Uit 10 May and might
Lipit 20 Musk, mustn't and neada"

A Hample septences

Customers can use the card for many different purchases in many different ouklets,
They built more cars than they could sell earlier in the yoar,

A tenank injured in a household accidenk can't receive payment for medical expenses,
Az Can | help you?

B: Yes, can you put me through to extension 2347

Az "'m afraid | can't. The Lline is busy at the moment.

= How is a iravel agent going to sell a holiday when he cannot guaraniee a return flight?

Can and could ang modals, Could is the past ense formn of can, Both verbs taka the bare infinitve
foorm of the werb.

The negative forms are cannot and could not; the contracled forms are can't and couldn’t.

We use can and could to talk about ability possibility ar permission.
1. Ability:
Creditors can start legal actions immediately.
[Present ability; creditors are able to start legal actions.|
He can buy the shares back later at a lawer price.
[Future ability; we will be able to buy the shares back.)
At that fime, we could not afford to continue to make payments.
[Past ability: we were nat-able to continue to make payments )
2. Possibility:
Both can and could axpross present and future possibility. Can expresses strongar passibility
than ceuld.
Enough stock can/could be purchased to acquire contral of the company.
[Prasont possibility: il is possible to purchase enough stock. )
Il they earn too much naxt year, they canf/could lose thelr bonefits,
[Fuitura possibililyl
The meeting has been going an for twe hours, so they could have decided by now,
[nal: they can have decided] |Present possibility in relation to earlier action: it is possible
thal they have decided. |
They didn’t meet yesterday, so they can't/couldn't have made the decision then,
[Present impossibility in relation to earlicr oction: # 15 impasstbie that they made the decision
yesterday.]
3. Permission:

Only staff can enter the hespital, and patients have been banned from leaving.
[Present permission: Only staff are permitted to enter the hospital ]
Only the board can authorise a person to approve investments of a certain amount.
[Past permission: onby the board was permitied,]
Fifteen-yvear-olds still can't buy knives in supermarkets.,
[Present prohibition: fifteen-year-olds are not peomitted Lo Buy knives in supermarkels. |
Ten years ago [ifteen-year-olds couldn't buy knives in supermarkets,
[Past prohibition: fifteen-year-olds were not permitted 1o buy knives in suparmarkets.]
Mates
1. As the can of possibility has the same meaning as the may of possibility, we can use may to
avaid-any possible ambiguity.
They can deliver an time [They are abte to.]
They may deliver on time (it is possible that they will.|

42 | Intermediate Business Grammar
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Fewnite the followwng senténces, changing the undedined wards for new phrases includmg can
or could and & negative form where approprale.

Is it possible for me to see you next week?

DF course it 15 possible. Are you able to come on Manday?

Mo, sorry I'm unable o come then, IF i s okay with you, it is possible far me o cormne on
Tuesday.

Excellent, ls it possible for you o confirm by email?

Certainky. [Lis pesshle for me bo de that now, Oh, another question. s it okey if | bring my
colleague, Mr Lee Wang?

OF course s okay, | look forward to meeting hirm,

Thanks very much, See vou next weelk,

D rop

B
.1

Complete the unfinished sentences below based on the gien prompls. Include can or could in
your answer, and a negative farm if appropriate. The firs! has heen done for pou,

1. Presant passibility: Only lower-grade parsonnelftake part in the training course.
Only lower-grade personnel can take part in the iraining course.

2. Future possibility: they/Tind theory difficull.
They

3. Past permission: Manager told Pierofdo the course.
The manager told Piero that _ i i

&, Future ability; After the course you/carry out major mamicnance.
After the course you

5. Present impassibdity in relation ta earlier action: Course not available last year/sa not
passible that Gaulier has this qualification.
This course was nol available last vear so Gautier

&. Past prohibition: The company cut back on training and told the department that spending
on the course was not possible.
[Due to company culs, the department

cuample of ean or could [numbered 1-7) wa could {1} Incraass invesimeant in the TTS each year by
; §%. Mow wa are losd [Bal wa gan (2) incresss irmastmen
ifhe the correct column in the izbls by only 3% Bul we need I recrul more people. Wilhaul
below, depanding on jts use, incrarsed tachnieal auppat wa eannol [3) competa wilh

our rivals wha, with bedier resources, coubd {4) fird
solutions within cne or two yaars. WEh mome support wa
B[l AP aould [5) have produced & protalype st year, The board
say we can (6] do this wilkin six monthe — which & very
aplimistic, My viow & that B could {7) taka lour yaars.

Tranafer

1. Wirite a short dialogue similar fo the ona in Exercise T in which you make an appaintroent with
a codleague,

Z. Think of the place where you wark or sfudy, Describe something thal you do have permission o
o and something vl you do pol ave permission to oo,


www.tienganhedu.com

UNIT Must, Mustn’t and Needn't www.tienganhedu.com
20 BT m—S

Uinit 18 Mny and might
Linit 19 Can mnd copld

=  Protective equipment must be used; hewever, it needn’t be worn in the packing room.
= If the fraud hes been going on for a year, he must have falsified his taxes,
= Budget deficits mustn't exceed 3% of GOP.

B Form

Must, musin't and neadn’t are modals. They take the bare infinitive form of the verb. We use the
negatwes must not and need nok in writing and speech; we generally use the contracted forms
musti't and needn’t only in speach. The pesilive of needn’t s need, Need is a full verk and takes
an infinitive + to [see Note 4).

We use musk, mustn't and needn't to talk about:
— necessity 1o do something lobligatio nl — no necessity o do something
— necessity not fo do something ||:|r|:|h!h||:H:|I'|| — logical deduction

1. Mecessily Lo do someihing |sbligation}:
Funds must seak permission from local regulators, (It i necessary thal lunds seck permission, |

2. Mecessily not o do something {prohibition].
The yearly lurnover of the lottery must not exceed £5m. (Il is necessary for il not o exceed
ESm, Le, it is prohibited.|

4. Mo necessily (o do - semelhmng
Graduates neadn’t begin repaying their loans until they earn more than £21,000 a yaar. [it s
not necessary Lo begin repaying their loans. |

&, Logical deduction:

A: We orderad 5000 of these parts. There are only 2000 in this beoe. There must be ancthar
box somewherel [I1 iz a logical deduction, fram the total number ordered that there is
another box somewhere.|

B: That's true. But they needn't all have arrived In the same dolivery, |1t &= nota logecal deduction
that they arrived in the same delivery) In fact, now | remember! Cathy mist have taken them,

Motes
1. The past of must [obligation] is had to; the past of must [logical deduction] is must have + pas!
participle form ol the werb:
Buyers had to make a 40% down payment before receiving the goods, (|1 was necessary 1o
make the payment.|
They must have made the payment yesterday. (It is logically necessary thal they mada the
paymeni yestarday because, lor example, they have received the goods.]
2. The past of mustn't |prahibition] is was/were not allowed/permitted to:
The manufacturer wasn't allowad to sell new products until final approval af the FOA.
3. Mustn't lprohibition], can't [no permission, and may net [no permission] have similar mizanings:
The retail industry is tightly regulated and hypermarkets mustn't/cant/may not sell below cost,
&, The positive of the modal negdn't is the full verb need, Need is lollowed by an infinitive = to:
Wa need Lo increase sales to existing customers,
In the negative, we have wo possible constructions:
We don’l need to Increase sales to existing customers./We needn’t increase sales to existing
CUStomers,
Ihe past of need s needed; the past of nesdn’t & didn’t need, Soth are holtowed By an infinitve + to:
They needed to roise prices in order to fund the expansion.
They didn’t need to raise prices in order to fund the expansion,

Intermediate Business Grammar
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Decide which of the following show examples The colour of 1he plastic is not ight. The

i Pt o B i Bguid mwest have boen iog hol, This baich
of ohligation (4], no ohiigation [-O, prohibition bt b withdrmwn bl we Aeednt slop e

(0-1 or logical deducton (Y. pradietnn. Obwisusly we mugt chack tha
femperaiure coniral We mustn? leave It as
'f it 5 or he same thing will happen tomomo,

Write senfences wiich cescribe the sifianions shewn i the piclures,

(Ol pssty na b pot L ulafniversl [Buiilifexpensne purkication plas| Imads small changes o preduction malhods)

Change the following text into the pas! form.

We must look al our production contral procedumms. We needn’t examing every step
in the process, bul we must ask all employees hiw we can improve Lthe system
Of course, the managernent Tix the rufes: but we hove Lo implement them,

Complate the fallowing serlences with a modal farm from the box below

rﬁrﬂ;'?rleedr{:' must sl Bave have loo mustn’t had oo oreedn T ]

1. Miriam is late. She had another meeting this morning butst ___ finished by now.
2, The goaods are kaully 50 we —_ pay lar them,
3. The production costs are foo high. We — reduce them
&. The system = dangerous. We . continue using it.
b, The valve brokesowe ___ replace it.
&, The supervisor says we report any leakage. Lasl year we
report small leaks,

Transfer

Wrife s sentences abou! your work emaronment, Your sentences shaold describe the followang:
= obligafion

= prohibtion

= np necassity fo do something

= |oglcal deduction
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iinit 10 Tha ceaditiozals (1]

Linst 11 The cenditicaals 12]

Linit 17 WL anel el d

Lindg 20 Munt, muskn't aed noedn't

A Sample sentences

# Ghall | ask him Lo appear for a further review of his operating initiatives?

& Should we accapt or reject his proposal?

= An jdentical basket of traded goods should cost the same in all countries,

= We shouldn't rush into negotiations until we've seen the report.

= An Investiment Bank shall provide a periedic statement of the customer's neeount on his reguest,
= Should you experience a prolonged lack of success in finding o job, seek a second opinion.

Shall and should are modals. Both verbs take the bare infinitive form of the verb,
The negative forms are shall not and should not; the contracted forms are shan't and shouldn’t.

We use shall and should to:

— talk about the fubure — give adwce — gxpress pbligation

— make suggestions — express probability — gxpress scondition

1. The fufure. After | and wa, we can use shall in place of will:
| shall read the report with great interest.

Z. Making suggestions. We use shall and should followed by | or we in the queston form:
Shall we make goods to arder anly?

Should | not advertise, and simply rely on a cheap price to sell my product?
The past tense form should is more remate fin timel and, therefars, less direct and more polite

A, Giving advice. We use sheuld (o give advice:

You should always estimate cash lows on an alter-tax hasis.

[If iz abways 3 good idea to estimate cash llows on an after-tax basis.]

You shouldn't buy stocks that analyste expect to grow Llong-term aarnings al greater than

0% per year.

[It would be a good idea not to buy these stocks.)

Expressing probability. We use should lo express probability:

A: Can | speak to Judith Franks, please?

B: Yes, her meeting should be over now,

|Present probability: it is probable that her mesting s over now.|

An olection for a new board chairman should take place by next summer.

[Future probability:  is probable that an election will take place.)

Economists project that the US producer price index should have risen 0.3%.

[Present probability in relation to earlier action: it is probable thal it has risen 0.3, |

B. Expressing obligation very lormat]

We use shall Lo express obligation - particutariy in olficial orders and kegal documents:

Thie chairman shall notify the members of the date, place, and time of all meetings,

[The chairman must notily the members of the date, place, and time of all meetings.]

An Investment Bank shall not enter into any ranssclon directly or indirectly with associated
companies,

[un Irvesbrnent Bark musl nol enter into any transaction,]

&, Exprecsing a condition. We can use an inverted construction with should im the first conditional
| can oblain the price information for a few other years, should you wish Lo perform the
calculations.

[IF you wish Lo perform the calculations, you can oblain the price information. |
The constructizn with should is rather formal. We use it in official letters and documents

*
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Read the fallowing dialegue and decide fiow the forms shall and showld are usaed. Decade if they
are ysed in suggestions [Suggl, falking about thefuture (Ful) advice [Ad], probability (Pr)
abligation (Obl] or conditions [Condl,

Az Shall we wat for Peter?

B: Yes, he should be along any moment,

A: |5 he staying all morning?

B: He cedainly should. We've imperiant things to discuss.

A: While we'rowailing, shall | show you the report?

B: MNo. ! shall look at it in detail this afternoon. | think you shouldn't say anything abeut it unitil
Peter's here. Shauld it be controversial, he'd want fo be the first to Bnow.

Look al he piciures below Malch gach one io a guole from the fisd,

R
BEEiss=E

EIiE

1. "Henry! You shouldn't drink bafare 8 meeting with the Vice-Procident !
2. "Should the delwery be late, ABC will be entitled to compansation.’

3. | think tha Sates Team should resignl’

4. The delivery should be hetore the end of August.”

B. 'We shall hava 60 per cenl of markel shara in five years” time '

&, 'Shall we finish now?

frewrite the following sentences using shall or should Use a negative form if approprale.

1: What aboul having sorme lunch now?

2 =it a good idea for us 1o change the schedule?

3 | think it would be crazy for you bo continue with this.

&, | think she will arrive at about 5 o'clock.

5. The report will probably be @ good one.

&, If your weant to see thi maching in eperation, please contacl us.

“Frisnch, 'm going i Lotk abou new produstion gl
[First [m poing 4o 1ok aboui iha 24-how peoduciion bne al B

Here are the opering remarks of a Eriull plan, then | wani io sy ssmething aboar oul it oulnmassd
Production Manager falking lo some Views: it Filevird, B, Frludl, Proshction il grabaliy sie in Jues | ik
cotteagues aboul two production ines in mtﬂm‘;ﬂw.?'hm 2o
ftaly Change the underlined words for other | elrnaled sardy wilhost comting chacs. Doy ment o o descrits
phrsscomiich e shallor showtd | Tk L ey

B0 per cent capsciy, the produsion culput will b= shoul fa same oa
11 im now for tho iniial pertod. This & rol Rk ie ba o big poblam .

Iransfer T Tt e e
Write a short paragraph about your present
siluabion. Include uses of shall or should in

phrases which;
= talk about the Tuture * gxpress prabability
» mahe sugoeslions = gxpress obligation

» give advice * ayxpress g condition,
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A Sample sentences

The company decided to develop the new chemicals bwo years aga.

They will launch a tender affer later this wask.

The campany will move its corporate headguarters fo a larger building nex year.
They expect to complete this phase of the praject in two years.

The bwo companies have been discussing closer cooperation for months,

The Board has said that it is exploring all availabls options.

The active sentence contains:
— a subject — an active vorb lorm

Thie subject marmally comes belone (hie verb:
The company offers a full range of consumer and business banking services.

Thie active verb iz bransitive or inbransitive. A transitive varb is followed by a direct object,

e, a noun phrase or a gerund, This object comes after a verb:

The company offers a full range of consumer and business banking services,

[object: a full range of consumer and business banking services)

Thay hope to offer better services to customers. |object: to offer better services to customers|
They acknowledged receiving the letter. [object: verb .. .ingl

The Board has saidthat it is exploring all available options.

[object: that it is exploring all available options]

An mtransitive verb is not fallowed by & direct object:
Next year they will move into Eastern Europe. linto Easlern Eurape = prepositional phrasal
Domestic consumplion of petroleum is increasing.

The active vert form can be
- a full verb:
They are developing products for world markels.
an inhinikn:
They hope to develop products for world markets.
- werb ., mg:
They acknowledged receiving the letter.

The active verts can be in different tenses and forms:
= full vorbs |see Umits 1, 2,3, 5. 7|
= imfinilives |soe Unit 14)
— yorb .. g [see Unit 131,

We use the active form in both spoken and wrilten language to describe evenls and aclivilies.
We use the passive torm in spoken and writlen language to achieve 3 specilic effect [see

Uit 23]. In ganeral, the active crealas a more personal elfect:

First we discuss industry supply. [Here ‘we' can mean the speaker and the listenars or
simply ‘oha’ - an unidentified persan.|

cf. First industry supply is distussed. |passive and impersanal)

MNotes

1. The mormal word order in active sentences is:
subject werh object rest of the sentence
They launched the product two years ago

& We use an active subject conslruction after happen, arlse, and oocur:
An accident happened al the plant. [not: 11 happened an accident at the plant.]
The problem arese when the loans were repaid. (nol: | arose a problem when the loans were repaid |

48 | Intermediate Business Grammar


www.tienganhedu.com

www.tienganhedu.com
Decide which of the following seatences conlawn a transitive verh [T and which comtain an

intransitive one (1.

1. The cost of lving is rsing faster than ten years ago,

2, We need o reduce costs,

3, Manufacturing companies are edperiencing major problems
&, Sarvice companies are doing belter,

B, Unemployment is increasing in the United Siates,

&, Property values show a slight fall

7. In spite ol the problems, ecanomists are oplimistic,

oooooono

Here i5 an extrac from a radio mews repari: T aieses} il il prolinbily s sodip 0

LUz an appropriate form of ane of the verbs in the mise the cost of borrowing. Interest mies will

box below to compiste he santences which follow: | Merease by 1.0 per cent, Many companies already
i B 5 B |orge debis and ane papling heawvy cosis. Any

53y  WOrSEn be raise increase meww meremse will delinisely make prodiems worse.

y L | A mpresentutive of the lshasirial Federathen sald

1. The bank is going to raise interes) rates. My businges will chos, Profils an: non-exisient
for nany companies. This new! inerease in the ool

2. Thecostof borrowing by ¥ per cenl. | of bormowing [s a diswster

3, Many companies _ heavy costs,

&, Aninterest raterise  indusiry's problems.

8. Arepresentalive lhenews 3 disasler

The prompts below sutline the staps that a company follows fo process an order and despalch goods,
Uize the prompis ta make sie active senfences. Mote: the prompts contain subject + verh + object.

1. Firstfload/goods/lorry

2. Alter that/lorryftake goods/port
3. ThenSdriver/hand overfdocket
. Mext!customs/sign/dockes

5. Driver/keep/dockel

6., Finallyfwe/file/docke

White'a sentence for each of the prompis green below. Use an appropniate verb from the box and
select an appropriate tense and either a negative or positive form, Each prompl conlains & subject
and an object and @ time marker,

[rl:pal.lr take pﬂt_mf chreck manufacture ook make hz;-l

. Vecw- Presidenlfirmportant decision/Lest week

. Telephonistfton many private calls/recently

. Tha nightwatehman/just/the factory

. Plant/productafduring the August holiday

. Laboratory/new product/nest wosk

. Campany dector/employess/ewary month

. Maintanance stafffproduction line/next Monday
. Canteen etafifoodfat the weskends

Describe the typical actions and responsibilities you have in @ normal day,

B owd B A L b=
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Sample santencas

The initial investmant was made at the offering price.

After packaging, the poods are stored off-site so there is no pressura on space,
It is rare for advertising expenditure to be carried forward to the next year.

An effective board insisis an being informed of all decisions,

" ®F B ®

| Gimiple ] Béntinous
Presant ihey are developed thiy are belng developed
o be [present] + past participle lam to be [present] + ieing « gast participle
ol the verbs lowm of theverb
Faxt they were developed they ware belng developead
to e (past] + past participle farm to be [past] + being + past pacticipls
ol he verts laerm ol the verb

e el B e e = P e T R —

Present perfeci Thay have Been dweln{nd_
to be |present perfect] = past participle
lorm of the ver

| Past perfect | they had been developed - N
to be [past perfect] + past participle form
R .1 o
Fresant infinitive to be developad to be being developad
to be + past parlicipie formm of the vark to be + being + past participie farm
of he verb
Presant perfact to have been developed
infinitive to be [present perfect] ¢ past participle
form of the verh

Wi usa the passive:
— bo avoid mentioning the doer
— to emphasise the dosr wilth a by’ phrase
— in process descriptions
— inimpersonal language

1. Avaiding mentioning the doer:
An annual report has been prepared for each of the UK limited companies.
We are not interested in who prepared the annual report; 2o an aclive sentence cannol be used.

2, Emphasising the doar:
The financial statements in this Annual Repart have been prepared by the Board of Directors.
In spaach, we usually put the information 16 be emphasizad at the and of a clause. We call this
‘and-weight', 50 her the Baard of Directors’ gets mare locys than ‘the financal statements’,

3, In process descriplions:
Personnel are sent across the border to inspect factories and production lines before start-up.
We are not interesied in the agent, but in the action,

& o impersonal langusge:
Uniforms must be worn on the job in accordance with an employer’s directive.
The possive s widely used in formal written announcements, whers an impersanal bone
im intended.

Wl | Intermediate Business Grammar
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Create five passive sentences in differen! tenses, vsing the prompds in the lable below

Stall siore R & D stalf

Finished products manufaciure several locations

Mew products OpEn warehouse

Goods recrult Corporation Presidant
Hew plant develop Human Resources Dept

Deseribe what happens in the production process shown by the sequence of piclures below Lse
the verbs befow each plclure,

pour mild add

Change the followwng feam the active fo the passie,

1. We are going 1o make 50 per cent of our production al sur Bahrain plant.
2. The compary 15 expanding 1S range of services,

3. We are relocating our headguarters in Malaysia,

&, The Sales Manager increased the commission paid 10 agents.

5. Employees must wear protective clething inside the production area.

&, Wi were considering e merger propasal for most of last year.

Describe & process thal yow are familiar wilh. Has it changed inrecent years ¥ How was i different
a lew years agar
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The present continuces
Link & The pasi conbinuous
ikt & The pre=ent perlecl continwos
Unik 23 Pazsive
nik 25 be 2|
Unk 81 A jectives versus sdverbs

A Sample sentences

»  The board is very inlerested in receiving your bid,
+  Have you ever boen to Japan before?
+  Many antrepraneurs are moving their factories out of Talwan.

|:.I !-_r.-r m

Negative
Pasiive EE e e C=aimeicd
Present
i am™m am net [@ren’th"mnot
Yo v Thay arefre are not aren’tre nol
He/shefit isl'a i il isn'y's nol
Pasi
| Was was not wasn'k
Youfwethey WEFE were N waren't
Hedsha/it was was nol wasn't
infinitive Porrm of the vart . .ing bieing et babng
| past participle form of the verh | been net boen

Motes
1. We uze aren't | as the first persan singular conbracted negative;
I'm giving the presentation on Moanday morning, aren't 17
However, thers is no parallel contracted form for declarative sontences.

2, I negative commands, we use the modal don't:
Don't expect that numbers in your balance sheet can protect you from harsh econormic reality.

We use be;
— @t a ull verb
— @5 an puxiliary verb
— in the construction be te [see Unit 25].

1. Full vert:
We are keen o invest in building the business.

2. Auiliary verh:
We uce ba in the continuous vorb farms:
Prafit margins are approaching their highest in three decades.
and in the passive varh forme
The drug is being tested in elinical trials.

Motes

1. We use an adjective after be, not an advert:
It is usual fo compare financial ratios with the ratios of ather firms in the same business.
cf, We usually compare financial ratios with the ratios of other firms in the same business.

2. Weruse be in the continuous form when we want to emphasise the verby's ackivity meaning:
Music divisions are being very successful in expanding markets. [They are having suceess. |

Intermediate Business Grammar
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Complete the sentences below by lilling in the correct forms of the verh be.

We.____ reviewing salaries al the moment. However they ___ umlikely
o increased by more than the current rate of inflation, which

J per cend, The future strength ol the company depends an capital investment. When cosis

increase loo mwch, copitalinvestment __ reduced, This ______ =ureto
aftect the proftability and long-term strength of the company. e committed
to the development of the company, Thishasalways _ our objective and will
confinue 56 0 the coming decade.

This information appeared in a trade

journal about the Greek company E""' ﬁ'hﬂwm C:T&?.MTT-
Papandreos Mechanica. ane s 1 i, The: Semiinet phun, In Thasssonks, s

! . . alsa e nowesi. i was cpenod in 2008, A now plocd s
Imagine a newspaper journalist wants H0 £ opanad near Alfata nat e

confirmation of this information and telephones
the Public Relalions department of Papantreos
Mechanica. He asks a series of guestions, Write down whal he saps. The firs! s done lor o

1. There are four production plants, aren’t there?

2. 0ne___ respoasible for half the production %
d Andthatone — infAthens, 000 Y
& The Thessalonikaplant — thesmallest, 7
BoAnd.______ thenewest, 7
6. openedinZOOY, 7
ToAndanewplant —  opened nextyear 7
Exarcised F‘—*’*-u-,.__ﬂ__-—r"—"' i — g m——
Complete the letler by pulling @ Daar Mr Anbrobis

sutfable farm of the varh bé w the spaces

We__ very pleased 1o hear thal you
__Inileresbed In our raw TESPO-2

TLEL T ancound. thnm.unuy', tha dorurmaniabon
n— ressschy urli sl P
1. Is there a campany in yaur fown thai H’Tﬂmﬂ wilh Tl katiar
amplays more than 4000 peopla? e
Mo yoip na doubl aware, TESPO
isguad at e and of st sumimmes
2, Are there maty smail companies and ____ a great success. 'We
. eonfdent fal TESPO-2 a graal
near where you live? i |
We hope that Ihis infoemation ol I
A, Think al one of these coempanies use o mth.i mel_m
Izt a manifaciunag corpany? Y mhmm'm"' mh':’ ok
p——— N VOIS SNCares |
&, This was a shorl Transler erarcike,
- i W E ifey
I Besibeny |



www.tienganhedu.com

UNIT Be [2' www.tienganhedu.com
25 TEENEEENE—.

i 24 Beill

A Samplesentences

= The MO is to visit the plant on Monday,
¥ There is no doubt that the company is perfermance driven,
# It is very difficult to estimate the size of the market.

For the forms of the verb be, see Unit 24,

1. We ise the construction be to:
Lk indhicate whal rmusl or must not happen:
Applications are to be submitted in duplicate by May 23.

to indicate whal should happen:
Construction of the pipeline is to start in 2012,

Lo indicate what is going to happen:
Selection for Interview is to be made by a panel of managers.

I indicate what cannot or could nat happen:
The company is in the hands of the receiver. Thara's nothing te be done.

This construction |s widaly used in formal announcements such as direcknvas, timetablas
and memos to indicale that an action is fixed either in lime or by abligation.

2. It is versus there is
Compam the lellowing sentences;
Having given aid to the banks, it is time to help companies and protect jobs, [nowl
Don™t worry, There is time to help companies and protect jobs, [enocugh time]
It is fime o do something” means we must da it now’; There s time (o do something’
means there is still enough time to de it

Mow compare the following senlerces:
A: Have you visited their head olfice?
B: Yes, It's in New York now, isn'Lit? [the hoad office)

A: Do you know their management structura?
B: Mot really.
Az Well, there s an MD supported by a Finance Manager. |There exists an MO

A: We could sell more of the product.
B: | know, but being hand-erafted, it is not easy to increase production.
[To increase production is not easy.]

In the Tiest excharge it oedars o information that hes already been identilied, i.e. the head
pifice. In the second exchange there introduces new information — the Introduclony
there, The word there has no specific meaning; it indiwates that the key information will
follow, L, the management struciure that B doesn™ know,
of A: Do you know their management structurne?

B: Yes, it's quite simple, lsn't it? [B already knows it’.|

Im the third exchange, the it is an ‘empty it, In order to give more emphasis to this
informiation lthat to find office space is not easy], we need o put it at the end of the
sentence (see Unit 23, CZ], resulting m the ‘empty it’ constructien, Information at the
end of a sentence carries more emphasis.

3. There can ha followed by & singular or plural verb form, depending on the subject:
Includied in the review, there was a package of measures to support small businesses,
Thers were 100 union members and supporters inside the planmt, and another 750 oulside,

S | Intermediate Business Grammar
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Are the following sentences right or wrong ? If wrong, correct them,

1o Lam being a little over-optimisiic, aren’t 17

2. The situation s clearly more valalile than | expecied

4, Companies are meeting the challenge by be more cautious,

&, Qur advice to new investors i5; Den't be putiing all your capilal inte ene fund,
B. This service bas beon being offered 1o clicnts for beenly years now,

Exercise 2

Hewrlle the undenined waords in the sentences below using a constructon with e,
The first one has been done far you,

1. The company’s new headquarters are under construction just sulside Brussals.
The company’s new headquartars are being constructed just outside Brusssls,

2. Originally the projact should heve been completed by the and of next year

3. Unfortunately; the building company ran into seme financial dificulties.

&. Finally, thay abandoned the projact atter we demanded thay keep to the deadlina.
|put into the passwal

5. Bacausa of the delay thers is a lot of precsure on us to find a replacemant.

&, At the moment Wwe are indting intarested companies to submit lenders.
lput into the passel

7. Originally, all tenders ought to have been submitted by the end of last maonth.

B. Honestly speaking, we are unlikely to be in the new building on tirme

Exercise 3

Lise the words frovm the bos To cormplete e fexd below Wirite one ward in each space.

[l there Care ware i 15 il !Hz;.r be ]

- an airline in France called Air Europa, . owmned by a
cansarlium of French, German, Danish and Dutch companies. too many
airtines in Europe and likely thal &ir Europa bought out
b one of the |larger national carriers, . & small company and urilikely

e remain independent, This
— e many mare airlines,

a comimen pattern in Europe where a few years ago

Transfe;

Descritie & cormpany that you know well, Fou can start;
There ks a company | know well, Its catled ...
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Ligii 27 ¥erbs of reporting

A Sample sentences

He said that in August stock fund assets grew by $4.5 billion,

| didn't tell my employers about the job | was applying for,

Officials were reluctant to discuss their plans openly vesterday,

A | recommeand that you falk to a financial advisor,

B: Yes, | spoke to the bank yesterday, They said that they will recommend someone.

Infindvecdarm al the verh | Pastteneaform ol ihavisrn Fast participlo formiol i virk
Sy said Sk

Lell Lald fald

tallk talked falked

cpaak spak ! Spalken

discuss disziissed dmeussed

Say

— 1o say [to someonel that ..

He said |to us] that in August, stock fund assets grew by $4.5 billion,
[rot: He said us that in August, stock fund assets grew by $4.3 billion.]

Tell

= (o t&ll somaane that ...

= lo tell sameone o do somethng

= 1o tzll someone something

I didm't tell them that | was applying for a new job.

He told me to keep the interview a secret.

I told the interviewsr a little abautl my previous work experience.

[mot: | told aboul my previous work experiencef| told to the interviewer aboul my previous work
experience |

Talk

— 1o talk [ta someocne] about something [BrE|

— 1o talk [tafwith someonel about something |AmE]

Have you talked to financial backers about financing the project?

Ta talk refors to a whole conversation. Talk is not a reposting verb, |nof: He talked that he
would like to sea me |

Speak
— to speak [tofwith sarmeona| about something
I spoke to financial backers about financing the project yestérday.

To speak refoers 1o a whols or part of & commarsation,

Can | speak to Mr Jones, please? [nof; Can | talk with Mr Jones, please?]

Speak is nat a reporting verb. [nol: She speke that she would like mere information about
hinancing,|

Discuss

— o discuss something lwith someone]

Oificials were reluctant to discuss their plans openly yesterday,

lrrat: Officials were reluctant to discuss about their plans openly yesterday)

B4 | Intermediate Business Grammar
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Jdentify mistakes in the following fext and correct therm,

The bagrd mel o discwss ghbout e new financing arrangements, The Chairman told to the
meeting that changes were necessary ta reduce costs, He asked to the Finance Manager to
describe the new plan. She first talked on the reasans lor the changes, Then she told about
the new plan

Caomplete the text by adding a correct farm e T e v
of one of the verbs in the bax, | say i uss _ask |
I first heard about the problem when Jane ___ meaboutit. We it tar an hour.
I herto__ methe reasons bul she couldn’t _ whal the reasons were.
Weagreed ta _____ about i again before the mesating next weak,

Cormplete the cormversalion below,
Arione: Pranto, Arione, Spé

Karamura:  Hello, this is Yu-Lieg Wu, from Baramura. Gan @ 1o M5 Rina Arione, please?

Arione: She's ina meeting just now, Gan you me whal you wan! to about?
Karamura:  Cerlainty. | need Lo wur mesting next month, | would Hke to s
Anant for some suggestions for the sgenda. When could | b her?

Arione: | think she'll be free in about an haur. 1l her to call you, shall [T
Karamara:  Oh yes please, Did you aboul am howr?y
Arione: Yes, approdmately. She'll call you then.

Karamura:  Many thanks, Goodbye.

1. Gwve anaxample of something pou discussed recentiy
Irgcontly
2. Say who you discussed this subject with,
I
3. Say what you said.
/
&, Say what you asked,
/
6. What are you gowng fo talk abaut next time you meel the person in Queshon 2 above?
MNext Hme we meel, we'll probably
&, Will you speak fo bhis persen formarmow?
I'ilprobably : —
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Uit 14 Work + shjec! 4+ infinitive
Uhwii 28 Werbs ol spanking

Uit 77 Roparied spssch [1]
Uiy 40 Ruparied speach [7]

& Sample sentences

&  The company announced that it has cancelled plane W sell its Narth Amaerican division,
=  He admitbed raceiving interest on o loan from the detivery eompany,
= He asked me not to resign.

B Form

Verbs af reporting can take different constrictions. Below is the range of constructions and

a range of varbs.
| neeapl
irFiritive with to (1] o
that + clause |2 v v v
verb .. Jdng [3) ¥
object 14] 4 4
ohyest + infimitive with ba [5] o

Here are sorme sample sentences which show the use of these verbs:
He said that consumers don’t want to have to pay the new tax,

He presented his findings to senior management,

He asked to be relieved of his dulies for health reasons.

The bank asked him to fill out an application for a morigage.

He admitted all the charges against him.

He admitled receiving interest on a loan from the delivery company.
He admitted that $2 billien has been wrongly accounted for.

Below are some of the more common verbs of reporting, classified according to the
constructions 1-5 in the table abave,

1. These verbs take an infinitive with to [Type 1); if they take any other constructions
as well, they are shown in brackats:

agree [2]  claimiZ]l  consent  declinel4l  demand |4, 2 promise (6, 2}
propese 14,2, 31 refuse |4l swearl2l  threaten (4, 2]

2. These varbs take that + clause [Type 20; if they take any other constructions as well, they are
shown in brackots:

announce [4]  assume  belleve (4] confirm (4] consider [4, 3] deciare
gemonstrate [4)  disclose 4] estimate [4]  explan (4] guess 4] hetd  indicate 14)
inform (4] maintain (4] nofify |4]  presume  prove (4] report (4] say  showldl  state (4]

3. These verbs take a verb .. Jing [Type 3]; if they take any obher constructions as well, they are
shown in brackets:

admit [4, 5 2|  adwise (4,5, 2] authorise [4, 5] recommend (&, 5, 2] reguire (4, 5, )
sugges! (4, 5. 20 wrge (4.5, 2]

&. These verbs only take an chject (Type &)
descrite  outlng  preseni

8. Thesa verbs lake an object + infinitive with ta (Type 5l; if they take any other constructions as
wall, they are shown in brackels:

ask 1.4l command 4] directld)  imstroct (8] inwite (4] order (4, 2]
persupade (2, 4] weli[4, 2] warn |4, 2]

68 | Intermediate Business Grammar


www.tienganhedu.com

www.tienganhedu.com

Complete the table below by adding Hicks ) to indicate how each of the given verbs (s used.
Saveral ol the verbs are used in more than one way:

|soy  |wogoent | promiwe | reouire | mxplan | ngvise | wern | cism

infinitive = ta |1]
Ehat + clawese (X
utrl;... g ﬁ.—
shject |4) ' ‘
ohject + infinitive '
with to (5}

Compiete the text befow with the correct form urge recommend  threaten  accepl
of &n agpropriate warh from the alternatives agree  admil  promise  indrcale
given, [n some cases, more than one verh claim  ask

coulid De wsed,

The Health & Safety Committes has (1) a hull investigahon into the accident an the
drilling rig Puffin in the Morth Sea. The Minister for Energy has [2] the Committes
ta produce an interim report. The company concerned, General Oil, has (3
respansibility for the accident and has [4) carrping out immediale sately checks on all
similar inztallations, The government has |5 to forca the closura of the rag but the

campany [&] this is not necessary. A member of the Commiftee, Grele Arnheim, has
[ the company to (8] toa full public enquiry. Ganeral Ol has

5] that they da not think this is necessary but that they probahbly would

|10 the conclusions of an independant irvestigation,

Choase the correct ending for each of the phrases below; In same cases two alternatives are possible,

1. The labour costs are oo high so the 3. The problems reguine

Board recommiend

a. o reduce the number of workers.
b. reducing thie workforce,

€. the workitorce to be reduced,

2. The R & D budgel has heen reduced and
the Head of the Departmeant has warnad
a. to resign
b, resigring,
. that she will resign.

Transfer

Think &f your own wark or siudies. Wiite
sentences about the last few days including
any of the verbs in the box opposite.

a, looking for an mmediate solution,
b. an imrmediate solution.
€. thatwe find an immediale solulion.

. We malntain
a. a high level of quatity.
b. 1o keep a high leval of guality.
€. having a high level of quality,

. The riesiilis prove
@, Joing Investing was right.
b. that we were right o imest,
€. 1o invest was right,

suggest  advise  recommend inwile
mstuel indicate  prove  report
autharise  ask  bhrealen  presend
propose . show  explain
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UNIT Verbs of the Senses
28 e —

Uil 30 Werha + afpcthin

sample seniences

= We're going to look at new opportunities and new technologies for growth, but first we're
gaoing to watch a short video about incorporating new technelogy.
Consumar spanding on these itemns looks vary pramising.
The CEQ said that the price sounded fine.
Mary, you don’t look too well. What's the matter?

There are five senses: sight, hearmng, smell, taste and touch, Each sense has three actvilies
associated with it

intentional activily, 2.g. Lo ook at the figures

unintendional activity, e.g. 1o see an accident

describing the current sensalion, e.g. to look altractive

| ‘l-n?' | I"'ﬂ““}l ik H_E!ﬁi]h' I Uﬁ[nl:u'ntinn_ﬂlg'ull.u[[!r |, E';J_"ﬂ-".* asnstin
sight look al |a static sbject] [ ook
watch [a moving ar
P changng abject ar ackivity]
hearing listen to — prpes
!rl'l"lﬂl_ _-.mi — rl_-"l'llﬂ-l. . .‘.m“
kasta fasta tasta taste
= Sy fouch/feel et —

1. Intentional activity:
We must look at the costs te banks of holding excess reserves. [The costs are a static object. |
You can watch all the channels that you have pald for on any device. [The channels are an
activity involving change.|
Execulives must not ferget how to lisben to customers or b stall,
I you bouch this new fabric, you can feel how sofl it is.

Mote
| didin’t notice the figures, Can | see thie sample account statement again? {exparience visually,
thaugh withaut a lat of attention)
2. Unintentional activity:
Did you see the promotien for the new product?
| didn’t hear what he said about pensions.
Can you smell anything strange in here?
4. Current sensafian:
These verbs of sensation are followed by adjectives
You look greal! Have you been on holiday?
The Chancellor talked about mitigating the recession. His economic measures sounded
impressive.
A: This is the new synthetic fabric.
B: Yery attractive. Yes, and it feals very smooth, too.

Motes
1. We use well [adj.| to describe health and goed to describe positive altributes:
He looks/feels very well. [healthy, not ilt)
cf. The future looks very good. [pasitive, not bad)
Z. ¥ie do nol use the present continuous for uninlentional activily and current sensalion verbs:
Do you see the screen on the right? [nof: are you seeing 7|
You needn’t move the OHP. | can see quite well from here. [nof: |am seeing,]
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Each of the senlences below containg 8 mistake, Underling the misiake and then wete the
correct forrm.

1. Adver work | like lacking at television.

2. lam smelling something strange. Is it & gas leak?

3, Pwanl look at the results buf net in any detail,

4, I'm hearing you, please carry orn,

B, Thiz aurface is feeling very good, Whal is it made of?

&, If pou walch over here, 'l show yau something interesiing,
7. The wine is tasting good.

Here 15 an agenda for a wsit 1o @ chemical manifacturer, Oxwell Laboratories.

10.00  Walcome

10,15 Infroduction: Presantation of Owwell by Bobin T. Rebins, Vice-Prasident
10,45  Short filrm: The Chemical industry Markef

11.15 Discussion

11.45  Tour of Plant led by Joanna P. Tarranl, Vice-President, Productian
13.00  Lunch

Al the beginning of the meeting, Sonny K. Spencer, Manager, Human Resources, infraduces this
programme. Fill in the spaces with appropriate verbs of the senses,

Welcome to Dswell, Mow, I'd Like to outline the pragramme for the morning. We're going to
= a presentation by cur Vice-President,; Robin Hobins. Then we'll a

filrn abowt the chemical industry market, Than we'll havean opportunily to talk about the
film. AHer that at about 11.45 Joanna Tarrant will take us the plant, ¥You'll be

able to the production procass in action, Then wa'll have lunch and | promise
you'll be able to _ somie local specialities.’

The fallowing is part of a discussion belween two managers waith ook smell lasle
of a safl drinks manufaciures Fllin the spaces with the
correct form of one of the verbs fn Hhe box,

Gee  fesf

Paul: Henw da wou about the plans?

Angelas  'm optimistic, Do you wanl Lo, . tha latest forecasis?

Paul: | can't just now |l - at them tamorrow. ['ve got 1o go and
a demonsiralion of a new testing machine by Horrowiiz & Ce,

Angela: Boforo you go, the iaboratory has preduced a variation en the RTA flavour lor
the new Zappa drink. Have you 7

Faul: Yos, it was okay but i like bad sggs!

Where are you now? Answer the fallowing questions.

1. What are you at?

2. What can you if o ol of the windoe?

3. Can you anything? Flowers or perfurme for example?
&. What did your lastdrink _______ like?
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9

A Sample sentences

« [f & problem arises, talk to creditors immediately.

« Ewropean firms raised the alarm about further Japanese encroachmant into their market.

+ | expect that the central bank will raise interest rates in coming monihs. They have
already risen three times this yoar.

+ The papers were lying all ever the office. | gathered all the information | had on the merger
and laid it aut an his desk.

H Form
infin e faem of the veth | Pkt vinge forem ol (hE vierh | Pest participle form of the vérb
arice Arogs arisen
riss iR FaLe o]
ratse raised rxiged
lie oy lwin
Lay indd | _151!:_!_ T

Lot's look at the uses of each of these verbs;

Arise s mbransitive. [L meads a subject.
An opportunity has arisen for a bright MBA graduate (o jaln the group.
[not: 1t has arisen an opporiunity.]

Riza iz intransitive.
Inlereat rales ross by 2 per cent Last year.
[aod: The banks rose interest rates last vear|

Raise is iransitive.
The bank has raised interest rates by 1 per cenl.
[nol: Interest rates have raised by 1 per cent.]

Lie i intransitive,
The papers were lying all over the office,
[nal: The papers wera laying all over the offica ]

Lay is transilive.
1 gathered all the information | had on the merger and Lakd it out on his desk.
[noi: The information lays on his desk.)

2 | Intermediate Business Grammar
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Mark the following as transitive [T] or intransilive fi].
| raise  rise lay lin  arise |

Salect correct senlences from each group belaw. In seme cases, lwo senlencas are carrect,

1. &, We arise different problems,
k. Different problems arise,
€. This arises ancther problem,

2. @ The cosis have risen every year.
b We hawve nisen the costs esery vear,
€. Every year has risen the costs.

3. a. We can raise the prices,
b The prices can raise,
€s The prices can be raised,

&. a. If we lie the material directty en the floor it will be okay
b. If the matenal lies directly on the floor it will be okay.
€. I the material is led directly on the foor it will be okay,

B, a. Lay the pcture on the table and we'll see it clearly,
b IF the picture is lasd dirscily on the table we'll see it cleardy.
€. The picture lays on the tabie 50 we can 56 it clearly,

Read the fnllowing dialogue. Then write 3 short emardl to a colleagua felling har what you have
discussed,

A: A problern has arsen over the travel

arrahgements to Switzerland. o
B: Roally? What's that? [nupmangars o
A: The airline has raised its fares by 20 per Subject: | T ba Sscrerland

cent s we're above the budget agreed. B ey
B: Really? Well the problam lies in the
budgel bring Log small! We have rising
cosis and o budget that hasn't been
raised in bwo yoors.
& Could you get authorisation for the
increased cost?

B; I'll send the Firance Department the
details, 'L call you fater,

Write @ short ermaii {0 @ colleague about fsimg cosis or & decision (0 raise prices, o & probiem
that Nas arsamn in o Wik,
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Liaik 338 Varba ol the semiea

ile SERtENCES

= We all Know that corporate life is stressful,

= Central bankers are bocoming anxious about the level of rish invelved,

= | am glad to report that staffing levels have remained relatively constant,

= | don't want to sound alarmist, but the situation we're experiencing now is worse than it
was at the start of the recession.

Verbs which take an adjective are called [inking or copular verbs. We can divide them into:
— gurrent varbs, which indicate whal the subject is:
He is/appears/seems/sounds content in his new job.

— resulling verbs, which indicate what the subjecl becomes:
The directors became/got/grew anxious after the results were released,

CurrEnd veri= | Resullimg yarbs

be become
remain fmll
appaar TR
feel el
laok ga
prove Qo
S8EM run
cound

shay

kzap

smell

taste

1. Curreni verhs:
The share of GOP going to domastic programmes has stayed remained constant.
Damand has stayed strong and illegal trade has proved hard to combat.
The latest design for the device sounds promising.
They kept quiet about malpracticas they discovered in the organisation.
Wo want our customers to feel confident about shopping here.

2. Resulling vearbs:
The property bubble burst, giobal markets got nervous and unemployment jumped.
ALL af the bidders remalned Kean, even when credit markels lurned sour,
Soasanal clothing prices have becomne mare valatile.
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How many phrases can you make by combinng the verbs in the lefthand column wilth ihe adlechives

Transfar

in the righthand column beiow?
fael oplimistic/passimisiic
sound righliwrong
looh widl
turn il
prove happylunhappy
FLITH sweatihitter
bacome soaplical

SEET confident
BppEaET Crazy
kasta absurd/sensible
fall

I

Complete the following sentences by choasing he most apprognate anding,

1. Share prices are very valatile and
the market
@, has Qqrown pessimisiic,
b. appears stable,
C. looks relaxed.

2. The comparry has investod a lotin new
producis and sveryone
a. appears interesting
b. appears confident
£ il

%. Faula has read the report on the product

and says she

A. sounds inferesting,
b. feels good.

€. MEMAINs pessimistic,

B. After a good start the prosect
B wenl wrong,
b, Fall ill
e, sounded erifical,

4, After looking at the splendid results
the Board
a. 5 becoming anxigus.
b, proved right,
€. feels excited about fulure prospects.

Cormplote the latter by adding an
appropriale form of [he correct verh
frmm the test befow Use 2ach ward ance,

feal e
run seung

lurn
ook

remain
frove

What iz the present ecoramic stale
of a couniry ou know well? Wirite five
sanlences on the prosent oublook:

Example:
The ecanomy looks strong just now,

ARDILLA INVERSIONMES NEERICA)
Calle G 4. Bacelung, Spale
oy i W
Head ol Finasscial Flanming
ArdFla FraEs eI [LSA]
Lbartanann fbiding
E;mm-mmm

141k Ocioher 20 _

D e b Vol

Thamk you foe siir ket ol Bth Dtk

&5 yuu ngw, e prmpects for @ good eélum on irseabment in
Sjpankh cemmaniey e acaw, Thiste b @ ek of nalakairy
abieui au & enarguence of changes ineschange aies and a general
I of conlidecce, Shame prices. heve wiid. with some
compard ez showing lerge geins snd olher fallu

Ol he ebepans wesiondty pou sueprsd whon | takd wou
et | iy corfident. bly feelings Ll weol b

b Jutst row 30 poDably auT anafysis will
piirndrie. Pawis Dha LG broaevLinai) Pesoran.
vy Roagpthond abizcn progpects b ahe it s

Ll gzevtiet wioat o e erad of Ve wemk sl | doe's inpasd prasmects
b it vt b e rartes Fall

o
Marg lrabel Yasouez
pieeerp e eI
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I have had had
UL LT disn doesn 't have ifidn’l avve hasn Whaven't had
CULCUCUNN do/does subjecthave? | did subject have? ‘havefhas subject had?
get ol got
Magalive din' B doesa’t gisl didn’t gel hasn'tfhaven’t gol
Ciuestn dofdaes subject gel? did subject get? b s subject gat?

UNIT Have, Have Got and Get www.tienganhedu.com
] e —

Umil 5 Tha presnnt porfect sirsple
Uil The presant porlect conbifouy
Unii 7 Tha paak periac

&= The brokerage firm didn't have snough time bo update its market cormmentary.
= [Investors have got guite a bit of protection agains! a housing busL
= On Friday, we got the news that unemployment had shot up in Oclober, When can yau gt

Hovember's unemployment figures to us?

‘| [ g Foe i g0 i vink Pagt tanea form af e varh | Fasd paticigle form of thavork

. Have is both a full verb and an awxiliary. [For the forms of the auxiliary see Unit 5.1 The
negative and questien forms of the full verh have follow the normal patterns: see the
table above,

2. Getis a full vert, The negative and question forms follaw the normal pattarns, so the

form have got is in effect the present perfect of get.

1. Have. We use the appropniate forms of deo and did in negatives and questions,

We don't have a representative on the board,
Inat: We haven't a representative on the board |

Do you have an agent who has given you good service in the past?
[rot: Have you an agent who has given you good service in the past?|

Some committee members didn’t have a chance to question the interviewee,
[rof; they hadn't a chance to question the interviewss,|

Did you have a chance bo think about the investment?
|net; Had you a chance to think about the investment 7]

2. Get. Inthe present, past and past perfect, the main meaning of get s receive’ or obtain’

A:  How often do you get a statement from the bank?

B: |getastatement every month.

Ar  And when did you get your last slatement?

B: |gotone on Monday. At that time, | had just got a new Lloan.

The present perfect have got means "have’, i.e. with a present meaning:
In terms of advertising, we have got a very healthy budget lor this year,
Have they got their new financial product out yet?

cf. Did they get their last financial product out in time?
Inot: Had they got their last financial product?|

Intermediate Business Grammar
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Write senfences based an the lollowing prompols.

1. The compamgget/new director/nesxt manth. [positivel

2. Wgetfyour letterfyesterday. [positive]

3, fjusiffinishfreport, [positive]

&, The government/get’a workable ecenomic plan, Inegative|
B. Dur competitors/have/good preducts/at present. [negativel
b, Youlgelfmy letterfyet? linferragative)

7. T5 Carporation/have/plants in Korea? [interrogative)

Lome of (he sentences below contain mistakes. Underline them and correct them,

1. Wa have gotlan a good deal from the negatiations.

2. Parlour Smilh had major losses last year:

3. They hadn't a good management organisation

&. Had they the same direciar then as now?

E. We've got a new policy on sales discounts

&. Had you got any banefit from the traming courss you did last weak?
7. Have you an agent in Moracco?

B. | got your letter this marming.

Yo P Brarcd fval
campary calted Harrow sells Tou Harrow [Londan]

automaolive parts tn Japan, Harrow/manifactuning plant/Japant
You relephone Harrow at ther

“-..‘ -4
Landan office o ask abal ‘rf"
“""-.

3 5 F
thedr sperations in Asta. il m;,-;mm::
Recansiruct the dislogue ‘f Kosap Wehave/plant m Seaul
based on the following Harrowagents/lapan? =5
prampts. Yeslagunts,

Ha spdn deirulart fapan
Thank pa . Gooedbyn "’f P

Describe the production and distribution nelwork of any company you Koo

l—' ‘plant  —= domestic distribution network —  affer salos

+
_— - v v
parent company saledistributer  agents

+
' .
. agents  sale distributer

Bogin, for axarmple; a5 follows:
ABChasaplantin . It has 3 domestic distribubion netwark ... alc,
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Uil 14 Vorb + nbject + inlinitive

1ple Ssentences

= He made a mistale preparing his tax return.
s The product recalls did lesting damage to the businegs,
= Ay What does your company da?
B: We make the components that do the calculations in computers and mobile phones.

[pfinlesa fornd of the sank { Fiatthnn farm okt he vark Past particlploform ot thave'b

1] diid doaia

Thers are na clear rules abaut the meanings of make and do, Genarally, we use make
whan thers s an end product, e.q. make a profit, make a mistake; and we use de whan
the setivity ie an end in itseli, ¢.g, de business, do a job.

Belaw i a list of commaon combinations:

do

the accountsfbudgetforecas!  business  damage
a1 EReTise alavawr good  ajob

repairs  aservice wark  wrong

make

anapelogy @nappointment  arrangements  a budgelforecast
cerlain a choice & complaint a decision

anaffort  anenguiy  anexcuse friends fwith!

& loss amistake  money  an offer

& profit progress  areport  sure

afrip  [sormeonel welcome  work (for offers|

Motes

MWotice the difference between these sentgnces:

We do all the forecasts in November. |= do the activityl

| mm going lo make a lorecast at the next meeting. [= present the end-proguct]

Imtermediate Business Grammar
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Which of these are carrect?
1, The Charrman made & long speech,

www.tienganhedu.com

2, He said the compeny did a gaod profit in the year.

3. He said the company would remain independent, theugh a large competiter had made
an offer o bury a 25 per cenl stake in the company,

&, The shareholders could do o choice between independence and prasperily or the
unceriginty of being taken over by a large multinaljonal,

B. The Chairman aaid thal thoge whe recommended selling shares were making & big mistake,

4, He believed 1hat independently the cornpany could still make progress,

7 Ldida brip in South America and was made welcome everywhens | went,

8, They made the repairs without deing any complaints

Oppasite is a list of nouns each of which can be

wsed with make or de. Deciae which can
he used with make, and which with do,

[P ——————

LU |

Faouri w—lh
el LT — m
Do el

W havw 1o mabe g cheboe bepween (me marbel mininch
ogenissions, Arow and Bow, Bow tave sade o1 an o¥er
i hey @ve werp Egrenalve, Arrow o0 Wiy good sl aed
e cheag. | vl make on SPGIT 10 v e el | ReenT
made an appodrrment wei. Coubd you do me a Brvoer and =9
TS I oy B PR W e SRl O T LaE e s
AT ARl 1D ol 2t IR S0

Thaks,
Hal

an exercise alavour aspesch aplan
progress  money  damage & decision
an appointment 8 profit & complaint  ajob

Look &l the emall eppaosite then
answer the guestions which follow

Whal s the cholce Hal has (o make?
Has Bow rrade an offer?

. What does Hal Know aboul &rrow?
Whal must Hal do before she wsits
ArTiew?

« Whal does Hal wanl Anthory 1o do?

P

Hara /s 3 [ether fram a Production
Manager lo o collzague in o subaldiary of
aspnthelic spodls surfaces manulachuring
eampang The cormpany m developing

a nevw fend of suiface for levs courts

Lyt is having problems,

Fill in the spaces in the (elfer with an
apprapriafe form of make or da.

iransfes

Have you marde any inps, appoirrments,
presentalions or imporiant dectsions lalely?
Have youl made any fristakes or made

any axcuses?

Have you done amone & favour or dong

any damage fo anything?

Have you done any gaod recenily?

MIONTIO INTERRATINRAL |

A B i i 10
- Bausi
Giptaasy

frnds Sport Surlaces
1300 Laird Boalévard
Waghimgian [
IRGET LISA,

19 May 39__

Dar Dersnidenin,
i Tesain ZSERSET Projeed

Farthur o my ielephone call |es waek. ikire
iz some mate newd § hgve 0 20 yoe

e a mwikka & thie inidsl

devign vigge. 'Wa nesd bs §OINE IWIE

ressurch an dha alfociz o’ high mmpsrsiures

of 18 wmilese arcai, Pleaae

HITRREEMamIE Tor & naw 1051 bn ihe Schisae

Lahnragnries, | huve angunirioy

BN sagenly whal we peed in

Wil and Bowa 849 golng s oaikecy me in sie

;ll:hn_r n d-l;u!iu:“nn Ihbl:ml-lcl.h
EiE fiire O il abiiil the

detay wnd 120l him wa'll aar bos|

{m cednlve the preblem sy sean ae prasibie

Hegards,

Mﬁm&m

Maraus Prazaman
Acsmismnin Dersetor of Predsstbai
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Urie 13 Werk . ..lng

33_

U 24 ¥erbe ol spraking

e sontences

= | agree with you an the need to update our course cantent.

*  The security of the annuity depends on the issuing insurer,

«  We look forward le having them as long-term partners in the growth of our business,
= Mol all customers have paid for geods and services reccived.

Prepositional verb phrases take bwo forims:

1. varh 4 praposilion = preposilional obgect

We apalagise for any inconvenience causod by the dolay,
2. varh 4 pro pl::siﬁl:rn & infimilves Torm of the verks || .n:.ng

They succaeded in boosting pre-tax profits,

Hote

Where a prepasition is followed by a verb, the verb formn is always infinitiee formn of the vertr . ang,

Fora list of the more common prepositional verbis, see Appendix 1.

Hote

We do not use a preposition alter these verbs:

Answear:
ash:

call/phonalring:
discuss:
enter:

The hest way to answer that question/vou is to use another example,
Excuse me. I'd like to ask you a guestion, please.

cf I'd like to ask you for some more information. |'you” = indirect object;
‘ack lor' = prepositional verh)

Piease could you call/phone/ring me back Later.

They won't discuss the terms of the agreement.

Mo one can enter the hospital, and stalf and patients have been banned fram
leaving.

We are to meet a delegation frem China. [BrE]

We are to meel with a delagation from China. [AmE|

When we reached the airport, we discovered that our flight had bean
cancelled,

&g an occasional user, a pre-paid card will suit yvou best,

| told the forsign bankers that they lant at their own risk.

Intermediate Business Grammar
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Fill in the missing prepositions.

1. loagree — _ Scemeons Bitoraly _____ someune

2 toaliow __ something O.bowail ___ someone

3 teapologise — something 0. agree. somelhing
b toconsist _—_ something Motoapply _— something

G tobhear _______ something 12.toapprove __ something
b, tokook ____ sormething 13 tedepend — =omething
Totorgler _________ someons Taotoinsisl _ something

Two managers are discussing a stnike by larmy hope for  agreeto  hear about
drivers warking for road Rawage companes, A T areeoiind o
Complete the spaces in the dialogue by selecling diow for  depend on Wil fer
an apnropriaie form of the carrect verh from thosa Think abowt ety on

qgiven here. The first Iwo have been done for you,

A: Hawe you heard about the road transpaorl sirike?
B oz, s ternble. We _ relyon_ the drivers for all our components

A Weshould _ using owr cwn drivers.

Bi That ______ whather thay would be happy fo drive during a strike.

A Woean __ them meeting their conbractual obligations!

Bi Yos butwehaweio____ the problams they could meet an tha roads.

B Thal __ supporting the sirke!

B: Porhape, Anpway we should have a meating wath ourdrversand ___ asimple
enlution

A Yas theymight _____ maowe pur components,

Bi Mnot,we'llhaveto_ the end ol the sirike.

Think of youwr own farily or the place wivere you work or witere o siudy, or pour caunlry
Wiite six senlences will ver + preposilion combralions,
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Unit 13 Werb .. ing
Uit 14 Merh + abject + Infiniiive
Linit 24 Verbs of sgeaking

Sample santences

« Canadian rules prevent foreigners from buying contrel of publishing companies.
« They were accused of evading mare than $525,000 In income taxes,
 Consumers preferred our potate chips to these preduced by our mnin competitor,
# The company has spent a fortune on new technology.

Farm
Object + prepostional verb phrases take two forms:

1. Varb + abject + preposttion + prepesilional object

protact ue from unfair competition
2. Verb + cbject + prepasibion + infinitive form of the verb . _ing
provent us  from entering the Japanese market
Mot

Where a preposition is Tallowad by a verb, the verb form is always infinitive form of the verb __ing.

For a list of the mere common examples of object » prepositinal verh, ses Appendix 2

Motes
1. The prepositicn from is used after “disabling’ verbs such as:
praitit FESIr&in forbid [prevent ban valo Siop
Englneers kept reworking products, which prevented them from getting to market.

2. The ‘emabling” verbs, on the ather hand, take an object + infinitive. Enabling verbs are:
allow authaess fhiein prarrit enahie PACOUrRGe
A major commercial bank helped us to lund product development.,

Intermediate Business Grammar
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Below are six examples of the construction verl + object + preposition, They have been mixed up,
Fearrange and add ta them fo creale six correct senfences. The first hias baen done for you.

accused ""--..H__nur competitors into the aventual users
et wilh invesiimahit
prevaint product A on fwo paris
divichs [arge sums Io shiealing
compare thie talk Im_'n//— product B
miplain the coftware gatring an advaniage
1. He accused me of stealing. &. They'll ..
2. lwantto ... B, We ..
A Letme ... E.'ﬁ'eml.}ﬂ--
Exercise s

T t oppo fram a letter i which e repret char we meed uo remired

he E:I'rr.i'-l-: SHe &5 :: fl'”T F 3 . Ehe e o (he foniace when
carmpany is unisppy about the giality of senvice T A TS {
provided by an electrical componem's Artiche 11 Paragraph 4, o would prtwide |
manifacturer: Fill in the spaces with swiakble Tullwrumctiane on

fue ] thie iramFaron of the HE0 Your

wards from fhose given here . s T W Nk e sy
| kil Freppsliian rumr mi:“ .

Lea mattar |

Mt - m::: 4 hiit the teriace

the instaliation 2= | I:h b, IFchiic

i prrctdir= in not revoived imereciatsy aed 1o

the HE our ponal sansacinn, we vl havein

el o e
Exarcise 3 N ———————

Read the fallowing dialeges.

AC: [I've compared the Ndipww products with Rosario’s and have reached 3 clear decisijon,
| prefer the Ndiowu ones. However, they are more expensive.
BR: 5o, you'll have to convince me ol the benefits,
AC:  Ndlow is better - | think by 20 per cent. % = = !
BR: Could you remind me of the cost difference? :
AC:  $23 par unit. Frome Lol doreSom oo ]
BR: Hmmm. We re spending a iot of money on this || ubses | ey pea ]
so the decision is very important. Can you tell o I T
me about the benefits of the Ndiovu product?
AC:  [think it's a better design —it'll be easier to use,
BR: Okay if you preler Ndlovu ta the others that's
okay, Wil you tell Fat about this? 2
AC:  Sure, I'll send an email nght away, = ——n

Now write the short email to Pat, felling her of the decision reached.

Transter

When did you [ast remind someone of something? What was if?
When did vou fas! accuse someone of someathing ! Whal was it ?
When did you [as! provide someone with something ? Whal was u?
When did pou las? rell sarmeane aboul something? What was it?
When did you last interes! someane in sormelfing ? What wasit?
When did you last convince sameane of sarmething? What was it?
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A Samplesentencas

Employees must fill in a form if they want to opt out of the pansion scheme,

We have had a lot of reguests (o put on trade seminars for small businesses.

The plan will speed up the collection of payroll tazes from large companies.

Union mambers voted to turn down a pay offer of 3%.

Many applicants turn up for interviews with little idea of what the organisation or job is Lilke,

Vark + adverb phrases are also called phrasal verhs, They consist of:

verb + adverb [+object] + rest of sentence
fill  im aform  if they want to opt out of the pension scheme
tarn  up for interviews

The lollowing allernative word order is also possible:

verb + adverl + object
fill in a form

verk + object + adverb
fill aform in

verh « abjecl pronoun + advarh
fit i in
It fill im it]

Common adverbs used in phrasal verbs are;

about along gway  bach dow forward  in
off on owl v rand  throvgh G

Some phrasal verbs keep the individual meanings of the vert and the adverb:
Much of the eguipment is being brought back across the border.,

Other phrasal verbs have a ditferent meaning from the individual parts:
Managers are anxious to bring about a turnaround in performance. [bring about = cause)

In siyle most phrasal verbs are informal, although this does not mean they are uncommon,

For a list of the more commnon phrasal verbs, see Appendix 3.

T4 | intermediate Business Grammar
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Malch the verbs on the lefl with a ptirasal verk an the nght which means the same.

arrive call o
Caii5e send back
discover furn up
st wearking bring ekl
class |a factory) fimd ouk
abanden la meeting) shast down
cormpiets [ form) biraak dimwn
reject ipsods recaied| fiill in

Read the formal report. In the dislogue which TR T Sippa] WOy A B 1A SUPRRSET SIEEpES
follows, two people discuss the report ww&mtmfm |
Fill in the spaces with phrasal verts which mean wl 'rruL My havk caLERS dceasia preEsLm it Tha pumh

the same as the non-phirasal verbs in e repor],

B — R —— |

—

Tomas: ‘Whal happenod?

danet: Firstthepump ___ _ and so the supervisor
_ praductisr,
Tomnas: Then what?
danet:  Wo . the pump assembly and saw
that the flow intn the purnp was toa fast,
Tomas: And did that - -a pressure build-up?

Janet:  Well, | think so, yes.

Herz iz an exbract from a lelophane convarsation.

Jean: Oh, tell Eva that if she comes along next
week, I'll be pleased to look over the resulls From:  [tmbocstidmgnerrgom |
with her It doesn’t matter when, she can Subjact: [Temsvieet |
just turn wp any day. Oh, and tell her Tom
5 going o come along fomorrow. Also, tefl
her next Monday's sales meeting has bean
called off,

Wirile o brsel ermail to Eva giving her the requined
infarmation from Hs extract, Use non-phrasal verbs.

Answer tha fellowing guashons using phrasal vorbs
15 yaur answer istead of the underlined non-phrasal
verts, The flirst has been done for you.

1. When did you take possession of the house you
now live in?
| moved in to my present house in January of
last year.

EEN

2. When was the last lime you invenied an excuse for not domg something?
3, When was the last time someone arrived unexpectedly to see you?

&. Give an example of something surprising that you discovered recently.

8. Have vou ever rejected an offer of work?
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Sample santénces

= Managers plan activities.
Managers plan activities but must also play a personnel role.

= All managers aré involved in persannel maltters because they musl
ensure that each eam member operates efficiently,

A sirmple sentence comprises just ore clause, i.e. with one verb phrase:

Managers plan activities.

A camplex sentence cormprises more than ene clavse, Le, with more than one verb phrass,
We connect the clauses by coordinetion, subpradinalion or 'genem.'pu.rpuse' confechars.
Manaogers plan activities but must alse play a personnel role. |eoardination with but)

All managers are invelved in personnel matters because they must ansure that each team
member operates efficiently. [subordinaticn with becausea)

She works far a software company which makes a popular deskiop publishing program.
[connection with which]

1. & sirmple senténce can be a statement, a question, a command o an exclamalion:
Switzerland leads the world in farm subsidies. (staterment|
Who Leads the world In farm subsidies? [guestion]
Don't sign the new account agraemant immediataly. {command|
What o waste of taxpayers’ money this is! |exclamation)
2. We can use coordination to connect clauses with the coocdinating conjunctions and, or or but:
The card allows a user bo spend first and pay later.
3. We can use subordination to connect clauses with subordinating conjunctions, e.g. whan,
though, because:
Evro-denaminated bands are more attractive to investors because there Is less currency rish,
Hotas
1. Wea can use a simple statemant or questson in a prosantation 1o gal the audkence’s attenlion:
We are on the right track,
When will the date be fixed ?

2. Coordination = often more vague, less emphatic than subardination:
We will review our recruitment policy next year. We hope to make a clear decision and
implement it by the middig of June and should see the results by the end of the year.
cf. We will review our recruitment policy next year. At thal time we hope to make a clear
decision which we can implement by the middie of June, Therefore we should see resulls
by the end of the year,
subordination reduces the subordinated clause to a less important role, and thereby shows the
relative imporiance of the two pieces of information.

4. Relative pronoun connectors lwho and which] have an unemphatic connecting effect,
sometimes similar (o and:
Banks will have to offer better deals to custamers, who will be empovesrad Io shop sround more.
Banks will have to offer hatter deals to customers, and they will be empowered to shop
around more,

&. Alter a eoordimating conjunctian, we can omit the fellowing sentence slements if they are
the same asin the main clause, We ean amst;
8. lhe subject b. the auxiliary or modal verb €. the te fram the infinitive,
We can send your order by post or deliver it ourselves, [we can is omitied|
We weuld Like to make a small donation ar show our appreciation in some way. [to is omifted]

Intermediate Business Orammar
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Read the advertisernent for & clalhing
manyfacturer;

Thore are eight senlerces in the
agverfisemant, Classify them according
la the following schtence lypes

A Simple stalement sentence
B Simple interrogative senfence

FORPIARD - (iowic Thation Giodkes For Men

Forppre pEroadieces clappic mangwear, Tiwe chmpsny, wikch
wias formed in 1858, hes & groming repusation far ligh
gialy siits. Although beesd in Mian, Ferpare bao
produstion plants @ Roma end Florence, Fornara
produsts are net only soid in Ikl You oan fnd tham
throwghout Europe Aee 3o looting foe siyle, quality ann
clabsbs appanl? Look no furtherd Fornero suits jou,

€ Simple negative sentence

0 Simple exclamative sentence
E Complex sentence with subordinate clause
F Complex sentence with relative clause

Below are pairs of simple senfences. Join them togeiher fo form complex senlences using the

methad indicaled in brackals,

1. We are rearganising the department, We are recruiting new stall, [coordination)

2. We are advertising for a new computer analyst. Irene has retired. [subordination]

3; The position is al supervisory kevel. The posilion carries & high salary. [relative pronoun]

&, We need & young person, We need a skilled programmer [relative pronoun)

8. We will advertse in various countries. We will advertise in specialis! journals, fcoordination]
é. We need someone with experience. We don't need a complete expert, [subordination]

1. Here is some infarmailion aboul 8 Research
Deparckmend fn g small felecommunicalions
covmnpany: The infarmalion is presented first ina
paregraph containing five simple sentences. Then
in an improved version, He same infarmation is
presented i anly twe complex sentences, bul the
paragraph 15 incomplele. Complete this version by
putling one wacd in each space,

We negd to increase the qualily of our research .
research,
potentially very exciting

W ninad o incréasd the gualily al oir resaach.
incragsing 1he meality ol cur research wil ba
aypanaive, Dor presant reseaich B on & new
pochal-sized communications device. The
resaarth we sa prasertly snpaged in s
potentially very excling A majr tachnological
aivance i\ possia,

—will be expensive. Our present

__ anew pocket-sized communications device,
—_ amajor tachnological advance is possible,

2. Now icok at [he paragraph oppasile in which
an efmplovee talks about ler comparg How
rmany senlences are fhere? Are they simole
G covrlex ¢

Balow is the same paragraph, rewnilen using
comrer sentences. Comglete i by filling in one

word far each space.

1 woirk for ARC. ABC mphes aulsmobils parts,
The parts wa make &5 machanical. Wa also
maka elacirizal pans. We sal parts throughout |
Euraps. Wa also 58l parts in Asla. Wi do not =i
im Armorica. Our biggest custamers are

Jepaness, Dur Japanese ciastamens are same ol |
tha bBos krewn car manulacurars in the sonkd.

elecineal parls lor autornobiles,
nal in America. Dur bigoest

Tworl lor ABG makes mechanical
We sell throughout Europe Asla,
Customers, Japanese,

rranufaciurars in the world

lranstar

some ol the best knawn car

Write & similar paragraph aboul 2 company thal pou know well. Include compler sentences,
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Sample sentences

= The product was launched ten years age, of a time when competition was fierce.
Therefore it was difficult for us to get the commitment of all our senior management. In
addition, bank interost rates made it hard for us to get the necessary financial backing,
especially since they were very high initially.

There are four main ways of connecting clauses:

1. Coordination with and, or or but [see Unit 38).

2, Subordination wilth a subordinabing conjunchian, o.g. when, though, because
[soe Unit 38),

3, ‘Goneral purposa’ connactors with who and which |see Linit 420,

& Adverbial connaclors, o.g. so, yel, than,

The clauses are separated by either a full stop |.] or a semi-colon {3} and than connected by
an adverbial connector:

«1o 2t a time when competition was fierce. Therefore it was difficult for us to get the
commibtmeant of all our senior management, In addition, bank interest rates made it hard for
us to get the necessary financial backing, especially since they were very high initially,

We can use the thres connecting methods to express the same sentences and ideas.

The eflect, howeves, is dilferent,

The mobilg-phone business ks still booming in India Bul growth there is slowing. [coordinated
clauses are given equal or similar imporiance]

Although the mobile-phone businoess is still boaming in India, growth thore is slowing.
[subordinated clawse is reduced [o a less important role]

The mobile-phone business is still booming in India; however, growth there is slowing. [lypical
in longer stretches of language e indicate the relationships between sentences and ideas|

Belaw are some of theé more eommon sdverbial connectors:

Cou=n therafore 54§ a5 o resalt
Ceiptras pat P

S| m ihen In thal case

LEmpETlEan similarly in 1he same way

Lancassian anyway al any rate

Contragielion in fact actually as a maher of fact
altermation instead aliermatively

MR ales in addlion [T
Suphvmary Lo Suim Lp owerall in briedfshort
COREILISER i Conciusem firakly Lastly
Enliivalehes in other wards that means namely

L ATEEN for axample for instance such as as follows
Hightighi & particitar aspacially

Gonaraiivstion usuallyfnormally as @ rule in ganaral

Shaling She chulods EdalTay naturally ol course

78 | Intermediate Business Grammar
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Helow are sixleen common adverbial connectors. The list canlains eigh! pairs of conneclars
with 3 similar meaning. denfify the sight pairs. The first has been done for you,

i the sama way (1) fer Searrs foo finally
alternatively alzo yot similarly 11)
naliirally henvavar fasily a5 arile

of coursa inghead usially i shart

Cwm - P |
EXErCISE 2

The extract below is from a presentafion in which a manager explains changes in company
organisation. Complete the spaces with 2 ward or phrase from the bax.

= =

e e——— —r—

e worklnsd lor the maragernen] has incegsad
s 08 e dickled L pRorganise wir
managemen siruchune. This plolure shaas the new

trtpaisal e

Fig. 1 Bew Flanagermen Sruciue

BT

W plivh e divide [ha presesl Adiminsiralan
D psri e n | nbe e, creating anew Finance

nalurally and it general _II.IrHT-E;n;.r'E
lor example in addition especially therefore
sl 50

I Pl ot v cormptiny hivs spamiddl

Cupai rvwstd anid @ Haimsen Flescurcis dapar mant,
thi: Salis & Markating Department wil

bra Ewichad inlo hag, o rew Hanageerent
Sarvices (o part=en! wil be crealed. 'We boliea
sizatizn chanmels wkin i pary, will b
samnplilied, decision-malking wil bo mone
abmplilind, duliiten which askaly
dTect persgone| will row b= kenal 1P fewed o
Pl B .. B prinki e Thal
dﬂuﬂm:muhﬂnﬂhm practicabis
frwuel, g avirydisy (i whith
will nat allec) the witarle grganizetean.
e chamges will lake same lima o e lully
indersipod

. averall everyane shauld
iy g L i,

Exarcise 3

Connect the ideas in the pairs of senfences below using the method shown i bracksts

1. We have an important domestic market, We are also an axporting company. [coordination|
We have an important domestic market but we are also an exporting compainy.

2. We soll our goods abroad. We have Lo set prices with the exchange rates in mind. [causa

and stating the abvious)

3. Fluetuation in exchange rales causes instability, | makes farecastinog mare difficult. ladditian|
4, W prefer a stable exchange emvironment, We have 1o accepl instability. [subsrdination]

B. [Mir best products are several years old. The F23 was launched in 2002, linclusion]

é. We naad Lo expand sales abroad. We need more Sales in Amierica, [highlight)

7. Sales in leisure products have increased. We expect a 25 per cent rise during the

summer. lgeneralisation)

Transfaj

Wirite sentences abowt a subject or company you know well, include advertual

canneciors with the follawing meanings:

1. hsghdaght
&, contrast

2. ganeralisation
6. comparisan

3. contradiction
&, conclusion
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Sample sentences

s At the AGM the chairman said that he was satisfied with the progress made. After he had
presanted the results, he invited comments and questions from the avdience sa that the
shareholders could ask for whatever other information they wanted, Although the results
were good, many sharehalders felt that the company could have achieved better results,

B Form
A subordinate clause depends o a main clause = 1 cannol stand by itsell a5 a sentence.

sybordinate clause maimn clause
After he had presented the results, he invited comments and questions from the audiencs.

1. A sutordinate clause slarts with one of The following;
i, that
The chalrman sald that he was satisfied with the progress made,
b, a subordinating conjunction
Although the results were good, many shareholders felt that the company could have
achlieved betier results,
c. @ wh-word
Trade afficials couldn't predict when negotiations would be completed.
d. aninfinitive + to
We use this information to lind out what site features are most poputar.
@. averh ...ing
Having lost £6.3 billion Llast vear, the group |5 expected to return to profit this year.
I. averb.. ed
Based in Atlanta, the company provides accounts-payabile audit services for retallers.
g. inversion
Should you wish to hear from these companies, please tick the appropriate box an the
registration form. [s=e Linit 11]

2. & sybordinate clause conlains:
a, a linite verb in the active or passnse:
The chalrman said that he was satisfied with this perfermance.
b. @ non-finite verb,_ e, infinithe, verb . ing or verh . ed:
Wo use this information to find out what site features are most papular.

Motes

1. Tha useof the subjunctive verly forms is possible in that clauses after the followsng:
demand  require  insisl  suggest  be necessaryobligafory
The government demanded that the company shut down production fer a month,
We suggest that you begin by looking at market values,

The subjunctive has the infinitive form of the verb in all persons. We use the subjunctive
rnainty in farmal sble; in informal styie we use should + infinitive:
We suggest that you should begin by looking al markat values.

The subjunctiee is more widely used in American l-_nglis.h-

2, The were subjunciive in clauses of condition and contrast s also used:
I lwere yau, | would ahut dewn the old scoount, and open & new ane,

Intermediate Business Grammar
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Below are the main types of subordinate clauses.

b,

. Caune or reason:

The cab companies like the Laws because they limit competition.

. Condition:

I they are more tightly regulated, they could have less scope to make profifs,
fzee Unit 10

. Conlraaty

Even lhovah damestic consumplion accounts for about 40 % of GOP, exports produce the
butk ol corparate profits,
[see Unit 431

. Purpose:

The union insists that employees have a large enough stake in the transaction so thaé
they can influence major corporate decisions,

. Result;

The company had invested enough meney so [that] they could cover thelr bad delis.

Maote that this s differsnt from the adverbial connector of reason so-
The Finance Manager had earned enough money; so he could cover their bad debis,
[see Unit 64)

Time:
The Hang Seng Index rose 5%, alter the deal was announced,
[see Linit &a)

. Reported speech:

She replied that he wasn T interested in 7 hostile aitempt.
[see Units 37 and 40]

. Reported guestions:

More than 1m depositors want tx know why reguiators did net discover the fravd
earlier.
[see Linit al)

. Relative clavses:

The judge ordered the company (o postpone its AGM, which had been scheduled
fow foday.
[ses Unit 42
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Uinderline the subordinale clauses in the following sentences and then classify them in the fable
below There is one of each fype.

1. The commitiee met Lo discuss a nver pollubion prablem,

2. IF the pollution was caused by local industries, they would have to pay compensation.

3. The pollution concerned chemicals which had [eaked into the river.

&, The problerm was noticed when dead fish were found in the river,

5. Althaugh companies had strict regulations on the disposal of chemicals, mistakes
vecurred,

&, The enquiry asked whal traming workers had been gheen,

7 The Menager said her compary had done evarything pessible te avoid the leakage of
chemicals into the river.

wElaliim Hepiriad

Ragnrimd |

fEEE Cardltiom L THime | clisg Crntrssy | il p s | Sptiehl

Maleh the clause on the lef! with an appropriale clause on the rght to create 3 meaninglul lexl,

The first one has been done Jor yvou.
The Chalrmian said  -f— Haed 1ot Ehis will take,
The induslry has suflerod setbacks, o explain our case.
Maw we st rebuild aur image the outlook will be bleak
| dan’{ Know we desarve fair ireatrmert from the press.
Should we fail, choosing those ihat il be most effective,
Wi mend o look al Lhe alteraatives same af which could have been avoidod
W masst tako avery opperiunity e - that !.hn- industry faced & piblic
Hining explasned our position, relalions challange,
wiich is assentinl [or e prosperity.

Prowide subordinale cladses fo-cormbine with the given main clause, Use the ype of subordingle
clause mdicated by the prompl i brackets, The first has heen dane for pou,

1. The press were critical of the company
[cause or reasan] =+ staff training had not improved
The pross were critical of the company becalse staff training had nol improved,

2. The company arganised a press conference
[purpose] = answer crilicisms

3. The chairman said
[reparted speech] =+ safely record relatively good

2 | Infermediate Business Grammar
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&. The Health & Safely Executive supported the company www.tienganhedu.com
[time] — they investigated safely procedures

5. Every precaution had been taken
{result} = management confident

#. The press wrote articles
frefative clause] = exaggerated problems

7. ... accidents can still happen.
lcontrast] = company carries out regular checks

Wiile three senfences aboul the political or economic silualion i your counlty
Include differsnt kinds ol subordinate clause.

Example:

Although the government tries to improve health care, there are many problems. They
build more hospitals te treal more palients. If the government spant more on health
education, the cost of treating people would fall.
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A Sample sentences

Wil £
Wi &7
it &0

Reported Speech (1)
e e —— |

Warts of speaking
Warkbs of reporting
Freporiod speech (31

= They say that they will consider the deal,
= He mantioned thal he was a software professional.
= The retailer pramised that it wouldn't buy more than 19.9% of the jewelry company's

ghaires,

Reported speech lakes two lorms:

1. A main clause with a verb of speaking/asking + a subordinate clause:

main claise

suboriinate clause

They say

that they will consider the deal.

www.tienganhedu.com

2. A main clause with a verb of speakingfasking + an infinitive with bo [sea Unit £0):
He asked us bo help him develop the managemont team.

Indirect speech s derived from direct speech:

He said, "We have considered the deal’. |direct speech]

He said that they had considered the deal. [indirect speech|

The basic rule 1o determine the tense of the varb in the subardinate clause is as lollows:

— |.'.|i|5t
——= past or past perfect
— past perfect

— = WD

prisent
future =| (no change)
Tense of verb -~ | Bresent perfect Tense of verb
of speaking in of wonds spoken | present
direct speech | past ast
past perfect present perfect
wwin
Direct speoeh Indiract spaach

Sha says, 'Weo have a deal.’
Sha sald, "We have a deal.’
Sha said, '| have mada & daal.

She sald, "I will confirm the deal next woek,'

She says [that] we have a deal.
Sho said [that] wa had a deal.
She sald that she had made a deal.

She said that she would confirm the deal the

following weok.
Dther changes are 1o the pronouns and the Time adverbials
time adverbials.
Llirect speach Iifivec speeck
- yesierday —=  fhe day beforethe
: f previens doy
Direer speech dnlivect spese toukuy ~—=  that day
Liyai —  hefshe T —= thi day afterfibe
welya —=  they fialbmving day
eyl —a  himher kest .., —= the previous ...
1=yl T mal . —=  the fallowving ..,
this ... —=  that ..,
Mote

The tense of the words spoken does not change where the words spoken ara still true
He said, 'The accounting statement will not show a charge for the resource.”
He said the accounting statement will not shew a charge for the resource, [The statement hasn't

been submittod vet.|

A list of commen verbs of speaking to intraduce reporied statements is given in Appendix 4.

Imtermediate Business Grammar
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Belaw is an exiract froma newspaper repart on

& poliical meelting, Cormplete the spaces with an L. i Ve jep Yowhng
appropriate form of one of the verbs from the box.
The Minister the audience that 20 yvears ago things were very dillerent. He

the time had come to face realities and he we had to choose

between cooperation or isolation, He that majar problems would anse if we made
the wrong choice and if we wanted to be an isolated and [riendless country.

conlinwe a5k
War

Here is an infervew hetween & journalist and a risg pﬁﬁr’c! Chdmge
Finance Minister: Complale the newsgaper report sy

which fallews by adding an apgraprate ver.

J: Has the poticy of the government changed?
M: Mo, we are working towards increasing Lhe quality of services srd making
the aconsmy strong.
Jr Whal do you peedict as a level of imlation aves the next 12 monthe?
Mi Inflation will continue al present levels - about 25 per cenl.
Jg  Arevou conlident that econsimic growth will remain stromg?
M: Economic growth is now at 2 per cent and should rise to & per cenl over the coming year.

- if the policy of the government
govertimeni
strong. e that inflakion
and ecanamic growth, now at 2 per cent,

Here is-an extracl from a lelephone conversation belween a
fashion designer, Marianne, and & clothes manefacturer, A

the Minister ______ the

towards increasing the qualily of services and making the economiy

_at present levels = around 2.5 per cent =
104 per cent

Marianme: Did you get the phatographs | cent? mw&
Juan: Yus they ware really good. | iked them a ot 4000 Mi=ns
- . Tibaloro M ) BAE LS
Mow - whan are you caming to Milan? Fea
Marianme: Soon, nexi manth maybe, Fllcoma at the end | Aet JS230d
of tha manth Denr g
Jumn: And will vau bring the nns designs? sas o | i
Marianne: Of coursel Mot anly the designs, UL bring the | se phesyiie e CL
=.T 3 I & i B ey il ol o] of el Al S ki ikl
e A el T
; R R ——
Juan: | kevoiy Rina wanls (o see them. UL tell her L b
vour're carming next rmonth, bamk lad Pasatey Leai mrisl
Marianne: Fine. Oh, by the way, Rina <1l owes me same
iRy, }'nzykmw. I}tllhinh: she hae probably I:r_w _'h::'_'_" o
forgatien. She said the money would be inomy
bank last Tuesday and if hasn't arrived yet ey
Juan: Okay, I'lLtell her. That's all, isn'tit? F’"““
Marianne: Yesh, | think so. Can vou ask Rina to call Ay
P L B i all day Friday,
Juan: Okay, I'll tell her. Bye far now,

Wrile & bnef letler to Rina felling her the defails of this conversation. Use the leller above as

an outline.
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L0 T —

Uinli 2¢ Vertbs of dpeaking
Unh 27 Yerts of repoeciing

Uit Reparied speech [1)

A

A Sambple sentanceas

+ | warned them not to discuss the project with other government agencies,
¢ The group told public seclor investors to sell their stakes in other lunds,
* The company asked the unlon to reduce ils demands,

See Uit 35,

In addition fo reported statements, there are the following types of reported speech:

1. Reported commands:
She tald them to improve their performance,
The court erdered them to pay $9 billion in damages.
The government demanded that the company shul down production for a month. |subjunctivel

& list of common verbs of commanding is given m Appendiz 5,

2. Reported requests:
The company asked the union to reduce its demands.

& list of common verbs of requesting s givan in Appendix 5

3. Reported guestions:
There are twa types of direct questions [see Unit 41]:
= wih-questions, e.q. When will the growth of the core domestic business begin to slow?
- yasino questions, €.q, Doas your company try to develop leaders wherover it operates?

In reported wh-guestions, we use the wh-guestion werd:
He asked when the growth of the core domestic business would begin to slow.

In reported yes/no queshons, we usa if or whether:
She asked iffwhether our company tried to develop [eaders wherever it aparated.

A lisl of commaon verbs al questioning is given in Appendix 5.

&. Other reported forms:
The Banking Commissioner urged them not to pull their funds out of the bank.
Ha cautionad them not to disclose that they had received a takeover propasal,

A list of other verbs of reporting is given in Appendix 5.

34 | Intermediate Business Grammar
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Uiderline bhe verbs of speaking in the lelloving lex] and classify them as:
— werbs of speaking

— yerbs of commanding

— werhs of requasting

— verbs of questioning

The senior management all agreed that the company had to tale swilt measures to
capitalise on the sibuation, First of all they lmvlted thelr acopuntants to review their
finances as quickly as possible. Naturally, they asked If the situation was as they

saw ILThen they commented on the situatien 1o the press. Having convaned an
extraordinary meeting of the sharehalders, they told them to be prepared for a
statement. The shareholders alsa Inguired about the truth of the details in the
press. The diractors invited them to look clasely at the options and urged them to
whait a litthe while before making a decision. Finally they instructed the press to write
up & full report about the proposed takeaver.

Fxarcise

Are the following sentences right or wrong? If wrang, correct therm.
1. The company bas told 1o adept Vision 2020 as aur aim lor thie ned Tive years

Z, Vision 2030 urges that we adopt a range of internal measures o improve productivity
and quality throughout the company

3. Indiwidusl managere are asked fo implement Vision 2000 their own departments,

&, Hoving presented the policy in pulling, managers have asked their teams what training
wiolild They like,

5. Most teams have asked ta nel have thearelical braining coursaes,

&, In fact they have all suggested fo have project groups o explore the best Way 1o
implement Yision 2020

Repert the following exchampe belween a training manager and @ personnel manager, You need o
choase an appropiate verb of speaking to infroduce each sentence. The first sentence has heen done
far you,

PM:  When will the new training programmmie be introduced?

TH: | don't know, But wi have approachied o number ol oulside
Lraning organisatians.

PM: Could | see the lisl ol supplers?

TH:  Yes, il les yiou see the detais,

PM: Why don't we mahke & inal decision together?

TH: Well, | preter fo make the Tinal decision mysedl,

The Personnel Manager asked when the new training would be introduced . ..

T .+r-:5[-.:|

Write a report of & face-Tp-face conversalion thal pod hive had with someshe i your cofmpany
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F T e e e
4 1 Limil 35 Reparied spoech 1]
Liali L0 Reparied spoaech |Z]

A Sample sentences

A:  Who approved this order?

B: I'm afraid | really have no idea.

A:  Itwas Jim, wasn't it?

B:  Jim, you approved this order?

C: Yes, | did, Why? Is there a problem?

A:  Yes, half of the goods haven't been delivered,

C:  Yes, | kmowe, Bul could you just look at khe accompanying note?
It explains everything.

There are thres foems of guestian:
— dirget quostions
— iadireel guestions
— glatarment gueslions |+ question tag)

1. Direct questions
There are two types of direct questions:
— wh-questions, which start with a wh-qeestion word lincluding howl:
Who approved this order?
— yes/no questions, where the answer is yes or no:
I there a problem? = Yos.
Muote that alternative questions have the same form as yes/no questions;
Did Helen or Peter check the balance? — Peter,

The basic rules to form & question are shown in the flowchart below,

| Setect question wordls) |
mlj'ﬂlmmwwhhh:-hrﬂrlll#w:
Bxcil they can also be (e oifect eq
5 ' Wi sawy youT - subiect, o saw me — subjecl
= N Vit ekl ypenil sised — el | b shi — sy
|
Werr onder = ouisstion word Lock al verb plrase ]
4 Bavlin) -+ vavin phraso
The verh pheass ot this, stage =
g.q'ilnntﬂiuprd,_l' ﬂ!ﬁmﬁﬂiﬁﬂfﬂmlml.
it I miry orsst of one or mam elbmants,
Wh-i s procuused .7 kat, latks, devidoped - 1 elerand
Wbl plant well be ciesed ciwn? will stam, can proackics < 3 elemens
: have boen soling = 3 elenedts.

BUTE
madat = will, can, must, #i,
inciexies 2 matkl h.lﬂl'H'I--ll'I!l,. I8, airn, i,

hgares” mlu.hﬁh-i
¥ [
{HHIIME“LIHIN dn| rwﬂihm-ﬂn#mﬂﬂ
b Change warh phrass to apgroprate ”T"
fcem of do + slem L —
Word order =

guestion word (& noue) + modal sediany + subect « other elements of wab plurai
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2. Indirect questions www.tienganhedu.com
Indirect questions comprise:

— a question ward (wh-, if or whether]

— a clause with the verh in staterment word order:

| don't know which results you are talking about. {nof: are you tatking about)
But could you tell me where | can find the bast deal? (not: can | find|

3. Statement questions
There are two lypes al stalement guestions:
— a stalement wilh rising intonalen:
Jimy, you approved this order?
— @ stalement = question tag:
Jimy, you approved this order, didn’t you?
Jim, you didn't approve this order, did you?

1. Direct guestions

Below are the main wh-guestions according to queston word:

a. Asking aboul people - who, wham:
Who approved this order? [wha asks aboul The subject |
Whalm] are you going to visit in Japan? [In normal speech we use wha to ask about
the object as well; in formal speach and writing we use whom. |
Whalm] did you place the order with? [In normal speech we use wha to ask about
the prepasitional object; in farmal speech and wriling we use whom.|
With whom did you go ko France? [whom asks abaut the prepaosttional object.
This etructure s more formal than the previous ene.)

b. Asking aboul things - which, what:
Which assels have performed best? [which « noun ashs about the subject.]
What did you decide in the Last meeting? [what asks about the object.]

€. Asking about the time - when, [at) what time:
When do you expect Lo break aven?
[At] what time/when did you leave the office? [specific clack time}

d, Asking aboul the place - where:
Where did you buy the new computers?

e. Asking lor the reason - why:
Why are you In this business?

f. Asking about the length of time = how long:
How long have you been based in Tokyo?
How Long does it take on average to find o new job? [noei: How long time?|
[How long refers to Hme or dimension; see below )

. Asking about the distance - how far:
How far do you have to travel each day?

b, &sking aboul the frequency - how often;
Howe often do you travel abroad?

b Asking about the manner - how:
How arg you going to compete in international markets?

J- Asking about quaniity and amaint - how many, how much:
How many shares will be involved in the buy-back? [asking aboul the subject)
How many shares do you want to sell? [asking about the obiect|
How much did you pay lor the new equipment? [nal: How much maoney?)

k. Asking about dimensions and specifications - how long/small, etc.
How big/lona/wide/deep/high will the cabinet be?
How small will the miniature version be?


www.tienganhedu.com

2. Indirect questions
We use indirect questions in;
— Reported guestions |see Lnit 40j:
She asked which order Jim had approved.
— Polite requests:
Coauld you tell me which order you approved?

3. Statement guestions |+ question tag|

Wi wse these to ask Tor confirmation.

= Asking lor confirmation of a positive stalement-
Jim, you approved this order?
Jim, you approved this order, didn't you?

= Asking for confirmatien of 4 negative slatement:
Jim, you didn't approve this crder?
Jim, you didn't approve this order, did you?

www.tienganhedu.com
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Read the fallowing list of guestions. Classify them according la the gueshion fypes,

SR R

Are vou agents for Fischer equipment?
¥ihere can | find this type of product?

You'me nol seriousy

Fischer are market leaders, aren't they?
Soyou believe they e axpensive?

Oo you think thare are better goods available?
Can you tell me how reliable they are?

[irect yes/no questions
[hrect wh-questions
Indirect questions
Staterment guesticns with
rising intonation

e L L

Staterment guestiens + tag

The FUB Groug is a drvg research body, The groug has worked for fen years and has massively
exceeded its budgel. A fowrnalist ashs g leading figure i the group same questions

Are the gueskons correctly formed or nod? If wrang, write the correchions,

a:
i
i
As
a:
B
i

How lang time have you been working om the research?

Ten years.

Could you tell me who were the mamn pariners in the project?

FRS, UBDuss A G, and Boxal,

And yau didnt plan fa spend so much money,
Of course we didn 't

You say the forecasts were naccurate. Who i
Karl Drew resigned,

Was that a cormect decision?

| doo't knowy — it was his deciskian

didn’t you?

d resegn after thess forecasts?

Expla Corporation is an Australian oil cornpany based in Sydney. One of their lechaical managers
calls Bruck Engineering in Singapore for some information.

i the dizlogue below the guestions are incomplels, Whle the complete questions,

Explo:

— 1Vl me something aboul
YoUr company 7

Bruck: Yes, we're market leaders for joinks

fiowr the pipeline busingas.

Explo: Andwhere (17
Bruck: Dur manufacturing basa is in

Explo: Can | ask

Sigapore but we have & distribution
and sales netwark throughout
Australasia.

— 3

Bruek: Yoz, we have an agent in Sydney.

Explo: Whal

|£) egent’s name?

Bruck: Wall & Martin Joints Lid,

Transfer

Explo: |see Andthey
Bruck: Thait's right,

Explo: And suppose | wanted ta buy direct
froum you, the manufacturer?

Bruck:s Mo, sorrg you couldn'f do [hat
Explo: |haveto ___ [4|7

Bruch: Yes, you do

Explo: Ardd Wall & Martin are the only agenis

15] Sydney?

nSydney, ______[TI7
Bruck: They are
Explo: How_ (8] Wall & Martin?

Bruck: You should write direcily Lo themm,

Think of a situalion where you! migh! felephone an organisstion and request information. Write
examples of queshions you might ask. Use & variely of guestion farms and different wh- words,
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L2

sample sentences

The plant which produced the keyboards and the mouse could be shut down.

The INJF00, which produced reasonable copy quality, has been replaced by the INJEDO,

Jim Carter, who runs the rendering plant, has no plans to move.

Any person who is regisiered as unemployed can access Lhese services,

There are over 1000 employees on the site where the ongoing redesign project is taking place.
The product is hitting the market at a time when European auto makers are regling from
rising prices,

There are two bypes of relative clouse:
— defming relative clauses
— non-defining relative clauses

We can distinguish them by the punctuation. Non-defining clauses are enclosed by commas;
defining clauses are not.

The plant which produced the keyboards and the mouse could be shut down.
[defining: no commas|
Jim Carter, who runs the rendering plant, has no plans to move. (non-defining: commas]

Delining and nan-cahining BiafinTng aniy
1 Papsonil ' Nor-gatuanil P st ol nons pernndl
subjeclive wihia which 1t
abjective wetalm) wihich That, zera ino proncown|
genitive whose of which/whose
locative. | where
T —

Relative clauses are subordinate clauses [(see Unit 38] which provide information aboul a
noun oF noun phrase. There are o types of relative clauses: delining and Aon-defining.

Defining relative clauses provide essential information which restricts or clanfies the
meaning ol the preceding noun or noun phrase by specifyng iks meaning more clearly,
Any persen whao is registered as unemployed can access these services.

The clause Wwho is registered as unemployed identifies the person; without this essantial
information, the sentence has a very different meaning.

Mon-defining relative clauses provide additisnal, non-sssential infarmation

The IN1300, which produced reasanable copy quality, has beon raplaced by the INJ40DD,
The clause ‘which produced reasonable copy quality’ provides additional, nan-assenlial
information; wilhout this infermation the basic meaning of the sentence remaing the same,

1. Talking about pecple [personal)-
The person who/that prepared that repoert no longer works for us. [subjective - definng)
Carla Jensen, who prepared that report, no longer works lor us. [subjective - non-defining|
I've spoken to the workers wholm)/that/zera [no pronoun] we are going to Lay off.
|objective ~ defining]

42 | Imtermediaie Business Grammar
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I've spoken to Andrew Graen, wholm) we are going to Lay off. www. tienganhedu.com
[ehjective - non-definingl

Andrew Green, with whiom | discussed the Layoff yesterday, has agreed o leave,

|ohjective afier preposition - non-defining)

The workers with whom | discussed the layoff have agreed to leave,

lehjective alter praposition - defining]

He will be replaced by a man whose management skills are unproven. |genitive - defining|

I'd like to thank John Spencer, whose company sponsored the report.

[genitive - non-defining]

2. Talking about things [non-personall:

This is a powerful machine thal can run the payroll, handle sales, and churn out bills.
[subjective - defining]

I'm afraid that the INJZ00, which produced reasonable copy guality, has been withdrawn.
[subjective - non-definingl

Many of the special-purpose machines which/that/zere [no pronoun| we use are
fabricated or refabricated here, [objective - defining|

We think that the INJ300, which you demonstrated a couple of weeks ago, meets our needs.
[pbjective — non -nETinlng]

The fund looks for small companies whose salesfthe salos of which are growing rapidly,
lgenitive - definingl

Amd finally we have the INJIDD, whose speed/the speed of whilch is much higher than
the INJZ00, ]!_]Enit'."."E' - nan-defining)

3. Talking about places [locative];

Orders are placed direct with the factory where the model is manufactured. [deliring)
The Factory, where the sirike began last April, is manned by aboul 250 employess.
[men-defining]

&, Talking about the time [temporall;

| will not he here when 1he product is launched. [defining|
Dn Decembear 21, when the product is launched, | shall be out of the country.
|non-defining]

1

. The relative pronoun alter the reasaon.

One of the reasons that/why ecanomlies in devaloping countries grow so slowly Is that
they do not have well-developed financial markets,
The reason thal/why the proposal collapsed wasn't discloged, [nol: the reason because|

. The relatie pronoun after all, each; every and compounds:

Computer users aren’t upgrading systems fast enough to absorb all the new products
[that] firms are producing.

We have tried everything [that) we could.

You should create a separate CV for each company [that) you approach.
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iUnderline the relative clauses in the following extract and wnite defiming (O or
non-defining (ND] by each ane,

ars, ol har paint is that sUch ra ha
mmﬂw mmnﬁm f“ﬂ';": m:; ﬁ;ﬂmg fiches! counthes and where profdit wil

highesl. = o

Exaerclse ¢

Hedow are six axlracts from a repert on @ meeting hetwesn the Chiel Execubive af & chamical
covmpany and an enwronmerizlis! group. Conver! each extrach inlio @ single sentence by using
i refative clause. The first has been done for you.

1. The Chief Executive looked confident. He spake for 20 rminules.
The Chief Executive, who looked confidant, spole far 20 minutes,
« He said the envirenment was everyone s responsibility. 1 is a key issue,
. Liockyille 1= now a beauty spol. There used {o be a chernical plant there
. We made mistakes in the past. We knaw less tham we know now.
. The caplaings of industry have major responsibilities, We depend on them
v The indusires produce (he products. We criticise the indusiries, We buy the products

Cormbine the prampls below o wrile senfences in which the infarrmatfon in brackels is given in

@ W e = P

relative clauses.
1. Fac 1ory Z reprocessing plant
l{pmduclﬁ PCBs) tsubject of protests)

closad down gapanding ifs cperations,

3. faciory 4, plastcs reoycling
[in !ml.-:‘n centne) (eupersive)
many people Ive] orly possible in some coumnines
a major employer {sophistcated eguipment is availabie)

By | intermediate Business Grammar
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5 many prodicts & ety o pe WWW tienganhedu.com
fckaim to be ensironmentally friendly) {howmses are cendrally heated)
are not earitribite o glabal warrming
Transfer
Wrile & series of senlences aboul entertaininent and social life in your area. Inclide vamous
relalive clauses.
Examples:

There are many cinemas where you can see films in the original versian.
The best theatre, which is in the town centre, is 200 years old.
The owner of the club in the town centre, whose wife isa dancer, is Ukrainian,


www.tienganhedu.com

UHIT EEHUSES ﬂf cnﬂtraﬁt www.tienganhedu.com

43

A sampla sentences

The city cenlre is a prime location but It is also very expensive,

Though the company has 100,000 employees in 40 countries, most of its units are British.
Our sales have dropped by only 6.4%, while/whereas theirs have lallen by 23.8%.

ADT has been the leader in this technology, even though Japanese companies dominate
the markel.

Clauses of contrast are subordinate clauses [see Unit 38] which provide information which

contrasts with the main clause Clauses of contrast star with eithas the coordirating conjunction but
[see Unil 371 or a subordinating cenjunction [see Unit 38). The main subordineting conjunctions are:

though  although  even though while whereas

1. Cocrdination is more vague and less emiphatic than subordination:
The city centre is a prime location bt it is also vary expensive,

Z. Subordination reduces the subordinated clause toa less important rols:
Though the company has 100,000 employees in 40 countries, most of its units are British.

We can only use while and whereas o contrast equivatent ideas:
While their sales have fallen by 23.8%, ours have dropped by anly &.6%.
[wof: While their sales have fallen by 23.8%, we decided to expand, |

C lUses

Clauses of contrast present a sitvation which is unexpecied or surprising in view of the
informatian in the main clause

1. Contrast with but:
The city centre is a prime location but it is also very expensive.
Free trade means that lirms are no longer Umited by the size of thebr home country, bul can
sell into bigger markets,

2. Cortrast with though, although and even though:
Although we have introduced our own range of books on Indian culsine, our focus is on CO-ROMs,
Even though is more emphatic than though or although:
Exports produce the bulk of corporate profits, even though domestic consumption accounis
for about 60% of GOP, .
[mof: Exports produce the bulk of corperate profits, even domestic censumplion accounts for
ahoul &0% of GOPS

3. Contrast with while and whereas Lo contrast eguivalent ideas:
Whilefwhereas their sates have fatlen by 23.8%, ours have dropped by only §.6%.

Motes

1. Subordinale clauses with though. although and even though can come before or after the
main clause:
Though the company has 100,000 employess in b0 countries, most of its units are British,
Mast of the company’s units are British, though it has 100,000 employees in G0 countries.

2. Subordinate clavses with while and whereas can corna before or alier the main ciause and,
if totally parallel in construction, can be reversed:
Dur sales have dropped by only b.&%, while theirs have fallen by 23.8%.
While our sales have dropped by only &.6%, theirs have fallen by 23.8%.
Their sales have fallen by 23.8%, while surs have dropped by only 4.6%.
While their sales have fallen by 23.8%, vurs have dropped by only &.6%.

‘% | Intermediate Business Grammar
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Exarcico ]

Exercise d
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Read the conversalion below First mark the coordinating conjunctions (CCJ and the subordinaling
conjunchions ISCL Then underine Ihe clavses of contrasl

John:  (Fwe discuss wiys Lo reduce costls, one area we should think aboul is packaging.

Janina:  Well, though packaging is expensive, it con help promote the product, Good
packaging slao reduces prablems in transit

dohny  Yes, of course, bul we have Lo cul the costs, Even though we use our awn designers,
the costs aré very high.

Janina: Although its an expensive part of the producton, it i very difficult to reduce cosls

John:  While we agree thal i's expensve, we dan’l stéem fo be able o decide how to
reduce the expense!

Janina; | see packaging a5 part of public relations, whereas | think you are leoking at il only
in Lerns of packing the product!

=

Cominne Ihe fellowing pairs of senlences using the confinciions giver,

1. The market has probably passed its peak,
Computer saleg are still very high. (althoughl

2. Cosls have come dowr.
The advances in computer technology have been consderable. (thoughl

3. More people ewn compulers.
The number of manufacturers has gone down, [whilal

&. Machines are more reliable.
They are more complex, [bul)

B, Compiting capability has Increased
The physical size of the equipment has diminished. lwheraas)

&, Users experiance difficullies with comaatibility,
A lot of money has been spent on this problem. leven though)

Camplete the following shart lexr on the comperer selfware markel ty adding suitable confunciions.

_ there are milllons of different software programs available, only a few become
internationally successiul, The best become standards which athers follow, thie
ariginals do nol always hanafit from this. OF course, differant programs work with
different operahing systems, —__ there are many more programs than operafing
systerns. _ the industry is very competitave, it is dominated by a few big software
producars. Many of these ara closely connected with the major computer manufacturers,
——there are also many independent soltware houses, Also, producing riew
software 15 not necessarily expanscive, innovations in computer hardware
ceriainly involve massive costs

Transfai

Think abaul changes in the place where pou work, Wile Dve senleaces conlaining
clausas of confrast,
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sample sentences

* Asthese films use less material, they are cheaper lo produce,

» Since we're pald twice a month, we sublract half of the mortgage amount from our chegue
book in the middle of the manth,

* We were able lo attract some new advertisers because this is something new,

Clauses of cause or reason are subordinate clauses |see Unit 38| which explain the information
ity the main clause,

Clauses of cause or reason start with a subsrdinating conjunction |see Unit 38].
The main subardinating conjunctions ara:
because a5 SinCE

Clavses of cause or reason answer the question ‘why'; they present the reason
far the infarmatian in the main clause,

A: Why are these films cheaper bo produce?

B: Because they use less material.

Because, as and since have the same meaning and take the same construction.
Becausefas/since the environment is so faveurable in Asia, consumer banking has
flowrished there.

Motes

Aftar because we need 2 finite verb; alter because of we need a noun phrasa:
Because the market is open, the group's future is uncertain,

Because of the open market, the group’s luture is uncertain,

[not: Because the open market, the group’s fulure is unceriain,)

Intermediate Business Grammar
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| Below is parf of a ledter from an ol compary offenng an applicant a research posilion

Link e rmain clavse on the lefl wath & phrase or clavsse of cause ar repaan an the. righl ang adg e
siitable conneclon, The firsl has been done for you,

_'l'l.l'# are effering you the job since we nead someone with post-graduate
gualifications
You are especially suitable yau are in work jusi now
| Your academic record isideal you are the most experienced candidate
| We need you to start as soon ol want the job
| as poesible _
We understand that an Immediate your work in the oil sector
start Is a problem
You need to tell your present this sart of thing happens all the time
employer today
Just say you have to laave 3 wa ane beginning a new research
praoject this month
' I'mi sure it will not be a problem this offer

Look & ihe following piciures, Each shews an allernative distribution spsiem. Wrile fwo sentences,
ong explaining an advantage, the ather a disadvaniage, of each system, Your serdences shouwld
cantain g main clause and 3 clause of cause or regsan,

Advantage: direct supply o customers/no
intermediate slage.

Disadvantage: dilffcult to meet sudden arders 3 €
for large quantiliesfery smeall stock,

C C
== C [«
C ¢ - C
F + %W & fariory and wwatchause
c € = uslomer
C
Advantage: Immediate response to large
C arders/ distribution handied from central
c warehouss.

Dizadvantage: Incressed storage costsfmars
goods held in stock,

| Wirite six senlences lo describe changes thal have been made in wur organisation. In gach
senfence describie the change and fusiily it by using 2 clause of cause or reasarn,

Example:
We promoeted the Sales Manager because she had performed very well.
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Sample sentences

We are going to open the market to rival sellers (in order to enhance competition.
Shipments will be rearranged so as ta avoid delays,

We are going o streamline our operations so that they are more efficient and profitable.
Campanies musl disclose material business and financial information In order that
investors may make infermed investment decisions.

Clauses of purpose are subordinate cleuses |see Unit 38),

Clauses of purpose consist of:
1. a subordinating comjunction followed by a finite verb {see Unit 38):
We are geing to streamline our operations so that they are more efficient and profitable.
2. infinetive + to |see Uinit 36);
We are going to open the market to rival sellers lin order] to enhance competition.
3. for = noun followed by an infinitive + to;
For them to continue bo operate, we must provide them with some short-term financing.
[= 50 that they can continue to operate, we must provide them with some short-term financing. |
The rain subordinating conpunctions are:
=g that that in ardar thar

Before the infinitive + to we can put;
in ovder flal soas o
Mote the negative forms:

They have to cuk prices for existing clienks, so as not to lose them.
Bidders are offering less than they think the bonds may be worth, in order not to be caught out,

Clauses of purpose answer the guestion 'why? or 'what . _for?’; they present the purpose of the
infarmation in the main clause

A Why must we reduce the campany's cost structure?
B: So that we can compete more elfectively and profitably.

A Why are we upgrading our production facilities?
B: Inorder mot to fall further behind our competitors.

1. We use to, in order to and 50.as to + inhinitive to talk aboul the doar's purpose:
We will borrow short-term to take advantage of low interest-rate costs in the future,
[Our purpase is to take advantage ol low interest-rate costs in the future.]

2. We use that, sa that or in order that where the subgect of the clauses is differeal:
We will borrow short-term so that we can take advantage of low interest-rabe costs In the fulure.
We can also use that, so that or in order that where the subgect of the clauses s the same:
We bought enough shares so that we'd receive $100 in dividends per month.

3. We use to + infenitive 1o talk about the purpose of something:
The meeting is to consider and approve the merger.
When we are talking about the purpose of equipment we can say:
The moving arm ks to paint the arms and lags of the chalr,
The moving arm ks for painting the arms and legs of the chair. [for + varb . il

Maote

The following sentences are wreng:

We reduced costs for compete more effectively. [lo compete]
We reduced costs for to compele more effectively. lio compeie)
We reduced costs for competing more effectively, [lo compaic]

Intermediate Business Grammar
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Camplete the following tex! by adding appropriale { 50 8k hal lo i order that 50 thal

worids or phrasas from the box opposite. inorder te  for

1 a new building o be a success it has to be the nghit design.
2 understand design objectives it is necessary to consider the ultimate function
A, We hawe chosen the best architecls wie can be sure of good resulls,

___we can consider their basic ideas.

&, They are preparing sketches
8. The architecls explained some principles about materals leave s conhised

Exercioe?

Read the following exchanges and then write a singie t" Shal

i eroer (o &0 as lo

in ardar [hal o

sanfence containing & clause of purpoese. Use each of the
phrases from the box once,

1. A Why are the distribution channels being changed?
By To avod delays at the parts,

2 B Why do we need 1o spend se much money?
B: To guarantee a top quality product,

& A Why is it necessary to book in advance?
B: We won 't need ta werry about space on the ship.

d, A Why waill costs have to be reduced?
B: Then we can have increased profitability,

B Ac What is the red switch for?
B 11 switches off the motor in an emengency,

Study the flow chart bedaw showing the main areas in 2 small

chocolate factory, Then complete the text to explain the te.  for  inorderto

function of the four departiments. Use each phrase in the i order that
bax orice lo begin each clause of purpase.
! Laboratery — tests new reciples
+
?  Production — makes finished products
3 Quality Control
I
miniters quality and maintains standards
4  Customer Services
The {aboratoryis . Then there is a Production Department ______ Mext we
have a Quality Control Department ___ standards. Finally there i5 a Custorner

Services Department —

Transfer

Wrile foler sentences each containing a cletse of purpose desceiling the finciions of any
prgansalicn pou fnow well,

m
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A samplesentences

When an accident happens, you need to call the doctor.

Having called the doctor, don't leave the patient unattended,

While waiting for medical help, don’l give the patient any medicine,

Once reported, all serious accidents must be recorded in the accident log,
After recording the accident, you will be contacted by an accideni investigator,

Clauses of tirme are subordinate clauses |see Unil 38). Clauses of lime comiprise:

1. a subordinating congunction followed by & tiniks verb |see Unit 38]:
When an accident happens, you will need Lo call the doctor,

Z, a subordinating conjunction tollowed by a non-finite verb [see Unit 38):
After recording the accident, you will be contacted by an sccident Investigator.

3, a nen-finite verb . . g or verb .. ed [see Unil 38):
Dnce reported, all serious accidents must be recorded In the accldent log.

We use the foliowng subordinating conjunctions wath finile verbs:

after a5 bolore once  since Bl watdl whenfeverd
whilefwhilst  now fthatl  #slongas  as soon as

Alter you have reported the accident, stay with the patieni,

We use the followrng subordinating conjunctions with werl .. g
after before mince wnbd whenlever]  wiile
Before leaving the patient, make sure which family members should be informed,

We use the following subordinating conjunctions with varb . ed:
e vt wheafever]  wiile
Dnce reported, all serious accidents must be recorded |n the accident log.

Clauses of time ask the guestion ‘when?'; they present the time of the intormation in the main clause.
&t When do you need to call the doctor?
B: After an accident has happened.

Wea use clauses of time 1o show that the time clause happens:
— earlier than the main clause — later than the main clause
— gt the same ime as the main clauss — at a ron-spacific time

1. Earleer than the masn clause:
Before calling/you call the doctor, make sure the patient is comfortable.

2. Al the same time as the main clause:
While [you are| waiting for the doctor, stay with the patient.
| have hean with the patient since the accident happened.

3. Later than the main clause:
Afterfonce/as soon as the doctor has arrived, you may leave the patient.
|After] having reported the accident, don't forget to record itin the log.

k. At a nan-specific time:
Alwavs contact the doctor whenever you are in doubt,

MHote

We use the present or present perfect with before, after, once, until and whenlever]
fer uture reference:

We will discuss the matter before the inspactor visits us. [nof: will visit)

W will discuss the matter again after the inspector has vigited us. (nof: witl visit)
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Match the clause of lime on e lait wilh a swilable main clause an the right.
Then classiy the clagses of brre according fo the lable balow,

After deciding we could not work alone, we e now tpoking ahead to the next one.
Onee they had sludied the product and we had disagreements,

Ihe markel,
Belare agreaing Lo their propasals, wa had many deubls,
While studying the advertising plans, we studied them very closely.
Onee undersiogd, we are delighted with the agency,
Whenever wie discussed the product launch they desigred a markeling concepl.
Having seen the success of the launch, they seemed oiay.
The campaign linished, we commissioned an agency Lo

produce an adveriising campaign

Sisardinate SHhdralnate SUbe e Rate

naf| et EO MU REHnN ER e T
= inl&vern + =t e Enan-linita

varh .. i WBrD

Classify the foellowing sentences according to the relationship between the main clause
and the hme clause. Say whelher Ihe ime clause occurred;

— earlier than the main clause |E]

— al the same time as the main clause (=]

— later than the main clause L]

— at & non-specific time |7]

1. Alter expariencing & period of instability, the company recruited a new Finance Manager, O
2 Since she arrived, the company has gone from strength to strength, Cl
3. Whenevar che soeg problems she has an innovative solution, Cl
& Az soon asshe decides on a change, it is readily absorbed by her colleagues. o
B. Until the departrient was rearganisad, thers were repeated probleme, Cl
&, Since she has worked for the company, there has been a period of unprecedented expansian, O]

The sentences of the text befow are in the wrong order: Rewrite thern in the correct arder.

A When we read IEwa were vy optimistic,

b. Once we had agreed we neaded an advertising campaign, we cortacted an agency,

€. A5 soon a5 thoy had finished this. they began work on a marketing concept Tar the product
d, Until thiny produced their repart, we had pat sreagined the markel was so lame,

& After explaining the mature of the product, the-agency began to study the potential market,

iransfar
Think of the econonic sitwation i & cowndry you knoy weil, anes bl bekie
Write five sentences explaining recent actions by the government. | 2ssoonas  while after
Lise time clauses beginning with the confunctions in the bax, mow (that]  strce

103
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lz2 sentiences

= Having been promoted to senior technidan, his work has become more fulfilling.

= Considering the size of the sales, the performance of the gold price is encouraging.
= Given his energy and technical expertise, he may succeed,

= [l well maintained, this machine should give you years of trouble-free service.

-ing and -ed clauses are non-finite subordinate clauses (sea Unit 35|,

1. We can put a subordinating conjunction before the clause lsee Unit 381
(1) well maintained, this machine should give you years of trouble-free service.

2. W aceamo Thal Lhe 5ub]uc| al the subsrdinale clausa = the 2aqme as the =-;u|:|i|‘.;||:l il
the main elouss:
Designed to handle 120m passengars a year, the airport |s expected to be the world ‘s busiest.

Note: This rule is often broken:
Since moving to the UK, their preduction has dropped.

-~ing and -ed clauses [without a subordinating conjunction] can be interpreted in different ways.

Supported by the Latest software, this machine s what every manager negds,
This can mean if it is supporied, when it 15 supporied or becawsea it is suppartad. Sa, we olten
inciude the subordinating conjunction to make the meaning clear.

1. Condition [see Unit 160]:
If completed, the sale will be a major step toward their plan te sell $5.5 billion in food assets.

2. Contrast [see Linit 43]:
Although pleased with the results, we still have a long way to ga.

3. Cause or reasan [ses Lnit 44);
Having improved budgeting procedures, projects are more successful,

&, Tirme [eea Uinit 46];
Umnitil registered, a company may not start trading.

5. Manner:;
By increasing the number of PCs they use, they hope to transform the way the company is run.

Mote
The following phrases are used in speech to contradict a previeus statermant:
that sand haning said that

The latest survey shows econamic recovery well on the way. That said, there are still many
campanies going into liquidation every week,

Economic statistics can often he dangorous insbruments. Having said that, our lorecasts have
provied to be very accuralbe.

104 | Intermediate Business Grammar


www.tienganhedu.com

m www.tienganhedu.com

Classify the six sentences balow according to the following uses of the -ad or -ing clause.

5 - ]
EondlfiEn Lontrasl | |EaligE orreasan

1. Despite having innovative and stylish design; Alve cars do not reach a wide market,

2. Mthough they have performed well in ally sport, the cars are not known far their reliability,
3. Having won fame in the domestic market, the company pushed for sates in the United States,
&, Ifwell received there, then the car would genuinety make an international impact

5, Experiencing continual technical problams, the car lailed to convince.

. However, through improved quality control, the company has improved its reputation

A campany maficed a gap inithe market and began o develop an innovative comking sysfem wiich
vses vy 20 per cend as much feal as comveniional coaking mettads, The fow chart below shows
the stages i the development of fhe o,

Marke! research — identification of gap in the market tlse the flaw chart ta
3 . complete the deseripiion

l helow Use the correct

design product — develop prototype: e
| = vartis in the Box hadow,
successful tests — patent to shaw the sequence of
| guants, rescon for
financial support — develop production capability evanls, elc
design el Up  oblain
enter production devalop  carryoul  cemplete
__ somwr market research SALLD identified a gap in {he market. _a
product, they developed a prototype. — successiul tests, SALLD receved a
palenl. The company looked tor financial suppert. _ that, the company developed
the production capatulity, ___ the necessary production facilities, the company entered
production,  inanly 12 months, the SALLO product ceuld revolutionise cooking.

The lalliwing sentences are ambiguois, Rowrite them i order to rerove the arbuguily ard olfer tvo
possible inlerprelabions, The first has been done for vou,

1. Develoging the product, we are optimistic.

a. IFwe develop the product we will be optimistic.

b, Mow we are developing the producl and we are optimistic.
2. With our software installed, you have more camputing powar.
3, Calling our sarvice team, your satisfaction is guaranteed.
&. Stored in the warehouse, goods detenorale.
5. Culting the warkforce, the company improves ils profitability

Transfer

Maoke five senfences cordaining ~8d or -ing clauses aboul & product you know and ke
Example: Made in Tabwan, my ABC is excellent quality.
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A Sample sentences

ABC will announce the verification service today,
The equipment is working to its full potential.

The machines will cost around 14,250,

The board increased its numbear of directors bta nine.

Wi can classily rowns as ahown n Mouns
the foliowing chart,
1. Proper nouns are names and are P AOUR H__r.__,EEE"m”" "“"-."_5_______1

written with a capital letter:
Susan Smith, Great Britain,
General Eleciric

In exceptional cases they lake the: the Hague, the USA, the Bank of England [see below],

2. Common nouns <an be dwvided into covntable and uresuntalile. This distinction is a grarmmatical
distinction, not a real-world distinction, &.q. maney is grammatically uncauntable |see balow],
but is clearly countable in reality!

a. Countable nouns have a singular and a plural, e.g, machine — machines, or a plural anly,
e&.q. peopla.

b, Uncountable nouns have only ane form, Thes may be gramratically singular, e.q. equipment,
information, money, news, advice, or grammatically plural, e.q. personnel, police.

A grammatically simngular noun takes a singular vert; a grammatically plural roun takes a
plural werb.

The information is free for access,

The personnel are expected to have good contacts in the industry,

¥ou cannol pul afan or a number in front of an uncountable noun. You cannat say an equipmsnt,
an information, 3 news elc; you can say a piece of equipment, an item af infarmation/news

Maote

Singular countable nouns normally take @ singular verb:;  The machine is operating.
Sometimes, however, & singular countable noun can take a plural werb when the noun refers
to ‘more than ane person’:

The board are discussing that question now. |board = more than one persan|

Courtable nouns Unooumtable nouns

1. Proper nouns refar o unique pecple or abjecls, Le. Nerway rafers to ane eountry and
Susan Smith lin a given conversation] refers to one person, Tha fallawing proper nounds
talka thi definde articla:

8. Plural parmes:

the Metherlands  the Midlands the Alps  the Thomsens [lhe Themzan family
b, Public institutions and Facilitios:

the Hiltern  the Ddeon [cinema)  the British Musesum
£ Mewspapers:

The Times the Dally Express

2. Cormmen moumns:

Most common nouns are countable. They can take an indelinite or definite articls,
or no article af all. [See-also Lnit 58

The corporation needed @ bank loan.

The corporation needed the bank loan.

Ak the time it was difficult to get bank leans,

For a list of uncouniable common nouns and ofher exceptions, see Appendis &,

0&| Intermediale Busineas Grammar
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Uniderlime the mistakes i the lsllawang sentences and cormect ther Sorne senlances have rrone thar
o fristake.

« The informalions you need are in the posl,
. There's three thousand people coming to wisit the exhibition.
. Mison and Sara read the Times.
- When | go 1o The Hague | stayin Hilton Hotel,
« The headquarier is in United Slates,
. We have had a lot of troubles with the machinery,
« Woodpohl makes top quality furnitures,
- Tweeles persons woerh in my section,
¥. This is an expensive equipment,
10. The imporl agency gave wrong advices,

0 -3 &= N = LJ k) ==

Iaenlify the countabie [Cf and encountable (U nouns in the list below and write C or Uin the boxes.

mongyl]l cheque ] safefyl] desk[] assefs(]
machinery 0 machine T plani 0 prowfuction 1 prodict [

superwsorl] foremanl] chargehandl]  warker D

furniture 1 news ] - spokesman ] mathamatics O

Make sentences using the prompls below The first kas been done for you,

1. premises/build/1984.
The premises were bislt in 1788,

2. Economica/befinteresting.

3. Whal/beftroublefwith/equipment?

4, Where/be/headquarters?

8. Univarsity/receiva/funds/firom/government.
&, Funds/be/insufficient.

7. United States/consist of/50 states.

8. Yourfadviceflast week/be/good,

Mzke a list of 12 uncountable nouns. Mast of these will be grammatically singular,
e.q. infermation. ldealiy any that are not.
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A Sample sentences

-
=
-
L

The company conductad a market survey in the city.

[ am now a sales manager with the company.

Taxpayers face rising property tax rates across the country.
The legislation deals very harshly with Low-breakers,

B Farm

A noun compound comprises two or more nouns which are combined together into
a phrase, & noun compound comprises;

one or more madilying nouns + a head noun

The modilving noun acts like an adjective and ghves more informabion about the head noun
A: The company conducted a survey. |haad noun|

B: What type of survey?

A: A market survey. Imaditying nounl

he modifying noun, ke an adjective, comes before the head noun
research frm f=a firm that carries ouwl reseanch]
market research = research inlo the marke]

« The modilving noun, like an adjeciive, remains in the singular:

nawspaper publisher |= a publishar of newspapers|

taxpayer I= a person who pays taxes|

cf, gales manager I= the manager responsible for sales; ned: the manager
responsible for sala)

o There are no fixed rules about whiling compounds:

comversion process [Iwo separale words)
lawe-breaker [hyphenated|
timescabe [one word]

As language changes, there is a tlendency for new compounds (o ba formed and for
familiar compounds be be weillan as ane word, The lollowing are all possible:
wark force  work-foree  workforce

Moun compounds are shorter and more comvenient than noun phrases;
@ lagpayer versus a payer of laxes

2. Noun compounds are more concise - and therafore have greater impact - than noun

phrasas:
a product design brief verses a brief for the design of a product

3. Noun compounds can be ambiguous:

criminal lawyer |a specialist in criminal law or a lawyer wha is a criminall

&, Moun compounds can becorme tao lang and difficull to understand:

quality control managemenlt development officer [= officer for the development of
management in the contral of quality]

Itis easier and more comprehensible 1o say:

thie managemeni development officer responsibla for quality control

Intermediaie Business Grammar
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Read this short mewspaper M]‘.'{I wins Jordan order

report and underiime sl sxamples Holings hiss becabed It ditve ilo giderobas
£ (U COMTHROUINGS, ﬁkﬂa with & $47 6m sales contract o buid 2,000
b bodies for the Jordanian govemmend,

The order equates 1o 46 per cant of Alpa's bus
pants umover and is backed by a cash depositand &
Rewrite the following phrases as $37m DECD-supported buyer cred.

RGN Cormponds, e =

8 concession on taxes
a machine which is a tool
a holiday which lasts ten days

; ARROW Lid
a'reporl on an accidant Woirdbored i Lane
g court of law Gl Sunmy CPES ST
a licence to axpori ot R s Ciaa
L e e ]
e T} AT
Exercise d Pradl 1 R
il A £
Your wark for Arrow and you have o
arrange insurance for the plant g
Onposile 15 & lether fo ai instirance ! Ingiraee guokion
company requesting a visit and a glole v T o g
for insurance. Usng words from the bax, frimsrsen crr and woulkd b iniersaisd n

ecabeing B cpantation from oy Plaass codlnd
s i i B0 airangE A visE G oul plint

The plerd consisis ol oo —

fill in the spaces with appropriale
fatn compotngs

administealion  park despatch loading =5 ___Tn',;ﬁ:;n? i
produchion  slorage s dagal, an boick and &

Thie bedal aean covieind B 120807

. Pa— i
Below are seven newspaper headlines, '::m ““" P I

Hreak the noun compounds info longer
phrases which could be the ospening lines o STy :
lor each repart, The hrst has been dona

for you,

Government policy crisis
There 5 2 crisis in government poficy . ..

T 3{1 Hun’h Sea oil %

) \_;u;mm chemicals diSBSET | 1 rig accident

= S =
i

e
e ——— e
L ﬁ — —

é Air speed record ‘ . ﬂﬁﬂ"hﬂh industry result muaner‘?-

L. R — - —

5. | | Mrnnr‘l mngﬂﬂnn pmhltm ‘ . Jcnnsuﬂ EMISSIONS ROW i{

e s L

Transfer

How many noun compounis can you make with sales?

Exampies: sales figures  company ssles
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A Sample sentences

The company’s organization was efficient.

www.tienganhedu.com

The new tariffs on steal imports have angered the country’s trading partners.

Ha clicked apen Lthe Lid of the Laptop.

Today's rise in share prices has amazed svaryone.

The president's election was widely foracast by the polls.

The employees’ anger was the result of bad working conditions.

The genitive is written with an apostrophe + & i the noun is singular, with an apostropbe after the s
in plural nouns, or with the preposition of:

this year's results [» the resulis of this year]

thie last two guarters’ results (= the results of the last bwo quaners]
the development of a new distribution network

the prices of all new products

Mote
The ward children {akes apestrophe + 5.
The children’s teacher was unwell yesterday.

-

We fypically use the genitive with s or 8" with the following nouns:

a. human nouns:
the president’s election MP's expenses  employees’ anger
b. amimal nouns:
the lion's share
€. Lime nouns:
the Last bwo gquarters’ results
o, lncation nouns:
the country's trading partners  the country’s development
e, organisation nouns, where an organisation is a growp of people:
the government’s declision  the board's reaction

We use the genitive with of with things:
the lid of the laptop [mal: the laptop's lid]
the development of new technology

3. We can use either the apostrophe form or the of farm with organisation nouns;

the company's results o the results of the company
the meeting's declsion  or  the declslon of the meeting.

Intermediale Business Grammar
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Lindariine examples of the genitve forms in the advertisement below
TTSOFT
Tamorrow's softwore of today’s prices!

Ernal us and place your order boday.

Wie are the countr's top suppliers of all types of busines
apgileariam eafreare mnging Trom tha vy lalect woad proceting
and graphics packages tosophesticated special applications.
Yiour futuine's hettes with us

Laok at thase phanemenal savingst

A spesciad geal for TTS0FT, Bell has slashed 50% off it Desking Packaging
pragram Bell Deck SOH

Trumpan's world-beating soreadsheet at 51001
& staie all the s pablishing program Tos & 150
flewl your pedsl

Moot the moeds of your compoterd]
Mleet us when you send an email to infoittsoft S0oam

L8 g - o o |
EHBFCISE L

Transfer raporind for wods as uaual. A worker's rprasantaihe

Each ol the statences below condains o genilive wsing of, I 1l is grarmmatically correct lodo so,
charge it ta a constrocton with an apastophe,

1. The resulls of the pharmaceutical group Physic are encouraging.

2. Turnover for the first iwo guarters has shown a 20 per cent nise.

3. The workforce of the company will benefit.

&. &l the pay packets of the employees will include a bonus,

5. A meeting of the shareholders scheduled lor the end of September will be a cheerful affar,
& The Chairman of the Board celebirates ten years in that role.

7. Profits for each year of his tenure have increased well above the indusiry average

{BlCIse &

The Eoard's dacsion ko mise Iho dividend was againe

Ilcetto International is _bemg inveshigated i Advice of Thi wudion, Now Ia companios’ shaiss
by tha Serious Frawd (Miice, & special police Peisvs i Bimparetad arel e A has e
[ i ; peatpaned. The dirscion's pasapors ava besn
unit. The following is an exfraci mig : b I pacedal AP, A -
rewspaper reparl. Improve same of | M Masilew Hokmes, the Marssging Direcior, sa Mr
senlances by changing the genitive forms. Hodmos had no commant la make. M Halmos's wi,
alsa a Boand's mombar, said tha mastigation was ‘a

MuaTatile, the prmployons of 1 company

Laok through any printed or eleclrome S e s S Mhul ey
docurmert or newspaper and bighlight e e e e
or underfing the fiest ten genitive forrs

youd g,
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Unit 24 Be 1]

Unig 25 e i

Unig 28 Yeria of the senses
Unig 30 Werbs +adjectives

# Sha lived In Roma, 50 she speaks tallan fuently, She's also Muent In Emglish and Garman.

#* We hold & core of permanent stal! and vehicles sufficient Lo cope with normal daily
distribution needs,

¢ A filter s permanently fixed in iront of the lens to protect it from fingerprints and dust,

1. Many adjactives are derived fram neuns or verbs. For the miost commaen adjective
derwations, see Appendix ¥

2. Other adjectives, especially one- or twn-syllable adjectives, do not have a sulfix:
gaed  bad  poung  old  bip  smal

3. Most adverhs are derived from adjectives by adding -ly; adjectives ending in -ic add -ally:
definite — definitely  useful - usefully  produchive - prodeuctively
dramalic — dramatically  systemalic - systematically
But: puiblic - publicly

Motas

1. Some adjectives snd in -ly- lively  lovely  fnendly  lonely

2. Some adjectives have the same form as adwerbs:
garly late sfraight  hard  shorl  lomg  fasi
lintend to take the early flight to Paris so that | can arrive early at your office.

3, Some adverbs ending in =ty have a different meaning from the adjective without =ty:
He is a hard worker. He works hard.
But: He hardly works, |= almost not at all]

&, Irregular forms: good - well

We use adjectives in the following instances: We uze adverbs in the following instances:

1. To give more infarmation aboul nouns: 1. To gve more mformation about a verk;
The econemic situation has deterorated further.  Sales are still rising slightly.
Which situation? The economic situation, How are they rising? Slightiy

2. After the verb be [see Linit 24); 2. To give mere mformation about an adpeclive:
They were angry about the breakdown. The overall result was axtremaely good,
ladjective + preposition] How good 7 Extremaly good
They were angry that the machine had 3. To gwve mere mformabion about an adverb:
broken down. [adjectve + that-clausel Market prices stabilized relatively quickly.
They were angry to hear about the How quickly? Relatively quickly

breakdown. [adjective + to + infinitivel & To give more information about a sentence;
3. After verbs of the senses |see Unit 28]: Firstly, let's look al last year's resulls,
The naw furnitura looks very mice.
4. Alter linking copular verbs |see Unit 30
Profits have rermained stable this year,

Mote

Be caraful of the difference in meaning between these adjectives and advarhs:
economic |in the economy) pronarmical lmDI‘lE‘f-EEI-'rir'rHl

inferesfing [1a sameonal interested |in something]

late [not early; adj.] fately [recently; adv.|

short [nol long; 2dj.) shortly [soon; ady.]

presenl leurrent; adj.) presently |soon; adh)
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Give the corresponding sdverbs for the following adiectives,

1. reliable E. late

2. necossary &, tradilional
3. erralic 7. compelent
& show B. excellent

"

Exarcise 2

tach of these sapfences cardains a misiage. Correct 1hem,

1. The ecanomical arguments fer reducing the investment are very strong.

2. The plane arrived ately sa I missed the start of the meating

3. Lam not interesling in seaing the mussums.

&, My Last job was in seftware programming but actually |wark in quality contral
&. Reducing B & [ spending is nat ecanomic in the long term.

&, The Diractor is in hospilal hecause che hat baen working too hardly.

Garcile Hne coreect word from the clrarces givern in (he serfences below,

1. The profit forecast is realfreatly good.

2. Poor/poorly sales were caused by a drop in confidence,

3. The presently/present beard has insufficient experience,

&. We are very interesting/interested in your proposal.

8. The President sounded optimistic/optimistically about the prospects for growth,
6. He spoke enthusiastic/enthusiastically about the new products.

Haad the following extract from a sales

managers presaniztion on the sales of iwo GO0 - 265
ranges of personal compulers over five years, 5000 - 286 rmes
He is describing the graph. Use adjectives A0 - -
ar adverbs from the box fo fill in the spaces. 00 - == T :
. —- 2000 B T T
claarly impartani gradual 1000 B
consideratle faster naturally - i .
dramabically  firstly  greater yr y yr 2 ' w3 ' wd  yrS
. I'd like you o look at the
graph hersz which compares the sales of the 3845 models with the Xés over five years,
__ _therehasbeena __ change with the consumer showing

taste for 384 machines, The ___decline in the popularity of the 284 reflecis the
camplexity and range of soltware and the fact that users need 1o have e
operating machines. As for the 384, sales have indeed increased . In respanse
lothese ____ changes, wehave _ concentrated our efforts on developing
improved 3886 models.

Write a short paragrapl describimg charnaes in a market thal vou are amiliae with. Inslude warous
adjectives and sdverbs,
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S =y

5 2 Lnik 51 Adjactives wiress advarks
A San

le septences

= We carried out extremely thorough market research.
&  Everybody loves a free gift, even il it's completely useless,

& It seams highly probabls that the company will push ahead with resesrch and development

In this field.
#  The firmn has spent 10 years developing the technology to a standord and price that is
commercially viable,

Maost adverhs are derived from adjectives by adding -ly: adjectves ending in -ic add -allby:
aelinite — definitely  useful - psefully  productive - progachively

gramalic - dramatically  systemalic - spstemalically

But: public - publicly

Adverbs modity adjectnves in bwo ways:
— by intensilying their meaning, e.g. an extremely good year, reasonably good results
— by indicating a poant of view, e.q. techmcally possible [= possible from a technical point
ol wiewl

1o Intensdying sdverbs;
We carried out extremely thorough markel research,
Hevwr thorough? Extremely thoraugh

We can classily intensifying adverbs on a scale froen “totally’ to 'moderately’, whese “toally’
intensifies the adjective to a high degree and ‘moderately” intensifies the adjective toa
maoderate degree.

wihally
tadally
completely
Fully
adsoluieky
entiraty
edtramely
highly

VEEY

Fairky
ressohably
guita
maderately

2, Paint af wew adverbs:
The product is techaically viable.
Viable from which pomnt of view? From a technical point of wew. {Le, technically viabla|

Motes

1. Real versus really:
| was real interested in the job. (AmE - informall
I was really interested in the job. [BrE and AmE]

2. The position of quite:
We have secured quite an impertant contract.
It"s quite a big task.

Intermediate Business Grammar
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Which paivs of words in the following Ust have sirmilar maamngs?
entirely  quité  highly reasonably  extremely totally

Compiete the failowing exchanges by adding an moderalaly  wholly  fairly
appropriate adverh from the box in the spaces. very  sxfrermedy
1. A: It was a goad year.

B: How good?

Ar  good. As good as we could sxpect.

2. A There was a small fatl in oulput in the lirst quarter ol the year,
B: How small?

Ar _ emall - only about 5 per cent.
4. A: The exhibition was sutcessiul

B: How successiul?

Ar  successiul = we metvery many prospeclive customers
4. A: The report was critical,

B: How critical?

Ar _ eritical. They condemned evarylhing about the plant,

Change the serlences below so thal the onderlined adiective is replaced by ifs corresponding
adverb. The first has been done for vou.

1. From a commencial point of view the decision was clever.
It weas a commercially clever decision.

2. From an economic perspectve the policy was catastrophic,
The policy

3. In theory The design was innovalve,

the design
#. Bul o be frank, it was Wrong.
But e I N B — . F o —
8. From a logical paint of wiew your argument is unsustainable.
Your argumeant

6. From an academic standpaint you are right.
You are

sfreng  wWeak  independent

Wirte Sl Senlerces ahoul youe COUIrY S soafmy optimistic  pessimistic  well-srganised

Traclide thie following adieciives wilh adverbs
which modify therm,

Example;
Singapore has a particularly strong economy.
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5 3 Unit 51 Adigectived varsus adyerbs
Unit B2 .l.:ﬁ-:l.'-“- rmadilicalior wilh advarls

le septences

#  We deliver relatively high technology and geod guality ot Lower prices than our rivals.
#  The company is among the most expansive predueers of alurminium in the world.

# If you have any further guestions, please contact me.,

#  There are far more sttractive investment epportunities,

The comparative form adds -er and the superlative form is made by using the and adding -est.
1. Adjeclives wath o syllable:

oy IExriepans e tongest
Filly] lgger e iggest
o [ower Hre towesd
hale Al [t tatest

2. Twe-syllable adjectnves ending in =y, =ow, and -le:
L85 Sasher e pasest
NArrow narrower the narrowes!
simple stnpler Ihe simples!

3. Dther two-syllable adpeclives and longer adjectives:
rediabile move reliabls he sl relfabie
XSV MO SXPENSIve the mos! expensie

Longer adjectives use more in the comparalive and the most i (he superiative,
&, Irregular adjoestivas:

good  bolter  best  [itMle  fess  Ipast  bhad  worse worst

muck  more  mosl far farthocfurther  farthesiMurthest

L. bLisps

Ifi

1. Companson of objects:
— To compare two objects:
Our prices are lower than theirs.
— To compare more than bwo objects:
Our prices are the lowest. (of all the prices)
— To compare an object and & definite standard:
Sales are already high, but the new initiatives should push them still higher,
— To show that ene comparison depends on another, We can use the » comparative
edjective ... the + comparative adjective:
The better your preparation, the more confident you are likely bo be.,
li.e. If you prepare well, you will feel maore confident.]
2. Maodification of companison, We can use an adverb belore a comparative adjective to indicale
Ihe degree of comparison:
Our prices are mich lower than theirs.
, far
much

substantially
consderably

sagnilicontly
micderately
som vt
slrgindly
a bittla

Hote
You cannot say: Ressomon are more bigger than Matushi,” (bigger]
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Cormglete the fellowing fabla,
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5o

friodefi

rriare ditficuli

ime easies]

capable

guick

drier

lar

afitlle

THOFE

{he worst

the mosi advanced

S B E TS S S

Road the twe descriptions of computer systems. Wiite fave senlences which explain differences

hetwesn the hwo machines.

Exampia:
The Carro XT has a more powerful processar,
e
The Carro XS 386 X The Carro XT 486 X
2 55Hz Processor ZBGHz Process
26B RAM momory - expandable o 3GE BGE. RéAM mﬂ'ﬁ:‘;
ausa m 10 USE ports
(e Bfurray player & DVD Re
15° widescrean colour manitor 22" widescresn LCD m;m:i:[m
3 years an-site warranty plan 5 years on-sle warmanty plan
Price £350 Price £1200

E s o Fy
EXECISE &

Transfar

Ll the graph below o compare the effects an the environment of fowr different means of fransporf,
Wirite sentences wiich compare the levels of CO, emissions of planes, taxis, cars and buses, using

differend forms of the following adiectives
| clean dirty much [.ita‘-f.;_-l

Example:
Cars are more polluting than taxis.

Compare pour colntry and hwo
other countries that you know well,
Write af leasl six senfances,

ar

Comnpare a product you Anow well
with twe other similar products from
different manufacturers. Write at
lzasl six senfehoos

250

2004

150~

10—

Comparison of 00, eimizslons for aiffereal
iearts of (ransport (per passenger kitometrel.

Sl

traim

| ﬂ?'. |

b
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UNIT Expressions of Frequency www.tienganhedu.com
DA T

Unit & Tha precanl sirgple
Unlt 51 Budle Divees varaus advarks
Lnit &4 Each and avary

Sample sentences

= We are always open to new ideas,

¢ Orders are usually delivered the next working day.

= The board of directors meets ance a month.

#=  We vary rarely get complaints but occasionally problems oocur.

We can divide expressions of frequency into mdefinite frequency and definife frequency.

1. We can classify expressions of indefinite frequency on & scale from ‘slways” to ‘never’,
where always = 100 per cent and never = 0 per cent. These numbers are only a
general indication, not exact values,

100%  always

25% nearly always/almost always

0%  usuallynormally’generallyreguiariy
Ti%  oftenfirequently

50% sometimas

401% nccasionally

5% rarely/seldom

10% hardly ever/scarcely ever

0% nevar

2, 11 waa want to be more precise, we can use one of the tollowing types of expressions:
a. onceftwice/three times a dayfweak/monthfyear
b. every hour/dayfweek/manthfvear
€. haury/daibyfweskiy/manthlyfquarteriyfannualiyfyeardy
Mote
Hourly, daily, weekly, monthly, quarterty, yearly are both adjectives and adverbs;
annually is only an adverb [adjective = annuall.

We review the figures monthly, [adverbl  We have a monthly review of the figures, [adjecivel

1. Ouestions about frequency:
How often do sarvice people fix a problem on e first visit?
2. Statements about frequency:
Indefinite fréquency:
Orders are usually deliverad next day, |norrnal postion for adverbs of Irequency is before the werk|
Clinics are rarely open after office hours or at weekends, |advert of frequency alter the verb ba)
For emphasis the ollowing sdverbs can be put at the beginning of the sentence:
vsually normally  gemerally  requiarly often  frequently somelimes  occasionally
Decasionally, deliveries are delayed for technical reasons.
Definite frequency:
Meetings of shareholders are held at least once a year,
Once a week | email a progress repert to my manager,
The normal position fer expressions of dehinite frequency is at the end of the sentence.
However, for emphasis the expression of frequency can be put at the beginning of the senlence,
Mokes
1. Per i= official and formal:
Interest will be charged at the rate af 2.5% per month,
2. Every is always singular:
We are getting four million hits on our website svery year. [nof: every vears|
cf We are getting four million hits on our website every six months. |- every pariod of six manihsl

18| Intermediats Business Grammar
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T'wo sales represenfatives meel ina holel, They have very different ways of doing business.
Complete the conversalion using frequency expressions frowm the box so that Kerry always
has quite the epposite way of doing things! Use each expression ance.

seldom _hardlyever  nearyalways  never  mormally  always  somefimes |

Lee: | always fly here,

Kerry: Doyou? | fly 1 —come by car.

Lee: By car? How awtul! What about this place? | rarely stay in this hotel, Do you aften
corme hera?

Kerry: | . stay here, though . I'stay al the place opposite,

Lee: | sge, Whal aboul your customers — i5 this a good place lor vou to meet them?
Do you do misch business here? | think it's fermible. | sell anything!

Kerry: Really? No, I think iUsgreat, | sell quite a lot here. I've several good

customers here
Lee: Fancy a drink?
Kerry: Thanks, I'll have an orange juice.
Lee: Drange?l ___ drink orange. | prefer apple juice,

Complets the following senfences by putfing a frequency BXpressan in rach space

Tl walktowork, | _gobyvcanl ______ (ake ihe bus,

20 travel abroad. When | lravel abroad | stay in @ hotal,

S Higoalongwayl _ Ffly. When Farrive at the girportl ________ lakea
axi e my hotel, ) hire a car,

&, Wa have a ragular meating with the Director of the Deparimen awary
B We____ phone pur most imporiant cusiomers,

Complete the following sentences with an expression of definite freqirency based on the frequency
given in brackels

1. We hold our shareholders' meeting_ {December|

2 | meet my depuly _ IMonday and Thursdayl

3, | send a report to Head Office [January, March,
May, July, Seplember etc|

&. | telephone ouragents _ |Monday Tuesday, Wednesday, Thursday etc |

5. We publish a profit and loss acoount [duly and January)

6. We produce detailed sales results __ [April, July Octaber, Jamuary]

7. | meet Lhe Managing Direclor every —_ [week 1,3, 5, 7.9, 11, 13, oic.]

Write six sentences describing things that you do or den't do and indicate how effen you
do thern by inclyding frequency expressions.
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UNIT Degree with Very, Too and Enouglw.tienganhedu.com
DD T emetmm e —

Unit B2 Adjeciive modilication sikh adwras

mple sentences

= Induction training aims to help new employees feel comfartable in their new jobs very quickly.
= [ they wish to huy properly, this month would be a very suitable fime,

= Too many firms believe that mferior service is acceptable.

« We did not spend enough time building our brands.

= The company's prodict portfolio is not strong enough to support its cost structure.

Vary, oo and enough are adverbs fsee Unit 51},

Very and too come before the adjective or adverh:
We aim to help new employees feel comfartable in their new jobs very quickly.
It an investment seems too good to be true, then it probably is.

The adverb enough comes alter the adjective or adverb:
The company's recevery was nol strong enouwgh,

The determiner enough comes before the noun;
We have enough offers to make a decision soon.

1. Very 15 a degree adverb; it intensifies the meaning af an adjective ar asverh.
The campany is growing ot a very fost rate.
We have to respend very gquickly to challenges ot all levels of the business.

2. The adverbs too and enough have related meanings. Too means more than enough’
or ‘more than acceptable -
Our presant office is oo big. [.e. 1t 15 noi accepiahle|

Enough means that something is acceptahle:
Our present office s big enough. [i 2. it is sccaptablal

Compare too and enough in following sentences:
The present office is too small,
The present office is not big enough,

Too small means too small for us to work in'; not big enowgh maans ‘not big encugh
for us lowork in'; therefore too and enowgh function by reference to a lavel, a persan
amnd an activity:

level PErSofT achivty
This office is too small for us to work in

Oiten we do not mention the perzon and the activty because they are cbvious from
the conkext:
Your prices are too high. [for us to buy)

3, The determiner enough also refers Lo a lavel:
We have enough offers,

Az with the advork emough, ofton we do nol mention the person and the actinby:
We have enough offers. [to make a decision|
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Decide if the following sentences are both grammatically and logically carrect. If wrong, carrect them,

1. The price s toa high but 1 can still afford it

2 We don'l have people enough to meel the arder,

3 It dogan’t cosl very money,

&, Thiz plant of Lagoes s very large, In fach, it is Too beg,

B, We sold very few products, In fpct, we sold enough,

&, The counbry isvery small and it has a very large population, [ is enough heavily

populated,

Below is an extract fromy an emall frony a printing rm to a afssatishied cusiomer, Fill in the spacas
wilh very, too or enough.

i 3

o'

i T S0y B el [l ok ane nol il Wil e Daning weoek wich we
it ot wesk ard in porticulesr thal he colovried e dracg, W chackoed B wsrk
coraluly Balos | owos despalched and we (sl thal B wa gbod e}
rres| Gur P sherdoncs, Honwever, sines per am ied Repey. aur semsanialie
el Wi o an Fridoy 10 Gscuss the proDieems. We: Lnderhona your resd i urgent 20 | hops
hag b weaan bz it by il oy schadule, T &R ol plocms dalophons us,

Complate the sentences befow by using a construclion with very, toe or enough, The first has
baen done for you.

1. Thie defivery Lime §s o0 1eng. In other words it is not short enough for us.
£ The service you provide is too slow for us. In other words it s not

3. The quality ol the workmanship is disappointing, In fact it is nol

&, The repart is not long enawgh. In other words t6s

5. The conference is nol early enaugh in the year. In other words: if is 2

b The regisirateon lee is very expensive. in fact itis

7. The wenue is far eway. In fact it is

Describe lhe business and economic envirenment in your country using very, too and enough in
al laas! five senfences,

Exampies;
It iz easy enough to conduct business here but taxes are too high,
It i wery difficult to invest large quantities of the national currency in ather countries.

k3


www.tienganhedu.com

122
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e e e 0 e
56

Unik 38 Subprdinsto danices
Unit 45 Clsisies of punpous

& Sample sentences

=  The new system was so efficient that the company was able to reduce jis staff,
& He did such a goad job that the company awarded him a eertifleate,

Wa use =0 belore an adjective or an adverb:
The new system was so efficlent that the company was able to reduce its staff,
He spoke 5o guietly that | had to ask him to repeat himself.

We use such bofore [an adjective +] a noun:
Ha did such a [good] job that the company awarded him a certificata,

Mote the position of such:

such an {efficient] machine |belore the indefinde arbicle with countabla singular nouns)
such [efficient) machines [with countable plural nouns)

such [efficient) machinery lwith uncountable nouns)

1. As adverbs of degree {sae Unit 55);
The hotel was so noisy that we couldn‘t sleep. (= the holel was Loo noisy Tor us Lo sleep
or the hotel was not quiet enough for us Lo sieep)

2. Toindicate the resull:
The hotel was 5o noisy that we had to leave. (with the resull that we had 1o leave]

3. To add emphasis:
The food was so delicious!
We gol such a warm reception!

&, In negalive campanisons:
Company taxation is not 50 high as it was some years age. [or not as high asl

8. Phrases with so, such as so long as, linl so far as, so far:
5o long as their policy does not change, we can’t do business with thiem.
[condition concerned with lime)
Their oifer is attractive - {in] so far as it goes. [extent]
We have received three offers so far. [up 1o now|

Intermedinte Business Gramrmar
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Complete the following senfences by adding so or such,

1. Theworkwas  bad thalbwe refused [o pay.

2 The paymenlwas — lale thal we contacted our lawyers

A ANer _ along Hme we had given up hope ol payment,

o twas  alarge debt that we had 1o try to recover it
B, exponsiveilems cosia ot to repair,

&, Cosks increased ___ rapudly that we abandoned the research.

Hesd the phrases o the el and fing the correct anding from the altersalives an the rght o make
saven meamnghul sentences. The firet has baen done for pou,

The work is so bad that are very valuabla.
We are so late that operating it is easy.
It is such a good design that the meeting will be over.
With such good progress it will have to be re-done,
Such material Wi -Il:l:qltﬂﬂ his idea.
Such customers we will finish early.
He argued so convincingly that can be recycled easily.

Rawerile the followmng sonlencos usig the words aven in brackels Somelimas anly a small chahge
is hecessary Da nol change Tthe arfgingl meaning. The lirst hes Been done for o,

1. The very high quality justifies the price. [such/fjustifies the pricel
Such high guality justifies the price.

2. The project has gona well until now. [sa far|

3. It the weather remans good, the building work will be completed before Christmas.
[sa langl

. | was surprised by the excellent performance. [suchy/surprised me|
5. The engine was nol as noisy as | had expected. [so)

&, The service we recerded was nof good enowgh for us to continue with that supplier,
|z bad/changed]

Write five senlences about the gualily of senice you received from an inshilulion or company
recenily. Lise soand Such i your sentences
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Linit & Tha prasent perlost smpls

A Sampla sentences

* We have exploited most markets already.
s Have you signed the contract yed?

# Let's meest to discuss this again next weel.

= We slill have a long way to go before these ideas are actually pul into practica.

B Farm

Already, yet, again and still are sdverbs ol time

1. We can pul already ai the end of the sentence:
We have exploiled most markets already.

Mobe tha other possible positions:
A number of existing customers are already showing interest. [aflter bel
We have already exploited most markets. [after the first modal or auxiliary]
Companies have already invested heavily in technology and equipment. [before the main verb]
2, Yot usiially comes al the end of the senfence:
A: Have yau signed the contract yat?
B: Yes, but | haven't sent it back yel.
3. Again usually comes near the end of the sentence:
Lets meel o discuss this again next week.
&, Still is ysed a5 follows:
The matter is still under discussion. lafter bel
Various possibilities are still being discussed. (after the first madal or auiliary]
We still intend to pursue the idea next year. [bafore the main verb)

1. Alrgady means by thisfthat tme’, we use it in positive statements;
We have exploited most markets already. [by this time, .e. by now]

2. Yol means by now' ; we normally use it in negatwe slatements and guestions:
Ar Have you received the contract yet? [by now)
B: No. | was told yesterday that it hadn't been checked yet. (by that time, Le. yesterday

3. Still means 'up to thisfthat time':
They still use old production methods. bup to this bime]
= They haven't slopped using the old production methods yet, [by nowl
Last month | was still trying to find a suitable supplier. [up to that timel
= | hadn't found a suitable supplier yet. [by then|

&, Again means another tima’ or ‘a5 before’
We have askad for the same discount again. lanother bime or as bafors|

Metes

1. Tenzes with already and yet:
They have already announced details of their plans. [presest periect in BrE]
They haven't announced detalls of their plans yet. [présent perfect in Bri]
They already announced detalls of their plans. [past simple in AmE]
Thay didn't announce details of their plans yet. [past simple in AmE|

2. Motice the link belwoen yet and still;
A: Have vou made a decision yel, or are you stll discussing it?
B: Yes, last week, But | was told yesterday that the decision hadn't been approved pel and
that we are 4l waiting for the board’s approval,

V| Intermedinte Business Grammar
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Below is the text of an internal phare call between hwo salespeapie in an enginesrng firm, They are
discussing a prodiem with an expart licence. Use alread)y, yet, again and still to complele the spaces.

A Imafradwe  haven't received authority to export the goods.
B: Has the Trade Department contacted you ?
| Ar Moot 'l teleghane therm — o see why there's such a delay,
B: Okay. Ourcustomershave — complained about the delay and |
can't give them a delivery date.
A Tkrow Pllcallyou _ this afternoon,

Hoead the follewing sentences and place an arrew [T+ in the place where Lhe ward in brackels éan be
placed, If dwa places are possible, pul in o secend srrow

1. Sha has arrived. (already]
2. Shie has not arrived. [=till]

3. Has she arrived? [et)

&, She has not arrived. fvet)

B. I'll telephone his office [again]
&, We hope to see Eddie Roberts soon, lagain]
7. We are developing a new systern. [again)
8. We vse an American consultant. [=till]

Lok at [he fgures Deldw ahd corrilele [he sentences wilh apgropriale words, Include alresdy,
el again or stitl i youwr answers,

mtyear | 1. AIS __ the top selling product
1 thiwa
2. Sales for ©gre_
Comparfsan of mles —f_I
of Products A, B and €
Inat year gid thls yeas | Product A Procucl B Prodet ©
@ros 3. The PDS market share
il 28 per cent,
Toordd
1 ymar DT“'-""

| bl spesar

&, Al the end of the third quarler wi

Salny
foea | - prjecied e e L QL O
Projected snd sciuad |20 ‘ :EI the and ol thie year,
vafer for current pear g T
atand of third/ girarber, | 81 of 63 e I
15 8 Sales _______not
‘;2 L 20,000 units N
Sales developmat 12
far Harace! } L L ; 2 .
fpeary 1-31 1 A ] | 5

Transfer

Think of any plans that a comgarny you knaw well or your gavernment has fotfowed in recant months.
Wrrite five senfences describing the progress of these plans. Use already, yet, again and still
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Upat &8 Houss
Uit &1 Some, any and related weede (1]

A Sample sentences

#  Abank loan is a form of credit which s often extended for a specified period of tims.
+  We also provide information and advice, espacially for small businesses.
+ The company uses the Internet to carry out marketing campaigns.

There ara-three farms af the articla:
alnl - the indefinite article
the — the detinite arficle
0 - the zero article

1. We use the indefinile article with singular countable nouns [see Unil 4B), when we
introduce & ward or idea for the first ime:
If you hawe a problem, send us an email.

2. Wo use the zeroarbicle with uncountable nouns and most proper nouns [see Unil 48],
whan we intreduce 3 word or idea for the first time:
The price includes transport and sccommadation, [nof; & fransport, an sccommodation]
cf. | weas given the accommodation rent free as part of my job. [specific accommedation|

Paul Berisford Is in charge of developing the company's website. [rol: the Paul Berisford, a
Paul Berizlord)

Weo also use the zero article with plural countable nouns [see Linit 48], whon wo are
spoaking gonoralby:

We invite sharehelders to our annual meeting.

cf We invitod the shareholders to our annual meeting. (specific shareholdors)

We use the definile arficle in the following cases:

a. Whan we mention a werd or idea for the second time:
A company promotes abrand by advertising so customers stay loyad to the brand,
malntaining the company’s markel share. [a for the firgd mention; the for the second.)

b. When the speaker presumaes that it is clear what hefshe maans:
There are four points on the agenda. (There is only one agenda |
If there is anything In the instructions that you are unsure about, please ask. [Tha listener
knows which inetrictions.]
The aconomy is showling signs of accelerating. [There is only one econamy.|

. When the speaker makes il clear whaol befshe means
We would be pleased to meet to discuss the recommendations in our letler, |specific
recommendations, e in our letter]
Ensure you are getting all the benefits to which you are entitled, (specific
benefits, i.e, fo which you are ertinled|

d. Whan we talk about institutions:

Did vou see the news on the TV Last night?
| read an interesting article in the newspaper this morning,

o, W can use the with some Aationality words:

A recent survey shawed that the French admire hard wark, the Germans are
campatithve and ambitious, and the Bridsh prefer ta waoerk in the seeurity ol & group.

MNote
We do nof use an article wilh the names of meals, or with the instilutions and other commoan
words listed in Appendix 8.

& | Intermediate Business Grammar
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fead the fallowing senlences, where each article or the absence of the article s numberad. Then
plzca each number i the fable according o the parkicular use of gach arficle.

a. Harns and Co' make car components?, The? compary has an® agent in Paris,

b. A* long delay occurred when a* docurnent wes lost. The' delay almast resulted in the!
customer cancelling the* order An'" internal enquiry found that " computer errer
ceused the' problem,

€. Infarmation™ on the history af Alba™ can ke found at the' Tourist Office.

Dunfird b et ke
dang arl|ee irdlinite arliole prgnnd ar subRegU el
fFdpar nEmn eoun ke, D metian miliiinn

deroarticin Oelirita |l foranrlinle
plidtsl courabie Nneun; gapeellic mesning Ureourinble, frs
qEanal MEsn i [FrE1E fyERtizn

Add arlcles wiere necessary i the lotiowing sentences.

;| R Linkversily of Leeds is one of biggest in England. It iz alzo
irnpartant centre for medical studies,

2. Butteris . major agricwliural product in . European Undon, Ancther
is rape sead oil. Mostof ___ bulter is consumed by EU countries.

3. Super Motor Company makes ___ range of high-pertormance cars,
including __ lusurious Grosso BBXT. Thists _____ perfect example ot

madern autamotive engineering.

B Make ____ right connections in Dubai-
Here is & text adapted fram an business centre of ____ Middle East.

advertisement produced by the

Bahrain Tourism Soard, [f When it comes to selecting_____ base for your
appropriate. add an article a, regional headguarters, Dubai s _____ logical chaice.
an, or the in the spaces in the —_ city has become region's leading centre
text, If the zevo article is for trade, transport and

rer;uj.r‘ed, iaave the space blank. distribution, incustry, conferences and
exthibitions, For good reasan. Dubai entourages

______ enterprise. state-of-the-art telecommuni-

cations system puts you in instant tauch with

world, 120 International airfines fink Dubal with

Select any two paragraphs over 260 destinations worldwide. And ity

from an English newspaper or boasts sophisticated banking, finance

magazing, Highlight ar yndertine | and other services, as well as world-class office

the articles and classify their accommodation, And lifestyle is great tool
ises as in Exercise 1.
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Sample sentences

+  They sent me a copy of thelr report.
+ | really appreciate the help and support that sites Like yours give to those of us who need i,
o WIll you please let the cliont know? ['d call her myself, but I'm very busy today.

FOCM

We can divide pronouns info three lypes: personal, refllasive and possessive

Paranral Refaxive FoEstrRivD
sub|ect | ob|eci ditermingr | prenoun
15l pErson  Sing. i me mysall 1y ITEnEg
pL we LT} Durseives aur Gurs
2nd person simg Yo o yoursell walr waurs
pl yau au yourseves wour LIPS
Ard persan simg.  mase, | he iy hibmseil his hig
farm. | she hesr heraeld her hera
non-persanal | il il itsedf ils its
pl they Tham themselves | their thairs

1. Pereons! pronouns:
They sent me a copy of their raport.
Please don't hesitiate to conlact me any time, [me = the person]
For further information, please contact us at the following address. [us = the company|

2, Reflawve pronouns:
We use a reflexive pronoun when the object is the same as the subject:
First I'd like to introduce myself, then I'd like you to say a few words about yourselves,
We nead to ask ourselves some tough questions.

3, Pposessive pronouns:
At Dur company has its brochures printed by a company in Manchester. How aboul
yeurs? [yours = yvour organisation)
B: DOurs are printed locally, lours = our brochures|

MWotes ’

1. When using personal pronouns you usieally mention yourself last:
My colleagues and | were treated with respect and courbesy. [nof: | and my E'ElllEElg'LIESI
My advice is that one should always listen carefully before one speaks.

[ane = indelinite prenoun, Le. a parson|

2. Heflexwe pronouns:
I did it myself. [| did if; not anybody elsel
I did it by myseli. [without anyone elsa’s halpl

3. Personal pronouns with own add emphasis:
We use our own components in the manutacturing process. [rather than anyone else's
components)

Intermediate Business Grammar
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Replace the underlined wards below with spproprate pronouns,

1: Poul designed the system without any belp,

2 Jane 5 my boss, My boss snd [ have worked legether for years.

4. | understand that your campany has an office in Buenes Aires. Qur company has
goe there oo, Dur office is in the south of the cily, Where is your office?

&, Mary called in. Mary left o package for John. Can yeu teke the package to John?

B. Hernandez and Fernanderz make life difficult for Hernandez and Fernandesz

Replace the underined words with an appropriate pronoyn i the following senfences.
1. Oh, Mr Beard! Mrs Ford phoned. Mrs Ford asked me to ask Mr Beard to phone

2. 1J0 make plastic joints. 110 have suppliad our company, Thomson Bora Lid, for years.
JJD have always provided Thomson Bora Lid with good service but a recent supply was
vary poor quality. | telephoned their sales rep. | told thair sales rep aboul the problam
and the sales rep said the problem would be resolved sasily

3. The suppliers phoned a moment ago. The supplisrs said the goods were damaged in
their representatives here tomarrow to discuss the problem. In any case; the goods are
useless. We must not pay for the gonds.

Thwe teat below is part of an adverlisement Jor &n edecironic comporents manufactvre:, Underling
the pronowns fn dhe text god then fabel them as personal subjfect (PS] personal olfect (PO,
reflexive [ or pessessive [P Do nol enderiing any possessive delenminers.

CILEF e ducts arasn|d |"-r'.‘.-l.|_|.:|ﬂ oLt Ane Wwarle, Yia SRPDEL G Mare than
A0 counied. Wae nhve s network of agentsand teghnlzlangs bagadin
Sarvice canires in 15 aounties: We pr ide purstlves antha exeellence of
aulf afier-sams 5 L Yol TEOE-BrE BESO OUFE 3 PR QUARARTAD 0
pravice ol with tho Bekl esrvige | the Soctor, Wa makd the produots

NG Y Ou WEE e

Hambro ~ do yoursalf 8 favourl
Hamhbro = you call us - wa seqva youl
Hambro products — they work for youl

- F
Hranasier

Wrile fve senlences aboul your company or seme place vou know well. Use examples of different
types of pranouns,
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0

A Sample sentences

# A: |s that the customer service department?
B: Mo, this is the technical department.

¢ These figures shouldn't really be considered in isolation.

* How does this fit inlo my strategy? Why do | want to do this? Those are the two most
important questions,

Demonstratives are words which point to semething in the context - something near or
something distanl. They can be pronouns [see Unit 5% or delerminers.

These ara the lorms ol the demonstratives;

Mear reference this thase
[{istarjt_mderence that thosae

1. The demonstralives this and that can point backwards to something we mentioned
aarlier:
That/this was a great learning experience for us. [pronoun]
We recently organized a project for a packaged-goods company. This/thal company wanted
to develop a new product. ideterminer]

2. The demanstrative this can pant forwards (0 somzibing wie ane gomng 10 mentaon Laler:
This is the way that we plan to proceed. (pronoun] First we will reduce all unnecessary
cosis. By unnecessary costs | mean these types of items: inventory, labour and olher
non=fixed overheads. [determiner)

3. The demwanstratives this and that can paint to something in tha real werld, e, outside
the language:
I'd like ta draw your attention to two sets of figures. These [here) show the present
situation; and thosa [thers| refer to last year,

Mobes
1. We use that and those before a relathe clause:
These who have to operate the system also have to appreciate [ts objectives,

2. In colloguial speech wa use the farward -pointing this 1o inbroduce a subject that we are
gaing to descrbe maore fully afterwards:
Sa, | went Inkoe this shap in town, and | was looking for a pressnt.

Intermediate Business Grammar
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Idantify examples of demanstratives in the following extract from a conversation and classily them
according to the uses listed below:

1. Pointing backwards (B) &. Introducing a relatwe clause [RC)
2. Pointing ferwards [F] 5. Colloquial speech [CS)
3. Raterring to something in the real world (R

The compary sent us a l@tter. That was the first indication Lhat they ware interested in
the prapasal. We read this with much interest becausa Lhey were offering us something
we had azked for; a 50 per cent share in rovalties an all the products they made,
obviously meaning all those we agreed ta let them make. This is it - here - read il

And then can yvou pul il an Lhat file over there? | need Lo show it be that consultant
fellow who's coming in later, Mow look ... | want to say this. We shauld nol necessarily
accepl what s on offer, Accepting it straight away . .. that would be a mistake,’

Read the axtracts from b job vacancy & : R T DA

annawncements, Circla the P R T M——
demanstratives i sach ane, then link Bl e e :
them o the phrases thal they refer (o Tes L ol e i Bt i el i sl el it

pactice, Batancing indusry wpedic pinclphs sgaisr tase which
The firs! fas been done 35 3 exzmpla s e el o pe B e

WHR R | ot 1o i Bl et Thirkas ¢onmtpndtitianis g Wbl e
@- poat- graduzne mipeEEnOe N eooromic research, el developed

- porrTHInkC I ten and anafyiics sk problem sobvieg asibtes asd a

P ias Prerlivaaty Torsid] o Clvdar 8 e Fuiopaas Ddon

_ mwmmmmﬁlw jrssiihing
mwlm'm' Hhﬁm‘l Euh:ﬂ::l Fyowe possen fhewe guafiies, e an emal for fusher nlformaiion s

an applearaan o na: desa n et ghifrarnd ims nrges on ik

Thase sppflcants with 4 goad
g md imwmwmmm.
i e Y W

Momca Scirud] Nas seme mney (o rves! and 56 ske ras @ meehing with-a mancial agwsor,
Coring Lopez, al her bardk. Belgw s part of ther conversalion legehher witly b lables that Corina
psed tor iflusirate what she was saying. Fill in the blanks with demonstralives.

Fﬂlnrl.lli::l;.lti P i“::-:; gl oo acS E‘::n;;ln E 100000 investod for 3 monibe
fiterest vestment X inkeresl rabe in % x Funning pe i dlays
FCOINE e 100 = 360 . LI‘::;I:I - Immr{;i?ﬁ: {22 301 « £ 1875
e e T e STy
M5: What are Bty tahles?
CL: Good guestion, now lel's laok at thom, nfE shows bow we ealeulate investment
imearmae, whils shows an example,
MS5: | see. Couldyou explam themm
CL: of course. The bazic calcidaton is Like The investrmient maultiplied by interest rate
multipliad by renning perod in days - all - ey 100 = 341
M5: |zee Andin  exsmple, its for much - 100,000 euras?
CL: Yes the interest rate - s 7.5 per cant, the time is thres months, 5
3 times 30, If wou finish the calculation vou have miuch: 1875 eurns

Wrile a briaf paragraph about where vow work and [he products or services pou produce. Lise
examples af demonstratives thisthat'these/those.
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G T —

Wil &2 Same, ey and relsied words 1]

A Samplesenfences

Do you have any gquestions abaut how o do this?

I asked him for same infarmation abaut the product.
I'm alraid we can’t da anything about it at the moment.
We are not planning to change any of our invesimenis.

- "W

wome warn HRY wards
_F'n‘:!if_l'i'_t‘.' flatarmn i Mok statemania | Junsilng
Deslermings
I neadl some adwee I don't meed any advcs Do you nesd any advice?
Fronnun
I need some of the ducaments | | don'l peed any af the documents | Do you need any of Lhe decumentaT
Fronoui
i spoke (o somesne yesterday | | didn't speak (o anyone yeslerday | Did pou speak 10 anyone yesterdey
I'd ke to ash something I don't warl to ask anything Whauld you like lo ask anything?
Mote

somebody = someone; simnilarly, anybody = anyone,

1. Uges of gome and compounds. Some is 3 determiner and 3 proncun; someana and

something are pronouns. We use some words in:

a. Positive etatements:
We have soma new ideas we want ta try out. [determiner + plural countable roun)
Losing some money is an inavitable part of investing. [determiner « uncountable noun)
These are just some of the areas where we could cut coste. [proroun|
Thare's somaone waiting for you in yeur affice. [pronoun|

b. Polite offers in the question form
Do you have some ather questions? [imviting questions]  Would you [ikke some more coffea?
Baoth some and any are correct, but some is felt ta be more polite.

2. Uzes ol any and compounds. The uses of any + compounds are parallel o the uses of
some + compounds above, We use any words in:

a. Megative statements:

They did not receive any documents concerning their transactions.
[determiner+ plural countable nown]

b. Direct questions [see Unit 41).

Does anyene have any comments? |proroun; determiner + plural countable nounl

. Yes/no indirect question |soe Unit 41):

I wander if anyone can answer thal question,
d, Conditional clawses [see Unit 10];
If anyene would like more infermation, please visit our website,
e. Comparisons aftor -er, more [see Unil 51, less, as, too see Unit 55);
The stockmarket has done better than anyone could have hoped.,
It's too Late Lo do amything today, but we'll look at it first thing tomorrow,

f. To mean ‘every or &l |see Unit &4] - any + singular countable noun, or any + uncountable noun:
The emphasis in any sales plich should be on the benefits to the reciplent.
levery sales pitch or all sales pitches)

The website should have structures thal make It easy for the user Lo access any
information on the site. all information]

Mote

We do not use any [unstressad) with singular countable nouns:

Are there any gquestions? [nor: any question|

Intermediate Business Grammar
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The lollowing senlences all contain one mistake. Correct them,

1o | haven't seen some examples vel,

2, There were any quesiions so the mesling ended,

3, We don’t need no help with this

&, | didn't hivve problems coming Lo see yau,

B, The meeting was longer than someane would have wanted,

Chopse the sertence with the closest meaning (&, b or of 1o the ane given,

1. Same companies ralse money by issuing shares.
a. A number of companies raise money by isswing shares
b. Companiss ratse money by issuing shares.
€. All companies raise monay by issuing shares.

2, | spoke to someone yesterday aboul investing in shares.
a. | spoke to some people yesterday about invesling in shares.
b. | spoke lo a parson yesterday aboul investing in shares
€. | spoke to some person yeslerday about investing in shares.

3. I don't think just amyone can answer this question,
a. | don't nesd anyone special to answer this guestion
b. | need come special people Lo answer this question,
€, | need someone special to answer this question,

&. Ay of the gaods in this seclion are available within two weeks.
a. Saime af the goods in this seclion are available within two weeks.
b. All of the goods in this section are available within bwo weeks,
€. Mosl of the goods in this section are available within two weeks.

The lollowing s an exiract irem a lelephone conversation befween a compuler user and the

Customer Sarwee Centre of a major seftware manwiachurarn Gl i the spaces with a suitable word

frovm the bow,
soimedne  any some  anpane  anpihing  serme somelhing

Customer: ['dlike intormation about upgrading software please. | understand that
last month you were offering Grapho 5.1 free of charge to users whio had bought 5.0
in January or February. | bought mine in January but | haven't recenved
information and now the Tree offer = closed.

C5C: Yes, |'rmisormy thal's correct, wiho was a registered user should have
recemed naws of the ofler.

Customer: | didn't receive oA

C5C: I'm sarry about that. Have you Been receiving our regular newsletter since you
bought your Grapho zoltware? There's always __in there about offers,

Customer: Mo, | haven't,

C5C: Hold on please, there's ________ here | can ask about this., .

Think of g siluation where you have had fe complain abou! some aspect of senwce. Wnle sxameles
af the kinds of things you say m this situation. Use examples of same and any wonds,
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Linit &1 Same, any and relaled words (1]

i}
IH-

Sample sentences

* You must have those details recorded somewhere,
= |don't think I'd ever work with that company again.
* [t is not at all unusuat for a four-year degree to cost upward of $50,000,

ey viils LT fia wrds

Fagltive staiermirs THH-': atiee Batarmeite L etlinne Mogutiye stifamehts

Delermiimer

| huave 2o I don't have any Do your have any I have s eforrmalion
infarrratinn J inlormatian infarmatizn?

Pranmun

| need some of I den't nead any Do you need any I nead none ol Lhe
(e documents al the docurments ol the documanis? AL Frisn L

Hald sameans I dldn’t 1=l anyana [y el ampane I ield Ao-ome in
in head olfice i head olfice in hesd olfice? hiead effice

I'd like to say fdon't wani bo say Would you Like to say Uwoiald like fo say
sommething anything anything? nothing

Pace agherd

I'we seam hirm I haven'i sean Hawe you sesen I haae sean him
samewhera him anywheare hirm anywhera? nowhere

i whery acverh

I'll g2 him again Iwan't ever coe Will | evar sae lwdll naver cea
some tima hEm again i again” kim again

Time- frequency adverk

| sometimos go abroad | [ don't @var go abroad Do yau evar go abroad I neviar go abroad on
an husinaes on husirass an businass? bassinacs

Pegree adverts

| wins somewhat | wasn't af all ‘Were you at all | wywes ot -at all
:l..|rpri=m| nurpm:ml srprisod? surprised

1. Uses of some and some words:
Some is a determinar and a proncun; someone and semething are pronouns;
and other some compounds are adverbs:
Prices are somewhere between $50 to $70, {adverh|
Application forms sometimes have guestions relating to health, ladvert|

2. Uses of any and any words:
Has anyone ever heard of this company?
I'm afraid thal | can't find your CY anywhere,

3. Uses of ne and no words:
There are ne envelopes left in the tray. |determiner + plural countable nown)
We had no idea what the final price might be. [determiner + uncountable noun|
Unfartunately none of our sales or marketing staff spoke German. [pronoun|
It is not at all uncommon for financing ta be provided by the government. (adverbl

Note

Some Hme [bwo words! is a Hme-when adverb, sometimes lone woard] is a time-Trequency adverb:
W visibed them some time Last year We visit them somelimes

| Intermediale Business Grammar
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Ara the following sentences rghl of wrong 7 If wrang, make the necessary carrechion,

1: | somelime give Fr‘es.ental'tnng ko ather companies,

2, IF there ig arything | can do to help, please contach me.

3, | was sormething impressed by her performance.

&, I'm afraid | don't have any mare infarmation te give you,

5. 5o, il nobody hos some questions, let's rmave on to the prectical demonstration,
&, To be honest, we don't ever exceed our agreed budget.

Complete the following dialogue with some. any or a related word/mhrase,

B Doyou _ wisib the Asian pkants?

B Well, I'm __—____ surewhat will happen nexd vear, though | am tentatovaly planning a trip
— intheaulumn.

A Anddoyouplantogo _ in partecular?

B: Well, lsupposeillge | it will be to Kores and Taiwan.

As Ok that's interesting. | goout there mysell, Usually at very short notece,

B: | cea.

B Imustsaythersis _ ihat | dislike mare than thesa hastily arranged trips,

B: lagree. ______ is betler than finding yoursell in a mesling without ol the
right papars,

Ai Absolutaly!

B: Well, Fthink wo sheuld brytodo __ aboud it

Betow 5 part of @ presentabion showl data secwnly fram a -
manager to stalf in a bank, Match the phrase on the leff with ¢ver  anyone  amylthing

an appropriate phrase on the right to create complee same time  any  somewhere
senfences, Then fill in the spaces with words from the box angbody  notatall  no-one
opposite, The first s been dome for pou,

Of course, the securily of sur data it will jusl bie longotten,

Of course there = bt I'm___ siire we've solved all the

W suspectsihat pratpacne,

Dori‘t ik tha and there'll be no problem.

(it warfim ::Eﬂ_lliujh_l_qﬂ wea all regand as an important

Dows have

information has been lost or
__ agawe had a meeting changed, the incident must be reparted.

specifically on this heere who daesn’t undersiand Lhe

critical mature of tight security in banking.

1o sayon this?

Write a bnel imaginary comversainon ahout your wark thal includes words from [ bog
i Exereise 3 above.
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UNIT

63

Quantifiers (1)
Bl s = MR S ——— ]

Unfs &0 and &2 Some, any and related words |1 and 123
Unil &4 Duantifiors (71
Uni.bi Each aud every

Lample sentences

www.tienganhedu.com

= Mane of these technigues can solve all the problems that a company faces,

Couniablie

e

slnguar Hl_Fi".rrE.-.l

Wacanmihbls _

all the albfall |ofl the allfall [of] the
st (o 1hel miast [of tha)
miany lof thel much |af the|

@ lot af [1hal a lat of [tha] a kot af [inej
lots ol lthel lois ol lihel
several lal the] | several lof tiel
a few lof the| a fittle [of tha|
[l LT Little lof thiel

n e n

Hotes

1. Alot of and lots of are mone colloguial than many and much,

2. The use of the definite articla:

All equipment needs replacing. funderstood from the context]

Many of the interviewees | see have Little idea of what is expected of them,

We tend to pul boo much faith in technology.

They have few quallfications and even fewer of the skills demanded by employers.
We have no plans to merge the companies, al least lor the nexl few years.

ALl {of] the equipment needs replacing. [specific equipmant in the plant or other location]

All equipment is dangerous. [all equipment in the werld]

1. Much, many, & Wt of 2nd lods of when used in positive stalemenis:

Many of the skills that companies are leoking for are available overseas,
A Lok af the skills that companies are looking for are available overseas,

How much and how many are tha question words 1o ask about quantity:
How much does it cost to rent? [how much = money]
How many shares do you want o sell?

2. A few and fow vorsus a little and LitkLe:

We have a few reliable suppliers. [not many bul enoughl
We have few reliable suppliers. [not many and not enoughl
Wa have Little time bafore the end of the meeting. (nof much and not enaughi

We often use a few and a Little with only:

There are only a few arganisations operating in our market niche,

Ined: only few arganisations]

cf There are few organisalions operating in our market niche. [simitar meaning Lo only a few]
. We olten use very with few, Little and rmany:

The plant was nat visited by very many people.

We had very Llittle money and very few supplies,

WNote

We do not use the before most:

Most lof the] data will be collected from within the organization. |ror: the most|

Intermediste Business Grammar
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Place the following in order from | Imaximum] to 7 fminimum].

[ Several of our products are made from recycled plastic,
3 Mone af our preducts are made fram recycled plastic,
[ Few af our products are made from recyched plastic,

[0 Many of our preducts are made from recycled plastic

[ Mozt of our products are made fram recycled plastic,
[ A few ot gur products are made fram recycled plastic,
1AL ol gur products are made from recycled plastic,

Replace the urderlined words with & word | albw fweh all e few  wiosl
or phrase from the bax,

1. Mot mamy but some of our clients résponded bo the sunsey.

. The majority of them had some positive comments to make

. Mot ane of pur custormers thought our products were unreliabla.

. A lot of constructive criticism centred on product distribution and delivery,

. Mot mamy and not enough customers wantad regular naws an sur new
products and senaces,

4. Every one of the raspondents said our packaging was good.

& I B R

The Managerment Communications Consullancy runs intense fraiming courses. They have carmed
oot & survey of ciient spinicn o thelr courses. Here (s @ summary of the resulis,

:-ll,'.l'l'lT.'I:h'"lf afyeaclty pFclient opimonon coarnes

Mo, af mepandents 480

| Yeysatihed | Sotished | Wotsatised
Sarvicosdproducts 5%, % 6%
Profassional=m A% 18% 2%
Materoals 3% B4 % 15%
Leminar rooms 10 % 0%
Oirganisation 100 0% %
Walue far maney 2% B e |

Make eight sentences based on the above using the quantifiers all. many. much, several,
[a) few, little and no

Examples:

Saveral respondents were not satisfied with the materials,

A few respondents were not satisfied with our services and products.

Write commenis on a company that you Rmow well, or its products. Use the quantifiers all,
many, much, several, [a] few, [a) little and no,

Example:
AL ABC products are very good - a few are very axpensive,
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64 T T

Units &% and 62 Some, ary and related words 1] and 12]
Unit &3 Quandiiiers {1

Uniy &% Ench &l every

4 Sample sentences

= | was asked to rewrite the whole document, amending all the details.
= Each manager has personnel responsibilities in relation to all thelr staif,
= We regret that under no circumstances can money be refunded.

Sen Lnit 63,

1. All the versus the whole:
The whole + singular countable nouwn 15 more commien than all the + singular countable
FICLIT:
| was asked to rewrite the whole document. Imore commaon|
| was asked to rewrite all the document. [less commaon|

Z. Eachfevery versus all:
Each/every + sinqular countable roun has the same meaning as all + plural countahle
M
Each manager has personnel responsibilities in relation bto their staff,
All managers have personnel responsibilities in relation to their staff.
3. Mo words,
The determingr no is related to the following ne words - no-one, nowhere, never,

nebedy, nothing:
Me one can predict the course of a PR campaign. [pmnnun

A: Where have you been?
B: Nowhere interesting. ladverb of place]

I have never heard of anyone with that name. |adverlb of time]

If you use no or a no adverb phrase at the beginning of a senfence, use an inversion
construction:

We regrel that under no circumstances can money be refunded.

cf, We regret that money cannot ke refunded under any circumsiances,

Never had | dealt with so many difficult events in such a shoril period,
ol 1 had never deall with so rmany difficult evenls in such a short perioed.

Mowhere else can you see such a variety of home products under one roof,
cf, You cannot s2e such a variety of home products anywhere alse under one roof,

18| Intermediats Business Grammar
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Underiine all the guanbifiers in the fallowing adverlisement loran insbrance broker

Mol all elbants reguica thi sama sardess. Soma noed & vory peracnaflised approeach

to thelr problems with several mesiings and o few specialist consultations: others
can be handled on & more generalized besis with no jes unleas some wirk is
actuadly carried out. In fact, most of aur cliants feel that wa have thie right mix of
procwcts Tor lem; and many mone joln us each year, So we'd Bhe to say (hal we can
s mara then plopss some of the people sama of Bha timoe; wa feal that, all o all, wa
can satisfy most of the people most of e time

Exercice @

Again, underline the quanlifiers in the text below and then rewrite the semtences with different
guaniifiers bt weihowt changing the meamng.

The majerity of our compalitars have managed 1o redute their costs over
the lest year. Exch of them has tred te Intreduce cost-cutiing measures,
Of course, not one of these measures has boen an absolule success; and o
nurmbes of hem have been & toial fallure. For example, when Plenton irad
o save @ small amount of money by mernging two depariments, the resuils
were cabasirophic. Mol enough people in the new depariment were haogpy
fo works bogether B & newly-formed team, Finally, Planton had 1o invest &
large sum of money an leam-buliding activities jusl o solye the new
probams which had been created, =

Exercise 3
Organize the jumbled fext below info 2 paragraph,

1. There are several reasons, but the simple answer s thal they all need to garn an income,

2. &l the sarme fime, through theirwork most of them produce the goods and services
nesded by the population,

3. DF course, there ara a few peaple whio can atford not to work.

&, Imv This way thay are helping to 2nsure that a high standard of lvng 15 maintained for the
community a5 a whole,

8. Every day in the LK more than 25 million people go to work

&. But why do people work?

T, But for miest of them, this is not an end in dsell.

B, &nd, unforfunataly there are some people who can't lind work,

7. Some of these people work in factories, bul mest of them waork in offices,

10. With this meney they can buy the goods and services that everybody needs.

Transfer

Write some santences about business prachice i yaur couniry, Wile ahoul:

* business meetings = persomal contact
» limekeeping » hospitality

Remembar o vse a5 many guankifiers 26 pou can
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le santences

¢  Both ol these policies will encourage consumer spending.
¢  Goods are classified as either consumer goods or capital goods.
¢ Meither of these approaches is entirely satisfactory,

Both, either and neither are determiners, pranouns and conunchons
Both candidates waere perfect for the position. [determiner]

Meither of these approaches is satisfactory, |pronoun]

Staffare paid either a weelkly wage or a monthly salary. |conjunciion)

1. Both takes a plural verh:
Both parties will have an opportunity in the interview to ask guestions.
[determiner « plural countable noun)
Both [of the candidates] were over-gualified. [proncun)

2. Either and neither:
Either candidate could get the job, (determiner + singular countable noun)
Meither [of the candidates) got the job. |pronoun)

G- Uses

Bath, either and neither indicale quantities.
1. Bath indicates a quantity of two.
Baoth of these policies will encourage consumaer spending, [There are hwo policies.|
We plan both to study the alternatives and to implement ane seen, [Thare are two plans |

Z. Elther indicales:
a. one of two possible allernatives;
We can accept sither offer, {There are two scceptable offers:)
The company can either reduce its prices or use the increased profits to develop new
products, [There are two alternative actions.|
b. addition of negation {'and slaa not'].
Ar | haven't had a single refusal today.
B: Mo, | haven't either. ["and | also not'; see also neither befow)
3. Neither indicates:
a, that boih eptions are excluded;
Meither of these approaches is satisfactory, [There are two unsatisfactory approaches]
We have neither the maney nor the resources available, |Both are unavailable.)
b. addition of negation |'and also net'):
A: | haven't had a single refusal today.
B: Meither have I, ['and | also not'; see also either above, and inversion below]
Motes
1. If you use neither or nor at the beginning of 2 sentence or clauss, use an iversion construction:
Meither have we the money, nor the resources.
2. If you use the article with both, put it aiter, not before both
Both the solutions are acceptable. [naf; the both)
3. We can replace both with each |see Unit 44]:
We have doubled sur training budget in both/each of the Last two years.
Both companies have set out defined objectives./Each company has set out defined ohjectives.

4. We do not use 2 negative verb after neither;
Meither the money nor the resources are available. [nof: are not availablel
5. The emphatic use of both .., and:
Cur costs are directed towards buitding business in both the short and the long term.

i0 | Intermediate Business Grammar
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Wrile sentences based on the following prompls including the words! in brackets. The first has been
aane for you.

1. [Bathl Jean/Jacques speak English,
Both Jean and Jacques speak English.

2. [Both} Simone speaks ltalian/Spanish.

3. [Either ... or] We continuefstop imvestment,

&, [Mot only ... . also| Singapore is a vibrant business centre, It is in the centre of a
spectacular economic region,

B. (Meither ... nor] We don't sell/don't renl equipment.

Rawrile the fallswing palrs of cenlonces a5 sgle sanfences using e worde in brackals,

1. Philip 1s not the nght candidate. Arne & also not sudable. |neither ... hor

2. Marta wrote to me with a good proposal. Juana also senl a goad ana, |both . and)|
3. | erticised the poor quality of the panting. Edith criticised it 1oa. [both . and]

&, | can book the seminar rooms. Allernativety you can do it leither ., . or|

B. Akira is a very creative designer, He also works very efficiently, Inot only .. but alsao)

Ula and Marina are [rying lo arramge & tne fo meel, Loak af therr diary extracts and than
carmplele the spaces in the exiract frorm their conversalion,

Marina’s diary Uta’s diary

AN

Marina: Canwe mest durmgweek 337

Uta Yos, | think so. 1'm quite busy bat ['m sure we'll find & time

Marina: How aboul Monday or Tuesday?

Uta I"m afraid |'m very busy on Monday Tuesday, | could
manage Wednesday . Friday,

Marina: Letmesee |canmanage  Wadnesday morning Wednesday
afternoomn. Friday? Yes | can manage __the morming —_ the
afterncamn,

Uta: Friday morning woutd ba okay, Can we say 10 o clock?

Transter

Wrile six sentences companing two similar service companies [hat you kv wall, e.q, fraining or
lenguage teaching organisalions. Use both, efther and neither,

1
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el A3 Buardilinrs 111

LimE A Quaridiars 12]

i &5 Bath, eithar and nolther
Uini 4% Compseints wilk evary

Sample sentences

#  Every few months we alter our forecasts to reflect currant thinking.
s  Each department is asked to keep to its budgeted costs,
= Each of theso issiuos will now ba examined,

Each s a delerminer and a pronoun; every is a delerminer:
Eachfevery company has distinctive characteristics. ldeterminar]
Each of these markets will buy different goods. (pronoun|

1. The determiners each and every take a singular countable noun and a singular werb,
2. The pronoun each lakes a singular countabie noun and a singular varb

Wote

After a plural subject each is plural:

The departments each have their vem areas of responsibility.
cf. Each of the departments has its own areas of responsibility.

1. We use each for any number of peoplefthings taken separately [minimum twal,

when we think about them one at a time

Each of the departments will receive a copy. imany individual deparfmenis]

Each member is required to contribute to the fund, [many members|

This represents a profit of more than $45 million for each of the [two] directors, [two directors)
2. We use every for a group of people/things taken separately [minimuam three),

when we think about them as a whaole group:

You must pay altention to avery detail of your marketing campaign. (all the details)

Every agency will tell you they have the best people. (31l agencies|

Every + singular noun = all + plural neun;
We've checked every page of the document/all the pages of the document.

3. Expressions of definite frequency [see Unit 54/
a. We can use each or every with single periods:
We check the stock each/every hour/morning/afternoon.
b. We use every where the peniod mcludes a number greater than one:
Every three months, he reviews the performance of his team, [nod: each three monthsl
cf. Every/Each month, he reviews the performance of his team.

The plan is reviewed every two years. lnol; each two years)
of The plan is reviewed everyleach year.

MNotes

1. Alter every, we can use a plural pronoun to avoid using ‘he’ or 'she':
Every employer is required to prepare a writhen statement of their general policy on haalth
and saflaty.

2, We do not use each or every with a negative verh:
Hane of the campanles reported a deficlt during that period. [no!: sach of tha companies
didn’t report)

3. Every day [two words| is an adverb; everyday (one word] is an adjective:

We receive over 5,000 hits on our website every day.
Bad news is a fact of everyday business Lile,

Intermediate Business Grammar
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How many combinglions can pou make wath each and every + the following phrases?

day  peaple of the depariments
| of e fwo ianagers Il poars SquTent

! Plural nowns and uncounlable mouns cannat be usad with each and every, but they can be vsed

wilh all Link each phrase on the lef! cortaining all wilh a phrase on the right canfaimng each or
every ln mahe six senlances,

We've checked all the facts each interviewss completed a guestionnalrs.
We've corviced all the eguipment, every bullding seems fo be empty,

We've reviewad all the news thoroughly | down to every Last coin.

We've checked all the premises and inchuding each device we checkad in the surmmér
We ve appraized all the personnel and doswn to svery st detail,

We ve counted all the money agan and liztaned again to every item.

Fxarcise 3

Complete [he feflowing serences using & phrase with each or every The first one has been dang

fior yies.
1. We accepl sterling, eunys, dollars etc;in facl ynu can pay us1n__ @VBry  major
EUrTancy .
£. We have tried to g‘E'! accommadation imall the hatels in FTEIQHE but
is laken,
3. We have given im alof ol spund adwiee but _——— — falls on deaf ears.
& [ nink | lelt my baggage on theplane; _ olmybwa _ has my naime

on it

5. We reed to rensw a lot of our existing machinery as mearly
ir tha plani is maore than 20 years old

&, L is mportant o rmake progress, bul we need 1o lake with care.

7. There is so much traffic on the roads that | think i1 1= 3 good idea Lo lax
according bo s engine size.

B. Overseas travel can be very tediovs, espacially when involves 3
weekend away Iram home.

5. To analyse work, youcan take and subdivide it inlo ks constituent parts,

We can use aach and every in a fop dawrt descrintion when we lalk about indindual parts o
aterres, One grample wowld be when describing an srgamsalion:

The company |15 divided into three divisions, Each division is responsible fer one product
Line and each division is headed by a director who has responsibility for the division's
activities. Each director reporis to ...

INowe wirile Sl poUr cormgany Jn thie SEme way
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6 ; Unit &l Btk efther aod nedtkar
Liniis 03 ard &4 Cuanifiers |11 and £2]

Vnli éa Ench and every

.

A& Sample sentences

=  We want everybody to have this technology at their fingertips.
= | have found everything that has been said here very interesting.
=  Ewverytime a PC company makes a change, the software has to be tested again.

B Farm

Parsonal propoun EVEryOE, B rylody

Man-parsanal pranoun everyihing

e rg y eveErywherne

Arverh ol frequeney eyery tims

Every compounds:

Everyhody [that) | have spoken to has been very excited about the project. lnal: all people whatl
The committes has a record of everyhody who/that purchased a ticket, [nof- all people whatl
Woe did everything that was possible to stop the takeover. [nof: everything what!

We want to make our merchandise more sccessible to consumers everywhere,
Dur products can be found everywhers lwhere/that] there are people,

Every time [thatl a PC company makes a change, the software has to be tested again.
Inot: every time when]

Noles
1. After every compounds, we can use a plural pronoun (o aveid using he' or she'
Everyone whao is against this suggestion should give their reasons briefly,

2. Everyvanefeverybody/everything [pronounsl are written as one word; bul every one
leach single anal is writton as two;
We've contacted everyone and affered refunds. (all the people
We 2ot up online Links with every ane of our suppliers. [cach single ane of our supplers]
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TASKS

Raad the extract below from a fexiile company’s websila, Idenlify the seven mistshes and corract
them,

Every products are made using the finest quality woven fabric,
Everything what you see on our website is based on traditional
checked patterns.

Everyone of our fabrics is made using the best quality clath available,

Almaost every fime when you wsit a tap fashion feir in Milan or
Paris you will se= examples of our fabrics,

Every where we enter compefitions we receive some recegnition
of aur high standards,

We can hinish everything material in any way you want, including
various special effects,

Every dyes we use contain ondy natural colours.,

cverywhonn pach EvEryone

Eill in the spaces with words from Hhe box. _everyday  averything  every |
Y. inthisworkshop has done an apprenticeship with an engineering company.
Z. Maore than 400 machine tools are produced hera = ,except Salurday
and bunday,
o * production line runs contindously, for 24 hours.
[l S b eight hours a supervisor checks the tevel of oytput
5, e 5 maintained by our own team of fitters.
&, All the produckion is distmibuted to agents _in Europe.

Keplace tha undertined words in the following sentences with each, every or & compaund with
every. ang make any ather necessary changes in the rest af the senfanca

1. We design every article we make

2. All the ¢mplovesc here recaive a productivity bonus
3. Every worker is entitled to 30 days™ paid holiday.

&. All the desizions are taken by the Board,

5. A new worker 15 elected to the Board aiter iwoe years, (n ather words
in 2011, 2013, 2015 atc

&. Ingvary place you ge here wou sea examples of our campany s good argamsation

Transfer

Wirire five senfences, using each, every ar compaunds with every, abowt your fame fown or the
place where you tive ar work,

Exarnples:
Every apartment in the block where | live has a garage and a balcony.
Everyone who lives here pays for the maintenance of the lift.
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entences

* Twa high-profile cverseas directors will soon be added ta the board.
# About a guarter of our profits are made in the UK.

& Thea dresses, which retail at 1000 euras each, are all limited adition,
& The market is held twice a year, once in March and ance in October,

We can divide numerals into cardials, ordmals, fraclions and decimals and lrequency expressions

1. Cardinala
Here are same xamples:
0 - nought, zers lespecially in mathematics and Tor temperatires]
“ah’ [in lelephone numbersl, nil lin sparts|
100 - afone hundred. We have afone hundred different plans and price schedules.
10t - :_:|.|Iu:'|-||¢ hurldl"m'.l ;’Jnd Grg
1,000 - afene thousand. Up Lo a thousand peopla are expectad to altend the conferance.
[ral: ane thousand af
1107 = ane Vhowesnd, ane hundred and one
3,000 - three thousend, Three thousand survey forms were distributed across the city,
[not: three theusands of survey formal
{000,000 - a/ane million

2. Drdinals
Herg are same acamples:
151 - first. The first of April. [spokenl.
Znd - second. The second day's session followed the same basic format.
Ard - third. We are the third largest travel retailer in the country.
ith - feurth. i shares are sold during the fourth year of ownership the tax obligation
reduces, [i.e. in four vearsl.
2151 - twenty-firsl. We must remain competitive in the 21st century economy.
100th - [enel hundredih, The company celebrates its lone) hundredth anniversary this
maonth.
10154 — |one] hundred and first
1600th - lone] thousandth
1000GC0th — fone] mellionth

Wate also: el ast faniother icfcitinal
The nexiflast five years will befwere critical. (nof: five next/last years)
We need anotherfan additional bwo weeks Lo finalise Lhe designs,
We have invited another person, [One more person has been invited |
We have invited five other people. lother can mean more or different)
We have invited another five peopte, |live more people]

3. Fractions and decimals
Here are some examples:
¥e - lal half. About (2] half {ofl our profits are made in the LK.
¥i - afone-third. We can usually offer a discount of one-third off the list price.
¥ = two-thirds. Two thirds of our expenditure poes into salaries.
% - lal quarter The meeting started at [al quarter past six.
¥ - three-rfuarters. Presentations may last from five minutes to three quarters of an hour.
I - afone lenth. This represents a tenth of our investment.
1% = ane and a hall. The interview Lasts one and a half hoursfone hour and a half.
Irat: one and a half haur|
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25 - two pant five www.tienganhedu.com
375 - three point seven five [nof: seventy-fivel

26012 - twenly-si paint zero [ar 'oh’] one two

&. Freguency expressions
e wice thres thimes e firmes
The market is held twice a year.

1. Dates
Matice the difference bebwean the written ard the spoken forms and belween British and
American English:
We cpened our new offica on 5 April 2010. (BrE written] or on the fifth of Aprilfon April
the fifth, two thousand and tenftwenty ten [BrE spokent,
We opened our new office on April 5th 2010. [AmE written] or an April fifth, two thousand
tenfiwenty ten [AmE spokenl
B&2010 5 April 2010, i.e. date/month/year |BrE written|
&/52010 5 April 2010, .2, month/date/year [AmE written]

2. Times
Motice the writien and apeken lerms;
The meeting will start at 9.00/9.00 a.m./? o'cleck [writien] or at nine a.m./nine o'clock [spoken).
The meeting will finish at £.30 p.mJS16.20 [written] or at four thirty p.mJhalf past
four/sixteen thirty [spoken),
There will be cocktails for 1% hours from 5,465/ 7.45 [written] or for onae and a half hoursSan
howr and a half from five forty-five/lal quarter to six/seventeen forty-five |spoken|

3. Dimensions and specifications
Below are some expressions in bath the written and spoken forms:

B Moy
E125% - a/one hundred and twenty-five pounds
£im - afove millian dollsrs
El bn - afone billion euros 11 billion = 1,000 million|

b. Dimensions:
Distance:
1mm - alone millimetre
1hem - ben centirmetros
5 m = five matres
Thkm - seven paint fiee Rilometres
2 m =3 m -~ wd metres by five metres
Masgs:
g - [&N Qrams
1,000 kg - a/one thousand kilos/Nilograms
SqUATE MBASUNe:

0 em® - afone hundred square cenlimetres
10,000 m* - ten thousand square metres
CapaCily measure:

el = ten cenfilitres

21 = twedr lilres

Cubic rreasure;

1000 cre? - afone thousand cobic centimetres
1M m* - alone hundred cubic metres
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€. Mathematical symbols; www.tienganhedu.com

2+ 2= b and/plus twn » - ia greater than

=& = isfequals’is equal 1o four . - i5 less than

=2 = minus/less twa = = 5 igentical with/is equavalent to
% & = Himes/multipled by six = = |5 approsimately equal to

v 3 = divided by three 2 = bwo sguared

f2 = divided by two 2 = twocubed

[ brackets 2 wer ko the power o

i} = braces 2 = bwa to the powar

I = sguare brackets § = the square root of four

«» - angle brackets ¥27 - the cube root of twenty-severn

Motes
1. And in numbers |BrEl:
173 - afone hundred and seventy-five [BrE}
175 - afone hundred seventy-five (AmE]
1005 - afone thousand and five [BrEl; afane thousand five [AmE]

2. Singular and plural forms:
Hundred, thousand and miilion need a or ene in the singular:
About afone hundred pecple attended the meeting. [not: hundred)

Hundred, thousand and million do not take a plural =s in preciss numibers
o after guantifiers, e.qg. several, a few:

$500 - five hundred doltars (ol five hundreds ar five hundreds of]
several milion pounds [nof: several millions of pounds

Hundred, thousand and millicn take a plural -s when the number s not precise
ar aller many:

hundreds of customers

thousands of enquiries

many millions of dollars

3. In approximations wa put the smatler nember first:
tour or five hundred people (nof: five or four hundred peoplal

&, Another versus different
Would you like another glass of wine? [one mare glass|
The wine tasted quite different fram what | sxpected. nol: quite another|

5. Mext versus nearest
We use next o mean the nearest in fime’;
We will discuss this matter at our next meating.

Bul we say,
I the near future [nal: in the e futus)

We use nearest o mean “the next in distance, time, degree and quality’
Do you know where the nearest chemist is, please? [nof- next chemist)
The nearest colour to your sample is this one here.
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Wrile how you would say the fallowing numbers.

| OO0, 000 b, (000, 00, G0 £,385 547
U5&53m £ T.2bm ¥5.703
£10.20 100 £3.99
454 W T

3,154 1,156

FEELC 1250°G

445 ki 22479

10F km 50 m 295 em

Hannah Dahsan is & marketing consultant who s ouf Seminar Marketing 2011
of the office today Her assistant, Plerre, takes down Dates: 23/05/11 and 22/06/11
I foifowing notes frvm & telephone conversalion Time: 10.30 -1 5.00
abawil o seminar Hamnah has fo attend in a few Room 204
weehs Hme. Later Hannah lelephones Fere and Harrow Confere
b givies her the message, Below are his exact wards: 189 Beechlands ';;?a%l!nu'ﬂ'
Fill i the spaces by writing all the numbers as Ferre N10 17EG e
vt if say (hem, The st twao aee dene for yeu Tel:087 299 5055
‘Hannah? There's an impartant message aboul the Cost: £1 95 + 17.5% VAT
Marketing Twenty Elaven conference. It's on the No. of participants: 80-100
iwenby-third of M don___ ILslarts

. vt sneaar [ Lunch (14 hours) served
a and linishes a , Y| ™ Black Swan Hotel £17.50
It's in room _at the Harrow Cenlerance e
Centrewhichisal _____ Beechlands Parada,
W__ EG Thephopenumberis | The cost ke each paticipant is

VAT and there will be between _ Al participants,

Firally, the lunch, which lasts for —— will be at the Black Swan Hoteland
willeosy. 7

Expdain the follawmg mformanion fe a colleague, Wnie down exacily whal you say

Farazisl silas ! fotual salos | S ehange
| 68,000 units 103, Thd wnits . | -T3.53%
$1.75m $1.5%m 4§, 14%
Thi metual eales warg _ — uwhilts compared with the forecast sales of =
A perceniage difference of e I tEFIE of turmover, actual iurnover was
— ,compared with the forecast furmover af — gl

per cent on the farecast,

Practise reading numnbers from any decument or website you can find, such as product
specihications, fnancial detanls, economic trends, efc.

1
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Unil 7O Time (2

A Sample seplences

= We can deliver the finished sample of a fabric in two weeks,
+ We'll meet in my office fomorrow morning at eight o'clock sharp.
* The funds fransfer was completed on July 7, 2010,

We can divide preposihions of time into:
1. bme-when preposilians, which answer the questron: When did it happen?
2. tme=duration praposiions, which answer the quashon: How long did it lasty

1. Tima-when prepositions:
at o oon by durteg  before  affer  beluesrn

rreteting startad
- - S -
past 9o'oxk peEsent  futume

The meeting starked at ¥ o'cleck. lpoint of me when the meeting started|
2, Time-duration prepositions:

in from. . oto wple wnedd Bl

meeting startad mezfing fmshed

.................... h.
- e e f -
past ¥ 12 ofclock presernt future
The meeting lasted until 12 o'clock.
C Uses
1. AL, in, on and by:

At + clock time 0On + dajes
at & o'clock on Ard May [spoken: on the third of May)
On + davys of the week In + months and years
on Monday I May
on Thursday aflernoon in 2012 [zpoken: in iwenty welve/two thausand
In + parts of the day |land] iwelvel
in the morning/atternoonfevening By = = deadline
hut: at night It must be finished by 1 January. |at ihe latest]

rvore: intime = in suffecaent Drme witfy time bo spare and on time = puncleally,

2, By and untiltilL:
We use by for an action which happens al or before a deadline
Both parties have agreed to have a document signed by 1 January.

We use until or till for an action which centindes up to a deadline;
The store will remain epen unkil/till 1 January.

3. Omission of Lime prepoesition:

@. befare this, last and next whon we use the above werds in relation (o row:
this evening inol: on this evening]; last wock [sof: in last week]

k. in phrases beginning with yesterday and tomorrow:
yesterday afternoon [nol in yesterday aflernaonl; lomormow morming

g in expressions indicating the bme frome
I travel worldwide 50 days a year. [nof- in a year|
The high speed train travels at 300 kilometres an hour. [nal: in an hour]
bul In serious thunderstorms, a downpour can produce 75mm Jin] an hour,

Intermediate Business Grammar
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Linderling all the time prepositions and labe! tham TW ffime-whenl ar T lime-duration)

The might shift comes on at 10 poans and works for eight hours, 5o the mormang shilt
starts &l & aum, Stall werk continuously, with ne offiicial breaks during the sight
hours, bul in praciice there are opportunities for short breaks during the shift

Luring the night most of the work s routine manterance and only 20 or so workers
are on duby, In the marning when the day shill starts we work at 80 per cent of full
production capacily. Well, at least we do in ihe summer and aulumn manths, up
until abaut the end of November when producien is reduced to about 60 per cent

We don't work on Sundays of course - the [actory closes, except in an emergency.

Exercise 7

Cornpleto the speces in the fellowing valh an appropriale pregasition. If na praposition i< needed,
feava the space blank

1. The meatingwillbe held ____ Bth July 2012

2 Theprojecibegan._ Jume.

3. Wellhavea 20-mmute break 4 a'clock

& Thereporiwontheready___ we'va collecled all the field survey data.

B. The wark, which has already starled, will be finished _____ ihe end of
tha week al the Latest.

. Make sure you've read the survey belors our meefing ____ nekb week,

ToWe'llworkalldayvand relas __ the evaning.

Wirite an approgriate serence for each of the

| 1
this month | mext month |

Tollowing Lime [ine diagrarms, Tha first has been 3. 01.00 e = 02.30 hours
fioie Faf i : = -— — -
J 1. ooowrence of acoident —‘ past | =fire burned=- | present  future
- — -
past  Thursday  present  future & auvertize for job
night r s
: ; - ' | -
PRI DN OYE 00 TN s: present  the end of next week
2. acodend happened — ==
- 3 - 5. alah last day of manth
past  1230am present  furbune | -

| submission of applications |

T

Describe a typical working day in your company and also any seasonal varalion in yaur comgany’s
achivilies aiunng Ife year,
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LTIR Time {11

A Sample sentences
+  Dur turnover rese during the last quarter,
= Mext year we expect growth of 2.1%.

B Farm

See Unit &%,

1. For and during: rreeling slarted  faished
The meeting lasted for two hours, + _______ P *
[length of actatyl i b X
? - 3 E -
TR present
2 hiors

During the meeting we had a fFIEEdine

short adjournment. - .

Ipem:-l:l withan which anoiher - . -

actmity happenad| e present
atfournment

The computer went down compuier wenl down

during the night. *

[period of time providing a - ) i " &

Lz frame when Lthe event . " pﬂ;_sent

happened] l:hevnll.]h:

2. Before and after-

Belore making any decision, | want to examine all possibte alter natives,
We cancelled the contract just 11 menths after signature.

4, During and while;
Durirg is & preposition; while s @ subordinating conjunction [see Unit 46 Motice the
parailel meanings in the lollowing santences:
During our visit to the plant, we saw the equipment in operation.
While we were visiting the plant we saw the equipment in aperation.
Motes
1. Last night and tonight
Lasi night = the night of yesterday |not- yesterday night or this nightl
Tanight = the maghl of foday [nof: today night!

2, The belore pravicus, Tollewing, next and last valh day or parts of the day:

W use the whan we use the above words in time expressions nol related to noe.

The previous evening = the evening belare the one mentioned |sor: in the previous eveningl
The Tollowing moening = fe morming alter 1he cne mestiened (s in the followmg mosning)

The pest allernoce = [ha altermoon after the one mentioned

3. Beginning, middle and end:
At the beginning of the year | received a call from a production company.
tuif- Im the beginning, we were nervaus about the deal.
She interrupted us in the middle of the mesating.
At the end of sach project the team manager assesses the performance of the team.
In the end, and after much discussion, both sides agreed to a compromisa, [finslly|
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Are the following sentences right o wrong 7 IF wrang, make the necescary correction.
1. We finished the project on Lime; 5o we had three days 1o spare.

2. We worked on the study for bwo weeks.

3. While the two-week penod, vwe had nd lechnical support at ¢l

&, Betore to start on Lhe naxt study, (here will be a short (raining course

5. The nexl year we are sure to see (he resulls of aur efforts.

6. The lollowsng day they agreed to sign the contract wathout any condibiors,

Exercise 2

Put & sultatde prepasition il the Dianks sa il pour cormgdeled serfences are chronoliagically
and grammahically correct. The first one has been done for you.

1. We completed the user study in Tanuary, _ After  this stage we miowed on to the
marhol shady

2. Unfortupately the user study overran by one week, The reason was (hat _
the: analysis stage, we ancounkensd some unexpected protems with the data.

4. Soowier finally managed 1o snpat all the data 15 Janusry

& We continued to receive dataoutput ________ another week.

B, Maturalby we had te werify the resulls 5 — i could hand sser tie results b the client,
6. 50 ihe beginning and the end of ihe project we needed a tofal of B weeks
e — the beginning of aur first meeting, the clent beld us that ime was of the

BSSENCe; the middie | explained about the unexpecied problems, 50,
the end | don't think the overrun will B2 a significant factar.

o

Exercise 3

Hefow 15 an exdract from the log of Sygma I, an oil plabform i the Morth Sea. Complele the ext by
wriling scitable prepesitions oy ke gaps.
T ey

o the day tha cea had been very ougn.
10,00 1 helienpler arived Bringiag e mplssemem

il These wors nesodiad &% 2 of our orow hed pore sick e
peavious nighd, The rew driless ara bo sty withus _ the
e ol naxt woak. Thay have just warsed 2 mantha
onhona and are hapoy o have a chengs. the ayening
ik aea calnad down ard we wers shle o ahar working combortably
agnin. Hwaues, [us L vy &Ml stared, the
pompuier wenl deswn again. The compuder bechricians wera 2alled n
and 3300 they had Bhe compular funning sgain.
1hatl, era »am no probems e négink =0T The
moming shili reportad lor caly fima &k 08,00,

e

Transfer

Murphy's [aw states, If anything can go wrong, f will " Wiiie about one sich oocasion in the form
nf a o @nd s as many preposiions of fme as possible.
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P

A Sample sentences

* We had to wait in a qgueue of traffic to get into the parking area.
#* The goods are moved from the stock room to the shap shalves.
# The stores have prices displayed on the shelves,

Wea use a preposition belere a meun or nown phrase:
inta the parking area
fram the stock reom

We can divide prepositions of place into:
1. place prepositions

Z. position prepasitions

3. miovement prepositions

1. Place prepositions
The preposilion we use depends on our wiew of an ohjecl. The abject may be-

A o valume sath Theee dirensions of heighl,
l bzngih and width, e.g, & roam, & carton

e surlace wilh bwa demanzions of length sid wiclth,
"Ir.__f wf. @ page, 8 chelfl

an area enciosed by boundanes,
D .. & car p:irk. o g:rr'dr:n
If'r a line with gne dimenman af leaath,

g & cofveyar biell, & mslarway

w a location withow gny specific dvrensmns,
., & mesiing, wark

Sowe have the following prepositions:

cut of
inlio] in, mside aul of outside of through

® 8 0 8

st on ot o a';_*;i‘“ T
&7 & -8 4§ & %
pail od h
inf1ol in, Inside out of ouftside ol thiooasgh
= & -5 & 8-
onlla) an off off across, over along
~ F 4 M
lowayl  lawayl
la at Froen fram

—= x o
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2. Position prepositions www.tienganhedu.com
These describe the relative position bebaeen twe objects The main preposilions are:

ghove  below  owver Lndes i frant of  befhind
e beside ontopol  Bemeath  nexl to

The hotel is next to the alrport,
There is a car park behind the hotel,

Motes
Overfunder and abave/below:
We normally use over and under to describe & direct verlical relahicsshig:
Finally, print your name under your signature.

We use above and below tu say that one object is higher or lower than another:
300 metres below sea Level
20 degrees alsove Igro

3. Mowement prepositions
The main prepositions are:

i ot af fowards awayirom  along through
pehind  in frontof  along ACTODSS Ger anfo
] down Fround frufside

Go through that set of deors and along the corridor te the main office.
There's no need to knock; just go straight Into the roam.

In sddition fo the abeve rules, pobice the ollowing expressions:
1. With at:
At the top/bottom of the next page
At the beginning/end of the contract
At the front/back of the factary
I arrived at the station shortly before the scheduled three a'clock departure.
[arrive at 3 building
of. Varrived in Portugal yesterday. larrwe in a country or cityl
Same students stay at university until they are 30. [sl=0; at schnolfveork]
Che started wark at 16/ at the age of 16.
Weeks later, the damage was at last repaired.

2. With in
She is in the UKfin Londan. [with countres, towns and villages|
He is in hospital for a check-up. |He is a patient.}
cf. He is at the hospital. [He is visiting, i.e. not a pabient.]
She iz in prison/church/schoolfwork. [i = institutions]
She is in business/computers/plastics/medicine. (showing type of employment|

3. Wil o
Take the first turning on the leftfright. [~of: an the Left side)
You'll find my office on the ground floor,
We use an organic fertilizer on top of the =oil.
Londan is on the river Thames.

&, In versus inbo versis bo:
We drave in France. [inside France]
We drave Inta France. [We entered France from anather country)
We drave to France. [France was our destination by car]

5. Ta have been to.
Have you ever been te the USAT [have been « to = to have gone and returned from,
.2, Hinve you éver visited ., 7|
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Complele the spaces in the fallowing conversation
ising wards from the bax. You will have to use
same of the words maore than once.

al thwough ower dn lo from  on
near  along  around. ool of  across

A: What field of business areyou 7
B: Computers

Ar O, that's interesting. | have a ssterwhousedtobe __ computing but she’s
PrESON NEW,

B: Prison?

Ar Yes - software fraud

B: Oh dear! Are you Amarican?

Ar Mo Vm___ Canada, And you?

B: Flerence, [taly.

Ar Oh how beautiful. | was thene a few vears ago with rmy wife
Br Roalky?

Ar Yes wefllew _ landon hiredacar . the airport, had a look
Lendon, ook aferry — the Channel, drove ________ Franoe,
the &los ..
B: Youddn'tge ____ Monte Biance?
A -Mont Blanc? Mo, we went a longerroste, — Col di Tenda, Then we drove south
Florence, What's the river —______ Florence? | never remember,
B: The &rmo
Ar Dhyes, Florence s e Arno
B: Whers did you stay?
A | don't remember, — ahotel Maybe ____ the Grand Hotel, is thai possibia?
B: The Grand? Mg, | don't know that one, Did you go anywhors else . ltaly?
Ay Sure-wawent __ Rome.Wewalked __ the Via Appia Anbica for six hours!
It wae wonderful! Then we had to leave, We llew ____ Roune
B: Il sounds g good tap,
As L was great! Say, have youever-beaen __ Canada?
B: You | hove, | slaved wathoa freend __ Mareoineer - about A0 miles away

5b| Intermediaie Business Gramimar
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The lext below describes the precessing of
sucrar bee! ta make sugar snd animal fead,
Fill Mie spaces in the fexl wilth an appropriate
preposition from he box, You rmay have 1o vse
sorme af the wards mere than once,

of of  oulside onio :'nm.
along ol in

s

e —

r

The beetistaken —__ __ lorriesepd stored . piles _ the

pracessing anga, The beal isaent asystemnof chaonels ______ the
processing arga. W is shredded and dried e @ huge eylindrical drier. Dried shreds of
beet are packed bags and sold as ammal feed, The sacks of animal feed are slored
e B lBFE WArEhouse before being loaded __ lorries for despatch. The

main sugar prodection involves reating the hguid sugae which comes __ the besat
e THE YR process.

Write a short description of 2 process pou are familiar wilf. Your chosen process
cotd refate to any of the following: production, payment, disiribution, research, elc
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72

A Sample sentences

= As| said al our last meeting, | hope to be able to give a more detailed report soon.
= Shea has worhed for the corparation as a field manager for the Last three years,
=  We offer help in areas like acquiring premises or employing staff.

Both like and as are prepositions. As is also a subordinating conjunction |see Linit 38,

Both as and like mean the same as or sirmilar 1o
1. As:
She works as a field manager. [Thal is her real job |
As | said at the meeting, | hope ta give a detailed repart seon. las + subject + werh:
nof- like + subject +verhl
The prices are as shown on our website. [= those shown on the website|
The current yearly rates of subscription are as follows: Ordinary £3.00; Junior £1.50;
Househald £4.50, [= those now to be specified]
We accept credit eards, such as American Express and Viza, (for example]

2. Lika:
The office is a Lot Like a family, and everyone seems to have a lot of fun. (11 is not really a family. |
We accept credil cards like American Express and Visa, |such as)
We offer help in areas like acquiring premises or employing staff. [no!: to acquire, because
like is a preposition and is therefore followed by verh . ing - see Uiy 13]
These companies, and others like them, are replacing the old system with a digital system.
|= similar to; notice the object praonown after the preposition Like - see Unit 59)

4, Like versus as:
After e resiructuring we siarted te operato az a prafil cenbre. |= We became a profit contre. |
After the restructuring we started to operate Like a profit centre, [but we did mot actually
become a profit centre)

| intermediate Business Grammar
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In the following paszage, labal the uses of ag with C [far confunctian] ar P ffar prapesilion)

A5 you know, we have anompariant decsion lo make, As we plan lor the new year, we have
to decide it we want o cantinue advertising through sponsorship, as we did this year, or
change our policy. As sponsorship 15 expensive, to slay wilh i is not & small decision. On
the obtner hand, other forms of advertismg, television as much &s anline advertising, may be
less effective. As marketing manager, | do of course have a personal view an thes

The fnllowsrg extract 5 par! of an emard frov a markeling manager of @ Eumopean subsidiarny fo his
Head Difice in the Urited Slatas.

Y i sk S| G witet O iR pendanl Gpeahiey. They Soapemcld wilh du |
beanchag wikch asarala ks indepardant Businagset, |

Theé menkebng canudlon ws gl workd ay & Eeskaicel He besrmimesndsd
adlwartisng In o moga@ng iks Corsrclion Weakly,

wdens iy Theis bea®ie OF Gur wiskly Bk i

— il

I
|
I Hi winds B S O rEpon Sch o5 an anraol iepcet, 10 s | end yasenooy &

flaw mark the feilowing as TRUE or FALSE,

1. Dur sales siafl are nol aclually independent operations,

2. Dur branches are ol really indapendent, bul they work in a way tRal is similar 1o
indapendent operations.

3. Wa wse a marketing consultant whao = indepandent from us

&. He suggested advertising in Donshraction Weokiy.

5. He wants (o see & mport which s similar 1o an annual repor

&, The repaort was just like the annual sales review

Exercise 3

Corrplele the spaces o dhe followdng senlences with an appropriate word o weords

The Munich Trade Fairwas —__ successhul i [revious years,
Thelastdaywas ___ _acarnival - there was such aptemism from evenyone
ivalved, & fair always has useful advanlages, meeling new custormers,

seeing competitors’ work, meeting frends and of course it gets a 1ot of publicity.
But a lasting benedit is always that a goad stand al an international exhibition
— Munich clearly shows that we are a leading player in the world
market. ___ we know, a high profile is essentizl fa mainizin aur reputatan
for strength in the market

Transfer

Write Fue serdences aboul voursell ncluding a8, ke or such a3,
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Appendix 1
FREPOSITIONAL VERBS

Seealse:  Unit 33 Yerh + prepositien

agres ta someiinng |= accept|
Ty have agresd to our proposal b spesd wp the
whale pragEct,
agres with somebcdywsomeathing
| agree entirely with you.
Bllaw fer samething
It e sninber we musl allaw tor delays of up to
dweeks.
amount to semething
Thee consuliancy fees amaunted Lo more than wa
e pxpecled,
apolagize lor somethog
| it apoloqees for Beaping wou all waiting,
apply ler camelihing
| hawe just applied far membershap ol a
prafessionad organsalicn.
approve of somebedyfsemething
Alber watching Lhe way George handiad the
erisis, | have to zay | camplately approve of s
mchiom,
attend 1o somebodysomeihing
| will alier ko this malter as sedn &5 possible,
[Hote: fo attemd a mesting
complain (Lo somebody] about somebolyfsemething
I"mi going le cormplain to them sboul thesr poar
delivery.
eanfarm ls somelhing
Al s preducts conform o European standesnds:
cansent ta somethng
They have consenied do & display of their new
producis af the show,
consist of something
The eguipment consisis ol Thres main paris.
depend on someifmng
The date ol the meeting will depend on whan (fe
sales directar i& free
hear abeut sornething
Have you heard sbiout the few sppeiniimoen?
haar fram somiehody
| hvespe e Biznr Trean you af e wou have laoked at
B proposal,
hape for somelhing
Wie ore haping fer a big improvernent in
produciivity next year,
insist on spimething
They kave insistad on a meeting with the deector
look at somebody’semething
Have you had a chance Lo look ab ous progosal
yelf
Laok for scrmebody/samething
Wiz are loaking ler enthusdactic agants in all
parts &l Eurape,
Lok fererard to something
Wiz are all teaking (ereand o reeating you.
pay lsomebody | for something
Wiz miusd pay thermn for the parts befors the end of
the maonih.

Intermediaie Business Grammar
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I you mler (o the conbradt, you il OEG o
R bl

rely on somebodywsomething
o can rely on them; they are iotally
chepenoalie,

succeed in someLhing
Congratulatians! Yau have succeeded [n gelting
the Saudi ceivtracl.

think abaut somilhing |= soncenirate)
A1 present wie ane hinking aboul your alfer snd
will gat back to you shartly.

think af semathing |= conmdaer
Whe are thinking of selling up a jaint venture, bul
woir waaild Lilge sameé micre mlormation aboul the
trading pessibilities firsl,

walt for somebady'something
W mcst contact them; ey ase walting for our
JITTSAET,

Appendix 2
OBJECT + PREPOSITIONAL VERBS

Egaslser  Unil 34 Vorb & abjetl & propocliban

aCCUSE Somenody of amathing
Thesy mocised e Finance Hﬂnagh‘ af FHIE-E:.-TI'-:_].
ihe campany s SCoouits.
advise somebody of faboul 2omalling
Please adise u= aboul any charges in ihe
legrzlalion.
compare samebody/semething with somebedy!
somial hing
Of caurse vou can'f compare Paler with George
They are totally diflerent
congratulate somebody on something
We'd like Lo congratutate you an your
appninimeant
conyinoe somebosy of something
Wie aust can toarmancs heim al L he sugentoriy ol
aur prndu;t:l.
describe something o somebody
Let me describe the mam parts o you.
divide/cul/eplit sormething inks comithing
v divithad iy presemaiian inla thiee mam parls
da seimething aboal sormehady/somesthing
Wi must do something about Sarsh. She seems
wry unhappy.
explain samething te sarmebody
Firar of all I'd Gike o ceplain the operating system
16 you.
First of all I'd ke io explain ks you oy bhe
Systern aperates.
interest somebody in something
Finally we have mansged to inleres) them in the
ey rnadel
prefler samabady/something to aormebady
=amelhing
b fac! we preterred the old medel tothe new ane.
prevent semebody from something
The bad wealher preveniad us from delivering the

goads on lime,
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protect somebody/something from somesody
sormiething
The new Legislation grolects us rom wnfair
cormpatifion
provide somebody with something

‘Wie would be happy to provide you with references,

remind somebady of somsaihing
Lel mie remind you of the recant changes in
Lhe argansahon,

apend maney on <orselhing
Lt year we= spent @ ol of mansy on new
cepiEpmeEnt,

tell samebady abbout somelting

Fhease can pou il us aboul the new developments,

Appendix 3

PHRASAL YERBS
Soralsa:  Unil 38: ¥Merh « adverb [phrasal verb]

break down
i g 1o call the enginesrs becaose the
machine has broken down again. {stop working)

bring abaut
The new sppomdments should bring aboul radical
changes in the srganisation. lcausal

call alf
I'oe adrasd | 'onogoing tohave 1o call ofl the
mesting. lcancel)

call round
Thee ned Lrme st pol re in the area, please call
v, beirl|

cloge densm
Aller long nsgofiations |hey bhave decided |5 closs
down the factory, [stop the operations of]

come along
Ag yau are hire, why don't pou come along far a
mezl with s thes evening. {came]

fillin
Belore the appraizal viardew, make sure that
wou ALl this torm i [oormalete by wriling in
releyant indarmmaison

Fimd aut
Carvwe lind oul bow loag Uty hawe been Buying
fram ABCT [discover]

lank aver
1'dl k= Bl an hour o Loak ower the igures befoe
tha meeting, lexdamine gudckly)

make up
| don't belkave thal story sbout the conftract in
China, | think he rade i ug, {invend something
thatis naft true|

move in
Evenything is ready al the new olfices; we re mboving
b neal ok, (e Lo s rew oflice or hause)

pat on
Wby don't yaw put an the heating; if's wery cold in
hers, e anl

sand back
I yau gan't e the gossds, you can alweys send
them bach, raturnl

speakup

, www.tieniglanhedu.com
I'meorry. | cen'l haar you very well Could you

plezse speak up, [speak louder]

speed up
Thiz is a yery busy period lor us; so we nead 1o
speed wp production. [make Ester]

e awany
Plagse make sure thal you thiow away the gmply
pachkaging,

A e oy
£'s & very atieactvg offer, Bl N ganag le haei o
e il g lreject]

furn up
Your don't niged a ticket b get in; you pust fom wp.
[arrivel

walk through
Or the nesd part of the Lo, we are going o walk
through the despatch hzll,

write dovwn
Miey've guated & price but they haven't writhen
dirwn e parl nurmters,

Appendix &
VERBS OF SPEAKING

Sewalse:  Lnit 3% Reported speach 1)

add  affirm  agree  allege  annource
answsy  argue assert  cfaim  comvmeat
cowrunumicate  convey  declare  demonsirale
tisclose  dhvulge emphasise  explan  highlight
imaly  wnlicale  Aform mamialn Aoy prove
recounl repeal  reply  reporl resfale  revead
shpey  sfdle  slreds  sugges! drarsed fell

gocent

Appendix 5

VERBS OF COMMANDING,
REQUESTING, QUESTIDNING
AND REPORTING

Spealss: Umit £0: Reported speach 1]

1. Cammmanding:

brief comimand direct  habel request
feguire (el
2 Reguesting:
ask bwg eall for  implare e press  urge
3. Questioning:
gal  dermand  eramve  egquire  nvestgale

query  guesiion

4. Feporimg:
S of Lhvitse verbs take @ subordingle clouse |1
s 1ake 20 inlinitiee well 1o 121 sd sorme Lake

bath (121
conwnes (L1 ancowrsge (1,2 antreal | B
Indetringte (2] fnwite [2]  motivete (2}

persiade 1.2 threaten 2] arge 11,21
warm [1,2]
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Appendix 6
NOUNS

Seo aiso:  Unlt &8 Houns

s Thee following mewns have only & plural farm -]

and take a plural verb;

archived  arrears.  assefs [belonging toa
company] comenls  custams [taxes| funds
[money] headguariars  owlskirls  preamses
[baildingsl  savwngs  sronangs  Hhanks

2. The follewing neins are encoundable singular:
acommodation  afvce  baggage  aquipmment

fwritire  information  fuggage  machingny

permissian  progress  frafie  travel  froubis

wealher  wivk

We're planning to invest in new machinery.
[uncounlahlel

Wa're planning to invest in new machines,
[esuntable plaral]

3. Uncountable common nouns:

8. These nouns ending in -bes ane usually
gingular
reongfmies  dacfics  pedifics - malfeimalics
ehics

b. Newes is always singulas,

£, Subslances are offen singular, &g
oll, bulfar, petrod, casl and wine.
They can be used as countable pouns when
they mean a lypeal;
Wao now sell three buttars, [three types of
butter)

Appendix 7

ADJECTIVE DERIVATIONS
Sew @601 Unil 51 Ajetives Varsus siverbs

App endix 8ww.tienganhedu.com
ZERD ARTICLE

Seealse:  WUnin G8: Articles

We do mot use an article [the o a] with certain lypes
of wards,

1. Mames af meals:
bypakfast  fuach  dinker  sipper
I usually eat lunch in the company cantaan.
What do yeu eat for breakfast?
Hul: | wsually et a small breakfast before going
to the office.

2, Instilutinns;
school coltage  undversty church  peison
fespiral
I went to university in Sheffield, before joining
the company.
cl Tha University of Sholfield has guile a good
reputation,
The uniwersity in Shaffield bas quite a goad
reputation,

A, Soma common woards
bed  work  horne
What time do you narmally finish work?
I'm usually at home at the weekend.
makl  hall  both
Mosl managers have had somoe overseas
experience before joining us.
At loast half of the problem was their Faull,
Both plans have been approved.

anding | natn el | adjeetiva
=ite define oefinile
=ful L TET uselul
-al Ecanarmy ecanaimical
“Ive praduct producline
~abla/fhle agres agroeable
enting | nakn/oarh | asjaelive
ilak TN rmEnagar il
accideni accidental
-less fiope hopeloss
e ECOnomy BLOMEMIC
-8l numbiesr NUMBTOLS
-ing mnferas imierasting
- mienest mterasied

Intermediate Business Grammar
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Answer Key
il = Model{suggested answers

TASKS 1

The Present Continuous

fiow | am manning @ new propact.
Al fhe momeant we are working wath ol B & D deparimend,

At preseni ol depariment is desigring new selulions
Cunrrendly hey are insfailing & e mehiir,

Miow we are planning new soltions.

Are they planamyg & nes nedwark & he momenl' ?

14l I8 12343) 15l

1. Mow Jalin e finshing pregarations far a
rreeting lamorroe.
2. Tormarraw morning, Michee, John and Patriza
gre having a meating,
3 Tonighl Michael is meeting Felix to discuss
the Irip bo dapan nesl week,
&, Tonight John isn't meeting Felis and Michael
8, Mextweek they are going to Japan

TASKS 2
The Present Simple

Ealcralt prodisces carmpaiier salbwane lor besness
apphcalong. The company supplies: propracms for
g business applicatians, In addition, Salteral|
develaps custormesed soltware lor indiidual
regurements Soflcralt empleys 85 people, About 40 of
Ehese work in program deelopment, The company alsg
uses exdimal consuibsnls,

Whal doss TMF produce?
e We mazhe ollice furnilure.
How mary employees o
dors bhe comaany have "-.,_‘
fi11]

Hizrie et i " i
paslacipato i rade s
A aahilbd sy
T

W o Lo 1 e 2 opear,
Theey're ey Expensze e
Mo | thing Ihey'se n
i - nnel isgebmenl.
trade fair? T 11 i Frankiurl, in
Seplesilies,
What about the fshinn

indnsigr thess days? e [Echanges ireguenily

www.tienganhedu.com

1. Wa always provide a good sarvice,

2 | pftan have face-la-face meetings with new
CUSLOMErs.

A, Qur company occasionally emplops external
cofsullants.

&, Loy m usually busy in sumimer

£, Ha hardly ever has meetings in he maring,

b, | rarely see the Seniar Viee-Predden

T. Wa never wirite raparis.

TASKS 3
The Past Simple

On Manday Déano 5500, reparted sncreasisd poolits lor
he yeer Eaporis climbed by 2 per canl last year but
domeslic sal=s fell by & per cenl. Twen mionihs aga (he
carmgeany Sl up now sales offices in France and
Singapare. On the Milan Stack Exchange vesterday the
comgany's shar price rose by 0,15 eoros e £1.11

J1 Wihen did you begin negotations?

D: We started thes manths ago

dr And yau reached agréement this marning?

Ds Thal's right

41 Wes the armginal idea yours or Faibon s?

Dy AL lirsl we approsched Fallon ard we pul
farward same culline propasals

Jdi  Diid you have any major problems?

D: Ma, as you know, we met many mas and wa
reached agmament Today

e Savwsary 2070 TELCO repoytod profits of 328m - an
increase of 29 por cond In Juse TeieBesearch TR
produced & prototppe of the Linca Mobile Phome and in
Dctober olfered Telce a ticence agreament. dne monih
later Telco offered to buy the Linco Mcbile Phore for
S5 TR rejecied the offer and hen e Jauany X107
Teleo suggested & joinl venfure. Negoliatons Segan
el i AT 20T T Teden andg TR faemed @ fdn) wentur
counpeEny, Linoo,

TASKS 4
The Past Continuous

{was researching now ideas when they found a solulion,
Mrs Fard was weiling a report when she resigned,

fhe produstion feam were desipning a new plan! when

fhe Qirecior sbandoned fhe pooect

The miarlager was researching a repet whern | resigrod

1. We were reviewing safaly procedires when the
accident happened
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2. Whike we were cleaning the tanks the chemicals
polluted the rver,

3. The plant was aperating at lll capacity belore
e sxplogon happened

&, WY& Ciermeesd odl e 5u|'.'||:ll!|| DEcAuS T jFpe Was

Ieaking.

As the equipment was gelting old we decided 1o

replace il,

&, When tho bre started =ho was wearing
profective tiothing.

7. Whils the company ware investigating the sccident
L posrrimend introducad new regulations,

B, The risk of oxplosion was highest precisaly when
the workars wers repairing the pipe.

O Manday al 16,30 5 construclion warker was hurl
al the Iribas plant, The fereman sdid thal four men
wire Working ona ool when a crane hit the wall of
{314 I:rull.-:lll'u_ln. ne al e rmash slipped and fell to Lha
ground, The crane driver tried to L a matal pepe
whan hee losd conlrol. A preleminary roport identilies
Lhree factors which contrabisted 1o the acciderd; the
ir.jurnd wiorker was not waari ng a saiety harnase
The crana was warking in 3 prohibited arez. It was
ramning. =0 work should hae hean stopped

TASKS 5
The Present Perfect Simple

Exercise 1

1. Mennis plc hiave rol contected us recently
2. | 'have not spoken 1o Frank vel

&, 'We have not orderad anything today

&, Paplo hasn't called yaw yet.

8. Mr Joyce has senl the goods loday

&, She has not arrwed yel.

Last pear our company reporbed a small incraass

ki profits. This year we hawa seen continued
improvement and gur turnover has risen by 15 per
cunl. This is vary igood news i difficull world
miarkat, In fect internationally, the market has fallen
Maturaliy, our costs have gone up and so the rise in
prefits = nel o greal. 1 is true that our domestic
perlarmancea has bean helped by the collapse of
our carnpeiitar, Capra & Pecora, which went out of
business in lanuary

i g hise hay

v hawe dlresdy seen  Ecerl Umes hes
bamin inceeawsd gt ood mprovamanl.  been diflull
wowih e warld aconomy
v have been has sullered a
e d A the dawrlurm
insrance mmarhect il b b

geows rupldly

Intermediate Business Grammar
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TASKS 6
The Present Perfect Cantinuous

1. You've heen warking far Paulus & Compary for
Many years,

2. Tau haven't been working for Paulus & Company
far many yeans

3. Haove you been working lfor Paulus & Compary Tor
many years?

4. Thoy've been saolling shares since fanusry,

8. Thay haven'| been seliing charss singe fariary.

&. Hawa they bean selling sharms since !anany?

1. George has been working oo hanl recently.
Iperiadi

2, He has made & lot of mistakes. [pabntl

A. Ha has been travetling all ovar the cauniry
[ periad)

&, He'= evan had & coupla af minor rad Rceidents,
[point]

B. Ha's acked for some time off warl, Jpoint]

&, Wa'va heen thinking of ways 1o help him,
[penod|

Duer Babr,
W e Sl s o die s I natianl

nren W Thva el

Pives herers besn de 1 (1 The postian.

Thbh meared weer paed an adwertaemenl inibe
vy B Marketing Ineeead

Fewtalbanl pethit Heed Hunling’ agarcy, Thiv
wiorma B b in Lrn_f;;:.w sehoiizn
Airvg CoatemEes

B reggarvia
et

LLd

TASKS 7
The Past Perfect

1. Tha plana had lelt when they reached the ssepor
Thie man hadn'| el when (hey reached fhe
airpart,

Had the plane e when they reached the airpart?

2. She had sdready sigred Uhe contrsct when you
called,

She fadn T [alresdyl Segned the conlrach when
i eakled,
Had she alneady signed Uhe contract wien vou called?

3. ou hiad sent the report eliore wie nallced
the mistake.

Youi hiaen't sent lhe repart before we nodiced
this mistake.

Had yau el iha feparl Before wa naticed the
rmislape?
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2. Wi bad alroady sald (e shares whei the markes: fall,

3. | had already met Mrs Haan befare the Saville
Trade Fair

b W hisd ﬂll'l.'i'l'l.l}' I.IlfhigHEI] 8 new lego belore we
cesned the packaging.

T perconl of wosren aged 18-25 had bought ekihes in
[ prisaols ek,

a per cenl of men aged 18- had bowghl clathes in
the preapus week,

A7 Fer cenl o rmEn .}g:ﬂ' S4-35 hed bowghl clothes n
the prevous week:

{]'n.!}' I pov' cant of man aged 24-45 hiad done =0

Mors wamen than man bad Bowph! clathis w e
[redns wael wr all age groups

Far bath men and warmen (e younpes! ed Seaphi
crathes maora than alder age griups

TASKS 8
The Future with Will

T | think I'll go te Athens soom, (1]

2. Arayous thirsty? 1l gel vou somethang 1o drink, (1]

3, We'll watch a sheel film, then we'll see the
production plant. |2]

&, Hald on = 1L just phone bars o ask her | 1]

%. When you come, 'l introduce you e Maria
Penrose, our Finance Manager, [1]

&. Thare'l probably b a fall in profils in the spring, 4]

7. Perhaps 'Ll gat te Sydney nexl year (4

B. | expact you'll stay in & hotel, won'Lyou? 130

9. John has arrived. 'lLga to meet him, 11]

10. The report will be ready on Manday, |21

2, Il be aboul cosl sanngs.
3. [ think] itll ba sasy,

&, V'l call the repair man

8. 'l telephone her,

#. We wont meet Bergil

2. After avark of mantal actity,
| expect (hare li bea nse ininilation,

3. A meutral aclivity as part of a prooess, 0.4 3
presentaton
First I'l explain the background,

& & noutral actity i the lulurs
The launch will be i Januar.

B. Activity dociced at Ihe ime of speaking,
15 tirrwe far the news. 1'E go and baten, then
Liell you il ey |||'rr1l|inq there alioul ghare
prices

de In the main clause of condibional | senlencas,
Wi oo bo Warsaw Il vzl My Fabrifsk, our<ales
rep hers,

www.tienganhedu.com

TASKS %

The Future with Going To

Aeiran Aethilly basan
nlroady N pragant
Somlahog | decEded IntEnkiaf s LuaRigny
L ¥
) o
d b
i v
'
f C

‘Praduct & s an old prodoct, nearing the end of its
life- fis the graph shows, sales lor Product & are
going te atl whareas sales for prodiect 8, which is
very profitable, are geing bo rise. Because of this,
we are going o cut production of & and al the same
time cancantrate sffarts on 8 In addibion, we ane
gaing b faunch a new produd), C

TASKS 10

The Conditionals (1)
(Exercse 1]

1. #you come, we'll discuss dl in detail

2. Hwe reached agreamend, we'd ssgn the coniract
ihe same day.

3, Unless thare ic a major problem, we'll nesd anly
ane day

b, H we have good advertising, the product will be
& SUCCESS,

8. 0l thare were an easy solulion, we woirdd have
awpided the problems.

b. i we had taken your adwice, we would have spank
MOFE Moy,

2. [f the =ales ara poor, we'll change the destribition
nelwork,
Il thi sales were peor, we'd change the distribution
relwarh
If the =afes had besn poar; we wiosld have
changed the distributon nebwork.

3. If there is high demand ovarseas, we ll increase
the Export Sales team.
If thers were hingh demand overseas, wa'd
increase the Export Sales leam.
If thera had been high demand overseas, we
would have increased the Export Sales team,

&, IT there is @ world recession, there'l] bea drog in
the world markel,
If there ware a world recession, thene woudd be a
drop in the sword market,
If thers had bean 3 woerkd racessian, thera would
have been = drop in the warld markak

165
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héy

2. W you stopped work, there would be na protection
far your Tamily

3, Nyou spent B pered in hospital, you wauld haws
nio ciower for hospital feea.

&, I your hiouse caught fire, you woaald have
insufficient cover to replace sl itams

8. If youhad & road accident, you wuld not be
coverad for legal exprnses,

&, 10 lthe worst happened and] you died, you would
hawve no Life assurance,

7. 1 you had ras e assurance, yaur famidy would be
left wit b na maney.

TASKS 11
The Conditionals [2)

ExXerc|se |

Depasitand paymem

Fin haliday booking will be aceepled ymigss secampadnieg
Ly Lhe ntcessary deposil, & canfirmation will then ba
ississd oncs b daposil kas bean recelved. The balarde
iy e paid a3 any Lime prosaded s nal laber han eight
wanhs belore daparivee

Chanans te baokings

fe ynuwill apprecase, wour holiday armngoements e
planned many menihs =0 advante @od on rare ocCascns

1t Frvay Do Peecesairy o moke changes: |f the unferiunate
Il Ehal we Term b0 ma ke major changes, you will

ke enitlzd lo compensation a5 shosn in Appendo 1
Hicasmar, o veill ardy bee eatitbed o compensation an
capdition Mhat yol corkact our office net later than Sever
days altar nntification of the propoced changes, Provided I|
Lhal we can subslilube & holiday of simiar quality, 1heno
wall biv rea ki lo mand 1o com b snglion

Misbahaviowr

Wi resorve 1l absadute righl 1o fermenate waibout nolicn
it Bpliday arrangemenis of any persen [ ke case of
imishefmaor icely 1o annoy ather passengers

Shpaild you have b prablem
m g P @ prebden, raimembser Uhae our

reprecankalives are on hand to halp.

i BN A SR BBl s

1. Shoudd the palicyhalder wizh o eabend thiz polcy he
rriieel felify B comparny belore the palicy expong dato,

2. Shauld the polieyhalder nol coptact the company
belare the axplry date, b company shall be
gnlifled Lo ferminate Hhe agreemenl

3, Were the policyhelder subsequenlly 1o decide to
ranew The palicy, the company would be entdled
to chargs an introductory dpe.

&, However, were the company (6 decids nat (o
renew the policy, for whatever reason, ey must
inferm the poloyholder within seven tays.

8, Were the company nod 10 inform the policyholdear
wilkuin the specifrad Hme, (hey may nol refose o
raney the poley

&, The corrgany may terminate e cantrael:

& ahauld the polieghalder i diselade all tha
reteyent informatian;

Intermediate Business Grammar

b. warn the palicyhaldepividienganhadieom

spctinng:
£, fad the policyholbder Failed o pay the Tull
premium by the agreed time

TASKS 12

Tense Review

Manfmgra & pA was lounded by Leamardo Mandegna wr
1072 Linndl 1975 the company heed only & sroall factary

in Varpng prodircing eeainty sfael plpes b 1974 & mewe
plan was apened in Milan and the company bagan
rranufactunng vates. in TPRE the Hepd Offine wag
moed B Midan. fn 200 Mantagna regctad & alfemplagd
fakever by Echo-inc., Chicaga, tn e mext fen pesrs safos
ofices were establimbhed in 48 differanf countnes. Now the
cormpany has g fumnover of $450m and prodeces 2 range
of over 40X products, The company 15 DaTVHN BXparEion
irdp the autemsdive sectar Mewt year e will be @ meswy
pantin the Uinited Kingdom and' ke cormpany plans fo
mpen 2 pland (o Soston, Massachiusatis in thiee years,

TASKS 13

———

Verb...ing

Exercise

E i
P—ﬂbmﬂl:'ﬂ Pty which mﬁﬂw I | |
beafpes '*"ﬂ?“m:r"““ I

,m,,.,-ﬂ-s_.m:: el it 5 |
|
| ::.u.mmﬂ."mh.an Wwﬁm’? -
I I.rlnnrrrrfmmnll
| Beiidnhe,
I
! Tinphirae (31 S0 PRI, ow 1} 590 THETE e

Subject B T | Alter Gantinualis
ofiverh afyath praposition | verkfarm
Wrking rexiewling o chacking repaElng

taving in thinking proving

m=i hawdng Is cavksul pidieg

liming

1. We ane mieresied in seebng your plenl

2. Launching new praduests s essantial for the
survival af the compimg

3. Wea laok foeward to hearing frarm s,

& He saggesiad meeting us next month,

5. Clarifyirg our policy is an essential prereguisile
o irnproving products,

&, By delanang we risk losing the coniract,

3. She said the products were old, and irvesting
miare in R & O was essential
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&, There was a kack of maney m the company, and
she suggested having a mghis issue

B, Dversiatling should be solved by raducing e
workfarce

TASKS 14

Infinitive

"We nead o increase |PS| research to develog

[PS} a completely new model. To have begun [PP
the reszarch earleer would have costmuch loss
money. However, to delay [PS] now will cost even
more, Spme membars af [he board appear to be
recommending [PCl simple maodifications ta [ha
existmg ranga. This is 3 wery shbrl-sighled stratogy.
To reky oni (P51 old models during & fall in the
markal s faile wrong, We have to plan [PS] for te
tong-termn dewelogmant of gur product rmange, As
Igakd, it would Bave boen batier ta have put [PP)
rrare cash into the project two years age, Mo, o ba
talking about IPC| relving on continued production of
a range that is decliving 5 desrly not sensible.

This, 1o me, is absolutely clear, if we wani to be [PS)
in cantrol of the siluation in fhe fulune, we have to
urderstand [PS] it now.

— _— —

[T

i B |

l K& going 1o ba dficeh ta reach sjreemend with mmy
el he afsprtising oraneial Thelr prinedpal negetiabo:,
Selly Baglonie, sprpeary be wanka losge dowapaymeant o5

pir of tniract - prigialohy freer 50 fa ol W s

A all e st thi e e, W e ha sy 1o dleoieia
e prasililing ol an a3sance bul personally | beleve |
i e 4 TEEke L SR 1o ayehieg shawe 30 e
cerd. T elarily cair povidshon ey tely oould sove g
Thme.

| it v rfvarre ddine Raghose of oo view o ghe
. W dhaaadd ales a0 ohese Thisn Mo ik
Faitaarshiy Plaisslie] aie happs w0 1ake onthe srolen
il thasr seprusation Fos gk sbandards b as good @
Erumy's. We need o rennive ihs versy soon, s Eme iy
shor.

O —

Bl enigardi
Zavdh

Ak

1, We wani to talk about the probiem of transport. B
2. We delayed having a mesting.
3, We decided not 1o have a meeting b5
&, We slarked te candider he allamatives &
B, ‘We aveuded having an accidend

1; To bagin the resaarch aclier would have Cost
reLchy Tivare rrdiney

2. To delay novw wrll ceal even mare,

3. W hawe te decide on our priorifies

4. My impressien is that to increase production = a
high-risk strategy

5. To invest mare during a Bl igARgysganhedu.com

quila wrong
b, b wawdd hiave bran Beller bo havie pud more cash
it Lho praject Do Yosrs S,
7. T hawve cammissoned maore marko! reseach
wondld have helped

TASKS 15
Verb...Ing or Infinitive + to

1. I'd like to attend {he conlarence

2. | rememboer maeting your callesgue m Dsalka,

3. Iiried to phone/phening you lash wesk bul [ ihink
FOL WEFE

4. W like B0 test Dhe goods Belore we despateh tham,

8. Wao bred asking for peyment on diters but in
praclice we had toadiow 30 days,

&, We wiould like fo make a formal agreemant

1. Whe'd Liks 1o have a masting
b. W wanl a menliong
2 W stopped 1o visit suppliers n Budapess,
b e intorruptad our jodminy 50w cowldd vt thom,
3, Havo you tried sending geods ky train?
a. Have you sxpenmontad with the idea of using
ihia Eraen?
&, We rememberad 1o send pubbicity material with
the goods.
. We did not ferget 1o send the matenial with the
gands.

1. | triad to call you yesierdsy bul withoul success

2. | remembar sending you & tender for the Appla
Framel bl we have had ng reply

3. We like to cantact potential customaers 1o check
their reactions o tenders

&, Varm surg that if your sbop to think aboul our offor
youd will agroe that the price is fair

TASKS 16

Verb + Object + Infinitive

[Exercisa 1]
OFFICESPACE

W w ]| Rl il SoE POLT SPace pratiem
Wi | e ST N @ el M Concepn T cifice designd
The el n elfice geitsea alowsoil fo cisate sddilana space
at bt sain Expiinds, W S enabile wal (g gedesign wariing
AR T AT et e I o wasiabl Lk i 0 S v
dnfalls of Sk amaring offer omal us on ofoEspaceErai ook
Or if e weeni kil ok b Dabiphand o, sy deng D00 and
ask far Freefome DFACESPALE.

1. | persiaded you o cama.
L. Ipanne doas nal allow Harchasers o accepl gifts,


www.tienganhedu.com

168

3. W wnnl thee report b b dosinoyed
&, She can help new recruils understand
B, Henry would prefer me o resign

1. The reporl mede us io feaew our lpiecasts ]
[he repart made us reviow gur lorccasis,
2, The reparl laded o identily the cauce of thi
aeciden|
This allown te ke furlbor invosirmesnls
This allows us to make [urther invstments
Wi wveani Chad vou respect 1he leems of Lhe
conlrock =]
Wa il i Lk mt’im.;.l Thi larrms ol the condrcl
8. W askel thern Le advance the onder by lao
o
&, e would filee that your I come o the meeting. &
e ol Bikoe o 1o corne 1 e imEeiang,
7. The conlretl does not peErmdl Lhal we increase
the price. [
T conlracl does Aal poermil s o mereasa b prce.

TASKS 17

Will and Would

HE

-

A This is the contract fgr tho transport of the order
o qu.apnrﬂ. ‘Wauld wols chech ii for ma?

B: 0O cavesa, I do it nos

B You'li see, they wouldn't agree o pay the
insurance:

B: Eeally? | think that alher compamy, TransiWorio,
would pay il

A Mo, onthe contrary, they wouldn't But i you Like
I'tl ask them

B Mo don't, I'm s you’ e right

Ei'u'_‘l Lo ..

Helena: Oh, Martira. You know about e despatch of
the KMB order temarrmw™ Would you check
ital the bransporiers will arrve sarly?

Marting:s OF course | will, 'Ll phang them now

Helena: And do you know if eyl reach the ferry
Eermiral in (e Tar The 2 o'clock :,ailiing'-'

Martina: | speks fo them :,-'E:smrdm' Th;-_::,- said Uy
would

Heleha: And did Lhoy adprs 1o Dring hack the [aulky
g.nn-d:'-'

Martina: R, they wouldn't do thal thes ime
Eecause the [orry is going on 1o Bari with
oiher goods. Thay sasd thay'd bring the
fauily geads anather time

Helena: | see. Thalsa pity,

1. Excuse me, wauld you belp me book a flight to
Manchastar?

2. O course | will, [T do it nowl.

. iyouwand, 1 help you unlgad the gonds

. Wes igwall,

5. Ma theywan't

Intermediate Business Grammar
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TASKS 18
May and Might

1

Slach lewele may riss in the final quartor af tha YEAT

2. We may not have any SupecFis in stock

3. We may/might change 1o a post-in-time mathod

of procwrement,

We may need lo ncreage (he quaniity we bold o

sleck byt gur present suppliers might not be abla

L el pur nesds,

i 11 thee guanlity is miol gead ancugh we maymight
chvinge enar suppliers,

&. May | check atock levels laday instead of tomonmow?

T yoar check stock levels fodsy instead af ilomarros
you meght gel inaccurade infermation for the manth.

8. We may already be Lsing thal supplier.

F

T. s, it mighi l:I.‘,ull.;rH_E e repulation

2. If v dom |, the public may/might misunderstand
wur inbenlions,

3. We'll hawve an “open’ daywhan averyana may wesil
The Factiory

&. 1f v don'l, wo ma/might not gel fhe suppord
i i

B. M, | said they may come

&, | dun't kngw; They mag'might, or thiy may/might not,

TASKS 19
Can and Could

A: Can | see you nexl waakd

Be (M course you can. Could you come an Manday?

B: Mo, warry, Lean't come thon, 10 s okay with vou,
1 could comas an [l:ll;'ﬁl,]a,'

B: Excelient. Conyeu canfirm by email?

As Cortoinly. | can do that now. Oh, anather question
Could I hrlng my :nlll}agua, kr Lea i'.l'.'.u":g"'

= iM coursa youl can. | ook lonward to meating himi

A: Thanks weiry miich. See you next week,

2, They could find the (heory dilfizal)

. Thea manager told Piaro thal he cotild do the cowsa

& After the course you can cammy oul major
mainfeEnane

6. This caurse was not avadatle last year so Gautier
couldnL'can't have this qualification.

&, Dug to company tuls, he deparimen! could nal
sgrend mangy oo Lhe course

Perm

aast p

Possinili 41}

pastnresent futice | presentfutire

] 2 it L] T 1 2
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TASKS 20

Must, Mustn't and Needn't

[ The colour of e plaste 15 nat right. Th liguid
miist hawe bean () toa fol, This batch must be
{0+ wendrawn but we nesdn't (-0) siop he
production, Chviously we must (O+) check the

| temperabura condrol. We musin't {0-} eave i

| as i ls or e same thing will happen bamormee.

1. Obwiousty we mustn't pollute rvars,

2. We naedn't budd an expnsive purification plan

3, We must make smadl changes fo praductian
mmethods,

We kad to look al our produciion comid
procedures. Wa didn't nead fo examing every step
in the process, but we had to asy all employees
iy vl el Irrpronig the systam. OF coairss, e
managemen Bued the mees bul we bad to
Implerant them.

1. Bhiram is latz. She had anather meeling Lhis
rremensg bl (8 must have fimshed by now,

2. The geads are faudly 5o we needn't pay fer tham,

3. The productian coste g Lo hegho We must
raduca tham.

&, The syatem = dangerous. We mustn™t condinua
using il

5. Thewade birgke =6 owe had to replace it

&, The superdsor says we have to report any leakage,
Last year we didn't meed to repart small leaks.

TASKS 21

—— e —

Shall and Should
[Exercise 1]

Ar Shell we wail lor Peter? |Sugy)

B: fes, he should be slong any moment. [Pri

#: IS e staying atl morping ¥

B: He cerlaidy should, [Ob1) We've imperiani
Phirays 1o discwss

As While wa're wailing, shall [Suggh | show you the
repart?

B: Ma, | ahall [Fudl ook ab 8 in detoil ths alterneaen
| think wau sheuldn'l [4dl say anything about
il until Peter's hare, Shauld [Cond] i1 be
cordroversial, he'd wanl 1o be the first 1o know,

Picture & - Z Ficture 0 - &
Fictire B -1 Pictere E- &
Picture C-3 Ficlure F -5
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1. Shall wa hawe spme funch now?

2. Should we change the schedula®

3. Vou shoubdn | continue with this!

&, ahe should arreee at about B o'clochk

B. The report should be good

&. Should wou want tn e the maching in operation,
rlease contani us

e ————

Flons, T going 1o ok about new produolos plars. |
Fiest Lt falic shebi i 24-bovr prodact b i & T

Frial plaal, than | wasl o sy somathing nsosl oer mms sl
Ena ut Famin. 5o, Frisk, Prosueion gt s i dena | bk

i TN L, WAL i T ot — iy abenok 10 e of ity
by this way mny buiges Bhoadtl Ba abmisaiad san wive eraatiag
chisos, Ehall | desastte el i deisf? #rol, i i medie

50 et 2t SRty i prodkezion Slipll will b aboll the pins a
# i resu bt Shes invh poosead . Thia ghoukdn' bis o Bl protdar

repard P il biss ey oot oo e ol e westh, Mo, 1w starral ||

e W e S oo e L

TASKS 22
Active

1. The cost of lving is rising laster than ten yaars
ago. i

2. 'We nead 1o reduce casts. [T)

A, Wlanulacluring coempanies are experlencing
major prablems. [T

&, Saervice companles are dokng better |T)

5. Unemplayment s incrassing o Lhe
Uniled States. |l

&, Property «alues show a shghl fatl |7

7. In spute of the problams, econcmests are
aptimistic (1]

1. Thie bank is going to ralse interest ratas

2. The cost of barrowang will increase by ¥ per cen

3, Many companies are paying heav cogis,

&. Aninterest rate rese will worsen indusiny's
prablams

8. & represanfalive said the news would be 8
disaster.

1. First wee load the poods anlo the byl

2, After that the lorry texes the gaads 10 the post,
3. Then the driver hands aver the docket

&, Mext, the cusloms sign e dockel,

B. Tha driver koeps the dockal.

b Finally we fite the docke

1. The Vice President ook snimportant decision
lagt wnak

2. The telephanisl kas bean making'has made teo
many private czlls recerily

d. The nightwatchman has just pairolled the factory,

1-1
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&, The plant does not rmanafcture producls during
tha Augus! holiday

5. The laboratony will 1oetfin i g testdis lesling
the new product nead werk

&, The cormpany doclar checks the emploveas evary
manih,

7. The maintenance siall are repairingwill repair/are
going 10 repair the produchon fine noad Monday.

B, Canleen shall do not conk food al the waskends

TASKS 23

The Passive

1. Stall hewve baen recruited by the Human
Resources Deparlimerl.

2. Finthod praducie are slarad m Lhe warehouse.

3. Mow praducts are going te bie developed by ths
R & 0O sial

& Goode are manulactured moseveral locations,

. The new plan! will be vpened by the Corparation
Pregigent

{ s A smd B ave poured indo a cenlatier. They arg
rmewed and matirad G s added. The mifive & heafed
fa 2300 and lef! to cond, Thap dhe mizlure is poared
info sl cans The firs m clpsed, lebely are applisd
andl that gonds aie conveped fo e warehiouse.

1+ 50 par cond of our production s gaing o be miade
al put Babram plan

2, The company's range ol seraces is being
aopandad

A, Qur headguarters are being relocated in Malaysis,

£, The commission pad b agenis was increased by

the Sales Manager.

Proteckve clothing misst be warn by employees

inside the production area.

&, The merger propasal was being considerad for
rrst of Lask year

TASKS 24

Be [1]
Exerciso 1]

Wi @re revicwang salanes al the moment. Howesae
they ane unlikely bo be ncreased by mere thian the
curegrd rate of inflatian, which ks J per cenl, The
fuivre stronglh of e company deponds on capital
imosiment, Whan cosls increase loo mach, capital
impestrment is reducad. This is sure o alfact tha
profitability snd long-term strength al the company
Wi are cammiiled bo the devetppment af the
company. This has always been our abjective and
will continue to be 5o in the comirg dacade,

Irtermediate Business Grammar

www.tienganhedu.com

2, One iz responaible for hall the produci:en, ('t d7
A, And thatl one s inAtfeng, o'l d?

& The Thessalonika plant w2 the smallest, sn'ti?

3. Aandils the newesh s La?

& 1L was cpened in 200%, wasa it

7y dand @ rew sand will be opened et peas, won'Lid

Dipar ir &=bobun

W miws vy (st 43 fucer that you and inlerdida) In owe new
TESADRD poocwrl Lisliwturansdy, e doouraaieiden sl rab hes
oy il ol Eenth, Thaiihen | am sndiodig with i Dk
the prolminery dyiais

B you o no dosbd swave, e TESPO-1 sas bscod ol #ae aed

ol Il gansres mad has baeis o prasl seocess Ve g oonbdan
1 hat TESPLRE wiill be s [ SUo0ess, oo,

W o Trea i Drdoermed i n bl b ol see o e Howersern, il
i e (Pl A B TP S W] e s in, wil st
bt ko e dg ye by Ehene.

Feray shacorEly

Y Buty
B Baloy

TASKS 25
Be (2)

1. Righi.

2. Hight.

3. Wrang Compames are meating the challeanga by
baing e cautious

4. Wrang, Dur adwice 16 pew invesiors is: dand pul
all your capital into cne fund,

5. Wrong. This servce has been offered 1o clienls
for bwenly years now,

2. Originally the project was to have been comeiad
by the end af nexl year.

4. it s wnbartunale thai the bailding company ran
it some financial dilficultias.

L, Finally the project was abardoned altarwe
dermandad they keep to the deadling.

8. Hecause there has been a delapiwe have baen
delayed/ihe project has been delayed, there is a
lot of pressure on ws to lnd a replacement,

&, Al the momant mberested companies are baing
invited to submndl tendars

7. Onginaliy sl tenders were 1o have been
subsmitted by the and af Last month

B, To be honest, we are unfilkely to be in the new
building on kima,

There is &0 airline in France called Air Europa, It s
aemied by a consortium af French, German, anish
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and Bugch companies, There are oo many airlnes
i Europe and It s [Raly that A Evropa will be
baught gut by ore al the Larger natkaal carmiers,
They are o small company and are unliely 1o rermain
independent, The ks & common patiem in Europe
wilere a ey years dejo there were Many mone
mrlines

TASKS 26
Verbs of Speaking

[he board met 1o discuss the new linanceng
arrangements. The Chairman told the meeting Lhat
changes ware necessary to reduce cosis. He ashed
the Fenance Manager Lo descrbe Lhe new plan,
She first talkedyapake abowl Lhe rensons donr the

changes. Then she epoke/talled abaut the nes olan.

I firsd beeard sbout the problem when Jane told me
abaul ii. We discussed il lor an haur, | asked he

to tell me the reasens but she couldn'l say what the
reasnns were We agread lo apeabytalk abeul it
again belore the meeting sest week,

Ariome Proata, Arjone, Sph
Karamure:  Hislla, this s Yo-Ling Wu, lram
Haramure, Can | spesk lo Mz Rina
Arione, plegas?
Arisme She's ina masting [ush meel Can ypou
tell e what you want (o talk about?
Haramura: Certamly | need (o discuss our
mmeeling next month, | would like to ask
M= frione far some sugoestions for the
agenda. When could | talk 1o her?
Arione I think she'lf be free in about an hour
I'tl ask her bo call you, shall |17
Haramura: Ohyes please, O you say abaut an
hgur®
Arbone; Yes, spproakmalely. She'll call you then,
Karomura: Many thanks Gesdbye
TASKS 27
Verbs of Reporting
| £y | TR | DS | i L
indinitive « 1o 11} ¥
that + clause [2) | i o :
verh .. g 1 ¥
abgoct (4] o
abgect + inilinilive ¥ ¥
wilhi 12 §5)

inimiteer + bl 1]

that & clause [2] W W W
verd ..y (3 =

abject 14] ¢ | e

alect 4 infinlkie o o

wikh o [5]

The Headth & Safety Commities has promised a

Tl vt igation inka the acodent an tha drifling mg
Pultin in the Marth 5ea The Minister for Energy has
asked the Commitier 1o produce an interim repor,
The company concemeed, Genaral O, hos admitbed
responsability for tha socidant and has recommendad
carryirg out immediats safety checks an all similar
installations. The povarmment has threataned in force
the closum of the ng il the company claim this =
not necessary. & mamber of the Commities, Grele
Arnheim, has urged the company to agree fo a full
public enquiry, General O has indicated that they do
et thirk this is necessary bul that they probably would
accept Lhe conchusions of an indepandent invastigation,

1. The labour costs are (oo high so the Boand
recammiend
b, mducnyg the worklaroe.
L The R & U budgel has been reduced and the Hezd
of the Daepartment has warned
€. that she will rasign,
4 The problems require
b an immediate saletion,
. that v find animmedisie solution
£, We mainkaim
a. A high lavat af quality
5. The results prove
b 1hat we were right Lo inest

TASKS 28

Verbs of the Senses

1, #ler work | like locking gl felevision,
[ like watching television

2, lam smelling semething strange. Is it & gas leak?
I smellican smell something strange.

3, wdanl g at the resulls bul ned in any detail
[ 'want 19 lobk at the resulis. .,

&, U'm hearing you, please carry an, [nobe; this s
accoplable in American English,]
I'm listening, pleasa carry on

B, This surface 5 fealing wery good. 'What is it
murde af T This surface fesls By gl:.n-:l

&, 11 you walch over here, 1l show you soemei hing
interesting.
I you book aver hara .,

7. Tha wine is basting good.
The wine tastes good/The wines goad.
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T2

Weleamg ta Dwwell, Mew, I'd ke to outline (he
programme for the morming, We're geing Lo hear o
pressntalion by mar Vece-Frasident, Rolkn Kobins.
Then we Ll watch a [im atoul the chemical mdusiny
migrket, Then we'll have an oapoidanily 1o 1alk aboul
e filr Adber thal ot about 1145 feanna Tarrand
vl Lake et 1o Bl Lhe plant. Youli be sble 1o wateh!
few the productien process in action. Then wa'll hase
lusneh and | pramisa yau'll be shle 10 laste samie
Iocal specialites,’

Paul;

Hewe da you feel about the plans?

Angslar 'm ophimastic. Do pad want to Ses (he Latles

forecasta?

| ean't just now. Il Look At them tomermms

" gt 10 go and wateh a demonstration of

& nesw esting machine by Horowitz & Co,

Angela: Helore you go, the laboratory has produced
a varation on the RTA Navaurs for the new
Zappo drink, Have yau tasted it?

Paul: e, (Fwas obey but it smedt ke bad eggs!

TASKS 29

Arise, Rise, Raise, Lie and Lay

Paud:

pase [Tl nselll faplT] e ) anse i

1. b Different problems arise,
2. 8, The cosis have Fisen svery ponr
2. a. We can raisd the prices
e. The prices can be raised
4. b, [Fthe matenel lies direcily on the floar it will
ke akay
5. &, Layihe picture on the table and we'll 5261l
clearly,
b. Il ihe picture is laid diracily on the table we'll
sop |f claarly.

A problass ke arian sver codls fer The absve trip. | ¥
The sbline hacraload prices by 30 par coré ga thebudget |
Is Ao smal. |

I*lssasm rvism tha budget 1o meat thae exira cosi.

| —

Tharia.

fealfsound/lackfprove/seerwupetidnganhedu.com
rightiwrang

fealfzoundlook/runfbecome’sesm/appaariga + wild

teelfsoundlook/becomefseamfappeanfizll « il

teslfsnund/look/provefbecome/seem/fappear +
happy/unhappy

turn/becoma/saemitaste/ge + sweat/bitter

feelfsoundflook/ uraprove/becomef/sermfappear +
sceptical

tealfsoundflack/ lurmfprove/tacome/seemifappaar +
coenfident

sound/leskfprovefseam/appear/ge + crazy

sourd/leokforovefibecome Faeemiappesr +
absurd/sensible

1. Share prices are very valatide ard the makel
d. has grown pessimistc

2. The company has invesiad a lal in new products
and everyene
b. appears cenlident.

3. Alter lzoking a1 the spiendid resulls the Baard
€. tealsaacited about future prospects.

&. Paula has read the report on the praduct and says
she
£, FETTLEING pESsimEstic,

B. Alter a good start the project
A. winl wrong.

ARDILLA BJVERSIONES SHERILA}
CalnGavena 48, e lors, Speede
il Wiy Lvg-Wa
[Hazd ol Firanidal Planrirg
il Dryepmesin (LA
S bwron Balidiag
230-308 Cekivite Boidiinl
Bl

Hith Oiobin
D MG Ling

Thanh youi dor yoiir bsifar of Bih Dciabes

s, 0 W TR PPROSPRCTE GE 3 0 TEILT £ el mEemE in
Spankh roam postis L Pose etneil pan, Thine & a bt of lgrebiiy
i:-n-:-:l prnrgrqaenoe ol changes inpsthangs rates gng g genersl

of webrifiderci, Sha price hasr run wili, with Some cosmganiey
l'i:rnnﬁ by cpmd P e b Tl

L she ifeptwre pearmulay pon scand ed surpe) s when | oo ymu
thai Fbdn'i pad coslicln, Wy ferfien Lt week bovee presed rinhi.
Thrggs Boal budaf Jut Ry b oy o aradess w B isnabs

e bvhah Every ol L boave stmeeal b ang vy sospeionl
abenul propeo s inghe shor peim

okl wsirlac) pon il the e of T ek i | o 1 -chipinll) pionsa oty
Lo o ot it YRR s ]

Frgards
Mari gt Vaspuez

lrrdanimatly Lanudiari

e e e e e R e e e e e e e e i TN -

R R A T N e

TASKS 30
Verbs and Adjectives

teelfsoundfiochiiurndprevebecomefseemdappear +
oplimistic/passimisiic,

Intermediate Business Grammar

TASKS 31

Have, Have Got and Get

1. The company will gel & now director pox monih
2. 1 got your letter yesierday.
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E Ve st finishad (v ropart,

&, The gowernment hagal ol & workable economig
plan,

B Qur eompetitors haven' | gol any good products of
DFESEN

G, Fave you got iy letter yet?

T. Daes the 15 Corparation have any planis in Bores?

1. e hawe I;I:||_|F!F'| d 1_,.!'.','II'_'II3 denk Frarm (he ILEg-Ibll-ﬁl.'l'.lﬁh.
Mo misiakes, 1T'|.I5 larm s Cofmmman in AmE

2 Parivur Smvith had major insses last year.
Mo mislakes.

A, They hedn'L & gouf menagemeant argansalion,
They didn't have

& Had ihey the same direckas thon as now?
[8d thiey have, .

B, W gat & ruew palicy on Saes discaunts.
Mo mistakes,

&, Had waw gob ary benalit from the Iraining course
you did Last week?
DOid you get any benefit., 7

7. Have vou an agent in Moracoo?
Do jmrh.wa ar Egﬂ'h[. o

| 1|._]L|I pour eiier Ihia n-umirlg
Mo mislakss,

You

Dipes Harrow hevs &
manufactuning planl

infapan?
P "‘-l-\__- Mis

Harrow [London)

Whore do yous

Japanace ssles reps

o Harmow goods?
g E“H-nm.'-'l'tha«: a planl

in Segul,
Daes Harow have =
ainy agenls in Japan?
S Yes wee dn have agents,
We don't have any sala
— thatribator in dapan.

Thanh you. Goodige =~

TASKS 32
Make vs. Do

. Tha Chairman made a long speach. loomact]

2. He said the company dig a good pegdil in the year,
made a good profit
3. He said the cornpany would rermain independent,

though a larga compatitor had rmade an oler o
buy 3 7% per cent stake in the company, [corract]

4. The sharehalders coudd do & chospe batwaen
irdapendence and prosperity or the eeriaingy al
f=ing fakan aver by a targe mullimational.
make a choice

B The Chairman said that those whe recamimended
selling shares wore making a by mislake, lcorroct]

6. Ha tcliayed that insependenti il TSPRGARFR. com

shill mpks progress, foarmect]
7. Libd & boig In Seuth Amenica and was made
wilogme everywhers | wanl,

made a brip
B, They made Lee FiEfik wallanar M
cormplainis,

Thizy did the repairs withoul making any complaints

do an exgfrite  doa lavowr  maka 3 speech
rrake @ plon  rmake pregrees  make manay
te damage  make 3 decisan
maic i aphaelimenl  make a pmf.i]
fvabe a complan! oo job

ey

1. Hel has b choose belween Srrovw and Bow,

2. Ven, lhu}' have rrade an olier,

3, They de gead work and sre cheaper than Bow.

4. Hal musl make a0 appediment

B, Te sayf thers 15 ary rason wihy drrow shoubd anl
do ihe wark,

W [RTIRAATTOMAL, I|
i

CTER T B
Vi W] My
[T i

Meade Spari Suifaces
1700 Lakwd Balevari
Waihingtan DC
LETAERTLEY

— e

B2 Moy 20
Diear Bacandsie,
R Tewnia 558567 Project

Purifer 1o my ledepkane cxll laif wetk flare iz anme mare
acwa | have in 12l v,

Wy rmade o mexiska ds T iniital design mege. We ead 1o
iy aumn povs iesEnch os (e oMesin of hEgh @ Bpereents
ai e saifies drvad. Pleuse sianks ciraigoméila [Bé s nes
#2dl ki T BEbuater Libondigibes. | kive made cnipuariss
whoui exectly wha we noed b e ond R0 sl Rooas are
going o eaniaci me aw seom on ey make a degision
The degIE

Plragd make inre Ged baoss b ree daly
witd 12l hink we'll dm cor bowt io ressbv fbe prohlom i

susa ax passible
Kopardr,

Plrtcent Plesserir

Nhircap Frassman
Adpissaid Diseetis ol Fradusiion

s i

TASKS 33
Verb + Preposition

Exercise i

1. to sgree with someoane

2, to allow for semething

3. to apalogise for something
&, to consist of sarmelting
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Th

8. 10 hear offabout something
8. 1o ook forfal sometheng
7. Lo refer o sarmeans
B. 1o rely on somacne
9. 1o wart for scmeans
10. 10 agree te samathing
11 to-apply for somiething
12 10 approve fofl somethkng
13. 1o depend an samathing
T4, to mnsist on sarmathing

#a Have yod hieand atreart (he road irapsporl strike?

B: Yes, it's terrible. We rely an the drivers lor ail sur
COMmparg s,

Aa We should think aboud using our ocwn devers.,

By That depends an whether Uy would be hsgpy L
drive during & sirike.

Bz W can insist on them meetag e contrsc ol
oblagatians!

B: Yes, bul we have Lo allow Tor the prablems hey
could rree! on the roads,

Az That amaunts to sugporting the strike!

B: Ferhaps. Anyway, we:should have a meeting with
our drivars and hepe for a simple solution

Az Yes, Ihey might sgree 1o move aur compoients.

B: I oo, wwe'tl bawe 10 weail far the end al e sirhe.

TASKS 34

Verb + Object + Preposition

2. | wanl to diide the Lk ko beo parts

A Let e eompare prodoct & with praduct B

&, They'|l meplain the saftwane o the svantual users,

5. We spend large soms an invesimant,

B, We must pravent aur compeliens Inoen gaining
an advanlage

We ragret that we need o femand you af L lerms ol
e contract wahen you supgleed the geods. doceeding
to Articie 31 Paragraph & ywou would provide us with
furll instruciiens on (he installmiea ol the H50, Yaur
representeive, Mr Yogi, hos consesienly ildad o
explain the installation to cur technicmns:

Six weaks aqowe preferred tha HED ba rival
prochucts, but the sarvics you hawe prowdad
is lamentable. If this problem is not resoved
rmmedmlely and Lo our Lotal salisfaction, we
will have ta rodar the matter b our lawpers,

|

| compased fhm Ncloms Prrcicy vt the ek procet and || 1
N Lo o ot espusialve. Hesnmiorc | £nurylbicind |
B of she burekls. He agread bs boy hidlow groducts |
e wekied e 2 Eall yhia o Eha dhocltioe, (1
|

i

L
Aty

-
w
i —

Intermediate Business Grammar
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TASKS 35
Verb + Adverb |Phrasal Verh)

1. arrive = L up

2. causa = farihg aloul
3, ducove = |ind oot

&, smp waarkng o Iarealy dows
E. chae |a Gctory] e ghul chimsr
&. abandon la meetingl = callall

7. complete §3 form) = fill m

B. reject fooods receivied] = send back

Tomas: ‘What happened?

Janet:  First the purmp Broke dawn and <o Hhe
supervisar shut dawn produchien,

Tomas: Then what?

Jonet:  Wie leoked aver the pomgp assembly and sow
thal the How into the permg was fae last,

Tomas: And did that bring abaut o pressuns
pudd-up¥

Janetr Wil | think sa, yes,

e e e T T N, T,y e
Dl Bea.

Wodd din wHIT baain are e remcl ek G Sanne el
Tezqw He el b L i e A [ T,

fernd e s meeding has been caraedisd
Bt —

TASKS 346
Sentence Types - Simple and
Complex

A Semple stetament sentence: 154

B. Simple interrogative sanlente; &

C. Simple negatve sanience: &

0. Sumple 2xclamelive serlencs: 7

E. Complex sentence wolt subordinale clauss: 3
F. Complex sentence wilh relative clapss: 7

1. We are rearganising Ehe degartment and
recruiting new stafl

2. Wi are edverlising lar @ new compuler analys)
beesuasfsinoefas lrene has relired,

2. The posdion, whith is ot superviseny lavel, carries
& high salary,

&, We need a yaung persoh who = alea s shilbed
P IO R MATHET,

B, W will adwerlise invanous coundnes and in
specialist purnals,

b, 'We need someona with espersence bul not &
complels aepert
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m 9. Salss in beisure products haswinwetiergaahedu.com

L oladh § rise cu g
1. We nead e increace the guality of our research e e e

which will be expensive, Jur presenl research, e
which is an a new pochet-sized commaunications
dewvice, Is potentlally very exciting and a major TAEHE 3 E
technelagical advance is possitibe, —_—
2. | wark lor ABC which malwes mechanical and Subordinate Clauses
eleciricsl pars lor sutomabiles, We sell threwghoul
Eurape and Asia, but nat in America. dur Biggest m
cusiomers, Wi are lapanese, are some of the 1. The comméties met to discuss a rver pollulion.
kst kniown-car manulacturers in the world, prablam. i
2. I the pollution was capsed hy lncal industnes,
TAEKE 3? thioy woisld have 1p pay compensstban
A, The pollutien eoncerned chemecals which had
. leahied inta fhi river
Connecting ldeas 4. The problem was naticed when dead fish were
m fine in i,
5. Although companies had strict regiilations on The
1. ini the same way = simiderly dinposal al chepicals, mistakes aocurved.
& to sum ug = in shart &, Thie enguary asked what iraining workers bad
L oo = alsn By Qen,
'8 ”ﬂﬂ":r = lﬂ&ll‘r 7. The Managl:r =ald her comepany hal_.i e
& altematively = instead gworything possible 1o avoid the leakoge of
&, yel = however I:!'Eﬂ'llt:is ks e Fridar
T, r|=.|:|.r;|l:|r = ol course
B acarulm - hl.uh“"' lmr.::ll-' g .-| (1AL | ra.u-. { Esiiwai || Pap i ia ||:::- :-.I
Inreceni years the co y has exparded and the
wiorkload lar the mnugnpzﬁlznl tuss i regmed, Therefars, m
wer harve decided bo reorganise our managemenl The Chairmen sanl Faurey Ly i sl Ll
stripchure, This Fn:hn:r dhoses the foa organesation The industry has b wplin o A,
We plan to divide the present Administratian it BeiaLls
DE-;H.I‘IH‘IIEIM into 1vm, n'Elal_ing anew Finance Pcatr W Imisd the autlbak will be Blaak.
Departmant and a Human Resources rebuile aur ima
Cepartmant. In addition, he Sales & Marketing | don § ks wit thoseve al lheatimend
Degarimant will be divided into bwo, Furthermong, from the press.
a new Maragement Services Departmaont will be Shaild we Bl chaosing those that wil

crealad We beliove commignscalion channabe wilhin
the cornpany will be simpdilied, so deciinn-making will
= more sireambned. For example, decisinns which thar sttt
solely alfect personnal will now be lakan at the evel

of Hurman Resaurces. In general, the principle is that We musl lake
decisions should be taken at the lowest practicable o e PG PR IONE CRatmgE
lewel, especially those evwenyday decisions which wall Haring explaned wihich k= essential for

nod aftect the whols organisadion. Naturally, Tha mur posalan, Mubure proGperdy,
changes will take some fime ta b fully undersiood,

b mosl elbecive.

somo ol whech could havo
oo aviided,

that the industry lacod =

W nesd 1o Inok

birt overall everyane should notioe immadiate m

banediis,

2. Thie company organised o press conlerence 1o
answer critlhasms,

3, The chairman sasd that the salety record washed

2. We sell our goods sbroad, so obvisusly we have o beren rolilively good.

sat prices wilh the exchange rates in mind, &, The Hapdth & Safety Eeculne supporled

d. Flecluaticn in exchangt rales causes inglvlgy, tha casmpany whisn they nvestgated salety
In addition, it makes Brocasting mere diflcull procedUres,

&, Althaugh we preler @ stabkle exchange B Every precaution had been laken so the
gnwinpmmnant, we have fo acoepd instabilidy, managemEnt was confident,

5. Dur best preducts are sevaral years ofd, The F23, &, The press wrote ariicles whech exbggerated the
for instanen, was lzunched n 02 problems.

b, We nead to expand sales ateroad, aspecially in 7, Althaugh ihe company earries aul reguiar chscks,

Amierica accidents can still happen,
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TASKS 39

e S LT A L LY T

Reported Speech (1]

The Minister reminded the audience hal 20 years ago
things ware yery diflerent. Ha sakd ihe tirme had come
to face realiies and he bellaved we had (o chocoa
betwson cooperaton ar isedation. He wanhed that
rrmer problems woabd arise i we made tha wnong
chobee and asked if we wanted ta be anisolated and
frendiass contry

Asked 1 ke pnlu:*_,' al the g firent wauld change,
thes Menoler said Lhe Qe was warking lowanis
|mn1:|..',ir|-g Lhe qunlit:r' al services and r||a‘|-:|n|l:| L
QEonGITi Ghrang. Hp predicted ihat inflaton wiould
continue a1 precent eels < amand 3.5 par cenl =

ard sconamic [rowth, ey at 7 per cont, would risa

1o 4 per cept,

MODA SPECIALE
Wi Wil Emasdiaka U 200
S ik
Tifkaig 5042 DRSH) B
Fee, 560 (1) B TGa0ES
Fsk JEEAD4
Lo Mirg

U SR 10 RPN . | Wk e | Rl e Ak e
pheasgraits Jifs e ehe wauk’ comaimen. comlag o K ik B
and of e monk, She e ned she reaukl bang S datgd aed
i risned choihoa. Bhe anked me b moad woe Tl you ol swn
ar RormE mony. BT 2 yoo malSpeasrised 0 oty would be
i b bk Endrl Tuieaday el B Bsapn iradn’t sekod

Frraby. vra mibpn o i el ool bos, S el Wi sl e in
all day Fiday

i= " F

Foors

S

TASKS 40
Reported Speech (2)

varbs of speaking = agreed  commenled
worbs ol commanding = tald instrucled
warhs of regquesling - imvited  arged
werhs ol IR TR asked mq-q:md

1. Wrang. The sampany has teld us to sdapl Yisich
J0H) as our & fad the next e pears.

2. Wrang, Visdon 2020 urges us Lo adopt a range ol
Internal measures Lo imgeove procuctivity and
gualily throwghoul the company,

1. Right.

Intermeadiale Business Grammar

4. Wirong. Having preseniegniig FSRGEAHEAS. com
ranagers hawa asked their teams whal Training
they wrarld file

5. Wrong. Most laams have asked not 10 have
iheoretica! training courses

& Wirong. bn flact they have all suggested hawng
propect grougs Lo egploce the bestwiy Lo
imnplerrea Wision 2020,

The Personmel Manager asked wihan the new Iralnvig
programme wauld be streguced. The Training
Manager repiied Hhal she dign | knowe Bt she adied
thai they had apprasched a mamber of pissede g
trgrarsatiots The Persomel Manager asfked f e
colly spe the st of supolars. The Traiping Mapager
siresd (o led hirm see ke dalalls Tha Perspnnel
Manager sugpested makang & fral decisiot dngather
The Tramimg Marapar repded (hal sha areferrad o
mane Mhe fnal decision hergalf

TASKS 41
Questions

1. #ro you agents for Fischer eouspment 7

2. Where can | find this tpe of product?

A You're not sanous?

4. Fischar are markel leaders, aren't thay?

B. Soyou believe theyre expensive?

&. Do you think there are betier gonds available™
7. Canyou tell ma how reliable they ame?

e ==

Ex€rcise 2

1. How long fime have you been working on the
research?
How lopg have you been workmg en the
research?
2 Could you tell me whao werg (e madn partnacs in
the praject®
. Whe the main partners in the project wefe?
A And you didn Ean io spend s much ey,
didn's you?
aid you T
& Yous say the Forecasls wars inscourats. Wha
gig resign after these forecasts?
Wha resigned .7
5. Wasthat a correct decisionT Corract

1. Canwou tell ma E.nmnthinr; shoul your company

2. And whers are you based?

3. Cam | ask i you hawe an sgent?

& What's tfe agenl’s name?

B. And they are in Sydney?

&, | have (0 go bo the agent?

7. And Wall & Martin are the aaby agenls in Sydney,
are [hery!

B, How da | contpct Wall & Martin?
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TASKS 42
Relative Clauses

| Mdmry pramaccubical . Whikchi arg aes ong i woids
| Imrgnst (MDY, imasst mAGng in esoinch ints s desasn and

mmmmmmmm Theae

igh (PR, als offie |

aras, whios reguail ensiy o

Hes gemdtnil poduriiel, Famon om ounardss tiugs eshy ba e
mupenehm byl Be rewards an bas bocioe the pabo i, wh el
genl bttt [NET), will pad s Ehis Ingniant Bar yea s and yadea,
Can v Sthie Baned, pondiso B Syhefimor’'s dkiods, Faan
Jul-i.l-.i.-af.i.rl.lﬂii-, D Beul lrashi oy
Pty of [imetmord . B I8 o dtas, imeelong, wWiich otler Lhe
(4. A Rirthes podel & thal wich

2, He said the erwironment, a hey issue, was
saarpone s responcibiily.

A, Lockille, where there usad to ba a chamical
plant, is noar a brauly spol

&, We made mastalies in the past when we know lass
Ehin we Know naw

E. The caplans of indusing an whorm we depend,
have major responsibililies

&, The indusiries which we crilicise produce he
products which we by,

1. The lactory which produces PEBs has closed
rigraati

2. The reprocessing plant which has beea ke
sbjecl of profests is expanding it operations.

A The Ractary whith & o ihe Lown cenbrs, whisee
sy people Ve, is @ migoe eropioyer,

&, Piastics r:l.'.:,lr.l.ing. whichi is expensawve, is -pn['r
passibiz in some countries where sophisfcated
equpmen! i mailable

E. |‘-l.'.|||'|'||l F-I'nl;h..lrJ:; whiech claim to ba nm-.in:nmn-nl:l.l':.l
Irierdly ame nok

&, The majordy of poople, whose houses arg
centrally heated. comribule to global warrmang.

TASKS 43
Clauses of Contrast

Janina: ‘Wall, though |E.:t EEEﬂIM i5 ANpRNEE, i
can hplp pramolas the product

Yor. of courss, but [CC] wo bave te cut tha
casts, Even though (50] we yse pyr own
desmgners. tha casts are vary high.

Janina; Althowgh (SC|il's an expenges part of the
production, if i very difficull 1 reduce costs,
ﬂh EEH W dejred 1hai 'r! IE F:EHT_'IEiﬂ.

wie don't sesm 1o he able o decide how o
reduce the expense!

JI!I'1.ﬂ:

Jahn:

Janima: | see packaging as parjyl e g NS U.com

nke i forms i L 1

1. The markel has probabdy passed its FI'E-iIIIIZI
although comeiier sales @re shill very hegh

2. Cozis have come down theogh the advances in
computiar ln:hnnlngy Fawst heen considerania

1. More pnople own COMmpiLdars, whille thie rumibar of
manucturers has gona dowe

&, Machines are mare reliable but they are more
camplex

8. Camputirey capabilsly has meoreased whersas the
phyysdcal siee of the equipment has diminished.

&, Users sxpenonce difficulliss with compatibitity
even thaugh 4 o of monay has bean sperd o4
this prablam

While there are millions of different saltware
programs avaiLablo, ooly 3 few bacome nternationally
spceessiil. 1ha bast become standards which

athiees kllow, but [he originals do nat always bersdil
Iream this, O course, diflerent pragrams work with
differen| operating mystems, but ther e mamy
muore pregrams Than cperaling systemns, Athough
the ingustry s very compelitive, it is domsnated by a
law big software praducers. Many of these ara clesoly
connectad with the major compatar manulaciurers,
even though thera sre #lso many indapenden)
software hotses. Alsa, producing new safteare is

not necessanly expensie, wherass inndvations 9
comipter hardwarne certainly imobee masswe cosls.

TASKS 44

Clauses of Cause or Reason

You ara aspeciolly sudable becausa of vous work in
the gil zector

Yaur academic recond is ideal a5 wa nesd somegns
with pasi-graduate gualificatians.

We need you ko slart a5 soon a5 possible because wa
are haginaing a new research prosec Lhis monii

We understand that am immediate start is & prablem
bacausa you are inwork fusl now.

You need ta @l your presant employer ladzy since
yii want Tha jok.

Jusd say you have o leave because aof this nifer,

I'm zire i will net bea problem as this sect of thing
rappens all tha time,

1. The advantage in this sysiam is that thera s
direct supply from production to oustemer, sinca
thens 15 no idermedizte stage.
The disadvanlage i that il s ditficull to mesd
sudden orders for large guantities because of vary
srvall slack lavls:
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2. The advantage of this system is (hat we can give
ainimmediaie response to lame arders because
distinbution is handled (rom a cantral warehouse,
I'hn disadvantage is that (here are increased slorage
Losls bacause more goods ane held in skack,

TASKS 45

Clauses of Purpose
EXErciSe |

1. For & new building to be & success il has o be
the righl design.

. Im grder to understand design obectives, it is
necessany b consider the ultimate lunction.

3. 'We have chosen the test architects in arder that
wie can be sure of good resulis.

& They are preparing sheiches so that we can
consdder thear basic idegs.

5. The architects explamad some principles absut
mizlernzls 50 as not o leave us confused,

1. The distribution channels are being chonged in
order to aveed delays at the paris.

2. 'We need to spend a lot ol meney 5o as ta
guarantes a top qualily produact,

3. We shaudd book in sdvance so theat we wean 't need
ba wiorry about space on the shap.

&. Cosis will have to be redisced in order that we can
nawe increased profitability,

5. The red switch is 1o swilch aff the matar in
an amargency,

The laboraiony s for festing new recipses, Then there s
3 Production Dapartment b make linished products,
Meocl we have 2 Quality Contral Depariment in order ta
meanitor gualidy and maintain standards, Fipatly there s
a Cussomer Services Deparimeant Inorder that we can
deal with matters relating o cuslomer relations,

TASKS 46
Clauses of Time

1. Aflar deciding we could not work alone, we
commissioned an agency to prodece an
advariising campasgn,

2. Once they had studied the product and the
markat, ey designad a marketing cancepl.

d. Bafore agresing lo their propasals, 'we studied
tham very closely,

&. While studying the adverlising gans, we had
rmamy doibds,

B, Once understood, thoy secmed akay,

&, Whenovar we discussed the preduct launch wa
had dissgreamanis,

¥. Having seen tha success of the launch, we are
delighted with the agency.

Intermediate Business Grammar

B. The campaign fimshed, W e fgaRE8atidom
o the next oni:

Silisrdinats | Bubirdinaly | Sibardinaty | Wan-fnhe
o | junEkinn
| = fan=finis
;-.-u-'u. tin

canlunchinn . | eark jang
«fns=ffilla | aryorh
warl . ..ed | asim!

eahinetine
& 1NICE ey

1- 1El Z: [El b S|
Ay f=| 5, (L] b =]
1. b e a.d
&, a B, C

TASKS 47
-ing and -ed Clauses

fime | Mannee

I:|:|r||1||!r.'|| Canfrasl | Eetignor. |

rea=nh

Hewving carried aut seems mar kel rescarch S4LLO
identificd m gap in the marked, Having designed o
preduct, they dovelopad o protobype, Having complated
surcasshil tosts, SALLD recehsd a patant, Tha company
Innked for financial supporl. Obtaining that, the
comgany developed the production capsbélity. Having
s@t up tho nicessany production faclities, the compgany
enbered production, Developed in enly 12 monihs, the
SALLD product could revolutionsse cooking,

2. & Il you ihstall cur sofware you will have maore
Earmps L powed,
B W cur soltwars installed, you have improsed
your Sinpuling power,
3. &. | you call our service team your satisfaction
well ke quaraniged,
b. As vou have called our sarvco team, your
satislaction is guarantesd
& a. |f goods are siored in the warehousa ey
deterorale
b. While siored in the warghouse, geods deberiarate
5. a. Il the campany culs its worklarce, profitability
will imiproe,
b. Whiln cutling the workloree, tho compiny is
irmgaresing its profitabitity

TASKS 48

MNouns

1. The infermations you need ara in tha post.,
informatian is
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2. There's three thazand peaple coming Lo wsil
fhe aihshilson.
Thers are
d. Almoan apd Sara read the Tmes
The
&, Whizr | go to The Hague | stay in_Hulton Hotal.
the Hiltzn
B. Tha readquarter is mn_United Stages.
headguarters are in the United States.
. 'We have had & Lot of troubles with the machinery.

trouble
7. Waadpohl makes lop guality lurnliures.
furnkbure.
B. Twelve peraans wark in iy section.
peaple
g, This & an expensive _ eguiarmenl
piece of equipment.
10, The import agency gave wrong adwices,
edvice
[Exercise 2
manay L) cheque iG] saleiy (L] desk ICl
asseds Gl rachinery Wl maackine () pland izl

proguchion U] prodeed IC
chargesaad Gl workss |G|
spokesman fC|  realbemarics Juif

2. Econamnics is inlaresting.

3. What is the trocide with 1he aquipgment?

&, Where are the headguaners?

5. The uneeersity receives funds from Lhe goveriomend,
&, The funta are insuflicient.

7. The Linibad States consista of 50 aiales

E. Wiaer advice lash weoek was goad,

TASKS 49

— — —

Noun Components

supaniEad (T femrmnan G5

ferniwre (L news 0}

Ao Haoldings Fas bodsted it drive inle
(TS WEI B BA T Sm anies coilracl b build 2,000
Biiis boeflag for ik Jsedanksn gowamimsanl.
Tha ordor agunises bo 48 per cant of Alpo's bugs
e is backed by & gash deposk and o
OECD-supportad buver onedil.

a {8 CoNvCEssien
& machine tool
& fen-day hotiday

an acchient repaorl
& Law caurt

an elport licence

[ The plard conaists of & car park, tha producion
trilibes, & loading bay and 8 despaich area. Thess is
also 8 storage depot, an administraion block snd a
carilean,

e ———————— o
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2. There has been & disaster invediing chemicels
thal are highly poisenous ..

3. There has been an aockdenl al an oil rig in the
Macth Sea . ..

&; The record bor spead fn the air has been broken

8. Thier 5 a probdem in the love] of congesilon al
arrporis

k. The results for the chemicals industry have Been
i dizaster . .

7. Thiere has been a row over carban ermissions -,

TASKS 50
Genitive Forms

TTS0FT

Temuorrow’s seftwane af foday's pricest
el g el gl o e 1o,
e i T ol S dupplien of Al typet of tanines
g i s oK dirgine hom B vesry laics] said pocewden 1
il oI S b P il et ] e S phi 1 ks,
vy Fufusa’™ bt wth el
Lok it thria phansmesaliwengs

1 dpmdal Seal Fai TT SOFT, Bnll i shadird SIrd ol
i ewiriop packaging progrem Bell ek 200

Truarel’y ekl it i 1t e it ol S1004
A e o ek o il g Wi e ber BR5187

Mam por nmsst
Waarl thénesds ol pear szmpiitard
Mol vy when yau verd an small o rdo#tisalt boam

1. The pharmaceutical groep Phisic’s resulis are
EMCOUraging.

2. Thie first o quarlers’ lifnmover fias shiomen 8
2 per cant rise.

3. The company’s warklsrce will bereii

& Al emplayees’ pay paclkets will include a borua

6. Ashareholders’ meeling schedulsd lor Lhe ead ol
Seplember will be 4 cheschul alfar

&, Thie Chairrman of the Board cetebrates tan years
in that robe. [mo changs)

7. Profits fpe each year ol his tenure have increased
well above the ndustry average. Ino change)

The decislan of tha Board i raize b diviclesd ves
irpifirsd e acheicn of the aud®ar How he campeny's
akarae have hass auspended s s AGW has bean
pastponad, The clreciors” passpos nave baon
corliscabed by tha judicial suhorilies, A spakasman for
Mr Mafhaw Foirmes, tha Managing Direcicr, sald
P Hicdmias had no commant o make. Mr Bolmas® wiln,
ahsy o Board mamber, sald fhe investigation was 'a
diaprace’

Bparwiile, Bs ampoyses ol Bu coenpnity
rapamae Inr wors a2 auEl A warkera” repratapisisne
sakl her coligaguaes ween worred aboul their jobs,

-\_._\_,_,_ﬂ-”H,.d-—\_._‘______.d—hu—ﬂ-\.._n_\__._,_'—-—-
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TASKS 51
Adjectives and Adverbs

1. roliable reliakiy

2, npcedsary - nocessarily
3. airale rradically
&, slow = Showly

5. late - lale

b, tradibonsl - iradilionally
Tocompetent —  compedently
8 excellent - psceliently

Exercise ?

1. The economic arguments for reducing the
invesliTnal e ey sirong

2, The plane areived lale so | missed the sbart of The
I'|1EI'!:|FII3.

A. | aim nal inkerested in SiHng L P

d, My Lesl ok waes b solhawere praqriamisng Dl
nmfprutnllj’] wark in quulll‘:.l x|

B Reducing B & 0 spending is nol ecanamical in
Lho lomg term,

&, Tha [Biractor s i haepial bacavse cha has baan
wnnriing 1on hard

1. The proht forecest 12 really qnu-d.

2, Poor salies werh coused by & drog in canfidence

A, Tha prezent boand has insufficient syporisnes

& We are very interasted in your prapoesal

B. Trw President sounded optimistic aboul the
prospecis ior growlh

b, He spoke enthusiastically aboul ihe new prodacts,

Firelly, I'd fika you to look ai the graph bere whech
compares the salee of the 384 models with the 2H6s
ower I years Clearly Ehive has boen a consdaralbe
change wilh the consemer showing greater lasle far
4 machines. The gradual decline in the popularity of
the 28 rellects the complexity and range of software
and thit lact Uil utars read t hive Bster operaing
machenes, A= 160 e 86, Sales e dsleed sicneased

drarmaticetly. In Pl 10 thase inmportand chandges,

we have nafurally concentroded our elfforts on
gevetaping waprosed 28& models

TASKS 52

Adjective Madification with Adverbs
Exercise ||

entirely/totally
qmln-."."n-::'.ma iy
E-ﬂrmrrwly.l'hlghry

1. A g w:w.nguml pEar
B Hoees ﬂnnd':'

180! Intermaediate Business Gramrmsar

A: FairlyMaderately aggg vetend annedetom

axpiact
2. A: Thern was-a small fall in oubput e the firsi
furlar al the pear
B How small?
B Wery amgll - oply about 5 por cend
3. B The axhibiian wias sucdcessful
Br How srccessiul™
B f_atr-l:mn{'rh-ery successiol = we miet very
many prospocive cusiomerns,
2 Tha ragrort was crifical.
s How critical¥
A Cetremelyfwholbyvery crilical. They
condermmned gearyhng #bout the planl

Exercisa 3

2. Tha palicy was economically catastraphic
3, i'hnnr-?llrall:,', the l:lnl;b.]_n WG Innpvalive
&, Burt lrankdy it was wirnng,

B. ¥our argumend is lsgically unsusianebls
&, Fou are academecally right.

TASKS 53
Comparison of Adjectives

? slow elimver the slowesl

! dilFaciild mmore difficuld i mast diflcild
rminddern mnreg modorn the mast mindern
Basy pasins the rasiess

] canabds minre capabie the miast capabie
L ary el ther diiesl

Gk, ke the fpuid kil

il TR U i

lar luriker Ll luttheany
mmeach rore thee imcsl

1 linle less ke lizask

|_ advanced minre advanced Lhee mhast sdvanced

Thi Carre XT has mors memory capacily,
It has a bigger monilor,

I afso hizs & bonger warraniy.

It is more expensive

Traina are the cleanest farm ol transport.,

Planes are the diriies in terms of CO, emissions.
Flanes produce the mast GO, emessions.

Cars ara more polluting than rains.

Trains produce the least CO, emissions

Cars produce more CO, emissions than kass per
passenger kilomeire,

TASKS 54
Expressions of Frequency

Lee: | always Ity here
Herry: Do you? never Hy. | abways come by car



www.tienganhedu.com

Lee: By car? How awlull What abaul this place?
lirarely sfay in Lhag hotel [e wou allen come
hire?
Kerry: | nearly abways stay here, thowgh
somelimes | stay @l Lhe place opposile,
I see. Whal sbout your customers - = this a
oood place far you Lo mest them? Do you da
rvuch business here®§ think its ternble. |
hardiy ever/seldom selt anything!
Kerryr Really® Ma, | thick it's great. | nermally
sell quete a lob hete | have severs] god
cuslamars hare.

Lea:

Les:  Fancy o deink?
Karry: Thanbes, I'll have an arange juiee,
Lee: Crange? | ssldom/hardly ever dink orangs,

| prefer apple juice.

1. | e walk b wark, | useably go by can |
somelimes [Rke the bus

2. | often fravel abroad, Whes | raved abraasd |
alrmzst always stay ina ratel.

4. 111 go a long weay | always Ay When | arnve at the
AFpert | gengrally take @ taxl 1o my hosel. | raneky’
Hardly ewer hire a car.

4, 'We have & regular mraeting wilh the Direclor of
the Deperiment svery lorbnighi.

B. We frogquently phone our most impoertant cesfomers,

1, 'We hold ouwr sharefiolders’ meeting annually

2. I meal my depuly iwice a weeh.

2, hsend & repart o Heegd Cifice every e months,
L. | lelephans aur sgenis daily,

6. W publich g prefit and lecs sccaunl wioe yearly.
&, We aradues detailed sales resulis guariesy.

7. | meet the Managing Derector svery forinkght,

TASKS 55
Degree with Very, Too and Enough

1, Tha pric 15 very hugh but § ean sEl afbosd il

. We don't have enough people fo mest the ander,

3 It dossn’l cost very mrich rioney,

& The plent at Lagos is vary Lasge, In facl, It is tap
big. |correct)

8. We sold very few prodiscts. In fact, we didn't sell
anough.

B The country = very small and (¢ has a very large
populatian. s oo hesvily popilated

Baa [
W WS VBNV SOPTy b0 R Tha wow one nel sodtitod wiln i r

Al waik advek wi Wil loal wasl cnef in forfiaulon that
It colnr ind W joa Song. Wa checiad Tha wock very
corhily Dadae  wos oaperictet and vl 18 Thal il wi
gnod amugh o mesl cur veey highn dlonolaeds. Hoswsewar
tnco you ane nol hopny, Gut epresenzive Wil Vg you on
Fndow [0 dhous The peoffem We ordersharsd wowr messd B
sl g0 b g B i pooe snsugh be B i e g
| s dite ¥ U b loe ke pleoes beba o ul,

[

| e
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2. The ervice you powide i teo slow ke us, In olher
wiords B is not guick emough

3. The quality of the workmanship i dssppainting.
In fact it is noi goad enough

& The report is mol Lang enaugh., lnoother words i
oo shorl

B. The conference 12 nal early enough in tha year In
athier wende o 4 bao Late,

b. The regisgtranion fes is very axpensa. In laci it s
1o expensive

7. The venue 14 far away, In fact A 15 very fanitoo far

TASKS 56

50 vs. Such

1. The ek wies 50 Bad (Ral we relusad (o pay,

2, The paymien! wias 8o lale (that we contacied our
speers.

3. Alter such & loag firme s Sad gen up hape of
paymend,

&, Il s such a hzna.: dedt that we had to try to
recovar il

E. Such ot nsive stems cosl a let te répaer

&, Cast incroasad sa rapidly that we abandnnad the
rieseanth

We are no Lote 1hat the meating willl b over

e eucha gnnd dn-:lgn Lhad npnrn‘l.inﬁl it iz eaEy
With sisch good pragress we will findsh aarky

Such matarial can ba recycled pasily

Saerh customess o vary valuable,

he argued o comancingly thal we accepted his idea

2. The project has gong well sa far

A, Sa lang as the weather ramains goaed, the baidteing
work will e completed bofare Chrisimas

&, Such an excellent performance surprised me.

8. The engire was nol 50 noisy as | had expected,

b, The senice we rechivied was 50 bad that we
changed supplise.

TASKS 57
Already, Yet, Again and Still

As Trrrafrand we sl haven'| Feceoived wlh{:-r'z!y a
axpurt tho goods.

B: Hax the Trado Depariment contacted you yel?

A: Mo, not web "l Lelephone tham again (o see why
there's spch i deldy

B: Dkay. Our custermers have already complained
atsaut the delay and | atill can't gwe tham a
delivery date.

[ Ar | wnow, %I caki you agaln Uhes afiernoon
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1. Gha ha= T SFrvend. Ealrr.-ad:.-l
2. Shie has T not arreed, |=iall]
3. Has she arrived T7 [yt
&, She hasnol arrived T, [yt |
E. I'll telephone his affice T, [again
6. We hope Lo see Eddie Roberts T sson |again]
7. We are T develuping & new system T lagain
B. We T use an American consultant (=il

1o b stillfagain the toposelling product,

2. Sales tor C are agoindstill the lewest

3. The POS market share is agairn"s.tilt 28 per cent,

&, A1 the end al the third goarter we havs alrepdy
reached the target lor the end of the year,

8. Sales have nat reached 200000 units yet.

TASKS 58
Articles

| mdelinlleortlole: | B
SRR
manlion

nrs artlgle

SRR U b sl

:u in =T

1. The Briversity of Leads 6 ore of The biggest
in England, 11 i alse an important centre for
el eal sludies

2. Bulter 15 a major agriceliursl product in the
Eurcpean Union. Anolhér i rape seed oil. Most of
the Baller M consumed by EU countines,

3. The Super Mater Campany makes a mnge of
high-per e mance cars, Incioding phie Lugurous
Grossa 55KT, This i a perfect example of modern
automabive engineering.

Make the right connectians in Dulssi - the
basdness centre of the Middle East.

Wilsen It comses bo sebecting abase fof your reglonal
heatkuarters, Dubai is the kegical chaiice, The city hias
beosme the region's leading centre for made,
transpasi and distibution, industry, conformnoes aned
exhibirions. For pood reasod, Dubial encomsages
enterprise, & state-of-the-art telecommunications
system puts you In instant touch with the weeld
120 fevte maticnal airénes link Dubal with ovwer 260
destinations warkivide, And the city brasts
sephisticated banking finance and other sordces as
vinll a5 world-class offce accommpdation. And the
lifestyle s great toal

£2 | Intermediate Business Grammar
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TASKS 59

Pronouns

1. Pawl designed Lhe systern himsell,

2 Jane is oy boss W have workid togethes for years

A L understand that your company bas an olfce in
Huenos Aires, Dur company hias ane there oo,
Cuirs i in the seuth of the cily. Whers i yours?

b Mary called in. She Lelt a package lor John Can
yoid bk it to him?

5. Hernander and Farmandez make life ditficult for
themoelves

1. Oh, Mr Beard! Mrs Foed phoned, She asked ms 1o
auk you fo phane her back a8 soon a8 you can,

2. L0 resakee plastic pinds. They have supplied cur
compary, Tharmson Bora LLd, for years, They have
abways privided us with qood sarsce bul & recen
slpply was very poor quality, | elephoned their
sabes reg. | Lold himdher sbout the proldem and
hef=he =aid 0 wowld be rescbeed eamidy,

A The suppliers phoned a momant ago. They sad
the gocds were damaged in transil and thal the
respansibility s nal thars. They are sending ane
al Lhisir reprasentalves hisre lamorrow b fscuss
the problern. In any case, the goods are useless.
We musl not pary for them,

LUl arpduciaare sald thraughatit thewwarld, We
. P&

I ihe seolan \e inak

=0 1haim:
P

Hanhm—dnumﬁaalj a fawvourf

vt gyt g gy o g

Hambro products -%ELWEIIH Tﬂr%!

TASKS 60
Demonstratives

Thee campany sent us a letier That (1] was the first
Indication that thay were mleresled in he proposal,



www.tienganhedu.com

Wiz read this (2 with much interest because they
wiere oflaring ws something we had asked for: a 50
per ¢end share in royalies an st the products they
e, shadusly meaning all those [3] we agraed

b Let thern make. Thiss (8] s il - hare - read (L And
thien can sou pul it on that (3 lile over there? | need
tir haw if b0 thal |8} consuitand felios who's coming
in later Mow ook 0 want Lo say this |7, We should
nel necessarily accepl what i4 on ofler, Accapling o
siraighl avray .- thak {B] wieuid be s rziake '

1. H LB 3. RC &, HYW
5. Fw 6. Ch T F B, H

%}-ﬂm-mmmnm-
i a gand innsitadne ol the reglon dhoidd smal wich o

rancis O alfachsd Bonileverian ightBm it gl oo ok

—

Caald yew halp o nflusnas scapomic pollsy In Leapdan or Brupslsl!

|r.|ﬂ.|'|'.‘h Mdm‘lmru COFTTRRCai oy o anahpihoad akals,
peohbert-s oiwinag Soiiles o 3 5e s ertbeason owarms A caeer in

an apploatian fomrm b '-hl.—l.lll.rrunl pELcnik

M5, What are thess tem kablag?

CL: Good gueshion, now [et's lonk 3 them, This ore
chaows how we calculate invesiment income,
while this shows an ezample.

M5: [ see. Could you axplas them?

CL: OF course. The basic calculation 15 like this.
The investmend mudbplicd by intaresd rata
multiplied by running period in days - all that
o 100 = 340,

M5: | see A in this example, it's sor this much -
100,000 eurps?

ClL: Yes, the intorest rate - that's 75 per cont,
thae time is thras mandhs, that’s 3 limes 30, 17
yiig finish the calowlation you have this much:
1L.ATS puros.,

TASKS 61

Some and Any

1. P haven't seen any examplas vet,
2. There weren't any guasticns 5o Lhe meetling erdead.
o There were ne questions 5o lhe meetng ended.

3. We don'| need any help with {iWgw . tienganhedu.com

&, 1didn’t have any problems coming io 88 you.
ar | hivd no problems coming 1o see you,

5, The maoling was longer than anyana wiild kave
wnled

& 4, b

Customer: [d liks same information abeord
upgrading soitware plaase |
wndarstand that last manih you wese
affaring Grapho 3.1 free ol charge o
users who had boughl 500 Jarmeary ar
Fabruary. | boughi mime i Janeary bul
! hayen' | vecenad ary mlormation and
fow the free offer is closad,

CSC: s, Ly sorny, thal s correcl, Amyone
whin was 3 ragisterad usar shoild haw
received news of the elier

Customer: [ didn't receive anything

E5E: I'm soery abewd thal Have you bean
repaiving nur regular newsletier sinca
yiols beught your Grapha sofhagre?
There's abways semething in there
aboul oflers.

Custemer: Mo, | havan'l,

C5C: Hpid on please, there's somapne hera |

can ask aboul this ..

TASKS 62

| —

Some, Any and Related Words

1. Wrang. | sometimnes give presentations to ather
EMOENIES.

2. Right.

A, Wrang. | was somewhat impressed by her
performance.

4. Righl.

8. Wrong. So, 1f nobody has any quastaons, els
move on 1o the praclical demonsiration,

&, Wrong. To be monest, we never excesd our agreed
budgel.

A: Chayou ever vistl the Asian plants?

B: Well, I'm not at allfnever sure what will happan
niext year, though | am tentatiely planning a top
some timedsomewhena in the autumn

A A o you plan to go anywhers in pacticulsr?

B: Wall, | suppase if L go anpwhers, i will boto
Kores and Takaan

dr Oh. that's interesting. | sometimes go out there
miysalt Usually at very shart notice.

B: | ses.

Ay | must say lhere is nothing that | dislike mare
than these Fastily arranged trips.

B: | agree. Anylhing = battar than finding waursell in
i reesting without army ol the rght paers
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‘B

A Absclubely!

B Well, | think wa should ey b o samething aboul it

O Cuvm=e, he seciaily
o g didin

Of cuwrse Lhere 5

vl st b o rpolien.

Bk 1 el 51 3kl suve e we
sobven oAl the problems.

H anyonefanybody antd ifsere’ L be no prolsem.

sispects thal

Cian i ever ihink
thal

= sarmeihing we al regand
as an impartant issue.

fwill lurn ap
SO

amy mbarmation hes boen
ksl or changed, (b
encidant s Ba reporied
ng-nnE Wi vwho doesn'l
undersiznd the eriiszal
mabure of biphl securiiy in
bantang

s S el s ?

Daes anpbudyonyune
v aryihing

Sri s I g0 we Pl B
MEEng E-Il!ﬂilll.'ﬂl.lj' o irms

TASKS 63

Quantifiers (1)

&, Sevoral of our products am made from recycied

plastic.

7. Meone ol ous products are made brom recycied
phashic

&. Faw of aur prodiicts are made from recyclad
piastic,

3. Many of our products are made from recycied
plastic,

2. Mozt of pur prodlucts ase made from recycled
plastic,

B, A tew of cur products are made from recycled
plashic,

1. Al of our products are madse frorn recycind
plastic

1. A& lew ol our clients responded to the survey,

2, Maost o! them had some posilive commenis Lo
make

3 Mo custemers thaught our products were
unrelatile

&, Much constructivo criticism contred on produtt
distribulion and dalivory

B. Few customars waniad reqular news an aur nes
productls and services.

B, All respondenis said our packaging was gond

Exercize 3 |M|

Al rvar.Ful'u;Innlr. sad the organisation was wery good,
Few said the saminar moamcwere satislaciany

toch cand the level ol professionalism was salsfaciory

Many of the respondents said the producis ang
sErvices ware salestaclory

Intesmediate Business Grammar

There was much cniicism Wﬁ?ﬁ/ﬂ?@ﬁ'ﬁﬁﬁ%‘&ﬁj.com

Thera was Little criticism of The gualilyof he
producls and senvicas.

TASKS &4
Quantifiers (2)

e T T ———— T A T S

sppronchk b el ol ems wlth sew
Hoafngs and & [ew speciallet coyssdinises: alhers can ce |
bmrdled an @ mera ol iaed bedle wilk ng fae snlces
JoTE mork b eslually carsc oal. in ek sgal ol o ckmile
‘tmoll Bal wi have the ighe mia of prodecis for Senr; asd 1
TR IrediD [rin e manl g B’ Sk b Tat we
a3 woreinan plesse 300 e of tho peopde foma of tbe
iy v foal that, gfl i all, = can ssllsly igg] of the poopha
mahl o lhe s,

T i T e,

R ol aaiy s0mpiie=y heee ety od 1o Faduis ek aosis
e5maf Tl L ‘padr, & of Uvarn Bive Irshe 10 ininadaese Lol -
SRR s, OF Eourni, o o Iha e MbrsuEs ks
bawer; o phanibeln gugcey nnd anne ol them ks beon 8
bpdpd leflure. For suampln, shas Plasion irisd lo swe a dilis
ey by mangling wo depesrenis, the resilis mers

el fophs, P petEls 1 U i dagad S wine epy
L wiere Bt e e e y-Ta s lam. Fisily, Pasion
hiwl 10 irvarsd mkol od mansy oo inae-hildig achvilies s
b so e ihe naes pesbiema which had been ceeaad,

— — T G —— — — —r]

Ewery day gn the UK more (han 27 million people go
tawork. Same of these people work in facionies,

bk most al them work @ sifices. Of course, thers
are & lew peopie wh can alford not ook S,
uwndoriunalely, these are some people whe can'l lind
wanrb, Bul wihy de peapls work? There aré several
ceneand, bl (e skmpls angwer g that they all need o
et an ineorme. But far mosl of Eheo, Lhis i nal an
end in ilsell, With this meney they can buy the goods
and seraces that everybody needs. At 1he same lime,
through their work mast of them produce the poods
and seraces peaded by the popelation. [n thes way
they are helping 1o ensure thal & high standard of
biying 15 mainained lor the community as a whaole.

TASKS 65

Both, Either and Neither
Exerciso ]

2. Simene speaks bath lalan apd Spanish

3. Cither v coplifiae ar we ctap mvestment.

&. Mot only e Sirgapore 3 whrsnl bosiness cenlne,
il 1% aden in Lhe centra of & speclacular aconombe
eI

5. We neither sell ror renl equgment,

1. Meither Phidip nar Arne s Bhe right candidate.

2. Hath Marta ard Juana wrole to me with good
pragosals

A, Haoth Edithand | crificised the poor gualily of 1he
printing

N
{ Hol o chosia reguin e sane services. Jom ooed o vaty |

— e ——
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&, Either yau or | cam boek the sermimar faoms.
B Akiro in not only B very creative designer bul he

alagworks very alficiently

Marina: Canwe mest during week 337

Lita: Yoo, | think sa, V'moguite busy but U'm sune
el @ Bl

Marinas How about Monday or Tuesday?

Lia: Fiws abenid 1o overy biusy on both Mondsy
and Tuesday | could manage elther
Wednesday or Friday

Marina: Lel me see. | can manzge nelther
Wiednasday marning nor Wednesdey
allernoan, Friday’ Yeu | can manage either
Uhe dvsarning Be (e aflerman,

Lta: Eraday rrarneng would Be ok Can we soy

10 o' elack?

TASKS 46
Each and Every

day: cACH ey day

II“!I.I-: mither ward can b usad wih
'p‘!ﬂpi!a-,'c s & plural noun,

departments: cach of 1he deparimenls

managers: each of Uhe fwa rEsAnAagers

o years: every bwo yaars

aqulprment: nailher word can be usod wih

prurpmant a5 it s an uncountabla
naun

We'se checked all the facts down io every Last detail,
Wa've serviced all The equipment, ncluding gach
device we checkid in Uhe Sumemer,

We've reviewsd all the news thoraughly and Bstenid
agaan Loy ewery iEm

Wie we chesChed all the prismises and esery Duilding
saems 1o be emply.

We've appraised all the personnel and each
intermawine completied a gueslisniair.

Wir'yve counted all the monay again down bo svery
Last coin

2. Wig have inac B0 get gccormmmndation i pil the
halgls in Prague but every bed/reom is token.

4. Wie hivve green i a lat of sound adwice bul everyf
each suggestan/recommendaton falis on gaal
Bars

&, | think | ieft oy bagoage on the plane; each of iy
lwo begs has my marme on 1L

B, Wi nieed 1o renew a lob ol our essting meschnany
as nearly svery maching in (e plant is mare thas
2 years ld,

& Ivis wnporlai o meke progress, bul we necd b
lake pachievery step with care,

T. There i 5o much traffic on the reads that | think it
15 a qood ides to ax each/every vehicle according
hoits enging size

B, Overseas travel can be very teglinsy SHERGAMEHY.com

eachyevery irm ineves 8 weeksng avway Irom
hame,

9. Toamalyan work, you con take eachleesy jobftask
and subslivide #f inko ifts corsidusni parls,

TASKS 67
Compounds with Every

Every products arg mada using the fines! quality
waven fabiric
Everyfedch product & made ..

Everything ahal you ses on our wehsids s basad an
tradifional checked patierns.

Ewerything you seg .,

Everyone of our labrics is made using the best
quarlity cloth available
Eachiar Evary ona ..

Admiest eyery bime when you visit a lop [Eshion fair in
Midan ar Panis you will see ecamples of sur Rbnes,

Almnst every Hime you visil

Every where we enter competitions wa recene some
recagnition of gar high standards
Evernwhorn we anler

We can finksh sveryihing riaterial in any way pau
wapnit, o leding virnus apeckal sllects,

W can linish svery material ar ssergthing .

Every dies we ube condain anly natural colours
Exchievery dye we use tontams

1. Everyone in Lhis workshop has done an
appranticeship with an engineering campany

2. Mpre than 400 machine tosls are praduced bare
every day, sscept Saiurday and Sunilay

3. Each praduction Line runs contimuausly, for
26 hours,

4, Every eight hours a suparvisoe checks the level of
output

5. Everything is masiainad by aur own team of
Fiktesrs.

&. Al the production bs distributed 1o agenis

everywhera in Europe.

1. We design everything we make,

2, Everyane here racaives a productrily bos s,

d. Each worker is erfitled o 10 days’ paid holiday

&. Every decision is taken by the Board.

B, A new worker i= elected to Lhe Board every two
yoars, inothar words ., .

&, Everipahere you go hers you see sxamples of ouwr
company's gaad arganisation.
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TASKS 68

Mumerals
Exerrisa 1|

Alone million,

Fiwe tillion.

Four millian lhrea hurdred and esghiy-live
thousand fve hundred and saty-seven.

Fiwa paind threa million US doliars.

Senven point two billion euros,

Five thousand sevan hiendred and (ilty=three yan

Tan dollars iwenty lcentsl

Aene hurdred pounds,

Three pounds ningty-ning [pencel,

Four pesnt Fivie six

A quarier,

Seer eighilhs

Three thousand one hundred and fifkg-six,

Thiree paint one five s,

Twenty-six degrees Celsus!Centigrade.

Ona thauzand fwo hurdred and Gty degress
Celsius/Centigrade.

Forty-feur point five kilograms,

Twanty-twn peint Faur seven grams.

Arpne hurdred and Lo kibemetres,

Five hundred metres,

Twea hamdred and tweniy-five centimeires,

‘Hanpah? There's an imporlant messsqe aboul Lhe
Marketing Twanty Elvsan coalerence. s on the
basenily-thard o blay and an the twenby-secand of
Jutie, 11 starts al en ihitgihall sl lendien iy
e, arad Timshies ot itheee o clockfthies pom, IS
oot bwd af Tour a1 e Hareow Conferance Cenlre
wiich bs al a hundred and eighly-nine Beechlands
Parade, N ten sevpndeen EG. The phane number is
ol gight one bwo doutde nine five oh double fve. The
cost ar ach parlicipant is & hundred and ninaty-
[ive pournds plus seventesn palm five per cent Wl
and [hers will b bistwesn eighly and afone sndred
parbicipants. Flnall}'. Lhe Lunch, which bsis {or ae
and o hall hours, sl be al the Back Swon Halel and
will cosl sevenieon pownds filly

The actual sales were alone hendred and three
thousand seven hundred and sily-lour wnils
compared with tha forecast sales of afone hundred
and twenky thousand, a perceniage dillerence of
rminus thirtear paint five (hree. In lerms of bermower
aciusl turnaver was ane ponl five ning million
dollars, companad with (ha foredast turmoeet &

one popnl seeen Tve million, a drop of nine poind

one four per cent on the farecast,

Male: In large numbers and is delebad in American
English

Intermediate Business Grammar
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TASKS 49
Time [1]

The nighl shilt comes on &1 (TW) 10 poe. and
wiirks for (TR eigh bawe, so the maining shill
alets all (TW1 8 aum Siall work conlinuausly,
with ro ofloinl breslics durlng (TD) the eighl
Fraurs, bulin procics (here re opperiuniies for
sho Braaks during (TDY) #e skl

Durineg [TD] S mignt fedat of tho wark s pouling
montenanca and crly 24 or po workees
are frr chly, R [TV hae mcemineg wiban the day
shifl Sarts wa work al 80 pee cand of Tul
producion capachy, Wl o1 hes) we da in (TW)
tha summar and Ul mondFa, wp unill [T
abil ing and ol Nowerrbar winen piccucion s
racuced ko about 6O par carnl.

WV donl wirk on (TW) Sundaye of Eonree — fha
Eaiony CkIsas, DX0eDE I an amengnny

1. Tha maecting witl be hold an Sth July 2012

2. The project bagan in Juna

3. We'll hawe a 20-minute break at & o'clock

&. Tha repart won't be ready undil we've collecied all
ihe fkald survey data

5. The work, which has already started, will be
fimished by the end of the week af the latest,

b. Make sure you've read Ihe survey bofore our
maeling nexl waek

T W liwaork all day and relax in tha evening.

1. The accident scourred an Fhursday night,

2. The accident happened at 12,30 am.

3. The fire lasted from T am. wotil 230,

&, The b will ba adverbised until the and of nexi
ek,

5. Applications must be subimd led by the end of next
manth,

TASKS 70
Time (2]

1. Wrong, We linished the praject in time: sowe had
thrae days {0 spare.

Z. Right

3. Wrong. During the two-week period, we had pe
technical support at all

4, Wrong, Belore starting on the next study, Thare
will B a shart training Sourse,

5. Wrong Neat year we ane sure o seo The resulls ol
our effaris.

. Right
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2, during/at
3. byfen
&, for
5. befare
é. bietwien
Toal_wm oA

=
Dusriveg B cay o S6a had booa oy reagh. AR 15.00 tho
hefcoplar arked brlsging tha replacemand drillars, Thesa
Wil nagddeg a3 2 al pur crge g gons sol tha prosoces:
mighe. The new dellars ans o sday with s omti8Hl the ol ol
st weeke Thay hava st warked for 2 months onshone and
ar% hagyy W hawn @ changs. Dudnglin ha svenieg the sea
eptmid cowm and v vencs sblo ko Starl monkieg
poaen. Howevaer, sl slbér the swaning shill starsd. (he
conpuieraen down again. The carpuler lacheitiens sene
ool in ond By 22,00 ey 12d the compulsr ening sgals

Al 1AL Pers wWeri na protioma dusing B right ahi,
Tha msirting shih reporiad lor difty an G @ 05,00,

TASKS 71
Place

Ay What feld of Business are you in?

B: Eumpulmr':.-

Az I, that's inderesting. | have a sisfer whio used lo

be & campuling bt she's 7 poson no

B: Prison?

A: Yes - saltware frawd,

B: Oh dear! Are you American?

Az Mo, m from Canada. And vou?

B: Florence, Haly

Ar Oh how beautiful. | was there a fow yaars ago

bl proy vl

By Heally™

A Yes, we (lew bo Londan, bived & car gl the alrpor,

had o laok around Leadon, 1oak & lr.'rf‘g,l BErGEY

the Chaninel, drove thraugh France, over the
alps..

rn chifnn 'l go through Monte Biance

Mont Blanc Mo, we wenl a longer raule, over

Gl dli Terde Then we drove south Lo Flarence,

Wiat's the rever In Flareace? | never remember,

The Arnn,

Oh yes, Flarense s an he Arno,

Wieare did you stey?

L don't rermembear, ina holel. Meyoe af the Grand

Hotel, i Usel possible?

The Grand® Mo, | den'l Know that one. Did you go

aripwhere else in ltoky?

By Suire - e went bo Romse Weowalked along the
Wi Appia Andica for s Rours! IE was wancariall
Then we had Lo leawe; We e oot of Rame,

¢ It sownds a goed thp.

It was great! Say, heve you ever been to Canada?

Yes | have | stayed with 2 friend near Vancouver -

about 40 miles away

A

rERsm

mro
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The best is faken off lorries and stored in piles
outside the processing area. he baet s sent along
& sysleim of channals into the processing area. i

is sheedded and dried In a hege oylindrical direr,
Dried ahreds of beet are packed o bags and sold a3
animal leed. The sacks of anirmel feed sre stared in
& large warahoyse belore baing lasded onto lornes
for despatch. The main sugar praduction bwvabees
fraading Lhe liqubd sugarwhach cornes oul of he beet
in the drying process

TASKS 72
Like, As and Such As

Az [C] vou know, we have an importand decision 1o
miake, &5 (G we plan for the new year, we have 1o
decide if wie vwand to continue advertising hrowgh
spansorship, as [C] we did this year, or change ower
pidicy. Az IC] sponsorship is sapensive, 10 stay with
it is not @ small decision, On the other hand, ather
forms of adwertisirg, television as [P much as [P)
pnding advertising, may be ess effective, As [P
marleting manager, | do of coursa have a persanal
e an this.

1; F - they are independent,

&L

LT

& F—he :uggu!ad ul:h.l:rti:lmg; I & Iriagadhne
sirnilar bo Consirtcfion Weekly. He may also
maai thal Constriciion Woeklp is 2 good place fo
adverbise.

5. 1= ar to see the annual repart Hseil

b F

The Murich Trade Fair was a8 successlul a8 in
provious years. The Last day was ke o carmdval -
fhiere waz sueh aptimism Imm esnone mvohed.
A lale abways has usedul advaniages, like/such

85 meeling new customers, sesng competibors’
witrk, meeting friends and of course i gets a Lol of
publicity. But & lashing benehil is abways that & good
etand &t an intarnational exhibition LUkefsuch as
Munich clearly shaws thal we are & leading player
in the world market. &s we know, & high prodile is
essential to malntadn our repulation for strength in
the merjet.
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n 108, 174
ability 42
accepl A4
aecommegation &
aCcuse A7
htive 4B
achunlly 78
addition T8
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114, A7
enirpanson |14
el ification 114
woras adverhs 112
ndenit 54
ddverbiil conneclars
T
adverhs 112 114, 170,
22
fedquency 118
inlﬂn:igring 114
madilying adjeciives
114
advicn 44, A&
advize 34, 58 A2
after 16, 102, 150, 157
agan 124
agren 58, AN, A4
all 3, 192,134, 18
allewr 36, 72, 83
o fod ol 138
already 10, 14, 124
alse 8
allernalion T8
.:lternula"ucl\l i1l
nl.llmngh Tl'E. o4
slwais 114
ampuni A1
an 104, 176
annirnce 55, A4
snrsally 118
anciher 148
answer TN, a4
iy 132
COMrpounds 134
ppalogise &1
apostrophe 1710
apponr hid
apply &%
agprae A
arsa AH, 62
articles 104, 174
a5 98, 107, 158
as so0n a8 14, 102
ask 34, 58, 70, AG
assels Ab
attand A1

B
bare infinitive 32, 23, 42,
i, b
b 52, 54, 84, 112, 124
auxilary verh [sap
prosent conbnuous,
past conlinwels,
cie | 52
be lo 52 Sd
fulf werb b
passve wire 57
heraine Tk, 9B
because af P8
oecom bl
before 18, 102, 130,
iad
begin 34
beginning 152
both 1al, A
break down A3
bring about A
but Té, T8, 4
by &0, 150

C
call 70
call off A3
call roued A3
can 48, 44
ganml 42
can'l &7, &b
Capacity 147
cardnals 14
codrmn T, B, Ts
clavses of 78
suberdinate clairses
of &)
clausas Ta, B, 92, 95,
TR, 100, 102, 104
close down Al
cnme along A
command 58, T8, A5
cormanding, verks of
1.1
cammun npuns 106
camparrative 116
carmpars A7
companson M, Y14
complain 41
compiex santance T
coardinatinn Th
subinrdination 75
concesson T4
Gonclision 7H
conition 44, 78, T
subardinate clauses
ol 8%
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canditional | 24, 24
wilh shoudd’ 44
conditierad | 25
condilianal il 24
confarm
congratutate A2
conjunctions
subonfinating 74, 6,
48, 102
{irre 18
conmbcling ideas T8
congenl 55, 41
cohaial A1
comiinae 34
contradiction T8
coptrasd T8, 104
s of T
subordsnate clauses
al B1
covance 87, &b
caprdination 74, 73
capular verbs b
could 42
eounlable nouns 108
124
curren] verhs &
fut AF

o

daiy 118

daies 14T

decimals 1ot

declane 5B, A

d|=li|1bng Pl clowses
o2

dehnfe arbicles 124,
134

dafinile Iremuensy 118,
142

demonsiratives 130

depend A1

descrds: 58, A7

diffarenl 148

dimensiens 147

direct object &4

direct speech &84

discuss 56, 0

dislance 147

tivids A2

o A, A2

durinag 12, 750, 152

B

each 73, 138, 142
pilhar 140
erphasis 122
enable 3&, 72
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encuurane 3, 78 AS

end 132

end weight 50

rryaugh 120

erdar T

mquipment Ab

enuvalence TH

esprcialy 76

every T 118, 132, 138,
142, 144,

cormpaunds #1,

144

example A

expect 36

anplain B8 A7 AL

E

fall &4

Tipad 0, 64

fowr 134, 48

ikl i A3

linalky T8

tind aut &3

{ollows 7R

for 14, 100, 153

fracisns 166

freqeency 118, 147

from T7

Fimds &4

firluare
timee markers 20
with ‘going 1o 27
wilh present

conlinugus &

with presant simpls B
with shall” A&
wilh wall’ 200

G

paneralisation 78

faneral purpse
connactors Th, T8

penitive terrns 110

gerund 30, 48

gt &, b

o 6

going e &2

quod A0, 193, 174

grina b

H

had Td

Frad Lo e
happen 48
hardly ever 118
hias 14

hale 34
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hava 14, &6
have got &6
headauarters Ad
haar &0, 41
help 36, 72
highlight 78, Ad
hope A1
hourdy 118
hwe B2
far fin questions A%
lonig lin questians] 4%
iy {in muestions!
BY, 136
mrch [ guestrons
B9 104
oflen [ quesiions] B9
hewewar 18
oy iy BY, 134
e emuch 67, T3b

I
if 24, B4, BY
impersonal langusge 50
in addition TH
inclusian 78
indefinte article 124
indefinide frequency 118
indicalo 539, A4
indiruet saepch B
infiritive 5
altur varb + object 36
present continuous 32
presenl perfect 32
pregsent simple 12
o bt BA, 44, 48, 58
f0, 1060
withoul 10" 37, 34, 38,
A0, 42, &4, 44, 46
infarm SE Ad
information Ak
in ardes 100
imsasl B0, A1
instance TH
ingieznd 7B
insircl 98, &5
intend 34
inll:n:ifrin-g adverts 114
intention 22
intoros] A2
intransitae warh A8, 62
imearsion B0, 135
inveried comstrustion &6
imale 35, 5B, A
il 154

d
juest [mow] 14

K
heep 44

L
fa=l B0, Vad, 150, 152
lastly 78

Lawy &

Lot 36

lie &2

Libe 36, 158

Lirking varbs bk, 117
Listen Lo &0

Liktle 116, 134
Lugir;.al, deduction 4.4
Lech B0, &4, AY

Lok e A

Loksof 134

Lo 34

M

rrirain 58, Ad

rrake 3b, &4

rriankie up A3

ey Lz

mass 147

mlhermatical symbols
4B

rmay &, &2

rmaat 70

rmiddle 157

rreght 40

madals 38, 40, 42, 44,
b, 52, 124

frrihly 118

v in A3

vEmEn| areposiong
154

etk 1164, 136

st &4

aeskn b ad

M

nmarmedy T

raturally 78

mearesl 160

recessify 44

reeadn’t 44

negalive inlinitive 32

neither T4l

reever 174, 134

s

nexh 148, 150, 152

i Vb, 135,134

faon-continuous verbs 4

nan-tafinkng retative

clapaips ¥7

narmally 78, 118

nenans 104, 124, A6
carmen 10
canpounds 103
courtapde 106, 126
proper 104, 1246
uncountabie 106, 124

nurmefals 166

o

oljecl, direct 41, T2, A2
abligaticn &4, 44
obvousty 78
aocasionally 118

aecu 4

al 110

al eourse T
alfers 38

afen 118

ance 18, 107, 147
erder 36, 98
orelinals 144
other words 78
pearall T8

P

particwlar T

passiw 50

past canhinuous 12

past perdect 18

pasl ssmple 10

Pt e midrkers 10

iy &1

per 118

permission 40, 42 Ab

pirnit 34, T2

pq-l*:nnal pronoens 128

parsuade 36, Bl AS

phetira #0

phasal verbs 74, A3

place 154

pastion pregosiinns
154

POSSRSSINE [FONOGUNS
128

possibiting &0, 47

prefer 34, 34, AZ

pregasidional werb &1,
Al

pregasilicng of place
154

prepositions af fime 150,
12

pregent 58, (02

prisent continueus b

Presenl continuous
Pl e 337

present periect
canliyunes 16

present periect indinglive
al

prisent parfact simple
14, K2

prosont simpla 8

present simale snfnitive
a2

present time markers &

prevent T2, AZ

probabality 45

process description 50

pranibig 2

pratibition 40, 42, 4&

promiss 56

pronouns 84, 128

picer maung TG, 12§

propase 58

pratect a2

prowe 58, &4, A4

m”ﬂg\ﬁ__/ﬂﬁt%&enqanhedu.com
prewde

rpagE
clauges ol 100
EUDNMLETE ClaLses
af &1
putan &

[¥]
guandifisrs 134, 134
quariachy 114
questioning, verbs of A5
questians T4, BE-Y0
quite 114

R

raise &

rarely MG

reach T

really 114

reasan 3, 104,

Gubocdmate clauses

of 11, 98

rocanily 10, 14, 74

recarmimend 16, 58

rafer A%

reflaxive pronouns 128

rofuse S8

relative clauses BT, §2

relalive pranoun
cannetioers T

rely Al

rermaEn (4

rememher 34

remind &7

roposl SE, A4

reported comimanids B

reported guestions 81,
B

reporied reguests B4

reperted sogech B,
H4, B4
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