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INTELLIGENT BUSINESS (ELEMENTARY) TEACHER'S BOOK 

Introduction 

Rationale 

Today, the demand for Business English is greater than ever. And with the increasingly globalised 
world of international business, it looks set to keep on growing. As a result, the teaching and 
learning of Business English is playing an increasingly important role in business studies and 
everyday corporate life. Although the need for Business English is the same for students at a 
business school as it is for employees in a company, their needs and learning circumstances are 
very different. 

For students at a business school, the main challenge is often understanding business itself, not 
only the English language. Fortunately, the tertiary education environment usually provides 
enough classroom hours to deal with these challenges. For students studying business full time, 
the key is to learn business through the medium of the English language. 

For people already active in the workplace and with some understanding of the world of 
business, often the challenge is finding the time to learn Business English. Furthermore, for 
managers with a very good business knowledge, their learning experience must reflect this 
understanding of business practices and reality. For these students language learning is not an 
academic exercise but a need to translate familiar business practices into English as quickly as 
possible. Here the key is to do business in English. 

Intelligent Business is a range of Business English materials that includes components 
specifically designed to meet the needs of students who either need to learn business through 
English or perform familiar business tasks in English. These materials can be used individually 
or, as they share a core language and skills syllabus, can be used in a variety of combinations 
described later in this introduction. For an overview of all the Intelligent Business Elementary 
components, please see Fig. I. 

As well as sharing a common demand for Business English, both institutional and corporate 
learning environments are experiencing an increased demand for measurability. Today, both 
course tutors and training managers are under increasing pressure to measure and demonstrate 
progress and a return on the investment in Business English learning activities. As this is most 
effectively done using external, standardised and globally recognised examinations, Intelligent 
Business Elementary is benchmarked against the Cambridge Business English Certificate 
(BULATS) Preliminary level. 

Finally, any Business English materials today need to draw on authentic sources and achieve a 
high degree of validity in the eyes of the learners and teachers who use them. Developed in 
collaboration with The Economist magazine, Intelligent Business draws on this rich source of 
authoritative and topical articles on the business world. 
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Fig. 1 

Skills Book 
CD-ROM 

Learn Business 

Teacher's Book 

Learn Business refers to the components designed to be especially accessible to learners 
who may not have much business experience or knowledge. These components include 
the Intelligent Business Coursebook and Workbook. The Coursebook provides 100+ 
hours of classroom-based teaching material divided into fifteen units. The course is built 
on an elementary grammar syllabus and uses plenty of authentic 
text to present grammar and vocabulary that is then extracted 
and practised in isolation. 

The Coursebook also includes a Career skills syllabus that 
develops key communicative skills to help people within any 
kind of organisational - not just a corporate - environment. 

In addition, the Coursebook includes Dilemma and Decision 
(case study-style problem-solving activities) and regular reviews. 
These are designed to review the key grammar and functional 
language developed within the unit. 

INTRODUCTION 

Dilemw<\-.. 
C;f-'ecision 

�r�.�;�r�~�;�;�-�·�I�~�-�"�'�-�"�-�"�~�-�"�-�'�"�'�-�;�"�-�"�'�-�f�"�·�t�u�r�e� -=-__ 
�I�.�,�~� lDecidon: 
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INTELLIGENT BUSINESS (ELEMENTARY) TEACHER'S BOOK 

At the back of the book there is a grammar reference, 
a glossary with test and a Style guide - a pocket-sized 
32-page booklet providing support on common forms 
of business correspondence such as email, letters and 
memos, along with general notes on organisation, style 
and accuracy. It also includes a selection of useful 
phrases for situations such as socialising, telephoning 
and meetings. 

d&j;.Jj;;;:IIIM 
< Formal and informill styles 

-II �l�~� dtflkuh I() wn!e good fmma1 �E�n�g�h�~�h�,� lfyuu arc: wnung an 
lmp0rlant leller or document, 11 is a good Idea 10 .. <;k anmher 
Enllhsh �~�p�c�a�k�e�r� lochcck It for you. 

�~�"�1�:�"�=�"�"� 
�-�-�"�'�~�"�"�"�'�"� ---*"-:.-,,,,,,,,,,, -

,.SMe,;g;;; 

Emails 
We often use emails In �b�u�~�m�t�$�.�l�'� IS a 
f:mandchtapwaytocommunicatt. 
Sometime, the emails are wry mon and 
infOrmaL Sometimes thty �a�~� longer and 
morc:fim'nal,likealettet. 

1M PUIJlOle of an email can be 
• Toa.skforotstndinfurm .. lIon 
• �T�o�"�d�p�c�o�p�l�r�l�o�d�o�r�l�'�l�l�n�~� 
• �T�(�l�l�l�·�W�'�,�m�f�r�u�c�E�;�o�n�~�v�l�d�H�(�'�(�l�I�o�n�'�\� 
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• To �~�e�n�d� longe. �d�O�(�u�m�~�n�l�'�"� e.g.. reporU 

Key points to remember 

lIInguage and styIc 
• Kl!epyuurtm;:l1lshon 
• Use shon �~�n�t�t�r�u�:�e�s� and simple .. """ 
• Do oot �w�m�t�e�m�~�u�l�$� In CAPITAl 

It1ltr! - It looks hke j/OU are $hounnR 
• �U�~�]�X�>�h�'�e�l�a�n�g� ... �a�g�e�f�o�r�;�n�~�l�r�u�c�t�l�o�n�~� 

andrequW8. 
• Emails to senior ptOple or people 

oul$ldeyourwmpany!>houldbc 
..... 1. 

• Ema,lstQcoH('lIguesandp!'oplell'l 
IhesameComp<lnYClInbewm.· 

""'""-
• �E�m�a�l�l�~� to team members. or 10 

uM{)f1\el1t or 5upphen: �I�h�~�1� you know 
wcll.c.anbc fnendlyand Informal 

• A.lwiI)'l>n:adtheemallbeforryou 
<l:nd,t. 

8. 

00ts II COOlam all the �n�e�u�s�.�~�J�Y� 
infi:)rm.reoo? 
I'$lhe grammar, punct",Jt.on and �1�~�1� 
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• $111' Wllh the �m�~�t� Impor1am 
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• �"�~�d�r�e�p�I�Y�l�l�1�l�l�i�l�W�l�I�b�~�l�m�p�l�y�'�y�e�s�·�o�r�·�n�o�'�.� 

• Answer 'hr �q�u�c�<�"�o�n�I�~�)� !hilI �~� �o�f�1�\�!�I�!�1�~�1� 
�C�1�n�:�.�t�l�l�~� 

• I:k dear about what mkmrutllOO :-'I'IU 
"e �~�~�n�l�l�l�l� m from tIw <Jr'8H1iI1 email 

layout 

Wilen you wrile;r �t�x�.�n�.�n�e�~�,� em;lll, you 
should fOllow the 11Uld:ud format The 
�~�n�I�3�1�I�o�p�P�<�"�l�1�t�,�h�~�w�h�e�r�t�l�h�e� 

follow.ng d,fftrenl component.. �~�h�o�u�l�d� 

�a�~�'�r�o�n�r�h�c�P�I�I�g�e� . 

• name of the perwn I p«Ipk sending 
Iheemail 

b name of the penon I pwpl( �I�h�~� emaIl 
Isaddrts!.edto 

( olllerpc''''':'norpwpiewhowll1 
�m�~�i�V�C�i�l�t�1�>�p�y�o�f�l�h�e�~�m�a�i�l�l�h�o�u�g�h�l�l� 

Ii not Iddresscd dim:dy to lhem 
d �r�h�t�d�a�t�e�l�l�n�d�!�l�m�e�w�h�e�n�l�h�e�e�m�a�i�l�i�~� 
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Sample email 

-""-�1�k�,�.�.�.�.�~�,� .. _
�"�'�2�0�~�2�0�0�.�.�~�'�3�0� 

�~�A�t�l�s�.�.� ......... 
�,�.�.�.�.�.�,�.�.�.�'�~�~�5� 

�'�'�'�'�'�'�'�'�=�·�(�>�_�I�Q�\�·�~�"�"�"�"�,�,�,�,�,�,�,�,�,�,�,�,�,�'�'�'�'�l�~�'�'� 

'*J<.""'" , ... �~� ,,,,,.W."',,," ... �-�~� ."-",, I r'A-'-.I ,"'" �~�'�-�"�"� '_"",",,' 

The Workbook consolidates the language of the Coursebook by providing further practice 
of the key grammar, vocabulary and skills found in the core intelligent Business 
Elementary syllabus. Throughout the Workbook there are Cambridge BULATS 
Preliminary style tasks to familiarise students with the exam should they wish to take it. At 
the back of the Workbook is a complete BULATS Practice Test. Finally, the Workbook 
includes an audio CD containing all the Workbook listening material. 
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Do Business 

Do Business refers to the Intelligent Business Elementary Skills 
Book, which has been developed especially for busy employees 
who are on a company English language training programme. 
The Skills Book is a self-contained intensive Business English 
programme providing 30 hours of 
classroom-based material divided into five days of training. The 
course is aimed at small groups and built on a syllabus of key 
business skills such as telephoning, socialising and taking part 
in meetings. The language development work focuses on the 
functions and communicative strategies required to perform 
these skills effectively. Unlike in the Coursebook, target 
language is presented mostly through dialogues and other 
listening extracts. Students then perform similar tasks. The 
Skills Book follows the same core syllabus as the Coursebook 
so the same grammar and functions appear in the equivalent 
units of both books. 

The Skills Book has regular writing sections, a grammar 
reference with activities, and a strategies reference. There is 
also an interactive CD-ROM with the Skills Book that 
contains extra language practice and all the listening material 
for the book along with activities. There is also an extensive 
reference section for Grammar and a section on business 
strategies. 

GIving dlrectl(\l'lS 

1 Tho' �r�n�~�r�I�u�1� It>< IiQVTV5 _ �~�o�r�>�b�n�u�f�:� to<;rovptortnoe �~�<�t� 'we �v�e�~�"� 

.. c.oum 
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&U .... �,�~�~� 

£:a.ram 
kl,Uty 
"Unl,ke/>, 
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look. �t�h�e�~� below. Then �~� the4lredloM. o.,..lNICh..nt to --
. - �'�-�-�~� . . �'�~� ... 

front rotlIt'r pnt Wmlng O'IlU watOI'lt len: �~� 

IT .. , .. c::J 1tthenwo;lm.,.-

INTRODUCTION 

Talk about projects 

w.. .... "It When)'Olol w;JftI! to buy wnw"u", ""potU"" foe eumpk. , �~�u� ... 
rc.. .. �q�,�f�\�'�M�:�~� how 40 you deQde ..... �~� 10 buy? [JQ )'W :uk P"QPk 
fOr �~�j�o�n�c�.� ,,*, .bed prt>du<h: In m.tp.lln« or san:h 
dE.,imt:nwoP 

, a .. ,u,,"'1 voub .. ;.,y Verbs ,lind nouns 
Match thl"V«bt on Inc kfI wtth tlw _" pfI...,. on \he ri,tllW 
�.�K�r�i�~� M)MII of the mi,.. you do bdon: huyi"l �~�I�n�c� That 
�~� mon: th-.n OM way 10 mAtch IoOftW of die \Ot1b. �l�~�(�:�1� dl.:'ll(lnlUY 

�I�I�O�h�d�p�~� 

�~� .It,,'wn 
d,ffn.,"' .. ·I1'j..,.. 
'«"f1lm('nd.lt""r. 
�~�h�f� ilC'1 ,,,,,.\d 

,1IIT""I:1" It ..... ;.." 

• C=:::=J �r�:�:�:�.�~�- "==:I c.:::..::=--:::.-=- " 
�'�1�"�"�-�~�"�-�]�c�:�:�:�:�.�:�.�.�.�:�J�~�_�~� __ " �~�_�"�.�J�'� 

�,�r�:�:�:�.�:�:�-�:�:�-�-�:�:�J�[�"�~�~�:�"�:�-�-�"�-�-�'� 
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INTELLIGENT BUSINESS (ELEMENTARY) TEACHER'S BOOK 

General support 

The key Learn Business and Do Business 
components are supported by the Intelligent 
Business Elementary Teacher's Book covering 
both Course book and Skills Book and the 
intelligent-business.org website. 

This Teacher's Book is split into two sections: 
the first covering the Coursebook; and the 
second covering the Skills Book. Both sections 
provide step-by-step notes, answer key and 
background information, and at the end of each 
section there is a bank of photocopiable 
activities. At the back of the Teacher's Book 
there are templates that can be used with the 
Coursebook or the Skills Book to help with 
writing and vocabulary practice. 

The Intelligent Business website is an entirely 
free supplement that provides resources for 
both learners and teachers. For learners there 
are review questions for each unit of the 
Coursebook, with which students can 
interactively measure their progress unit by 
unit. There is also the Premium Content that 
allows access to two free articles from the 
Economist.com subscription website. These 
articles are updated regularly. For teachers 
there are handy notes on ideas for making the 
most of authentic texts. The Teacher's Guide to 
U sing Authentic Materials uses Economist 
texts to demonstrate useful teaching tips on 
how to exploit the Premium Content and 
similar articles from the press. 
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The Test Master CD-ROM 

The Teacher's Resource Book includes a Test Master CD-ROM 
which provides an invaluable testing resource to accompany the 
course. 
• The tests are based strictly on the content of the corresponding level of 

Intelligent Business, providing a fair measure of students' progress. 
• An interactive menu makes it easy to find the tests you are looking for. 
• Keys and audio scripts are provided to make marking the tests as 

straightforward as possible. 
• Most tests come in A and B versions. This makes it easier for you to 

invigilate the test by making it harder for students to copy from each other. 
• The audio files for the listening tests are conveniently located on the same 

CD-ROM. 

Types of test 

The Test Master CD-ROM contains five types oftest. 
• Placement Testis 
• Module Tests 
• Progress Tests 
• Mid Course Test 
• End of Course Test 

Flexible 

You can print the tests out and use them as they are - or you can adapt them. 
You can use Microsoft® Word to edit them as you wish to suit your teaching 
situation, your students or your syllabus. Here are some of the things you may 
wish to do. 
• Delete or add exercises to make the test shorter or longer. 
• Delete exercises or items which relate to points which you decided to skip. 
• Add in exercises to cover extra content you introduced into the course. 
• Edit exercises to make them harder or easier, or to introduce key 

vocabulary. 
• Edit the format of exercises so that they are consistent with other exams 

that you use. 
• Personalise the content of exercises to bring them to life. For example, 

incorporate the names of students in the class, other teachers in the school, 
famous people and places from your country ... 

• Use the audio scripts to create extra listening exercises - for example by 
removing words to create gap fills, adding options to create multiple choice 
exercises or introducing deliberate mistakes for the students to correct. 

• Add in the name and/or logo of your school at the head of the test. 
Finally, save your new version on your hard drive. 

Using this CD-ROM 

The ideal way to use this CD-ROM is to treat it as a master. Copy the tests to 
the hard drive of your computer and bum the audio files to CD or copy them 
on to cassette. 
• Test files The installation wizard will copy the files to your hard drive. 
• Audio files If you don't have a CD burner or if you prefer to teach with 

cassettes, you can simply put the Test Master CD-ROM into the CD drive 
of an ordinary hi-fi and copy the audio files onto a blank cassette. 

Levels 

Test Master CD-ROM are available for all levels of Intelligent Business. 



The Language of Intelligent Business 
All Elementary components of Intelligent Business are based on the same core syllabus. The syllabus 
is broken down into 15 units and covers three main strands: grammar, vocabulary and functional 
language. Although the different components emphasise different strands, they recycle and reaffirm all 
three key syllabus strands. Furthermore, the different components focus on different language skills in 
order to present the core syllabus. The Coursebook, for example, focuses on reading skills by 
introducing key grammar and vocabulary through authentic text, whereas the Skills Book focuses on 
listening skills by introducing functional language through transactional dialogues and meetings. The 
key productive skills of speaking and writing are covered extensively in both the Coursebook and 
Skills Book. 

1 Grammar 
The grammar content of the core syllabus is benchmarked against ALTE level I, Common European 
Framework level A2 and Cambridge BULATS. The syllabus balances the need for grammatical 
accuracy required to pass exams with the need for the functional language required to develop fluency 
and communicative competence quickly. 

Each unit of the core syllabus focuses on one or two grammatical structures. In grammar presentations 
examples of the target structure are drawn from the previous reading or listening text. The grammar is 
then highlighted and reviewed. 

The main presentation of grammar is found in the Coursebook. The approach encourage students to 
build on knowledge and regularly review and students are often asked to deduce information from 
examples before rules are given. After each grammar presentation there is both written and spoken 
practice with varying degrees of control, depending on the complexity of the grammar. The Workbook 
also provides plenty of self-study style grammar practice activities. 

There is an extensive Grammar reference in the back of both the Coursebook and Skills Book and on 
the Skills Book CD-ROM. The reference covers all the grammar from the core syllabus and extends 
the notes provided in the classroom material. As the Skills Book focuses on fluency and 
communicative effectiveness, there is little explicit grammar presentation within the classroom 
material. However, this material follows and recycles the core syllabus and the Skills Book CD-ROM 
provides a wealth of interactive grammar practice. Furthermore, the Grammar reference at the back of 
the Skills Book also includes integrated practice activities. 

2 Vocabulary 
In line with the Learn Business, Do Business concept of Intelligent Business, vocabulary is dealt with 
according to the different needs of the various learners who use the course. For students needing to 
learn business, the vocabulary focuses on topics that describe the basic structures and functions of the 
business world. These include jobs, departments, offices and marketing, etc. There are also topics 
relating to specific issues affecting today's business world such as globalisation and rapid 
technological progress. Key vocabulary and concepts are introduced in the keynotes, defined, used in 
context and tested throughout the units. Students are encouraged to activate the vocabulary through 
speaking and writing activities such as the Dilemma & Decision problem-solving tasks that end each 
unit. Furthermore, these key items are listed in the Coursebook glossary along with definitions and 
collocations and each entry indicates the type of vocabulary (noun, adjective, adverb, verb, countable, 
uncountable etc). There is also an end of glossary vocabulary test. The Workbook provides further 
extensive recycling and consolidation of the key vocabulary covered in the Course book. 

For students needing to do business in English, the vocabulary focuses more on functional frameworks 
rather than individual topic-based items. The Skills Book What do you say? feature reviews 
communicative strategies and models effective examples through dialogues, presentations and 
meetings. These key phrases and frameworks are practised interactively on the CD-ROM and 
throughout the Skills Book classroom material. 

INTRODUCTION 
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3 Functional language 
As with the vocabulary, the functional language of the core syllabus is dealt with according to whether 
students need to learn or do business. For students with little experience of hard business skills such as 
presenting, negotiating and taking part in meetings, the Coursebook presents functional language 
through the Career skills feature. Here the language is given general relevance to anyone within an 
organisation, be it an academic institution or commercial company. These functions include talking about 
a project, discussing ideas, making arrangements and talking about trends. As with the grammar, items 
are modelled in context, highlighted and then practised. Further practice can be found in the Workbook. 

For students familiar with hard business skills, the functional language is presented in the context of 
traditional business skills such as meetings, telephone skills and interviews. Each Career skill from the 
Coursebook is transferred to the Skills Book as one of three business subskills in each unit and given a 
more overtly in-work treatment. The basic functional language is drawn from the core syllabus in both 
cases but extended and practised more extensively in the Skills Book. As the functional language is so 
vital for achieving fluency and effective communicative competence, it is the key syllabus strand for the 
Skills Book and practised extensively throughout. The CD-ROM provides further interactive support. 
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Using Intelligent Business 

As all components are built on the core IS-unit elementary syllabus, the 
components can be used in various combinations that will consistently 
cover the same core grammar, skills and cultural issues at the same time. 
The following combinations are suggestions only and teachers may well 
wish to mix the various components differently or even all together. 

1 Extensive use 
Extensive courses delivered over a period of several weeks or even 
months are usually found in either tertiary institutes or weekly in-service 
programmes. Such courses can require over 100 hours of material and 
usually have linguistic knowledge as their goal - in the form of structures 
and vocabulary. The duration of these courses means that students require 
substantial practice and regular revision to consolidate what has already 
been processed. A typical Intelligent Business learning package for such 
students would include the Coursebook and Workbook. The Course book 
provides a large amount of language input, formal processing of grammar 
and plenty of written and spoken language practice. There are also 
reviews every three units. All key vocabulary items that students have to 
process in order to work through the Coursebook are collected in the unit
for-unit glossary at the back of the Coursebook. Each item includes 
synonyms and common collocations to help the student activate use of 
vocabulary. There is also a separate Glossary Test at the end of the 
section to provide another tool for assessing students' assimilation of the 
core language of the course. 

The Workbook provides 
further practice of the 
grammar, vocabulary and 
functional language presented 
in the equivalent Coursebook 
units. It also provides further 
skills work with many more 
Economist texts and listening 
exercises. There are BULATS
style tasks to prepare students 
either for the actual Cambridge 
exam or for the Practice Test at 
the back of the Workbook. As 
the Practice Test recycles many 
of the themes and vocabulary 
introduced in the Coursebook, 
it can be used as an end-of
course assessment. The 
Workbook is designed as a 
self-study component with its 
own key at the back and audio 
CD inside the back cover. 
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Alternatively, if the language programme provides enough hours of classroom tuition, the Coursebook 
and Skills Book can be used together. As they are based on the same core syllabus and share the same 
15-unit structure, the Skills Book can be used either immediately after the whole of the Coursebook or 
integrated on a unit-by-unit basis. The Workbook and Skills Book CD-ROM will both provide further 
practice and self-study. 

Intelligent Business Elementary 

Unit 9 

Coursebook 

Workbook 

I SkUls Book 

2 Intensive use 

language 

Adjectives 
Adverbs 

Adjectives 
Adverbs 

Adjectives 

As already mentioned, the trend in the corporate 
Business English sector is for increasingly 
intensive tuition - but with even more pressure on 
measurable achievement. Typically, intensive 
courses are a week long and delivered to small 
groups or even individual managers. However, 
even shorter courses of 2-3 days and less are 
becoming more common. Many schools also 
provide hybrid courses where an extensive 
programme delivered over a period of months can 
have an intensive component built in where 
students will have a full-day of intensive tuition 
every so many weeks of extensive study. 

The Intelligent Business Skills Book follows the 
same core 15-unit syllabus as the other 
components but groups them into 5 blocks of 
three lessons each - making it perfectly 
compatible with a standard 5-day intensive 
programme. The Writing units at the end of each 
block provide self-study consolidation as does the 
CD-ROM (with plenty of practice activities). The 
CD-ROM also provides an option for 
programming in a self-access centre component to 
the course. The material is aimed at small groups 
of up to four students but can be used individually. 

12 

Vocabulary Skills 

Adjectives Describing a product 
Size shape & material 

Products Describing a product 

Adjectives Describing a product 

I 
I 
I 

I 

I 



As the Skills Book is very much driven by speaking activities and performance of familiar 
business tasks, it is essential that students receive feedback on how well they complete 
these tasks in English. The summary at the end of each unit reminds students of the 
functional topics they have covered and encourages them to discuss any areas they would 
like to review. The Teacher's Book also provides templates to assist in writing or vocabulary 
tasks. The teacher can use these to provide comments and direct students to appropriate 
materials for further practice. 

At the back of the Skills Book and on the CD-ROM there is an extensive grammar 
reference with practice activities (for students whose grammar is impeding their ability to 
complete the tasks successfully). The CD-ROM also includes many practice activities that 
target functional language. 

3 Exam preparation 
Although the Intelligent Business Elementary Course book is not an exam-specific 
preparation text, it has been developed to meet the criteria for length and difficulty of text 
applied to Cambridge BULATS Preliminary exam papers. There are also certain tasks that 
are similar to typical exam questions. The Coursebook will not prepare students in terms of 
exam awareness but it will give them an effective command of Business English at 
elementary / BULATS level. 

For students wishing to take an internationally recognised Business English exam at the end 
of their course, the Intelligent Business Elementary Workbook provides a variety of exam
specific material. The Workbook in particular provides plenty of practice material specifically 
targeted at the Cambridge BULATS exam. There is a complete and authentic Practice Test at 
the back of the book. The Listening Test is included on the audio CD. 
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Find your way around the Teacher's Book 

The Teacher's Book is designed to help you make the most of your lesson and it is divided into two 
sections; the Coursebook and the Skills Book. At the end of both sections you can find activities to 
photocopy and to use in your lesson. The instructions for these activites can be found in the 
relevant Coursebook or Skills Book unit in the Teacher's Book. At the back of the book there are 
writing templates for emails, letters, memos and short reports which can be used with writing 
activities in both the Coursebook and the Skills Book. The frameworks help students organise their 
writing and include useful phrases. There is also a vocabulary framework to help students note 
new words (for instructions see page 168). 

At the start of 
the unit you will 
find an overview 
of what you will 
be covering in 
the lesson 

The introduction 
to each unit 
gives 
background 
information on 
the topic 

Every exercise 
is clearly 
labelled 
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Unit 1: Contacts · 

UNIT OBJECTIVES 

Reading: Working in a foreign country 
Language" 10 he 

Vocabulal1": ('oonlnes and nalionalitics; 
Jobs 

Career skills: Introducmg yourself 
Dilemma & Decision: Who to intervic",? 

......................................... 
: This unit looks at situations where busioc&<.; people 
: meet new contacts_ This ('an happen in many 
: situations, such as meettngs. presentations, 
: conferences and training COlmlCS. \\'hcn making 
: initial conta(:t, it is often necessary ttl ask and ans",cr 
: basic �q�u�~�t�i�o�n�s� about your name, company and 
: nationahty. 
• Much of this information is aho included on 

husiness cards But, depending on the country. 
bu.<.;incs' cards can carry far more cultural 
significance than the ba"ic personal �d�c�l�U�i�l�~� noted on 
them. In Europe and the USA. �b�u�~�i�n�e�s�s� cards arc 
often treated casually they can be slipped into 

• pockets \\ ithout being rearl. Hovv-ever. In lY'Ic'1ny other 
: cultures business cards have greater importance and 
: should be treated with respect, for example in Japan 
: and China It is always a good idea to research how 
: and �~�1�l�e�n� business cards are presented in the country 
: YOU are visiting (for example, at the beginning or end 
: �~�f�a� mcctmg'!). ([VOLl arc in u situation .... nen: you 
: are �u�n�~�u�r�e� of specific �b�u�s�i�~�s� card etiquette, make a 
: point of reading and commenting on the card when 
: you are given it. 
: Business cards are an m .... aluable internationally 
: rccogniscd tool when ITlCl.1ing new contacts and it is 
: a good Idea to have a plentiful supply, When 
: travelling abroad on business, it is also a good idea 
: to ha .... e the information printed in the language of 
: the country you are visiting on one side ofthe card. ......................................... 
Keynote. 
Before opentng books ",we Globa/ hu.HneJ." on the board 
Check Ss understanding and ask them to brninstonn the 
names of companies that have offices in different �c�o�u�n�t�r�i�l�~� 

(lor example ICI, Coca cola. Nokia, HSBC cheel. to SOX If 
Ss know what these cOlllpanlC'i dolmake;!.ell etc}. Open 
book .. and n."<Jd through the keynotes With your ehbs. Ched, 
thai they understand the .... ,ords in bold. Ask questions such 

UNIT 1 

as: /lOll Jo you K'w'f .wm('ont' In �E�n�g�l�L�~�h�?� Whall., your flrsl 

name') What IS your surname') If your students are m work 
you CQuld also ask If they have business contacts In dIfferent 
�c�o�u�n�t�r�i�c�~� and what theIr JOb title is. ThIs is a good 
opportunity to Introduce S5 \0 the �g�l�o�~�!�>�a�r�y� for this unit at the 
back of the book. Focus on the words from the Keynot£'.1 in 
the �g�l�o�s�~�r�y�.� Try to elicit the meaning of the following: n 
(noun), IC) (countuble noun), v (verb). adj (adjecllve) 

.::a Coorsebo<Wl, GIouary, Unit " page 150 

Preview 
Before opening books, show 5s your fAAl1 bUSiness cani or ask 
Ss If they h;.IYC a bUSiness card. EliCit whal II is, Get Sl> to 
braltlstorm whal informatIOn \I.e usually find OIl a bus;!)e!>!> 
carei. 

I O!X'rt books and foeu .. S5 on the example in exercIse I. In 
pairs or Individually, ask 5s to match the words in the box 
with Items 2--6 on the busmess card lIave a brieffee<iback 
sClol>ion to check answers. You may alsQ Wish tl' ask 5s ro 
namt: other famous companies and common qualifications. 

2 surname 
3 professional qualir",otioIIs 
4 job.tIe 
5 c<JllJl*1)'nam.e 6_ 

Optional activity 
I DraW a business card on the board With fictIOnal 

1ll1i.1rmation (name, address, company name, job title, 
qualifications) Ask 5s: ffJwlls hIs/her �,�~�u�r�n�a�m�e�?� 

Whall.1 hIs/her ;oh flfle j.,1c. 

2 Omw Ss attention 10 the c.l(ampie. As&.. Ss to matCh the 
countl)'wlth the information about bw,lness caruso Ask Ss If 
they agrec Wllh the information about the four cowltries. Ask 
�S�~� to demonstrate how they give and rec-cr.'c busines." cards 
in Ihelr country Try to e:et 5s to Identify �~�I�m�i�l�a�r�l�t�i�e�s� aoo 
differences between business cards in their country and the 
informtion about SWitzerland Mexico, Chma and the UK. 

2 Mexico 
3 Switzerland 
4 China 

The answers are given 
after each exercise 

•• 

For more ideas and 
information there 
are references to 
other relevant pages 
in the Course book 
(including the Style 
Guide), the Skills 
Book, the 
Workbook or other 
parts of the 
Teacher's Book 

The units include 
ideas to extend 
exercises. Some 
optional activities 
have instructions 
for photocopiable 
resources at the 
back of the 

. Teacher's Book 



Unit 1: Contacts 

UNIT OBJECTIVES . 

Reading: 

Vocabulary: 

Career skills: 
Dilemma & Decision: 

Working in a foreign country 
Language: to be 
Countries and nationalities; 
jobs 
Introducing yourself 
Who to interview? 

••••••••••••••••••••••••••••••••••••••••• 
• 
: This unit looks at situations where business people 
: meet new contacts. This can happen in many 

situations, such as meetings, presentations, 
conferences and training courses. When making 
initial contact, it is often necessary to ask and answer 
basic questions about your name, company and 
nationality. 
Much of this information is also included on 
business cards. But, depending on the country, 
business cards can carry far more cultural 
significance than the basic personal details noted on 
them. In Europe and the USA, business cards are 
often treated casually - they can be slipped into 
pockets without being read. However, in many other 
cultures business cards have greater importance and 
should be treated with respect, for example in Japan 
and China. It is always a good idea to research how 
and when business cards are presented in the country 
you are visiting (for example, at the beginning or end 
of a meeting?). If you are in a situation where you 
are unsure of specific business card etiquette, make a 
point of reading and commenting on the card when 
you are given it. 
Business cards are an invaluable internationally 
recognised tool when meeting new contacts and it is 
a good idea to have a plentiful supply. When 
travelling abroad on business, it is also a good idea 
to have the information printed in the language of 
the country you are visiting on one side of the card. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 
Before opening books write Global business on the board. 
Check Ss understanding and ask them to brainstorm the 
names of companies that have offices in different countries 
(for example rcr, Coca cola, Nokia, HSBC - check to see if 
Ss know what these companies do/make/sell etc). Open 
books and read through the keynotes with your class. Check 
that they understand the words in bold. Ask questions such 

UNIT 1 

as: How do you greet someone in English? What is your first 
name? What is your surname? If your students are in work 
you could also ask if they have business contacts in different 
countries and what their job title is. This is a good 
opportunity to introduce Ss to the glossary for this unit at the 
back of the book. Focus on the words from the Keynotes in 
the glossary. Try to elicit the meaning of the following: n 
(noun), (C) (countable noun), v (verb), adj (adjective). 

�~� Coursebook, Glossary, Unit 1, page 150 

Preview 
Before opening books, show Ss your own business card or ask 
Ss if they have a business card. Elicit what it is. Get Ss to 
brainstorm what information we usually find on a business 
card. 

1 Open books and focus Ss on the example in exercise I. In 
pairs or individually, ask Ss to match the words in the box 
with items 2-6 on the business card. Have a brief feedback 
session to check answers. You may also wish to ask Ss to 
name other famous companies and common qualifications. 

2 surname 
3 professional qualifications 
4 job title 
S company name 
6 address 

Optional activity 
1 Draw a business card on the board with fictional 

information (name, address, company name, job title, 
qualifications). Ask Ss: What is his/her surname? 
What is his/her job title etc. 

2 Draw Ss attention to the example. Ask Ss to match the 
country with the information about business cards. Ask Ss if 
they agree with the information about the four countries. Ask 
Ss to demonstrate how they give and receive business cards 
in their country. Try to get Ss to identify similarities and 
differences between business cards in their country and the 
information about Switzerland, Mexico, China and the UK. 

2 Mexico 
3 Switzerland 
4 China 
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�S�p�e�~�k�i�n�g� 

This is the first speaking activity in the Course book, so Ss 
may need support to feel comfortable speaking to each other 
and to the class. Encourage Ss to speak English at all times 
during these activities as it will help build confidence and 
fluency. In one-to-one classes the teacher can discuss the 
question with the student. First check that Ss understand the 
question. In larger classes, ask Ss to discuss the question in 
pairs. Encourage Ss to use words and body actions to show 
greetings (e.g. bowing, waving). Have a brief feedback 
session to compare ideas. 

Reading 

Point to the headline (Working in aforeign country) and elicit 
the meaning offoreign country (different country). Before Ss 
read point out that they are not expected to understand every 
word in the article. There is a glossary to help Ss with some 
of the words. Carlos Ghosn's surname is pronounced with a 
silent hand s (Ghone to rhyme with phone). Read the text 
with the whole class. Elicit answers to exercise 1 together. 
Before Ss read the text again, demonstrate the meaning of 
true and false (e.g. Carlos Ghosn is Brazilian - true, Carlos 
Ghosn is American - false). Now ask Ss to read the text 
again and answer the questions in exercise 2 with a partner. 

1 
2 Renault, Nissan 3 Tokyo 4 London, Paris, Brussels 
5 India (Tokyo is mentioned in paragraph 1, so Japan 
could also be considered correct) 
2 
2 true 
6 true 

Speaking 

3 true 
7 true 

4 true 
8 false 

5 false 

Get a student to ask you the question and answer it to 
demonstrate. Ask Ss to discuss the questions in pairs or small 
groups. In one-to-one classes the teacher can discuss the 
question with the student. You could extend the activity by 
asking Ss to rank their favourite countries to work in. If 
appropriate Ss could also discuss countries they would not 
like to work in. 

Vocabulary D 
1 Ask Ss to look again at the article on page 9 and identify 

the countries and nationalities named in it. Now Ss use the 
countries and nationalities to complete questions 1-5 in 
the table. For questions 6-12 you may wish Ss to use 
dictionaries. Ask check questions (A person from Brazil 

16 

is ... 7 An American is from ... 7). Draw attention to the 
information about the countries in the UK. Ask Ss to 
identify the nationality of the four countries (English, 
Scottish, Welsh, Irish). 

2 Ss quickly read the article again and complete the 
information about continents. Elicit the names of the other 
continents. 

1 
2 Brazilian 
3 the USA 

8 China 

4 the UKI(Great) Britain 
5 India 

9 Poland 
16 Japanese 
11 Russia 
12 Kuwaiti 6 Spanish 

7 German 

2 
1 European 2 Asia 
Other continents: 
Africa! African 
America! American 
Australasia! Australasian 

Working English 
The Working English boxes contain information that is 
helpful to the topic of the lesson. They include 
vocabulary or grammar extension. For some Ss the 
information will be new and for others it will be 
revision. Draw Ss attention to the different ways of 
talking about nationality. Ask Ss to practise saying their 
nationality in different ways. Use prompts from the 
countries and nationality table to elicit responses (e.g. 
T: Russia, Sl: I'mfrom Russia, S2: I'm Russian). 

Teacher's Book, Templates, page 171 

Teacher's Book, Vocabulary record sheet, page 176 

Vocabulary D 
3 Draw Ss' attention to the example. Then ask Ss to work 
individually and choose the correct word in italics. Check 
answers together. 

Speaking 

1 Check that Ss are familiar with the companies in the list. If 
they do not know the company ask them to guess what 
nationality it is. 
Shanghai Tang Chinese 
Michelin French 
General Motors 
Aeroflot 
Marks & Spencer 
Banco de Bilbao 
Sanyo 

American 
Russian 
British 
Spanish 
Japanese 

You may wish to brainstorm more companies and ask Ss 
to say the nationality. 



2 Get Ss to ask you the question and answer to demonstrate. 
In pairs Ss take it in turns to ask and answer the questions. 
Then Ss change partners and practise again. This time, 
encourage Ss to make use of the other phrases to talk 
about nationality from the Working English box. 

Language check D 
Students who have recently completed a beginner's 
Course book or have studied English before can use this 
grammar section as revision. Read the examples together and 
point out that they are from the article on page 9. Ask Ss to 
work with a partner and use the examples to complete the 
table. 
This would be a good opportunity to introduce your class to 
the grammar reference at the back of the Coursebook. Check 
answers together. 

1 is 
Practice 

1 

2 are 3 is not 4 are not 

2 is/'s 3 are 4 aml'm 5 Is 6 are/'re 

2 
2 I'm a student. 
3 Paula Reed is the CEO. 
4 We are engineers. 
5 Are you an accountant? 
6 Is Emtrack a Polish company? 

Optional activity 
Write sentences on the board, e.g.: 

Renault is a French company. 

5 Is 

And elicit the negative and question form and the short 
answer: 
Renault isn't a Spanish company. 
Is Renault a French company? 
Yes, it is. 

Coursebook, Grammar reference: to be, page 158 

Practice 

Ask Ss to complete the sentences with the correct form of the 
verb to be. Then get Ss to compare answers before checking 
together as a class. 

UNIT 1 

Optional activity 
1 Bring in magazine pictures of famous business 

people. Preferably a selection of individuals, pairs and 
groups. Put Ss in pairs. Give each pair a selection of 
pictures and ask them to write questions (e.g. Is he the 
head o/Virgin? Are they German?). Feedback as a 
class or ask Ss to swap pictures with another pair and 
ask and answer the questions. 

2 Ss can also ask and answer questions about people in 
the class (e.g. Q: Is Lara Russian? A: No she isn't, 
she's French.). 

3 Ask Ss to write three true and three false sentences 
about famous business people or companies 
(e.g. Richard Branson is American; Fuji is a Spanish 
company). Read the sentences to a partner who says if 
the information is true or not and, if possible, correct 
the false information (Richard Branson isn't 
American, he's British; Fuji isn't a Spanish company, 
it's Japanese. etc). 

Listening D 
In this listening, Ss are not listening for information, they 
listen to check their answers. Set the context of the 
conversation. Ask Ss if they go to conferences. Can they 
suggest good locations for conferences in their city or town? 
Then ask Ss to complete the conversation with the correct 
form of the verb to be. Play the listening for Ss to check. Ask 
if this is the first time that John and Ron meet (yes). 
Encourage Ss to practise the conversation. You may wish to 
ask Ss to practise the conversation again using their real 
names. 

2am 
8 Are 

3 'm 
9 'm not 

4 Is 5 's 
10 'm 

Language check D 

6 're 7am 

Check that your Ss know what a noun is (a naming word for 
a person, place or thing). Focus on the examples and elicit 
answers to the questions. Ss will do further work on articles 
in Unit 3. 

1 a 2 an 

Coursebook, Grammar reference: Articles, page 158 

Vocabulary D 
1 Focus Ss on the words in the box. Elicit whether the nouns 

take a or an. Then ask Ss to call out more jobs. Write 
these on the board and ask Ss to say if they take a or an. 
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2 Ss match a job from the box to the sentences. Point out 
that not all the sentences need a/an. 

lan aQcountant, a:r<:l:Ilt<rof "'al:J.d:lerestare a 

3 
2 an �a�:�r�<�:�,�b�i�~�c�t� 
�5�t�e�;�,�t�C�~�r�s� 
8 a recepti(lllist 

Listening II 

�3�a�:�m�~�~� 

�'�a�4�e�s�'�~� 
�4�a�,�n�~�t� 
�7�~�e�s�p�o�Q�p�l�~� 

1 Listen to conversation 1 together and elicit whether the 
statements are true or false. Then play conversation 2 and 
3. Ask Ss to identify the true statements. Write the false 
statements on the board. 

2 Ask Ss to correct the false information. Then ask Ss to 
listen again and check. 

1 
1 True 
1 False 
3 False 

4 True 
5 False 
6 True 

1 
1 Hiroaki is ftomJa:pan. 
3 Francesca is �g�~�i�a�J�l�'� 
5 They aren't �~�.�l�n�k�y�~�~�e�·�$�t�l�l�d�e�n�t�s�.� 

Speaking 
Demonstrate the activity with a confident student. Put Ss 
in pairs. Ask student A to turn to page 137 and student B 
to turn to page 141. Ss need to ask questions to complete 
their information about the person in their picture. Student 
A starts. Circulate to help and encourage. Check that Ss 
are using the verb to be correctly Note down any problem 
areas and go over them with the whole class at the end of 
the exercise. When Ss have all the information they should 
make sentences about the person in the picture. They can 
do this orally and say their sentences to their partner or as 
written homework. 

2 Students write 4-6 true or false sentences about people in 
their class. In one-to-one lessons the student can write 
sentences about him or herself or the teacher. Alternatively 
he or she can write questions about famous business 
people. 
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Optional activity 
Photocopiable resource 1.1: 

The alphabet (page 94) 
In the next part of the lesson Ss will do listening 
activities that include spelling. This is a good 
opportunity to review or teach the alphabet with the class 
and practise spelling. 

Ask Ss to work in pairs. Photocopy and cut in half the 
alphabet sheet and give one part to student A and the 
other to student B. Say the alphabet and ask your class to 
repeat. Ss take it in turns to say the letters, writing the 
letters that their partner says to complete the table. 
Check answers and ask Ss to say the letters in each box. 
Write these names and places on the board and ask Ss to 
spell them. Tell Ss that when two letters are the same we 
can say double (for example, double n in the first 
example). Tell Ss to say new word when there is a title 
and a name. 

Ms Stuttle 
2 Newcastle 
3 Slovakia 
4 Mississippi 
5 Mr Marshall 
6 William 

Now Ss take it in turns to spell names and places while 
their partner writes the word. Get Ss to look at their 
partner's sheet to check the words. 

Career skills 
Ask Ss to think of situations where they need to introduce 
themselves (conferences, presentations, meetings, training 
courses etc). Read through the information and check that Ss 
understand the phrases. Ask Ss to match the questions and 
responses. Then nominate Ss around the class to ask and 
answer these questions. 

Ib lc 3a 4d 

Listening IJ 
1 Before Ss listen, write on the board and check Ss' 

understanding of: 
a) training course 
b) conference 
Focus Ss attention on the questions 1--4. Play the 
recording and ask: Where is the conversation taking place, 
in a training course or a conference? (in a conference). 
Ask Ss to tick the questions they heard. Play the recording 
again so Ss can check. 

2 Ss listen again and complete the information about Jan on 
the form. 



3 Ask Ss to complete the phrases from the listening. Then 
match the phrases with the functions a-c. Play the 
conversation again for Ss to check. 

1 1,2,4 

2 1 spell a 2 Sorry - c 3 That's - b 

Listening II 
1 Ask Ss to listen and decide if this is Jan and Ben's first or 

second meeting. 
2 Play the conversation again and ask Ss to fill in the 

missing words. Check answers together. Ask Ss to practise 
the conversation with a partner. 

1 first meeting 
2 1 I'm 2 Nice 3 company 4 And you 5 with 
6 engineer 7 manager 8 French 9 British 

Speaking 
Take time to set up the role play and make sure that Ss 
understand what they need to do. Divide the class into pairs 
and ask Ss A to turn to page 147 and Ss B to turn to page 
149. Student A starts the conversation. Ss use the business 
cards to role-playa conversation similar to the one in 
Listening 4. Less confident Ss may prefer to write the 
conversation first. If so, encourage them to role-play the 
conversation again without using their notes. You could ask 
Ss to practise the conversation again using real information. 

Dilemma 
Ask Ss to name some business magazines (e.g. The 
Economist). If you have any business magazines bring in 
examples. Tell Ss that they are going to read about a 
magazine called Business Focus. Read the brief together. 
Clarify any unfamiliar words and check that Ss understand 
what they need to do. 

Task 1: Divide the class into two groups ask group A to turn 
to page 137 and group B to turn to page 14l. In their groups, 
Ss prepare questions to ask to complete information about 
either Amita Singh (female) or Philip Treanor (male). 
Circulate and help where necessary. 

Task 2: Ss work in small groups (with an equal number of 
people from group A and B). This task is an information gap 
activity. Ss ask and answer the questions they used in Task 1 
to complete the information about Amita or Philip. Ss that 
have already done photocopiable resource 1.1 should be 
encouraged to use phrases to check or clarify spelling where 
necessary. Ask Ss to check their answers by looking at their 
partner's information. 

Task 3: Draw Ss attention to the covers of the last three 
issues of Business Focus. Go over the Useful phrases with the 

UNIT 1 

class. If the groups need direction to start the conversation, 
ask questions about the person being interviewed in each 
issue: (e.g. In issue one is it a man or a woman? What 
country is he from? What is his job? What country is the 
company in?). Give Ss a time limit (about five minutes) to 
decide which person, Amita or Philip, is the best person to 
interview for next month's copy of Business Focus. 

Decision 

Ask Ss to listen to Frank Black (the editor of Business Focus 
magazine) talk about the person he chose to interview. Ask: 
Who does he want to interview? (Amita Singh), What reasons 
does he give for his decision? (Issues 1, 2 and 3 are all men 
from Europe or the USA; She is CEO of an Asian company). 

Write it up 

This exercise is an introduction to writing a short, informal 
email. This is a good opportunity to introduce Ss to the Style 
Guide at the back of their Coursebook. Point out that in the 
Write it up exercises in the coursebook, Ss do not need to 
agree with the opinion in the Decision listening, they can use 
their own opinion or the decision that they decided on in their 
group. Check that Ss know what information to include in 
their email to Frank Black (the name of the person they want 
to interview and some information about the person's job and 
company). There are two possible ways to approach the 
writing task: 

1 Ss could prepare the email in class, individually or with a 
partner. 

2 Ss could write it for homework and compare their answer 
with a partner next lesson before handing it in to be 
marked. 

Ss can also use the Writing preparation template at the back 
of their book. Draw Ss attention to the informal opening of 
the email (Hi Frank) which signals that it is more informal 
than a business letter. Elicit ideas how the email could end 
(Best wishes, Regards). 

�~� Style Guide, Emails, page 8 

�~� Style Guide, General Rules, page 3 

�~� Teacher's Book, Templates, page 171 

�~� Skills Book, Writing 1, Emails 1, page 18 

�~� Teacher's Book, Email template, page 172 

Email: Suggested answer (22 words) 
Hi Frank, 
I think the best person to interview is 
Amita Singh. She's a CEO at Wing Electronics, it's an 
Asian company. 
Regards, 
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Unit 2: Teams 

Reading: 
Language: 

Vocabulary: 
Career skills: 

UNIT OBJECTIVES 

Teams with bright ideas 
Present simple affirmative; 
frequency adverbs 
Departments 
Introducing others 

Dilemma & Decision: A new team member 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at teams and teamwork. In it Ss consider 
what makes a good team member as well as different 
types of teams (big and small, formal and informal, 
international and departmental). In modern business, 
teamwork is increasingly important at all levels of an 
organisation. Modern technology helps international 
teams to communicate through email, video conferences 
and telephone. A good team leader makes sure that the 
team members have a clear aim and an achievable goal. 
The success of the team often depends on how the 
individuals operate as te.am members: how well they 
communicate, share information and support each other. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 
Read through the keynotes with your class. Check that Ss 
understand the words in bold. Ask them to say any sports 
teams that they know. Can Ss think of any other types of team 
in their work or college? Ask: What types of communication 
can a team use? (e.g. phone, email, speaking to each other 
directly), What do the Keynotes say a team leader does? 
(organises team members and listens to their opinions). Can Ss 
think of any other things a good team leader does? 

�~� Coursebook, Glossary, Unit 2, page 150 

Preview 
Before opening books, write Toyota on the board. Elicit what 
your Ss know about the company. Ask questions such as: 
What does Toyota make? (cars), What nationality is the 
company? (Japanese). 

1 Ask Ss to open their book and read the information about 
Toyota. Check that Ss understand any unfamiliar 
vocabulary (e.g. team member, respect). Ask check 
questions such as: What does a good team member do? 
(helps and respects other team members, discusses 
different opinions in a polite way). 
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2 You could ask Ss to discuss this in pairs or small groups 
before sharing ideas with the whole class. 
(Other things a good team member might do: listen, talk 
about ideas, be friendly, work hard, share information etc). 

Listening 1 
Introduce the listening by encouraging Ss to think about 
different types of team (big, small, departmental, international, 
formal, informal etc). Tell Ss they will hear two people 
speaking about their teams. Play the first part of the listening 
and ask: Who is speaking Katya or Graham? (Katya). Play the 
first part again and ask Ss to choose a or b to make true 
sentences for Katya. Play the second part again and Ss do the 
same for Graham. Check answers around the class. 

Ib la 3b 4b Sb 6b 7a 8b 

Speaking 
1 Ss work individually and look at sentences 1-8 again. This 

time they should choose option a or b to make true 
sentences about what they think about working in a team. 
Focus on the example . 

2 Draw attention to the example and ask Ss to identity the 
word that we use when we give reasons (because). Briefly, 
tell Ss about the type of team you like to work on and give 
reasons. With a partner, Ss say their ideas. Circulate and 
encourage them to give reasons for their answers. Ask Ss 
if they even like working as part of a team, or if it is 
sometimes better to work alone and why. 

3 In the same pairs, Ss tell their partner about teams that 
they have experience of through college, work or in sport. 
Encourage Ss to say what the like and don't like about 
working in a team. You may wish to tell Ss that being 
asked about teamwork is a very common interview 
question. 

Reading 
Ask Ss: What is the headline of the article? What words are 
in the glossary? What word does paragraph 3 start with? 

1 This exercise encourages Ss to skim the text for meaning. 
Explain that this means reading the text quickly, without 
stopping to check every word that they don't understand. 
Instead Ss are reading for context and general meaning. 
This is a useful skill in business in general where Ss may 
need to read different types of documents. It is also a skill 
that is used in many types of exam. Ask Ss to read the 
article again and elicit the answer. 



2 Ss match the information to the paragraph numbers 1--4. 
Ss do not need to read the whole text again at this stage, 
but encourage them to look at individual paragraphs in 
more detail to check their answers. 

3 Read the statements with the class and clarify meaning 
where necessary. Ask Ss to read the article again slowly. 
Now Ss decide if the statements are true or false and 
compare their answers with a partner. Elicit answers 
around the class. 

Ic 

2 
interesting places for teams to meet 4 
groups of colleagues 3 
modem technology 2 
people who need to be good team members 1 

3 
2F 3F 4T 5T 6F 

Speaking 

Ask Ss where business teams usually meet (in an office or 
work building). Ask Ss why it is a good idea for teams to 
meet outside work sometimes (they can get new ideas in a 
new place; they don't need to answer the phone or emails 
etc). In small groups ask Ss to suggest unusual places to 
meet. It is a good idea if the group nominates someone to 
note down ideas. Give Ss a time limit for the ideas stage (two 
or three minutes). Now ask groups to look at their ideas and 
choose the one they like best. Ask them to think of reasons 
(if necessary remind Ss to use because). Have a brief 
feedback session and encourage Ss to tell the class about 
their idea and the reason they think it is a good place to meet. 
The class could vote for the idea that they think is best. 

Vocabulary 1 
This vocabulary focuses on company departments. In the 
definitions there is also a selection of verbs which you may 
wish to exploit further as an extension to the exercise. You 
could ask Ss to underline the verbs in the definition, elicit 
meaning and ask Ss to look up any unfamiliar words. 

1 Ss match the departments and the definitions. Nominate a 
student to read out a definition and another to match it to 
one of the departments. Encourage Ss to add any 
departments that they know to the list. 

2 In the last unit, Ss wrote an email in the Dilemma & 
Decision. In this unit you can revise emails by asking: Who 
wrote the email? (Vanessa), Who is it to? (Patrick), What is it 
about? (a new digital camera), How does the writer start and 
end the email? (Hi, Thanks). Ask Ss to work with a partner 
and complete the email by using departments from the last 
exercise. Check answers around the class. 

UNIT 2 

1 
2i 3g 4a 5d 6h 1b 8e 9c 

2 
2 R&D 3 buying 4 production 5 marketing 

Vocabulary 2 

Ask Ss to look back at the article on page 17 and identify any 
words in the box (directors, CEO, colleagues, employees, 
manager). 

1 Now ask Ss to say which of the words are used for 
managers in a company. Ask Ss to identify the most 
formal word to describe people who work in a company 
(personnel). Ask SS which word is an informal word to 
talk about your manager (boss). 

2 Now Ss use the words to complete the sentences. Ask Ss 
to compare answers with a partner before checking 
answers with the class. 

I Management: directors, CEO, manager, boss 

2 
2 colleagues . 3 directors 4 manager 5 staff 6 boss 

Optional activity 
You could check that Ss know what the letters in CEO 
stand for. Elicit/write on the board any other job titles Ss 
know. Ask Ss to call out ideas for what the letters stand 
for: 
CEO (Chief Executive Officer) 
MD (Managing Director) 
CFO (Chief Financial Officer) 
CIO (Chief Information Officer) 
CCO (Chief Communications Officer) 

Style Guide, Abbreviations, page 29 
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Working English 
Use this as revision for Ss who already know how to tell 
the time and as an introduction for Ss who are coming to 
it for the first time. Nominate Ss to say the different 
ways of telling the time. Draw Ss attention to the use of 
the preposition at when saying the time. Read the 
remaining information in the box with students and 
clarify where necessary. You may wish to tell Ss that 
am/pm is often used when writing and 0 'clock, half past 
etc are usually used when speaking. Point out that we 
don't use am/pm with the twelve-hour clock (for 
example, we can say six thirty pm but not halfpast six 
pm). You could also draw clock faces on the board to 
demonstrate quarter to and quarter past the hour. Drill 
how to say these. Draw a selection of times (in particular 
o 'clock, half past, quarter past and quarter to the hour 
but also any other times useful to your students) and ask 
Ss to say the time. You may also wish to ask a few Ss 
questions about what time they normally do �t�h�i�n�g�~� 

(start/finish their English lesson etc). 

Speaking 

This is a good opportunity to revise/teach parts of the day 
(morning, afternoon, evening, night) and meals (breakfast, 
lunch, dinner) if appropriate for your class. 

1 Ss match the sentences with the times. Check answers 
around the class. 

2 Tell the class when you have meals and elicit times of 
meals around the class (if your class is monolingual they 
can talk about meal times in other countries they have 
visited). 

Ie 2f 3a 4d 5c 6b 

Optional activity 
Draw six clock faces with the times that you do these 
activities: get up, go to work, have lunch, come home, 
have dinner, go to bed etc. At this stage do not say or 
write the actions, only the times. First ask Ss to say the 
times on the board and guess what you do then. If Ss 
need prompts read out one of the actions above and ask 
Ss to say when you do these. Say what you do at these 
times (get up, go to work, have lunch, come home, have 
dinner, go to bed etC) and ask Ss to match the time with 
when you do each activity. 

Listening 2 

Before starting the listening exercise, you may wish to look at 
the tape script to see if there are any words that may be 
unfamiliar to your class. If so, pre-teach/elicit before Ss listen. 
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1 Ask Ss to say what time people usually start and finish 
work. Tell Ss they will hear Doug Scott talk about his job. 
Ask Ss to listen for the time he starts and finishes work. 
Ss listen and answer the questions. Ask: What is unusual 
about Doug's work hours? (he works at night). 

2 Play the recording again. Ss choose the correct answer a-c 
to complete the sentences about Doug. Ask Ss to compare 
answers before checking with the whole class. 

I starts 6:30pm finishes 1 :30am 
2 a 3 b 4a 5 c 6 b 

Speaking 

Make sure that Ss understand that they are not talking about 
the real time they start work (or college) but an imaginary 
time they would like to start Ifinish work. You could also ask 
Ss: What do we call work that is extra to normal work hours? 
(overtime). Draw attention to the examples. Ask Ss to think 
about the question individually and then discuss their answer 
with a partner. 

Optional activity 
Photocopiable resource 2.1: 

Time Bingo (page 95) 
Ask Ss to work in groups of between three and five. 
Photocopy and cut up the caller cards and the four bingo 
cards as indicated. Give one student a set of caller cards 
and give a bingo card to the other Ss in the group. Write 
the following times on the board and check Ss 
understand how to say them: 

10:00 (ten o'clock) 
9: 15 (nine fifteen) 
12:30 (twelve thirty) 

The caller turns over a card and says the time. If another 
person in the group has the time that the caller says, he 
or she crosses it out on the card (or covers it with a piece 
of paper). When all the times on the card are covered, the 
student calls out Bingo. 

Language check 1 

Close books. You may wish to use examples from the earlier 
time telling exercise to introduce the present simple. Write 
some on the board, e.g.: 

I start work at 8:30am. 
Mia starts college at 10am. 
We start the lesson at 3pm. 

Ask: What letter do we add to the verb in the he/she/itform? 
(answer: s) 

Ask Ss to open their books. Read through the examples 
together. Elicit answers to the questions. For Ss who are 



learning the present simple for the first time, you can refer Ss 
to the information in the Grammar reference at the back of 
the book. You can also elicit all forms of the verbs work and 
have and write these on the board. 

Is 1 has 

�~� Coursebook, Grammar reference: Present simple 
affirmative, page 158 

Practice 
Check that Ss understand the meaning of the verbs in the 
box. Ask the class to say the verbs to check pronunciation. 
Point out that the numbers next to the verbs in the box show 
how many times they are used in the text. Ask Ss to read 
through the text completely before answering the questions. 
After this, Ss can complete the exercise with the correct form 
of the verb. Check answers together. 

2 work 
6 start 

3 works 
7 drive 

Language check 2 

S starts 
�t�~�f�l�a�v�e�'� 'I. meet 

1 Tell Ss that frequency adverbs say how often things 
happen. Check Ss know meaning offrequency. Read the 
information together and ask Ss to underline the frequency 
adverbs in the examples. Ask Ss what other frequency 
adverbs they know (e.g. never). Point to each sentence and 
ask: In this sentence is the frequency adverb before or 
after the verb? 

2 Ask Ss to look at the examples again complete the rule 
with before or after. Check answers together. Ask Ss if 
they know any other frequency adverbs (never, 
occasionally, rarely etc). 

laofton busually 

l t'. l before 

Optional activity 
Draw on the board: 

100% ___ + ___ + ___ + ___ 0% 
always a b c never 

Ask Ss to put often, sometimes and usually next to either 
a, b or c. (a usually; b often; c sometimes) 

UNIT 2 

Speaking 
Go through the activities and make sure Ss understand them. 
Write on the board: 

(often) 
(sometimes) 

I play sport 
I'm late for appointments 

Ask Ss to put the frequency adverbs in the right place in the 
sentences (l often play sport; I'm sometimes late for 
appointments). Ask students to work individually at first and 
read through the activities and decide how often they do each 
thing. Ss do not have to tell the truth in the activity, they can 
use their imagination. Then Ss tell their partner how often he 
or she does each activity. Brainstorm other activities (try to 
include some examples that use be, e.g. be in a team at 
work/college; be out at the weekend; be early for class etc). 

Alternative activity 
For stronger classes, instead of making sentences about his 
or herself, each student answers for hislher partner, 
e.g. I think you often go to meetings/always get up early etc. 
Ss listen and say if their partner's statement is correct or 
incorrect 

Career skills 
Ask Ss to think of situations where they need to introduce 
other people (meetings, visitors to the company etc). Read 
through the information and check that Ss understand the 
phrases. Demonstrate by introducing two students. Include 
some information about each of the students in the 
introduction. 

Working English 
1 Ask Ss what titles people have in their language (e.g. 

for a man, a married woman, an unmarried woman 
etc). Ask Ss to look at the titles and spend a little time 
practicing pronunciation, in particular Mr (mister), Ms 
(mizz) and Mrs (missus). Ask Ss which name does not 
have a title (Tony Jones) and which two titles are not 
possible in English. Some women prefer to use the 
title Ms in business and for �c�o�r�r�e�s�p�o�n�d�~�n�c�e� as it is 
neutral (in the same way that Mr is) and does not 
indicate whether they are married or unmarried. 

2 Now Ss match the five correct titles with the 
definitions. Ask one student to read out the definition 
and another to say the title. 

�l�i�9�~�'�~�~�h�t�d�c�L�'�~�~�~�.� �4�~�&� �a�r�e�~�~� 
�%�a�:�.�~�~�i� b6'c'7f$ 'e) . ".' , 
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Listening 3 

1 Tell Ss they will hear a team leader introducing two new 
team members. Read through the questions then play the 
conversation. Ss complete the sentences. Check answers 
around the class. 

2 Ask Ss to look at the phrases in the box above and tick the 
ones the speakers use as they listen again. You may wish 
to ask Ss to turn to the audioscript on page 164 of the 
Coursebook to read the conversation in groups of three. 

1 �:�&�'�.�~� �t�,�~� 

1 �,�a�.�~�e�;�,�\� f 

Speaking 
1 Ss work in groups of three. If you are in a one-to-one 

lesson, you take one of the roles and bring in a magazine 
photo or draw a person on the board as the third person. If 
Ss wish to write the conversation first, allow them to do 
so. But encourage Ss to do the role play without reading 
their notes. Each group role plays the introduction three 
times, taking turns to be the person making the 
introductions. 

2 Now ask Ss to work in another group of three and take 
turns making introductions using real names and 
information. 

Dilemma 
Read the brief together and clarify any unfamiliar words. 
Check that Ss understand the aim of the task. Ask check 
questions such as: Which office has the most team members? 
(Australia), How many members are from the Japan office? 
(one), How do the team usually communicate? (email and 
video conference), Where do they usually meet? (London or 
Sydney). 

Task 1: Ask Ss to work in pairs. Each pair reads information 
about a person who wants to join the team. Pair A turns to 
page 137, pair B to 141 and pair C to 145. Ss should read 
and make notes using the prompts. Circulate and help where 
necessary. 

Task 2: Now Ss work in groups of three. One person from 
each group should have read information A, B or C. Each 
Student uses their notes to tell the other members of their 
group about their person. 

Task 3: In the same groups, Ss talk about the three people 
and decide which one should be in the team. Draw attention 
to the Useful phrases box and encourage Ss to give reasons 
for their opinion. Remind Ss to use because (e.g. I think 
Laura is a good choice because she is Australian and the 
meetings are in Australia). Ss should agree on which person 
to have in the team. 
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Decision 
Ask Ss to listen to Craig Hislop talk about the person he 
thinks should join the team. Before you play the recording, 
ask Ss who they think he chooses. After listening, ask Ss if 
they agree with his choice. What reasons does he give? 

Write it up 

This exercise is an introduction to writing a short memo. 
Look together at the section on memos in the Style Guide at 
the back of the Course book. Check that Ss consider the 
following: 
• The memo is to Craig Hisop. 
• A memo does not need a greeting (not Dear Mr Hi/sop). 
• It usually includes a subject line and date. 
• Memos are often formal or semi-formal, so write full 

sentences without contractions. 
• It does not need an ending (not Regards etc) but 

sometimes has the writers initials (e.g. HM). 

Check that Ss are clear what information this memo 
should contain (the name, department and international 
office of the person you want to join the team and the 
reason why you think he/she is a good choice). Draw Ss 
attention to the prompts to structure their memo. 

The writing exercise can be given for homework or done 
as a class activity. If it is completed in class, set a time 
limit (ten minutes) and ask Ss to swap memos with a 
partner to check. Collect the memos in to check whether 
there are any areas of grammar or vocabulary that need 
revision in the next lesson. 

Style Guide, page 18 

Style Guide, General rules, page 3 

Teacher's Book, Memo template, page 175 

�B�k�i�T�.�a�k�a�i�i�$�.�~�;� •• ' 

�=�~� .... . .. fea8 �h�e�~�Q� 
�(�)�t�"�a�¢�~� .. &_ �t�o�"�e�r�p�e�o�p�l�e�'�s�·�~� It is ' 

�~�f�o�r�~�t�Q�~�~�~�"�'�~�~�U�S�I�"� 
�~�·�.�~�S�~�~� .. �~�~�~�~�.� 



Unit 3: Companies 

UNIT OBJECTIVES 

Reading: 
Language: 

Vocabulary: 
Career skills: 
Dilemma & Decision: 

Look east 
Present simple negative, 
question and short answer; 
articles 
Word families 
Company information 
Which company to buy? 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at companies and considers three 
different sectors that can describe a company's 
activities: 
• Manufacturing - a company that makes or produces 

goods (e.g. car companies, clothing manufacturers, 
pharmaceutical companies, factories) 

• Retail - a company that sells things in a shop or on 
the internet (e.g. food, clothes, electrical goods) 

• Services - a company that provides services that 
customers or other companies buy (banks, insurance, 

• travel, call-centres) • • In the past, many big companies were involved 
primarily in the manufacturing sector but in modern 
business the service sector is increasingly profitable. A 
recent trend in both the manufacturing and service 
sectors is that many companies outsource part of the 
work, often abroad where it can be carried out more 
profitably. The retail sector has also been influenced by 
modern technology. The internet provides opportunities 
for entrepreneurs to start internet companies from 
home, cutting the cost of overheads (renting a shop or 
retail outlet). In the article in this unit, Ss look at an 
Italian sunglasses company called Luxottica which 
operates in the manufacturing and retail sectors. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 
Ask Ss to think of the names of companies (for example, 
Renault, HSBC, Harrods etc). If Ss need prompting, ask for 
suggestions for specific types of company such as computer, 
car, bank or shop. Read through the keynotes with your class. 
Check that they understand the words in bold. Draw Ss' 
attention to the glossary for this unit at the back of the book. 

Coursebook, Glossary, Unit 3, page 150 

UNIT 3 

Preview 

1 Point to the pictures and see if Ss can identify anything in 
the pictures. Ask Ss to label the pictures with the words in 
the box. 

2 In the Keynotes, Ss saw the words manufacturing, retail, 
services and sector. Check that Ss understood these words 
before asking them to do exercise 2. Ask Ss to work with a 
partner and do the exercise. In pairs or small groups, Ss 
add more examples. Have a feedback session to check and 
add more examples on the board. You could also ask Ss to 
think about the companies that they named at the start of 
the lesson. Which sector do they go in? 

1 
t �~�t� 2 restaurant 3factory 4 bank 
�S�c�~�s�h�o�p� 

�2�.�R�~�I�:�c�l�o�t�b�e�s� shop, �s�~�e�t� 
Sriee: �t�e�s�~�~� bank 

�O�t�h�e�r�~�e�S�m�c�l�)�i�d�e�~� 
�M�a�$�U�~�~�p�;�~�n�g�(�e�"� .. �~�f�r�o�z�e�n� food 
�~�~�)� •. �~�~�l�~�e�s� (e.g. medicines), 
textile �~�~�'�.�~�0�t�l�S�t�:�n�J�C�t�i�o�n� 
�l�l�e�~�:�~�~�t�s�t�o�r�e�,� baker, 
�~� 
�S�e�r�v�i�~�~� touIism (e-8. travel .• ents), property (e.,. estate 
asents) •. �~�o�t�Q�n�l�l�i�w�c�a�t�i�o�n�s� (e;g. internet services). 
fimlnciaJ serviceS (e.g. insurance) 

Speaking 
Tell the class about the different industries in your home 
town. If you are from the same city as your Ss, talk about 
another city that you have visited. Ask Ss to work in 
pairs/small groups and talk about the industries in their home 
town or city. If Ss are all from the same �p�l�a�c�~� they can talk 
about another town or city that they know (In Shanghai, there 
is a ... ). 

Try to get Ss to expand on their answers about the different 
industries they described above, e.g.: 
I use X bank because it s near my house. 
I go to X supermarket because it has good brands. 
The factory makes clothes!cars etc. 

Reading 
Introduce the subject by pointing to the picture and asking: 
What do you think the company in the article manufactures? 
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Elicit sunglasses (Luxottica also makes ordinary glasses). 
Ask Ss to name any other famous sunglasses brands they can 
think of (e.g. Ray Ban, Guess, Police, Gucci etc). 

Ask Ss to read through the questions and guess which one 
is the subject of the article. Now ask Ss to skim read the 
article (read quickly, without looking up unfamiliar words) 
to see if they were right. 

2 Read though the questions and check understanding. Ask 
Ss to read the article again more slowly. Draw attention to 
the glossary. Ss answer the questions and check answers 
with a partner. 

3 Get Ss to see what they can remember from the article by 
matching the numbers and information in the exercise 
before checking their answers by reading again. You may 
wish to ask your class to say the numbers in the exercise 
(if necessary, give support with % percentage, and £ 
pound). Students will have an opportunity to revise 
numbers later in the unit (page 28). Ask check questions 
about the article such as: Does Luxottica have a 
competitor? (yes, Safilo), What is the difference between 
Luxottica and Safilo? (Safilo has 50 shops, Luxoticca has 
5,500), How many challenges does Luxottica have in the 
future? (two), What are they? (I - more shops in China, 2 
- the next chairperson). 

Ic 

2 
2 true 3 false 4 true 5 faIse " false 
7 true 8 false 

3 
2f 3d 4b Sa Cie 

Speaking 
In this exercise communicating ideas is more important than 
accuracy. You may wish to note areas that Ss need help with, 
but it is a good idea to keep correction to a minimum during 
the task Speaking exercises I and 2 are more challenging 
than those in earlier units as they require Ss to give opinions 
rather than list ideas. You can help Ss by asking them to 
spend a minute thinking of family companies and 
multinationals that they know. Brainstorm the names of 
companies and write them on the board. Ask Ss to categorise 
which companies are multinationals and which are family 
companies. Ask: Which companies do you think pay their 
workers most? Which companies do you think are good to 
their workers? 

1 Now that you have helped set up the task, allow Ss time to 
think about their ideas. Elicit/teach any language Ss may 
need (e.g. A family company is .. , but a multinational 
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is ... ). Now Ss share their opinions with their partner or a 
small group. 

2 Ss think about the question both as an employee and from 
a company perspective. So it may help to do this exercise 
in two stages. Encourage Ss to give reasons for their 
opinions whenever possible. 

3 In their pairs/groups, Ss think of three more luxury goods 
companies. Have a feedback session and write the 
companies on the board and then elicit what each one 
makes or sells. 

Vocabulary 
Briefly revise the difference between a verb and a noun by 
writing on the board: 

We buy all our products }rom a producer in Taiwan. They 
produce computers. 

Ask: Which words are verbs? (buy, produce); Which noun is 
a person? (producer); Which noun is a thing? (producer). 

1 Ss will have seen many of the words in the table in the 
reading in this lesson and from previous units. Explain that 
a noun is sometimes different if it describes a person or a 
thing. Focus Ss on the example. Ask Ss to work with a 
partner and complete the table. They can use a good 
dictionary, if this is helpful. 

2 This is a controlled practice where Ss are given a choice 
from two words in the table to complete the sentences. 
Check by asking different Ss to read the sentences. 

3 Ss have a freer practice in this exercise. Encourage them to 
read through the whole text before choosing words from 
the table to complete it. 

I 
2 produce 
7 organiser 

2 

3 sell .. retail 
�8�~�.�J�t�o�r� 

Smaker 

2 sen; product& 3makef.. 4l:Jullding 
5 �t�m�I�n�~� 6 retailers 

3 

, building 

2 make I �~�e� �I�~� ····3·oompetitot 4sen 
5 retall outletslbuUd 

Listening 1 
I Tell Ss that they will hear a telephone conversation 

between two people who work for a training company. 
Check that Ss know what a training company is (a 
company that shows managers and employees how to do 
things, e.g. use new computer software, work in a team 
etc). Have they been on a training course? If not, do they 
want to? If yes, what would they like to learn? Ask Ss to 
predict what phrases they might hear in a telephone 
conversation. Play the conversation and ask Ss to say how 
many people are on the course. Did they hear any of the 
telephone phrases they predicted? 



2 Now Ss listen again and choose the correct option a-c. 
They are usually listening for specific information, in 
particular letters and numbers. When checking answers 
you could pause the conversation in the correct place and 
elicit answers. 

3 These are sentences from the telephone conversation and 
include useful phrases for answering the telephone, 
checking information and asking for repetition. Ss put the 
sentences in the correct order and then listen to the 
conversation again to check. 

Language check 1 
Ss looked at the present simple affirmative in the last unit. 
You may wish to spend a few moments reviewing the verbs 
and form of the present simple affirmative. Focus Ss on the 
examples (they are all about Luxottica or its founder). Ask 
Ss to identify which example sentences are questions (a, c, e, 
g). Draw Ss attention to the difference between and open and 
closed question. Example a is closed (it requires only a 'yes' 
or 'no' answer), example c is an open question (it requires a 
longer answer). Point out that in conversation we can start 
\\ith a closed question but then we usually move on to open 
questions to keep the conversation going. Now ask Ss to 
identify a negative sentence in the examples (d, h) and short 
answers (b, f). On the board write: 

Do you live in Asia? 
Where do you live? 
I don't live in Asia. 

Does she live in Europe? 
JJhere does she live? 
She doesn't live in Asia 

Demonstrate that in questions and negatives it is the auxiliary 
\-erb (do) which changes form, not the main verb (live). 
�~�o�w� ask Ss to look at the example sentences again and 
complete the table with the correct form of do (auxiliary 
verb) and check answers with the class. 

�~� Coursebook, Grammar reference: Present simple 
negative, question and short answer, page 158 

�I�d�B�B�~�t�<� 

6-Does 
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Practice 
In these exercises Ss focus first on the negative form and 
then the question and negative form together before 
extending their question words in exercise 3. 

1 Ask Ss to read the sentences. Draw attention to the 
example. Ask Ss to re-write the remaining sentences in the 
negative. 

2 Ask Ss: Do the two people in the dialogue know each 
other or are they meeting for the first time? (meeting for 
the first time). Ask Ss to complete the dialogue and then 
practise it with a partner. Circulate and check any areas 
where Ss may need more help. 

3 Draw Ss' attention to the question words. Ask if they know 
any others (e.g. When, Why). Ask Ss to complete each of 
the questions with one of the question words. In pairs, Ss 
take turns asking and answering the questions. 

�~� Workbook, page 12 

. �J�·�\�~�:�~�~�~�!�;�u�~�~�:�~�i�~�f�~�~�\�=�·�:� 
�,�~�4�:� �M�i�~�a�U�d�~�~�h�~�u�n�g�:�4�Q�P�;�t�;�~�e�l�f�n�i�O�b�~�I�~�p�l�i�@�n�~�.�~� �~� <_ 

�~�~�~� �~�~�i�~�~�H�<�t�!�I�!�i�~�#�~�~�n�s�,� �~�l�i�j�P�m�m�t�~� 
�~� �~� �;�a�j�~� �d�c�i�e�I�J�l�;�t�;�q�f�g�~�~�~�~�;�q�Q�t�i�f�e�r�e�i�J�.�t�e�s�.�:� �~� : _ �~� '" �~� " " �~� 2 �:�:�~�C� �;�;�:�~�~�H�~�r�~�c�i�'�:� . �"�~�~�,�,�.�~�~� �~�"�~�~�~� 

Z 

Speaking 

Now Ss use the question words from the previous exercise. 
To demonstrate the activity, write on the board: 

Ottwell 
manufactures: ____ _ 
factories (in): ____ _ 
employees: _____ _ 

Ask the class to say what questions they need to ask to get this 
information about Ottwell. Elicit the questions: What does it 
manufacture? Where does it havefactories? How many 
employees does it have? Elicit the answers. Write the answers 
on the correct lines on the board (shoes, Turkey, 180). 

Divide the class into two groups A and B. Group A looks at 
page 137 and group B at page 141. Ss work together to write 
the questions that they need to complete the information 
about Webster (A) or Hillstock (B). Circulate and help where 
necessary. This is a good opportunity to see if the class needs 
more practice on the present simple question form. Now ask 
Ss to work in AlB pairs and take turns to ask their questions 
and note their partner's answers. 
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Language check 2 

In previous lessons Ss have come across a/an. Now these 
articles are contrasted with the. Articles can be a problem 
even at high levels. At elementary level we introduce simple 
information about articles and their use. Ask Ss: Is Luxottica 
a service company? Elicit the answer and write on the board: 
Luxottica is 1! manufacturing and 1! retail company. 
Draw Ss attention to the examples in the Coursebook. 
Complete the rules with the class. 

�~� Coursebook Grammar reference: Articles, page 158 

Practice 
Ss complete the sentences with a, an and the. Check answers 
around the class. Focus on the 'the' answers and ask Ss why 
they chose their answer (1 - there is only one queen of 
England, 2 - there is only one headquarters, 3 - there is 
usually only one station, but many taxis) in question 4 both 
answers are a because there are three finance directors at the 
company. 

Working English 
Ss focus on the importance of saying numbers clearly. 
This is particularly important when we exchange 
information on the telephone. Read the information 
together. Elicit more examples of numbers that sound 
similar (13 and 30, 17 and 70 etc). Write the numbers as 
words and elicit which syllable we stress: 
thirteen thirty 
seventeen �s�e�v�e�n�~� 

Some students may need more help with basic numbers. 
If so, spend some time going over numbers 1-30. 

�~� Style Guide, Numbers, page 26 

Listening 2 

1 Ask Ss to say the numbers. Then play the recording and 
ask Ss to repeat. Say the numbers and ask Ss to repeat, 
emphasising the syllable stress on pairs of numbers that 
sound similar. Write the numbers on the board and ask Ss 
to underline the word stress. 
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twelve, �t�w�e�n�~�,� 

thirteen, thirty, fi.f1een, fifty, 
sixteen, �s�i�x�~�,� seventeen, �s�e�v�e�n�~�,� 

eighteen, �e�i�g�h�~�,� nineteen, �n�i�n�e�~�,� 

a hundred 
a hundred and nineteen, two hundred. 

You could also point out that with larger numbers and is a 
weak pronunciation (un) and we do not use pauses, e.g. A 
hundred 'un' nineteen. 

2 Ss listen and circle the number that they hear. Play it again 
for Ss to check. 

3 Ss listen to sentences and write the number they hear (in 
numerals). Check answers around the class. 

Speaking 
Remind Ss of the phrases for checking and repetition that 
they looked at in Working English. Ss write five numbers. In 
pairs, they take turns to say their numbers. Encourage Ss to 
use the phrases for checking and correcting. 

Career skills 

Close books. Ask Ss to suggest information that we 
sometimes want to know about a new company (its name, 
where it is, what is makes/sells, how many people it 
employs). Try to elicit what questions we could ask to find 
this information. Ask Ss to open books. Look at the ways of 
describing a company. Clarify information where necessary. 
Then Ss match the questions 1-6 with the information in the 
Career skills box. 

Listening 3 

1 Tell Ss they are going to hear a conversation between two 
business people. Ask Ss to say where the two people are 
and if this is their first meeting. Play the recording and 
elicit answers (at a conference, yes). Play the conversation 
again while Ss tick phrases a-f that they hear. 

2 Draw Ss attention to the notes. Ss listen again and tick 
correct information and correct wrong information. It 
would also be useful in the speaking task to elicit the 
questions that Laura asks. 



Working English 
Explain that in social English we often need to respond 
to what a person says, this shows that we are listening 
and interested. Read the information with your class. 
Can Ss suggest any other responses? Play Listening 3 
recording again (oh, uh-huh, is that so? etc), and pause 
at the points where Laura responds to demonstrate. You 
could ask Ss to turn to the audioscript on page 165 and 
role-play the conversation. 

Speaking 

Tell Ss that they are going to role-playa similar conversation 
to the one in the listening. They are at a conference and they 
start a conversation asking and answering questions about 
their company and their partner's company. Student A refers 
to the information on page 138 and Student B to the 
information on 142. Give Ss time to look though their 
information and clarify where necessary. Some classes may 
prefer to write notes first. When they are ready, student A 
starts the conversation by introducing him/herself. Both Ss 
use their real names. Circulate and encourage. When they 
haye fmished, ask Ss to practise the conversation again with 
responses that show interest (see Working English box). 

Dilemma 

To set the context, ask Ss to name any companies that they 
know that operate in more than one sector (e.g. Virgin operates 
in the service sector [insurance, travel] and retail [music]; 
General motors operates in the manufacturing sector [cars] and 
the service sector [financial services D. Read the informatien 
about the Van Hoog Group. To check that Ss understand the 
brief ask check questions: What sectors does the Van Hoog 
Group have businesses in? (manufacturing, retail and service); 
Who is the CEO? (Peter Winston); What does he want to buy? 
(another business for the group); What does he want the teams 
to do? (decide which company to buy). 

Task 1: 1 Students prepare to give a very short talk about a 
company. Ss work in pairs: pair A looks at page 138 and pair 
B page 142. Each pair reads information about a company 
and prepares a short talk together. Encourage Ss to use the 
information to write full sentences. In one-to-one classes you 
prepare to give a talk about one company and your student 
talks about the other. 

Task 2 : Pair A joins with pair B. Each pair gives the talk 
about their company. Draw Ss attention to the example phrase 
in Task 1 for introducing their talk. When they listen to the 
other pair giving their talk they should take note of important 
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information (company name, what it produces/sells, where 
it's based, number of employees). 

Task 3: Ss continue to work in their group of four. Now Ss 
look at the information about the Van Hoog Group. 
Encourage the groups to comment on the types of company 
that the Van Hoog Group has/doesn't have. Now Ss use the 
information that they have about WBH Electronics and Fast 
and Fresh to decide which company the Van Hoog Group 
should buy. Focus Ss on the Useful phrases. 

Decision 
Ss listen to Lars Morgan, an investment expert, explain which 
company he recommends. Ask Ss which company they think 
he will choose. After listening ask Ss to say what reasons 
Lars has for his choice. Do they agree or disagree? 

Write it up 

Ask Ss to write an email to Peter Winston, the CEO of the 
Van Hoog Group, to say what company they recommend. Ss 
can write about the company their group chose or the 
company they like. They can use the notes they took about 
the companies in Task 1 to help. Draw Ss' attention to the 
way this email starts. Is it formal or informal? (formal,Mr 
Winston). In previous emails, Ss have used informal 
greetings (hi) and endings (regards, best wishes). Elicit why 
this email is formal (Mr Winston is the CEO). Discuss way to 
end a formal email (Regards is still acceptable but Ss could 
also use Yours sincerely as they would in a letter). You may 
wish to ask Ss to prepare the writing in class or complete it 
for homework and compare with their group before handing 
it in to be marked. 

Style Guide, page 8 

Style Guide, General rules, page 3 

Skills Book, Writing 1, Emails 1, page 18 

Teacher's Book, Email template, page 172 
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Unit 4: Offices 

Reading: 
Language: 

Vocabulary: 
Career skills: 

UNIT OBJECTIVES 

The paperless office 
Prepositions of place; the 
imperative 
Offices 
Directions 

Dilemma & Decision: An office move 

•••••••••••••••••••••••••••••••••••••••• 
The design of modem offices reflects changes in work 
practices. For example, today, more people work outside 
of the office either telecommuting (working from home 
part of the time) or job sharing. So, it is not uncommon 
for workers to hot-desk (use a communal desk at different 

• times or days). A lot of work is team-based, so an office 
may also have a 'team environment' - an area where 
teams can work together on short or long-term projects. 
The layout of the area can change to accommodate the 
different sizes and work practices of groups. But most 
companies still work on the more traditional models of 
individual, shared or open-plan offices. An office can 
appear impersonal, which is why some workers attempt to 
stamp their personality on their work area in some way 
with photographs, executive toys, humorous mugs, etc. 
The desk becomes an extension of the employee. This is 
most apparent in the approach to tidiness. The reading in 
this unit considers whether a tidy desk and work area is 
the best approach. Advances in the internet and digital 
technology have led some to predict that paper-based 
communication and bulging filing cabinets were a thing 
of the past. But it has been estimated that the use of email 
in a company can actually increase the amount of paper 
generated by up to 40 percent because people often print 
out documents and emails. For the moment, the paperless 
office remains a goal for the future rather than a present 
reality . 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

• 

Before you open books, write office on the board. Elicit any 
words connected to office that students know. What things do Ss 
expect to see in an office? Open books and point to the picture 
and elicit what it is (an office). See if Ss can name any of the 
furniture in the picture (chair, desk, PC, phone, lamp, sofa, 
table, armchair, etc). Ask: Is it a traditional office or a modern 
office? (modem). What is it in the picture that makes Ss think 
this? Read through the keynotes with your class. Check that 
they understand the words in bold. Ask: Where do you work at 
home when you do your English homework? Do you have a 
home office? What do you have in it? Do you have a desk in 
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your bedroom? Do you have enough space to work? etc. 

�~� Coursebook, Glossary, Unit 4, page 151 

Preview 
1 Draw Ss' attention to the four pictures. Ask: Which office 

do two people work in? (1); Which office do more than 
two people work in? (4). Ss match the words in the box 
with a picture. 

2 Ask Ss to work with a partner and answer the questions . 
For Ss who are not in work, ask them to think about where 
they do their college work or homework. 

3 Check that Ss know these words: tidy, untidy, to file (v), a 
file (n). Go through the questions with the class. Ss answer 
the questionnaire individually and then compare their 
choices with a partner. When Ss finish ask them to look at 
the analysis on page 145 and say if they agree or disagree. 
Encourage Ss to give reasons for their opinions. Ask: Is it 
important to be tidy? Why/Why not? 

Reading 

1 Point to the picture in the article and ask: Is the desk tidy 
or untidy? (untidy). First, Ss read the article individually. 
Remind Ss that it is not necessary to understand every 
word to answer the question. It may be useful to set a time 
limit for the first skim read (one to two minutes). Elicit 
answers around the class. 

2 Ss read the article again slowly. Draw attention to the 
glossary. Ss could answer the comprehension questions 
with a partner. 



Speaking 

1 Ss discuss the questions with a partner. Refer Ss back to 
the text to find the words filer and piler. Ask: Who has a 
tidy desk - afiler or a piler? (a filer). The second part of 
the question refers to the way that we organise files on our 
computer. For example, do Ss organise all their documents 
into computer files or do they have lots of documents on 
the desktop? 

2 Write home office and open-plan office on the board. Do 
your Ss have experience of working in either? Was it tidy 
or untidy? If Ss need prompts, ask: Do people see your 
desk at home? Do they see your desk in an open-plan 
office? Research shows that people have tidier desks in an 
open-plan office compared to a traditional office because 
more people can see your desk. 

Optional activity 
1 If possible, bring in magazine pictures of the 

following: a notepad, a pen, a desk, a filing cabinet, a 
PC, a laptop, a monitor, a photocopier. Dictate the 
words to the class by saying the word and then 
spelling it. Put the pictures around the class and ask 
Ss to match the pictures with one of the words on 
their list. Ask Ss if they can name any other things 
that we find in an office. 

2 Extend the discussion about working from home 
versus working in open-plan offices. Encourage Ss to 
discuss the advantages and disadvantages of both. 

Vocabulary 

1 These exercises revise/introduce vocabulary for the things 
that we use in an office. Ss match the words with the 
pictures. Ask Ss to compare their answers with a partner 
before checking around the class. You could revise spelling 
by asking Ss to take it in turns to choose a picture word 
and spell it (without saying the word). Their partner points 
to the picture of the thing they spell. 

2 Draw Ss' attention to the word circles. If you have not 
used the optional activity above, check that Ss know the 
words already inserted around the circles (filing cabinet, 
monitor, laptop, etc). Point out that a laptop can also be 
called a notebook. Some items can belong to more than 
one group (for example, a stapler could be both stationery 
and office equipment; a filing cabinet could be both office 
equipment and office furniture). Do Ss know any other 
vocabulary to add to each circle? 

Stationery: pen holder / tape / stamps 
Furniture: table / shelves 
Computer equipment: scanner / notebook (laptop) 
Office equipment: in-tray / bin 

3 Ask Ss to do the exercise individually and check answers 
by asking Ss to read out the sentences. 

UNIT 4 

Speaking 

Ask Ss to prepare their list individually. Then Ss compare 
their ideas with a partner. Encourage Ss to try to give reasons 
for the items on their list. 
After Speaking, ask Ss to vote for the item(s) (in each group 
or overall) that they think are the most useful. 

Language check 1 

Read the information and elicit answers around the class. 
Check by asking where things are around the office (Q: 
Where is the book? A: On the desk. etc). 

Listening 1 
1 Draw Ss' attention to the picture of the office. Elicit what 

is in it and where things are. Tell Ss they will hear three 
people describe their office. After listening to all three 
descriptions, ask Ss which speaker talks about the office in 
the picture. 

2 This exercise consists of three extracts from the each of 
the descriptions. Ss work with a partner and use 
prepositions to complete the information and then listen 
again to check. 
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Working English 
This introduces/revises there islisn't and there arelaren 't. 
You may also wish to introduce Is there and Are there. 
Practise by getting Ss to ask and answer questions about 
things in the picture or the room that you are in (Is there 
a computer on the desk? etc). 

Speaking 
Ss may wish to draw a sketch of their own desk or office. If 
Ss don't have a desk or office, ask them to think of one they 
may have in the future. As Ss listen to their partner's 
description, they should take notes. 

Optional activity 
Photocopiable resource 4.1: 

What's next to production? (page 96) 
Ss work in groups of three. Photocopy and cut up one 
sheet and give each part to a person in the group. Ss take 
turns to ask each other questions, for example Student A 
asks: What is between the Restaurant and Design? 
Another person in the group responds. If a student 
doesn't have the information thay can say I don't know. 
Then student B asks a question and then student C etc. 
Ss mark the place on their plan to complete the map of 
the building. For one-to-one classes or pairs, one person 
has two cards. 

Language check 2 

Read the information together. Check that Ss understand what 
an imperative is (demonstrate by saying stand up I sit down 
etc). In these examples, the imperatives are followed by a 
subject an object: Tidy your desk, not tidy desk. Ask Ss to 
think of any imperatives that you use regularly in class (Listen 
to the recording; Work in pairs; Repeat after me etc). After Ss 
have completed the rules, ask them to think of any situations 
where imperatives are important (when you want to 
communicate important information quickly, e.g. Be careful!). 

i: �f�~� �'�~�f�~�I�J�~�n�i�t�;�z�t�~�:� : 
"'" Hi ," """ 'r"" 

w 'C : ,,%-i< S, �~� '" �~�'� ,,' �~�,�~� {) 

Working English 
Demonstrate by saying to a student: Give me your pen. 
Ask another student: Could you give me your pen, 
please? Ask which is more polite (the second). Read the 
information together. If appropriate for your class, ask Ss 
to work in pairs and take turns giving instructions/orders 
using imperatives and then using a politer version. 
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Practice 

Close books. Dictate these words to students: window, mobile 
phone, light, laptop, door, button. Ask Ss to open their books 
and match the words to the pictures. Check that Ss know the 
meaning of the words in the box, and explain/demonstrate 
where necessary. Look at the example and draw Ss' attention 
to the crosses in pictures 2, 4 and 5. Check Ss understand 
that a cross signifies a negative sentence. Ss write imperative 
sentences using the verbs in the box and the pictures. Ask Ss 
to compare their imperative sentences with a partner before 
checking answers with the whole class. You may wish to 
consolidate the information in the Working English box by 
asking Ss how they could make the imperative sentences 
more polite. Note that we can use turn on/ojJfor any 
mechanical item (for example, we can use it for a tap as well 
as a light). We usually use switch onlojJfor electronic 
objects, e.g. computers, printers, lights etc. 

Listening 2 

1 Ask Ss to think of equipment for the house or office that 
usually has instructions when you buy it. Tell Ss they will 
hear Ian Lang give instructions to a colleague about how 
to use a new laptop. Ask Ss to predict some of the 
imperatives he may use, and write suggestions on the 
board. Play the recording and check Ss' answers. Did Ian 
use any of the imperatives Ss predicted? 

2 Play the recording again while Ss complete the instructions. 

Career skills 

Close books. Introduce the subject by drawing a map on the 
board of how to get from the room you are in to the exit of 
the building. Ask Ss to help you to write directions to the 
exit. Write the instructions on the board but don't correct at 
this stage. Ask Ss to open books. Go though the phrases and 
clarify where necessary, using the diagrams to help. Do the 
exercise verbally. Refer Ss back to the directions they gave on 
the board. Ask them to correct where necessary. 



Listening 3 

1 Ask Ss: Are we inside or outside at the moment? (inside). 
Tell Ss they will hear Ken Milton ask for directions. After 
listening, check the answer. 

2 Play the recording again while Ss follow the directions on 
the map and mark Vigo Street. Ask them to check their 
route with a partner. 

3 Ss can use their map for reference to complete the 
directions and then listen again to check. 

Optional activity 
Ask Ss to brainstorm other places in a town (post office, 
supermarket, station, etc). Ask them to work in pairs and 
add these to their map. Then Ss take it in turns to ask for 
and give directions to and from some of the places on the 
map. 

Listening 4 

1 Inform Ss that Ken is now inside the building in Vigo 
Street. Ss listen and complete the instructions. 

2 Ss tum to page 147 and listen again while following the 
directions using the map of the fourth floor. 

Speaking 

Ss work in pairs. Student A looks at page 138 and student B 
looks at page 142. Then Ss use the map from the listening 
(page 147) to ask for and give instructions. 

Dilemma 

To introduce the topic, ask Ss if they think it is better to have 
a big office in a bad location or a small office in a good 
location. What do they think of these locations in an office? 
Are they good or bad? - next to the coffee machine, near 
their boss, at the top of the building, near the photocopier, 
etc. Ss read the information in the brief. 

UNIT 4 

Task 1: Ss work in small groups. Ask Ss to look at the list of 
furniture that Paula has in her office. Ask: Do you think she 
needs all thisfurniture? Draw attention to the plan of Paula's 
new office. Go over the useful phrases with the class. Ask Ss 
to read Paula's comments and decide which furniture she 
needs and which is unnecessary. Ask Ss to make a list of the 
furniture she need (include amounts, e.g. two filing cabinets, 
etc). 

Task 2: In their groups, Ss look at the plan of Paula's new 
office and decide where to put the furniture from their list 
above. Ask Ss to join with another group and explain where 
the furniture is (there is a ... , there are two ... , etc.) 

Decision 

Ss listen to Paula talk about her new office. Ask Ss to make a 
note of the furniture she takes. You could play the recording 
again while Ss use the office plan to work out where she put 
the furniture. 

Write it up 

Ss use their office plan to write a note to say where they want 
the furniture. Point out that in notes we: 

• use contractions 
• can use bullet points/numbered points, etc. 

Ss can do this activity in class or for homework. 

Style Guide, Messages and notes, page 6 

Style Guide, General rules, page 3 

Skills Book, Writing 5, Messages and notes, page 74 

Teacher's Book, page 158 
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Unit 5: Events 

UNIT OBJECTIVES 

Reading: 
Language: 
Vocabulary: 

Career skills: 

Dilemma & Decision: 

The office picnic 
Like and would like; can 
Food and drink; Describing 
food 
Offers, requests and 
permission 
Welcoming visitors 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at company events. It considers both in
house events for staff (for example, to help motivation 
or team-building) and corporate hospitality for clients. 
The most successful company events usually focus on 
building relationships rather than a finite outcome (for 
example, agreeing a contract, increased 
sales/productivity, etc). No matter how big or small the 
event it is important to establish a guest list and a 
budget early on. This will help to decide whether the 
event can be organised internally or whether it will 
require outside help (caterers, events organisers, etc). 
Cultural considerations need to be taken into account, 
for example: 
• are there any types of food or drink which should not 

be served? 
• is there anything in the entertainment which could 

offend guests? 
• is there anything in the event that is specific to your 

own culture, the significance of which may need 
explanation for guests who are from different 
countries/ cultures? 

• • • • • • • • • • • • ••••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Draw Ss' attention to the cartoon. Ask Ss what sort of event 
they think it is (a sporting event, horse racing). Ask Ss to 
look at how the guests are dressed. Is it a formal or informal 
event? (formal). Read through the keynotes with your class. 
Check that they understand the words in bold. Ask Ss to give 
examples of any sporting events that they know. Do 
companies invite guests to these events? Can Ss think of any 
other types of team event to invite a) clients to b) colleagues 
to? Ask: What are the two men in suits at the left of the 
picture doing? (shaking hands). Recycle greetings (Unit 1) by 
asking Ss what other ways people greet each other in other 
countries (e.g. bow). You could also use the picture to revise 
clothes/describing people vocabulary. Ask Ss to work with a 
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partner and describe different people at the event; their 
partner listens and points to the person they think he/she is 
describing. Ask Ss if they would like to go to a party like 
this. Why/Why not? 

�~� Coursebook, Glossary, Unit 5, page 151 

Preview 

1 Focus Ss on the three brochures for different types of 
event. Use the pictures as prompts to help with unfamiliar 
vocabulary (e.g. abseiling). Ask check questions such as: 
What time does the karaoke evening start? What sort of 
music do you think Luigi Carlini sings? Ss listen to three 
conversations and match them with the events. Ask Ss 
what it was in each conversation that helped them to 
answer the question. 

2 Ss decide if each event is formal or informal. If you have 
revised clothes vocabulary in the last exercise, you could 
ask Ss what they would wear to each activity. Ask Ss 
which one they would chose to go to and why. 

Speaking 

Ss work in pairs or small groups and discuss the questions. Tell 
Ss there are no right or wrong answers - they should discuss 
their opinions. You could also ask Ss which activity/activities 
they think would be good for team-building. 

Reading 

1 Point to the picture and ask Ss: What are they doing? 
(having a picnic). Ask Ss if they go on picnics. Draw a + 
and - symbol on the board and elicit positive and negative 
things about picnics (e.g. positive: they are fun, informal, 
outside activity. Negative: insects, bad weather, carrying 
food, keeping it coldlhot, etc). Check that Ss understand 
health and safety (laws and systems related to stopping 
accidents at work). Then ask them to read the article 
quickly to answer the question. They can also check which 
of their ideas were mentioned. 

2/3 Ss can answer the questions individually or with a 
partner. 



Speaking 
1 Go over the food items with Ss. Encourage Ss to add more 

food items to the list that they think would be good to take 
on a picnic. 

2 Ask Ss: Do you think that an office picnic is a good idea? 
Why/Why not? Then ask Ss to discuss the questions in 
pairs/small groups. Have a feedback session with the 
whole class and encourage Ss to give reasons for their 
opinions. 

Vocabulary 1 
1 Check that Ss understand descriptions 1-8. Ask them to 

match the words in the box with the descriptions. Ss could 
then work in pairs and take turns to read the description 
while the other person names the food or drink item 
(without looking at the words in the box). 

2 Ss write the words in the correct circle and try to add more 
words. Have a feedback session and write all the new 
words on the board. You may also like to introduce 
shellfish (this is the category which prawn strictly speaking 
belongs to). Check all Ss understand the new words. You 
could then get Ss to write descriptions of some of the new 
words and take turns reading them out while the rest of the 
class guesses which word they are describing. 

UNIT 5 

Vocabulary 2 
Go through the words in the box to check that Ss understand. 
If Ss need support, you could write these descriptions on the 
board and ask Ss to match them with one of the words in the 
box: 

1 cook in very hot water 
2 cook in a pan with oillJat 
3 uncooked 
4 cook in an oven with oUlJat 
5 cook in an oven without oillJat 

(boil) 
(fried) 
(raw) 
(roast) 
(bake) 

Ss complete descriptions 1-5. You could also elicit another 
name for the potatoes in picture 1 (chips, French fries, fries) 
and see if Ss know the name of the vegetable in picture 2 
(Brussels sprouts). Ask Ss to brainstorm other foods that can 
be baked, fried, boiled, roasted or eaten raw. Note that baked, 
fried and boiled are past participles; raw and roast are 
adjectives. You could elicit the infinitive form of the verbs 
(bake, fry, boil, roast). Ifuseful for your class, you may also 
like to introduce fresh, uncooked and steamed. 

Speaking 

Demonstrate the exercise by getting Ss to ask you the 
example questions and you answer. In pairs, Ss ask and 
answer questions about the food items in Vocabulary I and 2. 
In larger classes, you could extend the activity by asking Ss 
to join with another pair and talk about their partner's 
likes/dislikes (e.g. Tomas likes roast chicken but he doesn't 
like boiled vegetables). 

Listening 1 

1 Tell Ss that they are going to hear a conversation in a 
restaurant. Try to elicit some restaurant jobs (waiter, 
waitress, chef, etc). See if Ss can name some of the things 
that a waiter sometimes gives a customer in a restaurant 
(menu, serviette, etc). Ask Ss to predict phrases that they 
may hear in the conversation between the waiter and the 
customer. Write ideas on the board. Play the conversation 
while Ss listen for any of the phrases on the board. Now 
ask Ss to listen and say what the customer orders. Ask: 
What does the customer like? (fish); What doesn't he like? 
(prawns). 

2 Play the conversation again while Ss complete the 
conversation. Ask Ss to work with a partner and read the 
conversation together. 
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Speaking 

Pre-teach starter and main course. Write: starter, main 
course and drinks on the board and ask Ss to name dishes 
and drinks that could go with each heading on a menu. (Note 
that dessert is not dealt with until later on in the unit, after 
Career skills). In pairs, Ss write a short menu. Circulate and 
help where necessary. Now Ss use the menu to role-playa 
short conversation like the one in the listening. As Ss finish 
the conversation, ask them to change roles and practise again. 

Optional activity 
Photocopiable resource 5.1: 

Food and drink crossword (page 97) 
Ss can review the vocabulary for food, drink and 
restaurant conversation with the pairwork crossword on 
page 000. Photocopy one page for each pair. Give 
student A one part of the crossword and student B the 
other part. Tell Ss that the clues on their part of the 
crossword are for the words that are already in their 
crossword grid. These words are missing from their 
partner's grid. Ss take it in tum to read the clues to their 
partner, for example, One down is a drink made from 
fruit. Their partner listens and writes the answer (juice) 
in the correct place on their crossword grid. When Ss 
finish ask them to compare crosswords with their partner 
to check answers. 

Language check 1 

Read the examples with the class and say the sentences. Elicit 
answers to complete the rules. Illustrate with more examples, 
saying to Ss: Do you like sport? Would you like to play tennis 
this afternoon? I'd like you to get me two tickets to the 
football match on Saturday. 
Highlight that we use like for general preferences and would 
like for offers or requests. Spend some time looking at the 
use of the infinitive with to after would like and infinitive 
with to or -ing form after like. For more information ask Ss 
to turn to the grammar reference. 
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Optional activity 
Write these sentences on the board. Ask Ss to work in 
pairs. See which pair can identify the wrong sentences 
and correct them in the quickest time. 

t Would you like order now? 
2 He likes to go to concerts. 
3 I'd like to watch TV tonight. 
4 We'd like having a table for five people. 
S They like visiting museums. 
6 Would you like seeing the menu? 

Answers: 2, 3, 5 are correct 
t Would you like to order ... ? 
4 We'd like to have ... 
6 Would you like to see ... ? 

Practice 

Go through the questions and responses and check 
understanding. Spend some time modelling the upward 
intonation in the questions. Ask Ss to match questions 1-6 
with responses a-f. Check answers by asking Ss to take it in 
turns to say a question while their partner responds. You 
could extend the activity by asking Ss to write/think of 
different responses. Then ask Ss to take it in turns asking and 
answering the questions again. 

Speaking 

Make sure that Ss understand that these are not real 
invitations. Look at the examples together. Say some 
situations and elicit questions, e.g. 

T: cinema, this evening 
Ss: Would you like to go to the cinema this evening? 
T: concert, at the weekend 
Ss: Would you like to go to a concert at the weekend? 

Elicit polite responses (Yes, please. / Sorry, I'm busy. / Sorry, 
I can't, I have an appointment etc). Give Ss a minute to think 
of three situations to invite their partner to. Then Ss take it in 
turns to make and respond to the invitations. Circulate and 
encourage, helping where necessary. 

Language check 2 

Draw stick figures on the board to represent the following 
activities (or any others appropriate for your class): drive a 
car, ride a bicycle, drive a train, ride a horse. Say things that 
you can and can't do (e.g. I can drive a car but I can't drive 
a train; I can ride a bike but I can't ride a horse. etc). Ask Ss 
around the class: Can you ... (drive a car? ride a bike? etc) 
and elicit yes or no. 



ow read the information about can together. Point out that 
can is a modal verb and so the verb after can is the infinitive 
without to (He can use a computer not he can fe use a 
computer). 

�~� Coursebook, Grammar reference, Modal verbs, page 159 

Listening 2 

It is sometimes difficult for Ss to hear the difference between 
can and can't. We tend to stress can when it is at the start of 
a sentence, (for example, in questions) but when it is in the 
middle of a sentence it is more difficult to distinguish. Before 
listening you may wish to drill Ss on canlcan 't pronunciation: 

can keen (weak form kAn) 
can't kamt 

1 Play the conversation while Ss complete the dialogue with 
can or can't. 

2 Play the conversation again to check, pausing to ask Ss 
whether they have chosen can or can't. This would be a 
good opportunity to recycle the phrases to check 
information (Sorry? Can you repeat that please? etc). 

1 
2 can't 
6 can 

Practice 

3 can 
7 Can 

4 can 
8 can't 

5 can't 

1 Point to the pictures and elicit what they are (musical 
instruments: saxophone, violin / sports: tennis, volleyball). 
Use the prompts to tell the class things that you can!can't 
do. Then Ss put a tick by the things they can do and a 
cross by the things they can't do. 

2 Draw Ss' attention to the example. Ss work in pairs and 
use the prompts to ask their partner questions and then 
answer their partner's questions using short answers. 

3 Working with another partner, Ss practise saying full 
sentences using the prompts. To extend the activity you 
could ask Ss to tell their new partner what their old partner 
can!can't do (He can ... ; She can ... ). In one-to-one 
classes encourage Ss to say the activities that the teacher 
can! can't do (You can ... ; You can't ... ). 

Career skills 

In this Career skills section Ss look at offers, requests and 
permission. Ss have already been introduced to can for 
ability. Draw Ss' attention to the examples of can for 
permission (Can I smoke here?) and requests (Can I have the 
menu, please?). You may also wish to introduce can for offers 
(e.g. Can I get you a coffee?). Point out that it is also possible 
to use can in g and h. 

UNIT 5 

Check that Ss understand the following: offer, request, 
permission, host, guest. Ask Ss to think of situations where 
they have been the host and others where they have been a 
guest. Which do they prefer? Run through the phrases with 
the class. In pairs, ask Ss to match the phrases with one of 
the functions. The number in brackets indicates how many 
phrases go with each function. If appropriate for your class 
you could also write on the board: 

a) Can you give me a pen? 
b) Could you give me a pen? 
c) Would you give me a pen? 

Ask Ss whether this is an offer or a request (request). Ask Ss 
to say which sentence they think is most formal (c) and 
which is least formal (a). Also ask Ss how to make the 
sentences more polite (add Please). Point out the importance 
of the use of please and thank you generally, but particularly 
when making requests or accepting offers. 

1 c, f, g, h 2 b 3d 4e 5a 

Listening 3 

Ask Ss if they go on business lunches and why. Ask Ss to 
name restaurants in the town!city you are in where people go 
on business lunches. Tell Ss that they are going to hear a 
conversation at a business lunch. 

1 Play the recording and elicit who is the guest. 

2 Ss listen again and tick the phrases that the speakers use. 
As an alternative additional exercise Ss can write G 
(guest) or H (host) next to each phrase to indicate who 
says it. 

3 With a partner, Ss number the conversation extract in the 
correct order. Ss listen again to check. Now ask Ss to 
practise the extract with their partner. As an alternative 
you could ask Ss to refer to the audioscript on page 167 to 
practise the whole conversation. 

1 
Philip is the guest. 

2 
a, b, d, g 

3 
2 Could I have a glass of water, please? 
3 Yes, of course. 
4 Thanks. What do you recommend, Louisa? 
5 Well, the chicken supreme is excellent here. 
6 Great. I'd like the chicken. Can I smoke here? 
7 I'm afraid not. It's a non-smoking restaurant. 
8 Oh, OK. No problem. 

�~�7� 



INTELLIGENT BUSINESS (ELEMENTARY) TEACHER'S BOOK: COURSEBOOK 

Speaking 

Check that Ss understand dessert. Tell Ss some desserts that 
you like and elicit other ideas around the class. Now Ss write 
a dessert menu with three desserts. Give Ss time to read 
though the information in the role-play. Less confident Ss 
may prefer to make notes for the conversation first. If so, 
encourage Ss to practise the conversation without referring to 
their notes. 

Dilemma 

Ask Ss to close books. Before you read the brief, ask Ss to 
imagine that they are organising an event for visitors. What 
information do they need? (e.g. how many people, what 
nationality, etc). Open books and ask Ss to read the brief 
together. Clarify any unfamiliar words. Ask check questions 
such as: What two countries are the groups from? (Japan and 
Spain), How many guests are at the event? (10). 

Task 1: Ask Ss to work in two groups. Each group reads the 
information about guests from Junko Fashions or Ortega. 

Task 2: Now Ss work in small groups with equal numbers 
from group A and B. First Ss tell the other people in the 
group the information that they know about their guests. 
Draw Ss' attention to the Useful phrases box. You could give 
Ss a budget for the event (£400-500) or ask them to agree 
their own budget before looking at the information about the 
Rock Climbing Adventure, Casino Royale evening and 
Meridian Cruise. Ss look at the information and decide which 
one event they want to organise to welcome the guests. You 
could ask groups to present their idea to the rest of the class 
and give reasons for the event they chose. 

Decision 

Ask Ss to listen to Hal Banks from Esteem Events 
management. It is a company that organises events for 
companies. Before you play the recording, ask Ss which 
event they think he chooses. After listening, ask Ss if they 
agree with his choice. What reasons does he give? 

Write it up 

This exercise is another chance for Ss to write a short memo. 
Encourage Ss to read the section on memos in the Style 
Guide at the back of the Coursebook. You can also remind Ss 
of the memo that they wrote in Unit 2 Decision and 
Dilemma, page 22. In this memo they do not need to include 
the manager's name. Check that Ss are clear what 
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information this memo should contain (the event that they 
want to organise and why). Draw Ss' attention to the example 
sentences. 

The writing exercise can be given for homework or done as a 
class activity. If it is completed in class, set a time limit (ten 
minutes) and ask Ss to swap memos with a partner to check. 
Collect the memos in to check whether there are any areas of 
grammar or vocabulary that need revision in the next lesson. 

�~� Style Guide, Memos, page 18 

�~� Style Guide, General rules, page 3 

�~� Teacher's Book, Memo template, page 175 

Memo: Suggested answer (70 words) 
Re: Visit from Junko Fashions and Ortego 

I think it is a good idea to organise a cruise. This is a 
good event for our visitors because it is good for both 
groups. Visitors can choose formal or informal dress. The 
visitors can also go inside or outside on the boat. It has 
information about historic places for the visitors from 
Junko Fashions and dancing for the visitors from Ortego. 



Unit 6: Money 

Reading: 
Language: 

Vocabulary: 
Career skills: 

UNIT OBJECTIVES 

The business of giving 
Countable and uncountable 
nouns; some, any, how much, 
how many 
Orders 
Ordering goods 

Dilemma & Decision: A new supplier 

•••••••••••••••••••••••••••••••••••••••• 
Most types of business are motivated by an aim to 
maximise profits. One way of doing this is to buy or 
produce goods cheaply and then sell them at a more 
expensive price. International businesses also take into 
account international exchange rates. A strong local 
currency can be an advantage when buying goods from 
countries with weaker currencies, but it can be a 
disadvantage when selling goods. 

The modern business world (in particular technology, 
oil and service industries) has seen a dramatic rise in 
the amount of billionaires in recent years. The reading 
in this unit looks at philanthropy, where some of the 
super-rich choose to give away some of their wealth to 
help good causes. But the twenty-first century 
philanthropists are not simply aiming to build a new 
library or college wing bearing their name, instead they 
are often involved in some of the more complex issues 
of the day: poverty, the environment, education etc. The 
money is often managed by a foundation, a group of 
individuals who make decisions about which causes to 
give money to. The article looks at some of the positive 
aspects of modern philanthropy. However, while 
philanthropy is always to be encouraged, some experts 
argue that giving away huge sums of money also has the 
potential to allow unelected individuals to have a 
powerful say on the world's political stage. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Point to the picture and ask Ss what they can see 
money/euros/notes/coins). You could ask Ss to count the 
alue of the euro notes that they see. Ask Ss to imagine that 

they are on holiday in Europe, what would they buy with that 
money? Draw attention to the unit title and the headline 
(Business costs). Check that Ss understand what this means 
(how much money it takes to run a business). What costs 
does a new business need to consider? (e.g. wages, offices, 
stock, equipment, taxes etc). Read through the keynotes with 
your class. Check that they understand the words in bold. 

UNIT 6 

Ask check questions, for example brainstorm three countries 
and ask what the currency is in each; ask if the cost of living 
is high or low. Ask Ss to brainstorm ways to pay for goods 
(cash, cheque, credit card etc). Is it a good idea for suppliers 
to give discounts? Why/why not? Draw Ss' attention to the 
glossary for this unit at the back of the book. 

Coursebook, Glossary, Unit 6, page 151 

Preview 

1 If your class brainstormed countries and currencies while 
looking at the Keynotes, see if any of their suggestions are 
in the exercise. Draw Ss attention to the example. Check 
answers together. 

2 In pairs, Ss take it in turns to say sentences about the 
currencies. 

3 Ss identify their own currency on the list or say what their 
currency is. In pairs ask Ss to add more countries and 
currencies to the list. Have a feedback session and write 
all the suggestions on the board. Point to some of the 
suggested currencies and nominate Ss to make sentences 
as in exercise 2. 

1 
2cB 

Style Guide, Countries, page 28 

3bC 4eA 5aD 

2 The currency in the UK is the Pound; the currency in 
Japan is the Yen; the currency in the USA is the 
Dollar; the currency in Saudi Arabia is the Riyal. 

Working English 
This is an opportunity to teach/review large numbers 
with your class. Ss will focus on prices later in the unit, 
so the only money that is introduced here is exchange 
rates. Read through the information together. Ask Ss to 
estimate how many people there are in their 
townlcollege/company/country. Ask Ss what they think 
the exchange rate is for their currency to the 
dollar/pound. 
Have Ss practise saying some of the numbers out loud to 
get the intonation and grouping right. Then give Ss some 
similar numbers and have Ss practise saying them. 

�~� Style Guide, Numbers, page 26 

39 



INTELLIGENT BUSINESS (ELEMENTARY) TEACHER'S BOOK: COURSEBOOK 

Listening 1 

Read through the sentences with the class and clarify any 
unfamiliar words. Ss listen and complete the sentences by 
writing the numbers as numerals. You could then ask Ss to 
write the numbers as words. 

2 $1.96/ 1.96 dollars 
3 3,800 
4 148 
5 211,090 
6 €3,700,000 / 3,700,000 euro 

Speaking 

Dictate the following numbers and exchange rates to your 
students: 

603 
12,592 
243,693 
There are one hundred and sixty six Japanese yen to the euro. 
There are seven point seven eight Saudi Arabian riyals to the 
pound. 

Now ask Ss to think of five large numbers/exchange rates. 
Point out that the exchange rates do not need to be correct. 
(However, if possible bring a newspaper to class and check 
the current exchange rates.) 
After Ss have dictated their numbers they should check that 
their partner wrote them correctly. They can do this by 
getting their partner to read the numbers back. You could 
introduce the phrase: Can I read that back? This is useful for 
checking written information. 

Reading 

Point to the male in the picture and ask Ss: Who is he? (Bill 
Gates); What business did he start? (Microsoft); What sort of 
company is it? (computers/software). Elicit the currency that 
is in the picture (the US dollar). Look at the headlines and 
check Ss' understanding of enough, giving and charity. On 
the board ask Ss to name some of the charities in their 
country; what do they do? Who do they help? Do businesses 
give money to charity? 

112/3 Ask Ss to read the article and answer the questions and 
then check their answers with a partner. Have a 
feedback session with the whole class. 

Ask Ss if any of the information in the article surprised them 
(the amount of new billionaires, the names of the people who 
give away money). Can they add any other names of 
billionaires to those in the article? e.g. Arpud Busson 
(French; Hedge Fund boss); Azim Premji (Indian; technology 
entrepreneur); Roman Abramovich (Russian oil 
entrepreneur); Sergey Brin and Larry Page (founders of 
Google). 
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1 No. They can also use their time, social connections 
and expertise. 

2 
1 $31 billion 2691 

3 
1 Microsoft and eBay 
2 euros, riyals and yen 

3423 

3 hospitals, libraries and universities 
4 poverty and the environment 

Speaking 

Ss work in pairs or small groups and discuss the questions. 
Have a feedback session and encourage Ss to give reasons for 
their ideas, where possible. 

Working English 
Ss look at different ways to say prices. You could bring in 
notes/coins/cheques/a credit card as realia to demonstrate 
the new vocabulary. Ask Ss how they prefer to pay for 
goods? Why? You could write items on the board (e.g. car, 
small apartment, pair of jeans, digital camera, mobile 
phone, pint of milk) and elicit possible prices for each of 
the items. You could teach How much is ... and ask Ss to 
work in pairs and take turns to ask and answer questions 
about the prices of the items (Student A: How much is the 
car? Student B: It's €20,500. etc). 

Listening 2 

Run through sentences and check that Ss understand. Ss 
listen and complete the prices. Play the recording again for 
Ss to check. 

2 € 12.95 
3 $1,540 
4 £32,000 
5 28,300¥ 
6 �3�0�~�,� �5�0�~� 

7 $9.99 
8 £39.50 

Speaking 

1 Elicit the currency for each price (1 dollar 2 pound 3 riyal 
4 yen 5 euro). Explain the way that currency is divided: 
usually into one hundredths, for which there are coins. 
Point out that the word in brackets refers to these coins. Ss 
take it in turns to say the prices. 

2 Now Ss write five prices. If your Ss need support, you 
could brainstorm everyday items and write some on the 
board for Ss to use as prompts. Ss listen as their partner 
dictates the prices. Then Ss compare what they wrote. 



1 
1 thirty dollars (and) twenty-five cents / thirty dollars 

twenty-five / thirty twenty-five 

2 four hundred and twenty pounds and eighty-eight 
pence / four hundred and twenty pounds eighty-eight / 
four hundred and twenty eighty-eight 

3 two thousand five hundred riyals 

4 seven hundred and thirty yen 

S eighteen euro (and) fifty-two cents / eighteen euro 
fifty-two cents / eighteen fifty-two 

Listening 3 

Remind Ss of cost of living which they saw in the Keynotes. 
Tell Ss they are going to hear three people talk about the cost 
of living in their city. Ask the class to look at the currencies 
to predict what countries they think each city is in. What city 
do they think the speakers will mention? 

1 Ss listen and note down the cities the speakers mention. 

2 Run through the items in the table and check Ss' 
understanding. Before listening again ask questions to get 
Ss to ask the prices in the table at the moment (e.g. How 
much is rentfor a one-bed(room) apartment in Tokyo?). Ss 
listen again and complete the prices in the table. Nominate 
Ss to say the prices and check together with the class. If 
your Ss are from a country not mentioned in the table, you 
could ask them to convert the prices into the currency of the 
country you are in. Ask Ss to read though the information in 
the table again. Are any of the prices a surprise? 

Speaking 

1 Ask Ss to discuss the question in pairs or small groups. 
Even in monolingual groups there will be discussion about 
how much the things cost. You could also ask Ss if the 
prices change in different cities in their country. Do Ss 
think the prices in the three cities in the table are low or 
high? Have a feedback session with the whole class. 

2 Ask Ss to discuss the questions in pairs or small groups. 
You could also ask Ss for possible ways of saving 
money/getting a better price for the items in the table. 
Have a feedback session with the whole class. 

Language check 1 

Go over the items in both lists and check that Ss understand. 

1 Ask Ss to match the items in list A and B. Check answers 
with the class. 

2 If necessary, help Ss to identify which words you can 
count. Write on the board: 

UNIT 6 

a) He has two cash. 
b) She has three coins. 

Ask Ss to identify which sentence is possible (b) and which 
isn't possible (a). Read though the information about 
countable nouns and identify more countable nouns around 
the class. Then read the information about uncountable 
nouns. Point out that the examples show that the form of the 
noun does not change. Brainstorm other uncountable nouns 
(water, tea, rain, rice, bread etc). Draw Ss' attention to the 
examples and write on the board: 

Can I have some information? 
Can I have an information? 
Can I have some informations? 

1 
2c 

2 

Coursebook, Grammar reference, Countable and 

uncountable nouns, pages 159 and 160 

3d 4b Sa 

List A has things you can count, List B has things that 
you can't count 

Optional activity 
Write three incorrect sentences on the board and ask Ss 
to correct them, e.g.: 

They want two document. 
I'd like an information. 
He has some cashs. 

If your class needs more support, give Ss options and ask 
them to choose the correct sentence, e.g.: 

1 
a) They want two document. 
b) They want two documents. 

2 
a) I'd like some information. 
b) I'd like an information. 

Practice 

1 Check that Ss understand all the words in the box (they 
recycle vocabulary from earlier units). Write on the board: 

countable uncountable 

Elicit whether each word should go in the countable or 
uncountable group. 

2 Ask Ss to complete the exercise and compare answers with 
a partner. Check answers with the class. 
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1 
hamburger (c) money (u) employee (c) email (c) 
bread (u) fruit (u) news (u) apartment (c) water (u) 
number (c) car (c) beef(u) 

2 
2 some 3an 4 a 5 some 

�~� Workbook, page 24 

Language check 2 
Ask Ss: How many people are in this room? How much time 
do we have before the end of the lesson? Draw Ss' attention 
to the examples. Focus Ss on the nouns and identify which 
ones are countable and which are uncountable. Ask Ss to 
work with a partner and complete the rules. 

1 any 2 some 3 any 4 many, much 

�~� Coursebook, Grammar reference: some, any, how 

much/how many, page 160 

Practice 
1 Check Ss know sales assistant and commission. Find out if 

Ss have visited a bureau de change. What currency did 
they change? In pairs, ask Ss to complete the conversation 
with some, any, much or many. 

2 Ss read the conversation with their partner. Go around the 
class and check. Note any problems and go over the 
grammar as necessary. 

�~� Workbook, page 24 

1 
1 some 
5 any 

Speaking 

2 any 
6 some 

3 many 
7 many 

4 much 

Now Ss use different information to role-play the 
conversation again. 

Vocabulary 
Books closed. Brainstorm different places that you can buy 
products (e.g. internet, mail order, shop etc). Write these 
steps on the board: 

1) Deliver goods 
2) Order goods 
3) Send an invoice 
4) Choose a product 
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Ask Ss to identify which things a customer does (2 and 4) 
and which things a supplier does (1 and 3). Now ask Ss to 
put the steps in the order that they usually happen (4, 2, 1, 3). 
Point out that steps 1 and 3 can happen at the same time. 

1 Now ask Ss to open books. Look at the invoice together. 
Ask Ss if they have had an invoice for any products. Ask 
what currency the order is in (pound sterling). Ask Ss to 
complete the order with the words in the box. Check 
answers. 

2 Ask Ss to work with a partner and take it in turns to ask 
and answer the questions. Check Ss understand and can 
say percent. Can Ss think of any other questions? (e.g. 
How much is a colour printer? What is the 
customer's/supplier's name/address? What is the 
customer's account number?) Brainstorm ideas and write 
them on the board. Then Ss take it in turns to ask and 
answer these questions too. 

Optional activity 
Encourage Ss to discuss the advantages/disadvantages of 
different ways of shopping. 

1 
2 Supplier 3 Account 4 Quantity 5 discount 
6 free 7 Total 
1 WN506 2 colour printers 3 11 4 10% 
5 No 6 £693 

2 
1 WN506 
2 Colour printers 
3 11 
4 10% 
5 No 
6 £693.00 

Career skills 

Ask Ss what things they think about when they choose who 
to buy a product from (e.g. price, choice, quality etc). Check 
that Ss understand the phrases. Tell Ss to look at the invoice 
on page 54 again. Nominate Ss to ask and answer questions 
b-f in the table. 

Listening 4 

Tell Ss they are going to listen to a conversation between a 
customer and a supplier. 

1 Ask Ss to close books. Play the recording and elicit what 
product they discuss. 

2 Ss listen again and complete the order form. Play the 
recording again pausing while Ss check their answers. 



3 Ask Ss to identify who says phrases a-g, customer or 
upplier? Play the conversation again for Ss to check. You 
ould also ask Ss to turn to the audioscript on page 168 

and practise the conversation. 

1 electronic organisers 

2 
1 BJ649H 
2 £38.40 
3 CB150098D 
4 35 
S 12% 

3 
The customer says: abe 
The supplier says: c d f g 

Speaking 
_-\ k Ss to work in pairs. If this is the first time that Ss have 
e ountered this type of speaking exercise, you may wish to 
_'\,e our class time to write notes for the conversation before 
- ra ri ing. As Ss finish ask them to change roles and practise 

Dilemma 
_ k Ss where they buy their music when they want to buy it. 
o they download from the internet or buy from music 
- p. Tell Ss what CDs/DVDs you have bought recently and 
- . them to name some that they have bought. Read the 

rmation together and ask check questions, e.g. What is 
name of the company? What does it sell at the moment? 

IT71 T do they want to sell? 

Task 1: Check Ss understand title. Elicit titles of recent 
D 'DVDs. Point out that here title means the number of 

0\ 1) the company has. Ss work individually and complete 
e questions. Check answers with the class. Tell Ss that they 
e going to ask and answer questions about a supplier. Ss 

\. rk with a partner and ask and answer questions to 
mplete the information at the back of the book. 

1 How many 2 How much 3 any 

Task 2: Ss work in small groups. Ask Ss to read the 
information from the buying director. Ask check questions, 
e.2:. How much does the company plan to spend each month? 
€1 500) What things are important? (price, discount, fast 
eli ery). Now ask Ss to look at the information about the 
\ '0 suppliers and discuss which one they want to use. 

UNIT 6 

Decision 

Tell Ss that they are going to hear a business consultant say 
which supplier she recommends. Ask Ss which supplier they 
think she chooses. After listening, ask Ss to say whether they 
agree with Tanya Brunetti's opinion. 

Write it up 
Remind Ss of the memos that they have written in earlier 
units. Elicit things that Ss remember about memos, e.g. 
• the memo doesn't need a greeting (e.g. Dear etc) 
• it doesn't need an ending (e.g. Yours sincerely etc) 
• use complete sentences and formal language. 

You can ask Ss to complete the memo in the class or as 
homework. If Ss are doing the task in class, you could ask Ss 
to complete the memo and then work in pairs. Each student 
looks at their partner's memo and comments on the points 
that are correct and suggests changes to any grammar or 
spelling where necessary. 

�~� Style Guide, Memos, page 18 

�~� Style Guide, General rules, page 3 

�~� Teacher's Book, Memo template, page 175 

Memo: Suggested answer (50 words) 
To: Luc Sabre, Buying Director 
From: [Students name] 

The best supplier for the DVDs is Secco Discs. 

We want to use this company because their prices are 
good and they can give us a 12% discount on our orders. 
They also have a fast delivery - they can deliver in five 
days. 
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Unit 7: Projects 

UNIT OBJECTIVES 

Reading: 
Language: 

Vocabulary: 
Career skills: 
Dilemma & Decision: 

Project analysis 
Past simple affirmative; 
prepositions of time 
Projects 
Talking about a project 
What went wrong? 

•••••••••••••••••••••••••••••••••••••••• 
There are many different types of project, from small 
individual assignments to departmental projects to large
scale international collaborations that involve more than 
one company or country (for example, the building of the 
Channel Tunnel). This unit looks at some of the things that 
can make a project successful or unsuccessful. One of the 
main things that makes a project fail is agreeing to 
unrealistic deadlines and budgets. In order to work out 
whether a deadline or budget is realistic it is important to 
consider the factors involved (suppliers, contractors etc). 
A good project manager needs organisational skills. He or 
she also needs to communicate the project aims and the 
responsibilities of each member of the project team. It is a • 
good idea to have regular reviews to discuss problems as 
they occur. It also allows the project manager to check 
that everything is on schedule and within budget. Finally, 
at the end of the project it is useful to have an analysis to 
check what went well and what could be improved in 
future projects. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Point to the picture and ask what it shows (an aeroplane). 
Ask: Is it a modern plane or an old plane? (an old plane). 
Look at the title together and check that Ss understand the 
use of work in this context (i.e. work not as injob but a verb 
to say that something that gives the results that you want). 
Read through the keynotes with your class. Check that they 
understand the words in bold. Write/say these definitions and 
ask Ss to match them to one of the words in bold (answers in 
brackets): 

1 finish on or before this date (deadline) 

2 work that is planned by one person or a group of people 
(project) 

3 Information that tells you what is happening on different 
days during the project (schedule) 

4 The person who organises a project 
(project manager) 
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5 The reason that you are doing something and what you 
want to happen at the end of a project (aim) 

�~� Coursebook, Glossary, Unit 7, page 152 

Preview 
Check Ss understand all the words. Ask Ss to work 
individually and put the items in the order that they think is 
important (1 = most important). Then ask Ss to work in pairs 
or small groups and compare their ideas. Encourage Ss to 
give reasons for their decisions. Have a feedback session with 
the whole class. There is no right or wrong correct order as 
all the items are important in successful projects. 

Speaking 

To demonstrate, tell Ss about projects that you work/have 
worked on. Still in the same pairs/groups ask Ss to talk about 
projects that they work on at home, work or college. When 
they work on the project, do they use any of the ideas 
mentioned in the preview? What kind of things do they learn 
from working on projects? 

Listening 1 

1 Tell Ss that they are going to hear Max Shaw talk about a 
project he worked on in the past. Play the recording and 
ask: Was it a successful project? 

2 Read through sentences 1- 3 with the class. Play the 
recording again while Ss choose the correct answer to 
complete the sentences. Check answers together. 

3 Tell Ss that the chart shows what happened in different 
parts of Max's project. In Career skills, later in the unit, 
there is more information on sequencing language (First, 
then, after that etc). Ss will look at the past simple more 
closely (including negative and short answer) in the next 
unit. Ask Ss what the past simple verbs in the box are in 
the infinitive (decide, have, meet, start, look). Now get Ss 
to complete the chart with the verbs, using the context and 
what they can remember from the listening to help them. 
Play the recording again to check. 

1 
Yes 

2 
Ib 2a 3b 

3 
2 had 3 looked 4 decided 5 met 



Language check 1 
are introduced to the past simple affirmative. Read the 

information together and complete the rules. Explain that 
many verbs are regular but with irregular verbs (which 
in I ude a lot of very common verbs) it is necessary to learn 

e past simple form. It is a good idea for Ss to note whether 
verb is regular or irregular when Ss learn new vocabulary. 

�~� Coursebook: Grammar reference, Past simple, page 160 

1 was, were 2 d or ed 

Opti onal activi ty 
\\ rite some prompts on the board and ask Ss to make 
entences: 

He (be) in Dubai last week. 
I (have) a project meeting yesterday. 
They (be) at the conference last week. 
You (meet) John last month. 
We start) the project in 2007. 
Elic it the correct past simple form of the verb for each 
entence (was, had, were, met, started). 

Pract ice 

1 S aw these verbs in Listening 1 or the example sentences 
in Language check 1. Ask Ss to complete the past forms 
\,"ithout referring to page 60. When Ss finish they can look 
at Listening lILanguage check 1 to check their answers. 
A k Ss to look at the chart and find two other past simple 
\"erbs (discussed, agreed). 

2 .-\sk Ss to complete the table and compare answers with a 
partner. In their pairs, Ss identify which verbs are regular 
and which are irregular. You could spend some time 
looking at the Id! It I and l id! pronunciation of the regular 
pa t simple. Model pronunciation and ask Ss to put the 
regular past simple verbs in exercise 1 and 2 into Id! It! 
and li d! groups. 

It! 
finished 
looked 

l id! 
started 
decided 
visited 
wanted 

UNIT 7 

3 Ask Ss to complete the text with the past simple form of 
the verbs in brackets. Get Ss to compare their answers 
with a partner before having a feedback session with the 
whole class. 

1 
2 finished 3 met 4 had 5 looked 6 decided 

2 
2 visit 3 said 4 build 5 wanted 6 make 
7 went 8 sell 9 worked 10 do 
regular: visit, want, work 
irregular: say, build, make, go, sell, do 

3 
2 made 3 started 4 said 5 was 6 visited 
7 sold 8 finished 

�~� Workbook, page 29 

Work in g Engl is h 
Read through the information about time expressions. 
Highlight the position of last and ago. 

Speaking 
Tell the class something that you did each day last week. 
Give Ss time to note an activity for most of the days. Draw 
Ss' attention to the example sentence. In pairs, Ss take it in 
turns to say what they did last week. 

Opt ional act iv ity 
Ss can practise the activity again by thinking of exciting 
imaginary activities that they did each day last week. 
I had dinner with the president last Monday. 
Last Tuesday I went to Rio for a party. etc. 

Vocabulary 1 
1 Ss have already looked at numbers in previous units. Say 

the ordinal numbers in the box and ask Ss to repeat. Ask 
Ss to match the written numbers with the numerals. 

2 Count from 1 st to 31 st with the class. Play the recording 
while Ss listen. Then ask Ss to say the numbers again. 

.-\ k Ss to suggest other verbs for each group, (for example: 1 

agreed, li ved, arrived, ordered, manufactured, changed, 
arranged 
l liked, asked, 

succeeded, needed, invited). 

Point out that the main difference is between the l id! 
pronunciation and Itl, Id!. 

1st first 
2nd second 
3rd third 
5th fifth 
10th tenth 
12th twelfth 

14th fourteenth 
15th fifteenth 
20th twentieth 
22nd twenty-second 
30th thirtieth 
31 st thirty-first 
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Working English 
Highlight the different ways of saying dates. Read 
through the information together and then write on the 
board: 
12th May 
25th June 
31 st October 
Elicit different ways to say each date. 

Style Guide, Dates, page 27 

Speaking 

Demonstrate the activity by writing three dates that are 
important for you (your birthday, wedding anniversary, date you 
started your job, etc). Dictate the dates to the class. Ask Ss for 
ideas about why these dates are important to you. Now ask Ss 
to take turns saying three dates and saying why they are 
important. If Ss don't feel comfortable using real information 
they can make up the reasons the dates are important. 

Optional activity 
Photocopiable resource 7.1: 

Busy or free? (page 98) 
Ss work in AlB pairs. Photocopy a diary for each 
student. Explain that Ss have to find dates for three 
meetings. Teach busy and free. Tell Ss that F shows that 
they are free on that day (each student has ten days when 
they are free). On all other days they are busy. Ss take 
turns to say a date, for example: the third of March or 
March the third. Their partner responds: Yes, I'm free or 
Sorry, I'm busy. If their partner is free they should tick 
that date. If it is a day when both Ss are free, the student 
asking should say: Me too! and they should both circle 
that date. The objective is to find the three dates when 
they are both free (the free dates are 3rd February, 1st 
June and 11 th December). 

Language check 2 

Close books and try to elicit words for seasons, months and 
days of the week. Open books. Read through the words and 
dates in the circles and check Ss know what they are. Work 
with the whole class to label the circles at, in or on. Elicit the 
patterns, for example: in for months, years and seasons, etc, 
on for days of the week dates etc, at for times, festivals etc. 
Draw Ss' attention to the note about yesterday, last (week, 
night, month, etc). 

46 

Coursebook: Grammar reference, Prepositions of time, 
page 159 

1 in 2 on 3 at 

Practice 

Ask Ss to complete the sentences with in, on, at or no 
preposition. Check answers together. 

Workbook, page 28 

2 on 3 - 4 on 5 in 6 at 

Speaking 

Ask Ss to ask you questions using the prompts: When do you 
usually visit friends? etc. You respond. As an optional 
activity you could tell Ss you are going to make deliberate 
mistakes with some of the prepositions and ask Ss to correct 
them, for example, you answer: in Friday and Ss call out the 
correct answer: on Friday. Ask Ss to work in pairs. Ss take 
turns to ask and answer the questions. 
To extend the activity you could ask Ss to brainstorm 
activities. Write ideas on the board and ask Ss to work with 
another partner to ask and answer questions. 

Reading 

1 Point to the picture and ask Ss: What sort of project is 
this? (a railway). Check that Ss understand project analysis 
(deciding why a project succeeds or fails). Ask Ss to read 
the article quickly, it doesn't matter if they don't 
understand everything. Check answers. 

2 Read through the statements and check understanding. 
Now Ss read the text more slowly and decide if the 
statements are true or false. 

3 Ask Ss to underline the past simple verbs. Get them to say 
which are regular/irregular. Check pronunciation of the 
regular ones. 

1 
construction IT 

2 
2 true 3 false 

3 
was were was 
added finished 

4 true 5 true 6 true 

finished was took decided 
were 

Optional activity 

7 false 

was 

To extend the activity you could write the numbers/dates 
from the text on the board and ask Ss to say what they 
refer to. 



Speaking 

First brainstorm big projects and write ideas on the board. 
Below are examples: 

Druzhba Pipeline 
Longest oil pipeline in the world goes though: Russia, 
Ukraine, Hungary, Poland and Germany. 

Airbus A380 
Largest passenger airline in the world. Built by suppliers 
around the world. First commercial flight was in October 
2007 from Singapore to Sydney, Australia. 

Burj Dubai 
Tallest building in the world. Built by companies in Korea, 
Belgium and the UAE (United Arab Emirates). 

International Space Station 
Joint project with the USA, Russia, Japan, Canada and 
European countries. 

Ss work in pairs or small groups and answer the questions. 
Then ask pairs to join with another pair and discuss their 
answers. 

Vocabulary 2 

Ask Ss to look at the words in the box and identify two verbs 
(failed, succeeded). Point out that all the words are from the 
reading text. Ask Ss to complete the sentences and then 
check their answers with a partner. Nominate Ss around the 
class to read out the sentences. 

2 client 3 late 4 succeeded 5 failed 6 more 

Vocabulary 3 

1 This exercise looks at prepositions that can be used with 
the nouns budget and schedule. Ask Ss to underline the 
correct prepositions. 

2 Ss match the words with a preposition + noun (either 
budget or schedule) that means the same. Ask one student 
to read out the definition and another to say the 
preposition + noun that matches with it. 

3 Read the information about project A and draw Ss' 
attention to the example. Elicit a phrase to complete the 
description of project A. Now ask Ss to work individually 
and complete the information about projects Band C. 

1 
1 under over on 
2 on ahead of behind 

2 
2 behind schedule 
3 ahead of schedule 
4 on budget 
5 over budget 
6 under budget 

3 
1 behind schedule 
2 on schedule, over budget 
3 on budget, ahead of schedule 

Career skills 

UNIT 7 

Ask Ss to think of situations where they need to talk about a 
project (in a meeting, a presentation, to visitors/clients, etc). 
Read through the information together. Check that Ss 
understand sequencing; explain that a sequence is the order 
in which we do things, e.g. give information. Look though 
the sequencing phrases together. Make sure that Ss know that 
next, after that and then are interchangeable but that first 
goes at the beginning and finally at the end. Highlight first 
and point out that it also possible to use other ordinals for 
sequencing, but not usually with large numbers (we usually 
stop at third or fourth). Some Ss may have come across 
fir stly, secondly, etc. If Ss ask, point out that they mean the 
same and can be used in exactly the same way. Ask Ss to 
brainstorm things that you usually do at the start of a class. 
Write ideas on the board and ask Ss to help you to put the 
information in the right sequence using the phrases 1- 5. Now 
ask Ss to work in pairs and tell their partner what they do 
when they arrive at college/work, etc. Encourage Ss to use 
sequencing phrases. 

Listening 2 

1 Tell Ss that they are going to hear Elsa Newman talk about 
a project she worked on. Play the recording. Ask the 
questions and get Ss to respond. 

2 Play the recording again and ask Ss to match the 
sequencing phrases 1- 5 with the stages of the project a-e. 
After checking answers ask Ss to say the sentences (First 
we agreed on a budget, etc). 

3 Ask Ss to complete the talk by choosing the correct word 
in italics. Play the recording again for Ss to check. Then 
Ss work with a partner and take turns to give the talk. 
Point out that when giving a talk, we often stress 
sequencing phrases and leave a (very) short pause after the 
sequencing word: 

First (pause) we agreed on a budget. 
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Ss may find it useful to underline the words that they want 
to emphasise before they give their talk. You could also 
focus on regular past simple pronunciation again, here, 
especially if Ss have found it difficult. 

1 
Aim: a website to help international employees improve 
their English. 
It succeeded because the project had a good team and 
good communication. 

2 
Id 2c 3e 4b 5a 

3 
3 five 4 $3,000 5 months 2 improve 

6 talked to 7 information 8 progress 

Speaking 

1 Ss use information to prepare a talk. Student A turns to 
page 139 and student B turns to page 143. In larger classes 
you could ask Ss to prepare in AlB groups. First Ss put the 
verbs into the past simple and then they add sequencing 
phrases. Circulate and help. Encourage Ss to underline any 
phrases they want to stress. Student A gives their talk first. 
Student B listens and notes the information that is asked 
for on their information card. When they have finished Ss 
should check each other's notes for accuracy. They could 
also look at each other's information to clarify any 
misunderstandings. 

1 
Student A: finished, was, 
1 planned 2 looked 3 talked 4 wrote 
5 printed, sent 

Student B: finished, was, 
1 looked 2 chose 3 organised 4 wrote 5 used 

Optional activity 
Ask Ss to prepare a talk about a project that they worked 
on at college/work. Ss should write notes and give their 
talk to their partner. 

Dilemma 
Read the brief together and clarify any unfamiliar words. 
Check that Ss understand the aim of the task. Ask check 
questions, such as: What company do you work for in the 
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task? (KPC), What sort of company is it? (a computer 
company), What is your job? (director), What company did 
KPC work on a project with? (Laine Industries), Was the 
project a success? (No), What does the CEO of Laine 
Industries want you to do? (Find out why it was late and over 
budget). 

Task 1: Tell Ss that they are going to ask and answer 
questions to complete the diary. Read the examples together. 
Check that Ss say the dates correctly (the eleventh of 
February). Choose two or three other dates in the diary and 
write them on the board to check. Ss take turns to ask and 
answer questions using What happened on ... ? 

Remind Ss to use phrases to check information and ask for 
repetition where necessary. Circulate and help where 
necessary. As Ss complete the task get them to look at their 
partner's diary to check their answers. 

Task 2: Ss work in small groups and say what the problems 
with the budget and deadline were. Draw Ss' attention to the 
Useful phrases. Have a feedback session with the whole class. 

Decision 
Ss to listen to Ann Walker, the CEO of Laine Industries, talk 
about the problems with the project. Ask Ss: Do you agree 
that these were the main problems? 

Write it up 

This exercise is an introduction to writing a formal letter. 
Look together at the section on letters in the Style Guide at 
the back of the Coursebook. Check that Ss consider the 
following: 
• The letter is to Ann Walker. Draw Ss' attention to the 

example and ask: Why do we use Ms here? (we don't know 
if Ann Walker is married or unmarried). 

• The address/date is not required in the writing exercise. 
But to make the letter more authentic you could ask Ss to 
make up addresses for KPS and Laine Industries and 
include today's date. 

• Business letters are usually formal or semi-formal, so write 
full sentences without contractions. 

• The letter will need an ending and a signature. 

Check that Ss are clear what information this letter should 
contain (information about the main problems with the 
project). Ask: Did the problems happen now or in the past? 
(in the past), What tense do we need to use? (the past 
simple). Encourage Ss to use sequencing language from 
Career Skills (first, then, next etc). Elicit polite phrases to 
close the letter (Please contact me if you need more 
information) . 



The writing exercise can be given for homework or done as a 
class activity. If it is completed in class, set a time limit (five 
- ten minutes) and ask Ss to swap letters with a partner to 
check. Collect the letters in to check whether there are any 
areas of grammar or vocabulary that need revision in the next 
lesson. 

�~� Style Guide, Letters, page 12 

�~� Style Guide, General rules, page 3 

�~� Skills Book, Writing 4, Letters, page 60 

�~� Teacher's Book, page 147 

�~� Teacher's Book, Letter template, page 173 

Letter: Suggested answer (88 words) 
Dear Ms Walker, 

We are very sorry that this project was late and over 
budget. 
The main problems were as follows: 
First, Paul West changed the computer model for the 
project. Then the supplier had delivery problems with the 
new computer. Next, Paul West found a new supplier but 
the new supplier was expensive and had delivery 
problems. 

Please contact me if you need more information. 

Yours sincerely, 

UNIT 7 
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Unit 8: Solutions 

Reading: 
Language: 

Vocabulary: 
Career skills: 

UNIT OBJECTIVES 

Lighting up the world 
Past simple negative, 
question and short answer 
Solutions 
Explaining a technical 
problem 

Dilemma & Decision: The best solution? 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at inventions and inventors in the context 
of how some inventions provide a solution to a problem. 
The focus of this is on different forms of energy, such as 
electricity, gas, solar power and wind turbines. In the 
industrialised world demand for energy has increased 
greatly in the last century. We need energy for light, to 
run appliances and to power machines in factories. 
Traditionally electricity has been produced either by 
fossil fuels such as coal, or by nuclear or hydro power 

• plants. Today there is also growing interest in green 
forms of energy, such as solar power and wind turbines. 
In business, some companies try to use alternative forms 
of energy both for economic reasons and to help the 
environment. Many modern companies try to show that 
their products have been environmentally produced or 
sourced. There is increasing pressure on companies to 
demonstrate that their production, energy use and 
products do not damage the environment or exploit 
workers. Consumers' concern now stretches to how a 
company delivers its goods (for example, the extent of a 
company's carbon footprint by delivering products by 
air, etc). 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

• 

Check that Ss understand the title of the unit (Solutions). Ask 
Ss if they remember the meaning of the phrase bright ideas 
(good ideas) from Unit 2 (see Unit 2 reading text, page 17). 
Read through the keynotes with your class. Check that they 
understand the words in bold. Draw Ss' attention to the 
glossary for this unit at the back of the book. Ask: How did 
businesses communicate a hundred years ago? (letter, face
to-face, etc), What problems were there with these types of 
communication? (slow), What inventions were solutions to 
these problems? (telephone, email, etc). 

�~� Coursebook, Glossary, Unit 8, page 152 
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Preview 

Ask Ss: How did people light their houses a hundred years 
ago? How did they keep food cold?l wash clothes?lkeep 
warm? 

1 Ask: What year is it now? Point to the dates and elicit how 
to say them. Get Ss to match the dates with the pictures of 
the lantern/torch, etc. Ask Ss to compare their answers 
with a partner and then check with the whole class. 

2 Look at the words and check Ss' understanding. Get Ss to 
match the words with the pictures 1- 5. Check answers 
together. 

3 Now Ss use the words to complete the sentences. 
Nominate Ss to read the sentences to check. 

1 
1879 - a light bulb: Edison (USA) and Swan (UK) had 
patents in USA and UK for the light bulb. A basic form 
of the light bulb was invented in 1809 by Humphrey 
Davy. 
1903 - a torch: Conrad Hubert (from Russia) had the 
first US patent for a hand-held torch. 
1865 - solar power: Auguste Mouchout (France) 
produced a small engine that ran on solar power. 
1783 - a lantern: Ami Argand (Switzerland) invented an 
oil lantern with a glass chimney, an improvement on the 
basic oil lamps used for about 10,000 years. 
1810 - a gas lamp: Freidrich Winzer (Germany) had the 
patent on gaslight. 

2 
1 the sun 2 a battery 3 oil 4 electricity 5 gas 

3 
1 oil 2 the sun 3 electricity 4 a batterylbatteries 
5 gas 

Speaking 

Ss work in pairs or small groups and talk about the questions. 
Have a feedback session with the whole class. 

Reading 1 

Ask Ss what things they use electricity for in their home or 
office (computer, TV, music, refrigerator, washing machine, 
etc). 

1 Draw Ss' attention to the numbers. Say them together. Ask 
Ss to say what answer they think is correct. Now Ss read 
the text quickly to check their answer. 



2 Ss read the article again in more detail. Encourage Ss to 
use the glossary for any unfamiliar words. Ask the 
questions and elicit answers around the class. 

3 Ask Ss to complete the sentence with the missing verb and 
read the article again to check. Ask what tense these verbs 
are (past simple). 

4 Ask Ss to answer the question and then compare answers 
with a partner. Check answers with the whole class. 

1 c 

2 
1 Canada, Nepal, Kenya 
2 Oil is expensive. It also inefficient and causes (indoor 

and outdoor) air pollution. 
3 They increased productivity, gave people more time to 

study, reduced health problems and reduced accidental 
fires. 

3 
1 went 2 used 3 started 4 changed 

4 Advantages - they only need a little power, they can 
run on batteries, they give more light and they last a 
long time. 
Problem - expensive. 

Speaking 

1 Look at the items with the class and check understanding. 
You can ask Ss to discuss the question in pairs and then 
small groups. There is no right or wrong answer - it is a 
matter of opinion. You could look at the first object 
(mobile phones) and brainstorm positive and negative 
things about them (positive - it helps communication, you 
can play games/music on them or take photographs. 
Negative - they are noisy; people can contact you all the 
time). 

2 Check Ss understand entertainment. Ask Ss to suggest 
forms of entertainment that do not need electricity or 
batteries (reading, sport, conversation, board games, etc). 
Write ideas on the board. Discuss as a class or in groups. 

Vocabulary 
1 Write on the board people and places. Say the words in the 

box and ask Ss to repeat. Nominate Ss to say a word in the 
box and get the class to say whether it goes with people or 
places. Write answers on the board. 

2 Ask Ss to complete the sentences with a word from 
exercise 1. Nominate Ss to read the sentences to check. 
You may wish to explain that like doctor, professor is both 
a job and an academic title (he is a professor, This is 
Professor Milton etc). English speaking countries do not 
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add MisslMrslMs or Mr to the title (not Mr Professor 
Milton). Ask Ss: Does your work/college have a 
laboratorylscientistsla workshop? etc. 

1 
People: professor, scientists, technician 
Places: university, laboratory, workshop 
2 
1 university 
4 workshop 

Listening 1 

2 laboratory 
5 technician 

3 scientists 
6 professor 

1 Write complaints department on the board. Ask Ss: Do 
customers contact a complaints department to a) buy 
something b) say that there is a problem with a product or 
service? (b). Ask Ss if they have contacted a complaints 
department. What did they complain about? Tell Ss that 
they are going to hear a conversation between a customer 
and Lou who works in a complaints department for an 
electricity company. Read the questions with the class and 
then play the recording and elicit answers. 

2 Play the recording again. Check answers around the class. 

1 

1 Her electricity doesn't work. (An engineer visited but 
then went away and didn't return.) 

2 To send another engineer today. 

2 
2 false 3 true 4 true 5 false 

Language check 

6 false 

Ss looked at the past simple affirmative in Unit 7, now they 
focus on the negative, question and short answer form. Ask Ss 
to read the example sentences and indicate which are negative 
(a), which are questions (b, c), and which are short answers 
(d). Highlight the information about the verb to be (it does not 
use the auxiliary did). Ask Ss to complete the rules and check 
answers. For more information Ss can tum to the grammar 
reference. Write this on the board and say it is about the 
listening: 

The engineer arrived on Monday morning. 

Elicit the question and negative forms (Did the engineer arrive 
on Monday morning? The engineer didn't arrive on Monday 
morning). Ask questions around the class: Did you go to the 
cinema yesterday? Did we have an English lesson last 
Monday? Did Paulo play football at the weekend? etc. Elicit 
short answers. Now ask Ss to ask questions to find out what 
you did at the weekend. Draw Ss' attention to examples band 
c and remind them of the difference between open and closed 
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questions. Now get Ss to ask you questions to find out what 
you did at the weekend. Encourage a mix of open and closed 
questions. Answer with short answers and negatives until they 
guess correctly. 

1 didn't 2 did 3 didn't 

�~� Coursebook, Grammar reference, Present simple 
negative, question and short answer, page 158 

Practice 
1 Draw Ss' attention to the example. Ask Ss to complete the 

exercise and compare answers with a partner. Check 
answers around the class. 

2 Ask Ss to complete the exercise. Check answers and ask 
Ss to read the questions and answers with a partner. 

3 Draw Ss' attention to the example. Go over the names and 
help with pronunciation. Elicit the correct questions 
around the class. 

4 Ask Ss to work in AlB pairs. First ask Ss to take turns 
asking the questions and answering the questions. If they 
don't know the answer they should guess. Ask Ss to turn to 
page 149 to check their answers. As an alternative you 
could jumble the answers and write them on the board. In 
pairs, Ss take turns to ask a question and their partner 
looks at the board to choose the answer that they think is 
correct. When the answer is Yes/No encourage Ss to use 
short answers (Yes, he did/No, he didn't). 

1 
2 The villagers didn't use electricity in their homes. 
3 The lanterns weren't very bright. 
4 Dr Irvine-Halliday wasn't a professor of medicine. 
5 He didn't make a profit from the LED lights. 
6 The LED lights didn't increase health problems. 

2 
2 was 3 wasn't; was 4 Did 5 didn't; was 
6 were 7 Were 8 weren't; were 

3 
2 When did IBM produce the first personal computer? 
3 Did John Logie Baird invent the radio? 
4 Who was Carlton C Magee? 
5 What did Alexander Graham Bell invent? 
6 What country was Guglielmo Marconi from / did 

Guglielmo Marconi come from? 

4 
2 (IBM produced the first personal computer) in 1981. 
3 No, he didn't. He invented the TV. 
4 Carlton C Magee invented the parking meter. 
5 (He invented) the telephone. 
6 (He came from) Italy. 
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Speaking 

Draw Ss' attention to the prompts. Get the class to ask 
questions and you answer. Brainstorm other questions about 
when Ss were younger (Did you play computer games/speak 
English/ride a bike/have a birthday party? etc). Ss work in 
pairs and ask and answer questions. To extend the activity 
you could get Ss to join with another pair and talk about their 
partner (Elena didn 't like schoo!. She had a cat. She didn 't 
play sport, etc). 

Optional activity 
Questionnaire: Last holiday 
In groups, Ss think of six questions to ask about the last 
holiday that classmates went on (Where did you go? Did 
you stay in a hotel? Did you go with your family? Did 
you stay for more than a week? Did you swim? etc). Ss 
join with someone from another group and work in pairs, 
asking and answering questions. Then Ss return to their 
original group and report on the person they talked to 
(Marcus went to Japan. He didn 't stay in a hotel, he 
visited friends, etc). 

Reading 2 

1 Write on the board: Thomas Edison. Ask Ss what they 
know about him. If it is difficult to get Ss to speak, ask 
questions such as: Was he an artist? Was he Russian? etc. 
Draw Ss' attention to the glossary. Ask Ss to read the text 
quickly and answer the questions. To check, ask questions 
such as: Was Edison born in New York? (elicit: No he 
wasn't, he was born in Ohio.). 

2 Ask Ss to work in pairs and use the prompts to write 
questions. Quickly check questions around the class. Now 
ask Ss to read the text again to answer. You could ask pairs 
to take turns to ask and answer the questions. 

1 
1 Ohio, USA 2 No, they didn't. 3 a team of scientists 

2 
2 Did Edison develop 1,303 inventions? (No, he didn't

he developed 1,093 inventions.) 
3 Why did Edison think failures were important? 

(Because he learned from them.) 
4 Who did he marry? ([He married] Mary Stilwell.) 
5 When did Edison create the Edison Electric Light 

Company? ([He created it in] 1878.) 
6 What did the Edison Electric Light Company become? 

([It became] General Electric.) 
7 Where did he build his research laboratory? ([He built 

it in] Menlo Park, near New York City.) 
8 When did he die? ([He died in] 1931.) 



Speaking 

1 Ss work in pairs or small groups and answer the question. 
Have a feedback session with the whole class. If Ss have a 
number of inventors, you could encourage questions from 
the rest of the class (What did he/she invent? When was 
he/she born? etc). 

2 Ask Ss to discuss the question with a partner. Share ideas 
around the class. If Ss are not responding, ask: What 
happens when we don't learn from failure? (we make the 
same mistakes again; sometimes failure can give us new 
ideas and help us to approach problems from a different 
direction, etc). 

Optional activity 
Photocopiable resource 8.1: 

Inventions (page 99) 
Ss work in pairs. Photocopy the information and give 
one half to student A and the other half to student B. 
Both sheets (A and B) have information about the 
invention of blue jeans and the dishwasher. First, Ss put 
the words in the questions in the correct order (one word 
in each question is in the wrong place). Then they match 
a question to a gap in their text (a-d). Finally Ss ask and 
answers questions to complete their information. Get Ss 
to look at their partner's sheet to check answers. To 
extend the activity you could ask Ss to choose one of the 
products and write notes to give a short talk to their 
partner. 

Answers 
Student A 
I What was the first dishwasher made of? ( c) 
2 What nationality was she? (d) 
3 Where did Levi Strauss come from? (a) 
4 When did he start to make trousers? (b) 

Student B 
I How many types of trousers were there? (b) 
2 What was her name? (d) 
3 When did she invent the first successful dishwasher? (c) 
4 Where did he move to? (a) 

Career ski lis 
Tell Ss about a technical problem that you have had. Ask Ss 
to talk about technical problems that they have had. Ask: 
What did you do? Go through the sentences and check 
understanding. Say the sentences and ask Ss to repeat. 

Listening 2 
1 Check Ss know sales assistant. Play the recording while 

Ss number the phrases in the order that they hear them. 

2 Ask Ss to match the sentences with the pictures. Play the 
recording again while Ss number the pictures in the 
correct order. Ask Ss to work with a partner and take it in 
turns to read the sentences in the correct order. 

UNIT 8 

1 
1 a 2 f 3c 4b 5d 

2 
1 c I read the instructions. 
2 b I plugged in the computer. 
3 a I turned on the computer. 
4 d The keyboard didn't work. 

Speaking 

6e 

Go though the stages of the conversation and elicit phrases 
that the sales assistant/customer can use. Ask Ss to work with 
a partner. Give Ss time to prepare the conversation. Get Ss to 
practise the conversation. Then ask Ss to change roles and 
practise again. 

Dilemma 

Write Wind turbine on the board. Point to the picture of the 
wind turbines and ask Ss if they have seen these, and elicit 
where. Check that Ss know what they are used for (to 
produce power such as electricity). Ask Ss what other types 
of power they know (this will recycle some of the vocabulary 
from the Preview, i .e. solar power, electricity, and gas). Other 
forms of energy include nuclear energy, stream etc. Ask Ss if 
they think wind turbines are a good idea. Encourage Ss to 
give reasons for their ideas. Read through the information 
together and clarify where necessary. Ask check questions 
such as: Where is Rathansay? (Scotland), How does the 
island make money? (tourism and electricity), What is the 
problem with electricity on the island? (it is expensive and 
sometimes there is no power), What solution does 
CleanEnergy suggest? (wind turbines). 

Task 1: Ss work in pairs and read information about Merrin 
island. To choose the correct word in italics to complete their 
information, Ss need to prepare questions to ask their partner. 
If Ss need more support, divide the class into two groups A 
and B and get Ss to prepare questions together. Circulate and 
help where needed. 

Task 2: Ss work in A/B pairs. Ask Ss to ask and answer their 
questions to complete the information about Merrin Island. If 
you want Ss to check their answers get them to look at the A 
and B information together. But keep this well paced, so that 
Ss do not lose direction for the next part of the task. When Ss 
have all the information about Merrin Island, they discuss 
with their partner whether it is a good idea to build the wind 
turbines on Rathansay. Draw Ss' attention to the Useful 
phrases. Encourage Ss to give reasons for their opinions. 

Decision 

Read the information about Katrina Belkin with the class. 
Play the recording. Ask Ss if they agree with her choice. 
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Write it up 

Ss write a very short report to talk about what choice is best 
for the island. Draw Ss' attention to the example sentences. 
Look at the information about reports in the Style guide. Ss 
can write the reports in class individually or with a partner or 
you could ask Ss to complete the report for homework. Give 
a guide to how many words they should write (60-80 words). 

Key points to highlight: 
• A report is a formal document so do not use contractions. 
• Make notes before writing the report. 
• Order information: include only the most important 

information about Merrin Island. 
• Give reasons for your decision. 

It is not a complete report so Ss should include only the 
following information: 
• Ss decision (to have/not have wind turbines on Rathansay). 
• Why Merrin Island had wind turbines and what happened 

(including any important fact and figures). 
• The differences between Merrin island and Rathansay. 

�~� Style Guide, Short reports, page 20 

�~� Style Guide, General rules, page 3 

�~� Skills Book, Writing 3, Report what you did, page 46 

�~� Teacher's Book, page 137 

�~� Teacher's Book, Short report template, page 174 

Report: Suggested answer (82 words) 
Report: Wind turbines 

The best plan for Rathansay is to have wind turbine 
machines. 
On Merrin Island, in Wales there was a problem with 
electricity. They decided to have wind turbines. The cost 
of electricity fell by 20%. There were problems: most of 
the people on the island didn't like the wind turbines and 
tourism fell by 15%. This isn't a problem for Rathansay 
because the island makes 10% of their money from 
tourism and 85% from agriculture. 
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Unit 9: Products 

Reading: 
Language: 
Vocabulary: 
Career skills: 

UNIT OBJECTIVES 

Playtime 
Adjectives; adverbs 
Products 

Dilemma & Decision: 
Describing a product 
What can we do with the 
old TVs? 

•••••••••••••••••••••••••••••••••••••••• 
Companies often want to maximise products by 
extending their markets for existing products. This can 
be seen in publishing where the same book may have a 
cover for children and another for adults (for example, 
the Harry Potter books). It can also be seen in 
cosmetics companies which now often have a range of 
kin care, hair care or fragrance products for male and 

females which are similar but which have different 
packaging and advertising styles. Some companies in 
the toy industry are moving into products for adults as 
well as children. They taps into a nostalgia that people 
have for when they were children and the board games, 
computer games and toys that were played then. 

The British Association of Toy Retailers decided on the 
following as their toys of the twentieth century: 
- LEGO (toy of the century) 
- Monopoly (game of the century) 
- Yoyo (craze of the century) 

The world's largest toy manufacturer is the American 
company, MatteI with revenues of S,6S0million in 2007. 
Retail sales for the toy industry in 2007 were $8 billion. 

Worldwide sales value for leisure robots (which 
includes toy robots) for 200S were estimated to be $4.4 
billion. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Point to the picture and ask: What are they? (robots). Ask: 
re they big robots or toys? (toys). Ask Ss if they have seen 

to robots in shops. Brainstorm different toys that are popular 
at the moment. Look at the title together and check that Ss 
understand it. Read through the keynotes with your class. 
Check that they understand the words in bold. Draw Ss' 
attention back to the robots in the picture and ask: What 
pecial features do you think they have? (If Ss do not respond 

a k: Do you think they walk or talk?) What market do you 
think buys these? (If Ss do not respond prompt: Are they for 
children, teenagers or adults?) You could ask Ss to help you 
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write a very simple product description on the board (for 
example, It is a robot. It can walk/talk. It is a toy, etc). 

�~� Coursebook, Glossary, Unit 9, page 152 

Preview 
1 Draw Ss' attention to the pictures and ask Ss to say/guess 

what they are (the specific name of the product is not 
important as they will hear this information in Listening 
I) . The products are a Sinclair CS/vehicle, an iPod/music 
player, a Dyson/vacuum cleaner, a betamaxlvideo player. 
Run through the verbs and check Ss understand. Check Ss 
understand all the words. Get Ss to complete the 
sentences. Then ask Ss to match a sentence with each of 
the pictures. Check by pointing to a picture and asking Ss 
to read a sentence about it. 

2 In pairs, ask Ss to say which two products they think were 
successful. Do Ss own any of the products (or similar 
products)? Which products do Ss like? Why? 

1 
1 play d 2 listen b 3 clean c 4 travel a 

2 
The iPod and the Dyson vacuum cleaner. 

Listening 1 

1 Go though the adjectives and check understanding. Draw 
Ss' attention to the tick boxes next to each word. In this 
exercise Ss use only the first tick box in each pair. Play the 
recording and ask Ss to listen for the name of each 
product. Play it again and ask Ss to tick the adjectives that 
they hear. 

2 Play the recording again. Get Ss to write the letter (a-d) of 
the product next to the adjective that describes it. In pairs, 
ask Ss to choose one of the pictures and describe the 
product to their partner using adjectives. 

112 
good .t d 
slow .t a 
long--

small .t b expensive .t c light .t b 
attractive .t b reliable .t a 
interesting .t c popular.t c 

Vocabulary 1 

Go through the adjectives with the class. Tell Ss that they are 
the opposite of the adjectives in Listening 1. Get Ss to match 
the adjectives with their opposites. Ss can use dictionaries if 
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needed. Encourage Ss to compare their answers with a 
partner before checking answers around the class. 

2 small 3 light 4 popular S long 
6 expensive 7 attractive 8 slow 9 interesting 
10 good 

Practice 
Ask Ss to name popular skin creams (moisturisers, night 
creams, etc) in their country. Are the creams aimed at men or 
women? Explain that in some countries skin creams for men 
are also popular. Can Ss name any skin products aimed at men? 

Ask Ss to use adjectives from Vocabulary 1 to complete the 
sentences. Check answers around the class. 

2 expensive 3 attractive 4 boring 
6 reliable 

Language check 1 
Close books. On the board write: 
fast be desk have computer big 

S heavy 

Ask Ss to say which words are verbs (be, have), nouns (desk, 
computer) and adjectives (fast, big). Write on the board: 

The computer is fast. 
She has a big desk. 

Ask: Does the adjective describe the verb or the noun? (the 
noun). Ask Ss to open books. Read the information about 
adjectives together. Draw Ss' attention to the examples (they 
are based on Listening 1). Get Ss to study the examples and 
choose a word in italics to complete the rules. 

�~� Coursebook, Grammar reference, Adjectives and 
adverbs, page 160 

1 before 2 can 3 don't 4 can 

Practice 
Go through the words and elicit which are nouns and which 
are adjectives. Draw Ss' attention to the example. Ask Ss to 
complete the sentences with an adjective and noun form the 
box. Ask Ss to compare their answers with a partner before 
checking around the class. 

2 large apartment 
3 bag, heavy 
4 expensive perfume 
S boring meeting 
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Speaking 
Ask Ss: What colour is the Ferrari? etc. Which products do 
Ss like/not like? Ss work in pairs and make sentences about 
the products. 

Optional activity 
To extend the exercise bring in products from 
magazines/catalogues. Ask Ss to work in pairs. Give each 
pair four-six pictures. Ss take it in turns to use adjectives 
to describe the object and their partner says which object 
they think is being described. 

Vocabulary 2 

1 Write on the board: 

I put my DVDs in a small, round plastic box. 

Ask Ss which word gives information about the shape 
(round) and size (small) of the box. Ask Ss which word 
gives us information about what it is made of (plastic). 
Highlight the examples and get Ss to match the words in 
the box with the word circles. Point out that we say: The 
table is made of/from wood but It is a wooden table. Ask 
Ss to work in pairs and brainstorm more words to go in the 
word circles. Ss can use dictionaries if they need to 
(possible extra words include: 
material: steel, gold, silver, cotton, paper, cardboard 
shape: diamond-shaped, hexagonal, oval 
size: medium-sized, massive, enormous etc). 

2 Point to an object in the room and get the class to 
brainstorm adjectives that describe its shape, material and 
size. Help with vocabulary where necessary. Go though 
the pictures and elicit what they are (a cupboard, a CD, a 
window, a traffic sign). Draw Ss' attention to the example. 
Ask: What is it? (a cupboard). Ss work in pairs and take it 
in turns to describe one of the objects without saying what 
it is. Their partner guesses which picture they are 
describing. 

3 Now Ss describe objects in the room to their partner and 
their partner guesses what they are describing. 



1 
shape: square rectangular triangular 
material: metal glass wood 
size: big tiny huge 

2 
Possible answers include: 
CD: It's small and round and it's made of plastic/it's 
plastic. 
window: It's big and square and it's made of glass and 
wood/plastic. 
sign: It's triangular and it's made of metal! it's metal. 

Listening 2 
1 Ask Ss to suggest what things a sports company sells 

(trainers, footballs/rugby balls, ski equipment, golf clubs 
etc). Play the recording and elicit the answers. 

2 Draw Ss' attention to the product description. Ask Ss to 
suggest adjectives that we use to describe weight (light, 
heavy). Check Ss know kilos. If measurements in Ss' 
country are different from kilo give a rough estimation of 
how many pounds etc are in a kilo (2.2 pounds = 1 kilo). 
Brainstorm colours with the class. Play the recording again 
while Ss complete the product description. 

1 
An exercise chair. Sue Tang (because the design is good 
and it looks attractive). 

2 
1 plastic 2 85cm, 55cm 3 12 4 red S 750 

Speaking 
Tell the class about a product that you bought recently, give a 
product description and include information about the size, 
shape and material. 

Reading 

1 Focus Ss' attention on the picture in the article and ask: 
What sort of shop is this? (a toy shop). Read the sentences 
a-c and check understanding. Get Ss to read the text 
quickly and elicit answers. 

2 Draw Ss' attention to the missing information in the text. 
Do the first one together. Then get Ss to decide where the 
other sentences should go in the article. Get Ss to compare 
answers with a partner and then check answers with the 
whole class. 

3 Ss read the article again carefully. Draw Ss' attention to 
the glossary. Nominate a student to read a question and 
another to answer. 

UNIT 9 

1 b 

2 
1 e 2c 3a 4b Sd 

3 
1 Japan is a rich country and has a low child population 

(and some of the toys are for adults). 
2 Middle-aged (in their forties/fifties). 
3 No, it isn't simple. It has a 100-page instruction 

manual. 
4 A talking boy doll. 
S To forget the office, relax and play. 

Speaking 
Get Ss to discuss the questions in pairs/small groups. Then 
open up the discussion to the whole class. When Ss talk 
about games/toys they liked as a child, encourage Ss to give 
information about size, shape, material, colour etc. 

Language check 2 
Write on the board: 

He drives slowly. 

Ask what slowly describes - a noun or a verb? (verb). Draw 
Ss' attention to the examples from the article. Complete the 
rules together. For more information about adverbs ask Ss to 
turn to the Grammar reference. Ask Ss to say any other 
adverbs they know. 

Coursebook, Grammar reference, Adjectives and 
adverbs, page 160 

lly; ily 2 hard 3 well 

Practice 
1 Point to the toy storage box and ask: What other things do 

you use storage boxes for? (files, stationery, jewellery, 
CDs/DVDs). Ask Ss to change the adjectives in brackets 
into adverbs to complete the product information. Check 
answers together. 

2 Ss choose an adjective or adverb to complete the 
sentences. Get Ss to compare answers with a partner and 
then check with the whole class. 

1 
1 quickly 
S carefully 
2 

2 easily 
6 badly 

3 attractively 4 well 

1 easy 2 efficiently 3 simple 4 expensive 
S beautifully 6 unreliable 7 well 8 slowly 
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Optional activity 
Brainstorm other products. Ask Ss to work in pairs/small 
groups and write similar product information to the Toy 
storage box. In confident classes, get pairs/groups to 
present their product information to the rest of the class. 

�~� Workbook, page 38 

Career skills 

Go through the questions together and check understanding. 
Model how to say the questions and ask Ss to repeat. Ask Ss 
to match questions 1-7 with responses a-g. 

Id 2g 3a 4e Sf 6c 7b 

Working English 
Draw Ss' attention to the two different ways to describe 
the purpose of something. Point out that the verb after 
for is the -ing form and the verb after use is the infinitive 
with to. 

Write on the board: 

A CD player 

Elicit ways of describing what it is for: 
It s for listening to music. 
You use it to listen to music. 
Brainstorm other items and elicit ways to describe that 
they are for/what you use it to do. Use items from earlier 
in the unit to reinforce vocabulary, e.g. vacuum cleaner, 
trainers etc. 

Listening 3 

1 Point to the pictures a-d and see which ones Ss know. Play 
the recording and ask Ss to number the products in the 
order that they hear them. 

2 Read though the questions. Play the listening again and 
elicit answers. 

3 Play the last product description (the watch). Ss listen 
again and complete the missing words in the description. 
Ask Ss to work in pairs and take it in turns to read the 
product description. You can turn to the audio script and 
write some of the other product descriptions on the board 
with words missing. Ask Ss to say what words are needed 
to complete the descriptions. Ask Ss: Which product do 
you like best? Why? 
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1 
a4 b3 c 1 d2 

2 
a2 b 1 c3 d4 

3 
1 product 2 watch 3 sport 4 see 5 wide 6 fast 
7 great 

Speaking 

Ss work in pairs. Ask student A to turn to page 139 and 
student B to page 144. Ss take turns to ask and answer 
questions to complete the product descriptions. 

Dilemma 
Ask Ss if they have a TV. If they do, ask: What make of TV is 
it? Is it a modern TV or an old TV? Is modern technology 
important in a TV? Why/Why not? Read the information in 
the brief together. Ask check questions such as: What does 
the company make and sell? (televisions), What percentage 
of customers buy TVs with digital technology? (87%), How 
many old technology TVs does the company have? (lOOO). 

Task 1: Ss work in pairs. Student A turns to page 140. 
Student B turns to page 147. They ask and answer questions 
to complete the product description about the TV s. Ss decide 
if customers would buy this product today. Encourage Ss to 
give reasons why/why not. 

Task 2: Run through the three options. Pairs join with 
another pair to make groups of four. They discuss which 
option is best for the company. Draw Ss' attention to the 
Useful phrases. 

Decision 

Ss listen to Charles Randolph. Elicit which decision he likes 
best. Do Ss agree with his decision? Why/Why not? 

Write it up 

This memo challenges students because it is longer than 
those written in previous units. It requires them to gather and 
organise information. Ss write a memo to the CEO of the 
company. Ask Ss to think of a name for the CEO. You could 
ask Ss to refer to the section on memos in the Style Guide at 
the back of the Course book. Remind Ss of the following: 

• A memo does not need a greeting. 
• Include a subject line and date. 
• Memos are often formal or semi-formal, so write full 

sentences without contractions. 
• A memo does not need an ending (not Regards etc.) 

but sometimes has the writers initials (e.g. HM). 



Check that Ss are clear what information this memo 
should contain: 

The product description. 
2 Information about the problem. 
3 What you plan to do. 

Draw Ss' attention to the example phrases. Ask Ss: 
Where can you find information about the product 
description? (in the Ss answers to Task 1), Where can 
you find information about the problem? (in the brief/in 
their answers to Task 1), Where can you find information 
about what you plan to do? (the option groups chose in 
Task 2). 

Brainstorm information and phrases to go in the three 
sections of the memo. Encourage Ss to write the product 
description from memory rather than copying from the 
Coursebook. The writing exercise can be given for 
homework or done as a class activity. If it is completed 
in class, set a time limit (ten minutes) and ask Ss to swap 
memos with a partner to check. Collect the memos in to 
check whether there are any areas of grammar or 
ocabulary that need revision in the next lesson. 

�~� Style Guide, General rules, page 3 

�~� Style Guide, Memos, page 18 

�~� Teacher's Book, Memo template, page 175 

Memo: Suggested answer (91 words) 
To: David Adams, CEO 
From: 
Subject: Old TV s 
Date: 15th December 

Product description: 
The televisions are 55cm x 50cm and they are made of 
plastic and glass. The special feature is a built-in video 
player. 
The problem is that the televisions use old technology. 
Our customers buy televisions that use digital technology. 
We have 1000 old technology televisions in stock. 
It is a good idea to sell the televisions and get some 
money for them. I plan to sell the televisions to Bidl and 
Son for $10 per set. 

UNIT 2 
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Unit 10: Competitors 

UNIT OBJECTIVES 

Reading: 
Language: 
Vocabulary: 

Career skills: 
Dilemma & Decision: 

The shy architect 
Present continuous 
Word families; Market: 
compound nouns 
Catching up 
Win back market share 

•••••••••••••••••••••••••••••••••••••••• 
It is important for companies to research and analyse 
their competitors. It helps new companies to access gaps 
in the market. Established companies can use the 
information to plan their future strategies. When 
gathering information it is useful to focus on the present 
and future activities of the competition: 

Present 
Who are your competitors' customers? 
What products or services do they offer? - research 
prices/delivery/customer care 
Do they have a good reputation? 
What publicity/marketing do they use? 
Are there areas where there is too much competition? 
Are there gaps in the market your competitors are not 
filling? 
Future 
Are competitors planning to expand? 
Do they plan changes in their product/service range? 
Are they planning any promotions or marketing 
campaigns? 

When information is gathered about the competition it 
is possible to analyse: 

What they do differently 
Is there anything that competitors do better (customer 
service, product range, delivery, prices etc)? 
What can you learn from the competition? 
What they do worse 
What are your company strengths? Keep a competitive 
edge by increasing efforts in the areas that you out
perform competitors . 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Point to the picture and ask Ss what it shows (a competition, 
a tug of war). Ask: Who is winning? (they are both equal), 
What are the people at the side doing? (cheering their 
colleagues on). Write on the board: 
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Companies that are competitors have similar/different 
products or services. 

Ask Ss to choose the correct underlined word to complete the 
sentence. Read through the keynotes with your class. Check 
that they understand the words in bold. Ask Ss: Have you 
answered market research questions for a company? What 
company was it? Write the name of a local company on the 
board (or an international company such as Nike). Ask: What 
sort of company is it? (a sport's company), Do they have a 
big or small market share in sports clothes? (big market 
share), Who is their competition? (Adidas etc). 

�~� Coursebook, Glossary, Unit 10, page 153 

Preview 
1 Point to pictures 1- 7 and elicit what companies/brands 

they are (1 Coca Cola, 2 Chanel, 3 Apple/Mac, 4 
Mercedes, 5 Pizza Hut, 6 Lidl, 7 Air France). Do Ss know 
all the companies? Get Ss to match the pictures with the 
words. Ask Ss to compare with a partner and then check 
answers together. Do Ss like the companies and their 
products/services? Why/Why not? 

2 Give Ss time to prepare. Point out that more than one 
answer is possible. Then ask them to say sentences with a 
partner. Circulate and check. Elicit answers around the 
class. 

3 Ask: What do we call a company that works in the same 
industry? (a competitor). Get Ss to work in pairs/small 
groups and brainstorm at least one competitor for each 
industry in exercise 1. Elicit whether Ss would use the 
same adjectives to describe these companies. If not, elicit 
what adjectives they would use. 

4 Now pairs/groups consider the customers for the 
companies in exercise 1 and the companies they 
brainstormed in exercise 3. Are they the same or different? 
Ss should consider age, rich/poor, single/married, etc. 



1 
1 Coca-Cola 
2 Chanel 
3 Apple 
4 Mercedes 
5 Pizza Hut 
6 Lidl 
7 Air France 

2 
Possible answers: 
Air France is an expensive airline. 
Lidl is a low-cost supermarket. 
Apple products are well-designed. 
Mercedes make luxury cars. 
Pizza hut are mid-range/popular restaurants. 

3 
Possible companies: 
Computers: IBM, Dell, Microsoft 
Fast food: McDonald's, Burger King 
Cars: BMw, Porsche, Ferrari 
Airlines: Ryanair, Virgin 
Fashion: Donna Karan, Gucci 
Soft drinks: PepsiCo 
Supermarkets: Wal-Mart 

Reading 

1 lose books. Elicit different titles for the head of a 
mpany, for example, CEO, managing director, 

hairperson (Ss may say chairmanlchair woman - point 
t that chairperson can refer to a man or a woman and is 
re commonly used in modern business). Ask Ss to say 

:\-hat characteristics/skills they think are needed to be good 
t the e jobs (e.g. good leader, confident, strong, clever). 

_ - \\ write: Architect and elicit what characteristics/skills 
elp in this job (good at drawing, attention to detail, 
nent etc). Which would Ss prefer - being the head of a 
mpany or an architect? Why? Ask Ss to open books. 

P int to the headline, check Ss know shy. Read the 
-entences a-c and ask Ss to read and answer. 

_ On the board write: 

) In the past 
) .-1t the moment 

_ - minate Ss to read the phrases 1-5 and elicit whether 
e refer to a or b. Get Ss to read the text again to check. 

.3 read the text again more carefully. Draw Ss' attention to 
e glossary_ Get Ss to compare their answers with a 
rtner. Then check with the whole class. 

UNIT 10 

Ib 

2 
past: 2 at the moment: 1 3 5 both: 4 

3 
1 steel, cars 
4 publicity 
8 investors 

Speaking 

2 under $3,000 
5 1991 6 1917 

3 drink or smoke 
7 two thirds 

1 Elicit what things Tata does to help its workers (it gave 
steel workers' children free education, two thirds of the 
company is owned by a charity). In pairs/small groups ask 
Ss to list more things that a company can do to help its 
workers. Have a feedback session with the whole class. 

2 Ask Ss to brainstorm successful companies that they know. 
How many of the companies that they mention help people 
(either workers or charities)? International companies that 
have been voted as good to their employees include: 
Adobe systems, Microsoft and Goldman Sachs. 
Companies that help charities include: Barclays PLC 
(projects that help with education and entrepreneurship), 
General Electric Company (GE Africa project), 
McDonald's corporation (Ronald McDonald House 
charities helping children) and Hewlett Packard (HP 
matches its employees' contributions to charitable causes. 
It also supports education charities). Encourage Ss to 
include examples from their country. Discuss the question 
with the whole class. Ask Ss: Is it important for companies 
to help people? Why/Why not? 

Vocabulary 1 

1 Get Ss look through the article and complete the table. 
Check answers. Say the words in the table and ask Ss to 
repeat. 

2 Ss choose the correct word in italics from the table to 
complete the sentences. Get Ss to take it in turns to read 
the sentences with a partner. 

1 
2 competition 3 investor 4 manage 5 trade 
6 publicity 7 export 

2 
1 competitors 2 publicise 3 trader 4 investment 
5 training 6 manager 7 export 

Listening 1 

1 Before listening check if any Ss know what a SWOT 
analysis is. Do they use SWOT analysis in their company? 
Ss listen and complete the missing words in the table_ 
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Check that Ss understand the meaning of strengths (things 
that a company does well), weaknesses (things it doesn't 
do well), opportunities (things it doesn't do at the moment 
but could do in the future) and threats (things that can 
cause problems to/damage the company, e.g. competition). 

2 Read the questions with the class and check 
understanding. Now Ss match the questions with one of 
the headings in exercise 1. Play the recording again for Ss 
to check. 

3 Read the sentences a-h. Get Ss to say where they think 
each one goes in the SWOT analysis table in exercise 1. 
Don't ask Ss to write anything at the moment. Then play 
the recording and ask Ss to listen and write the letters a-h 
in the table. 

I 
I Strengths 3 Opportunities 

2 
a Opportunities b Weaknesses c Threats d Strengths 

3 
Icg 2ah 3be 4df 

Speaking 

Ask Ss to discuss the questions in pairs/groups. Then have a 
group feedback with the whole class. 

Optional activity 
Ask Ss to work in small groups. Groups think of a 
company that they know well. Get Ss to complete a 
simple SWOT analysis for the company. Get each group 
to present their SWOT analysis to the class. 

Vocabulary 2 

I Read the information with the class. Explain that a 
compound noun is two nouns that go together and make a 
new meaning. Point to the example. Get Ss to complete 
the compound nouns. Check answers together. Point out 
that marketplace is one word. 

2 Read the definitions with the class. Ask Ss to work with a 
partner and complete the exercise. 
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I 
market share market research marketplace 
luxury market budget market domestic market 

2 
I budget market 2 marketplace 3 market share 
4 market research 
5 luxury market 6 Asian market 7 market leader 
8 domestic market 

Speaking 

Read through the questions together and check 
understanding. Give Ss time to look at the questions and 
think of ideas. Ss answer the questions in pairs. Then ask Ss 
to change partners and answer again. Did their new partner 
have the same or different ideas from their first partner? 

Language check 

Walk around the class and give a running commentary (I'm 
walking to the board; I'm writing my name; I'm reading a 
book etc). Focus Ss' attention on their books and read through 
the information together. Get Ss to complete the rules with a 
partner and check with the class. Point out that we don't only 
use the present continuous to talk about 'now' we often use 
the present continuous to talk about 'time around now', e.g. 
projects and temporary activities (I'm working in Japan/or 
two months. I'm writing a report. etc). Draw Ss' attention to 
the Grammar reference at the back of the book. 

�~� Coursebook, Grammar reference, Present Continuous, 
page 161 

I is, are, -ing 2 not 3 question 

Optional activity 
If space allows, ask Ss to work in pairs and do what you 
did at the start of this exercise (walking around the room 
doing different things). Ss take it in turns to walk around 
the class while their partner gives a running commentary 
(you are holding a pen, you are sitting on the desk, you 
are walking to the door, etc). Circulate. When you join 
each group encourage Ss to tell you what their partner is 
doing (she's turning on the light, she's opening the 
window, etc). 

Practice 

Ask Ss to complete the exercise and check answers together. 
Nominate Ss to read the sentences. 



2 are you doing 3 am organising 4 do they have 
5 is fmishing 6 travel 7 'm driving, take 8 sending 

Optional activity 
Photocopiable resource 10.1: 

Present continuous sentences (page 100) 
.-\ k Ss to work in pairs. Photocopy the activity and give 
ne et of sentences to student A and the other to student 

B. S take turns to read out a sentence to their partner. 
T getber Ss decide which one is correct. 

:\nswers: 1 A 2 B 3B 4 A 5 B 6 B 7 A 8 B 9 B 10 A 

Alternative activities with 10.1: 
1 Gi e individual Ss the AlB information. Ss read and 

tick the correct sentence. Ask Ss to read out the 
orrect sentences. 

2 Cut up student A sentences (and student B sentences 
if it 's a big class) and give one sentence to each 
tudent. Ss take it in turns to read out their sentence. 

The class decides if it is correct. If it is wrong ask Ss 
o correct the sentence. 

3 \J ork in groups. Give each group a sheet of A or B 
entences. The group that is first to tick the correct 
entences and correct the wrong sentences is the 

winner. 

�~� Workbook, page 41 

Listening 2 
1 �~ �'�r�i �t�e� on the board: 

· lET Scan 
· 'orwe t 

PI the recording and ask: What does MET Scan 
-oduce? What does Norwest make? 

_ �P �l �a�~� the recording again while Ss complete the table. Get 
to help you write sentences on the board about MET 
an and Norwest using at the moment. 

\[ET Scan: 
manufacture machines for hospitals but at the moment 

h medical team is developing equipment that people can 
at home. 

• 1\ est: 
- make bags for the luxury market, but at the moment 

our team is designing a new range for the budget market.) 

Get Ss to work in pairs and take turns talking about the 
mpanies. 
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1 
MET Scan produces medical equipment. Norwest makes 
bags for women and men. 
2 
2 hospitals 3 is developing 4 home 5 products 
6 luxury 7 is designing 8 range 9 budget 

Speaking 

In pairs, Ss use the prompts to ask and answer questions. Get 
a pair to demonstrate the example. Do question 2 together 
with the whole class. Ask Ss to practise the first and second 
questions/answers again. Now Ss use prompts 3- 5 to ask and 
answer more questions. Get Ss to change roles and practise 
agam. 

Career skills 

Ss close books. On the board write: 

Colleagues (from other offices) 
Clients 
Suppliers 

Get Ss to brainstorm places/situations where business people 
might see people they have met before (e.g. conferences, 
training courses, exhibitions, parties, etc). Ask Ss to suggest 
any phrases they can say when they meet people they know 
but have not seen for a few months. Open books and read the 
information together. Did Ss mention any similar phrases to 
1-6? Get Ss to match the phrases with the parts of the 
conversation a-f. Check answers together. Can Ss suggest any 
other phrases? (How are things? You were at the presentation 
in Granada. It was great to see you. etc). 

1 f 2 e 3a 4d 5b 6c 

Listening 3 

1 Ss listen and answer the questions. Elicit answers. 

2 Play the recording again while Ss choose the correct 
responses. Get Ss to work in pairs and practise asking and 
answering the questions. 

3 Ss decide who says each question and response. Get Ss to 
mark the questions/responses L (Lena) or K (Keith). Play 
the recording again for Ss to check if necessary. 
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I 
a At a presentation in Granada. 
b She worked in the Turin office. She's now working in 

the Tokyo office. 

2 
Ic 2b 3a 4c 5b 

3 
IK 2K 3L 4L 5K 

Speaking 

1 Ss use the prompts to role-playa brief conversation similar 
to Listening 3. Allow Ss to write phrases if they wish. 
Then get Ss to role-play the conversation. Ask Ss to 
change roles and practise again. 

2 Ss should use their real names but they can make up 
information (about where they last met, where they are 
working now, etc). 

Dilemma 

Ss close books. Ask Ss: Where can you buy a bicycle in 
[name oftownlcity you are in]? How much do bicycles cost? 
Write on the board: 

Bicycles 
Cars 

Get Ss to brainstorm good and bad things about bicycles and 
cars (Bicycles - good: light, good for exercise, fun, good in 
traffic; bad: dangerous on busy roads, slow, wet in rain. Cars 
- good: fast, dry, can go far; bad: dangerous, pollution, 
traffic, etc). 

Ask Ss to open books. Read the brief together and clarify 
where necessary. Ask check questions such as: What does 
Manetti make? (bicycles), What is the problem? (competitors 
are reducing your market share), What do you need to do ? (a 
SWOT analysis). 

Task 1: Point to the Market Research - Customers' comments 
and tell Ss that each comment is from a different customer. 
Read through the comments 1-8 and clarify any unfamiliar 
vocabulary. In pairs, Ss look at the comments and put the 
correct numbers into the SWOT analysis table. Highlight that 
some comments could be both weaknesses and opportunities. 
Draw the SWOT analysis table on the board and elicit ideas. 
Encourage Ss to give reasons for why they chose to put 
comments in particular columns. 
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Strengths Weaknesses Opportunities Threats 

4 1 2 3 
6 7 5 8 

(2 and 5 
could also 
be seen as 
weaknesses) 

Task 2: Draw Ss' attention to the Useful phrases. Write stem 
sentences on the board as prompts: 

I think ... , should ... 
They could ... 
Why don 't they ... ? 
. .. so ... 

Can Ss suggest any other useful phrases? (How about ... ? It s 
a good idea to ... , They can ... , Why not ... ? etc). 

Get pairs to join with another pair to make groups of four. 
Groups use their SWOT analysis to discuss the three most 
important things Manetti should change. 

Decision 

Tell Ss that they are going to hear consultant Maxine 
Hendricks say the three things that Manetti should do to be 
more competitive. Ask Ss to predict the three things. Play the 
recording. Elicit the three points. Ask Ss if they agree. If they 
disagree, encourage them to give reasons. 

Write it up 

Ss write a short report saying the three things that Manetti 
could do to be more competitive. Ask Ss to include the 
following information: 
- what the problem is 
- what you did 
- three recommendations. 
Ss were introduced to reports in Unit 8. This is a good 
opportunity to expand Ss' knowledge by reviewing the 
information in the Style Guide. Elicit how Ss could structure 
the information. Write the headings on the board and elicit 
the information to include (in brackets): 

Title 
(Manetti Market Share) 

Introduction 
(Explain problem - market share) 

Action 
(Say what you did - Market research/SWOT analysis) 

Conclusion 
(Three recommendations) 



Ke points to highlight: 
• This is an internal report for managers so use formal or 

emi-formallanguage. 
• Do not use contractions. 
• Yi ake notes before writing the report to help order 

information. 
can write the reports in class individually or with a partner 

r you could ask Ss to complete the report for homework. 
Gi\e a guide to how many words (60- 80 words). 

�~� Style Guide, Reports, page 20 

�~� Style Guide, General rules, page 3 

�~� Skills Book, Writing 3, Report what you did, page 46 

�~� Teacher's Book, page 137 

�~� Teacher's Book, Short report template, page 174 

Report: Suggested answer (74 words, 
Report: Manetti market share 

Introduction 
Competitors are reducing Manetti market share. We need 
to make the company more competitive. 

Action 
We did market research and looked at customers' 
comments. We used the information to do SWOT 
analysis to find Manetti's strengths, weaknesses, 
opportunities and threats. 

Conclusion 
We have three recommendations. Manetti should: 
• Have a website and sell the bicycles on the internet. 
• Export to other countries. 
• Employ more workers to make the bicycles. 

UNIT 10 
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Unit 11: Location 

. UNIT OBJECTIVES 

Reading: Over there 
Language: Comparatives; superlatives 

Work Vocabulary: 
Career skills: Opinions 
Dilemma & Decision: Moving for work 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at location. The location of a business 
can be an important factor in its success. Considerations 
for a good location include: transport and infrastructure 
(roads, rail networks, airports and ports), skilled 
workforce, price of property and whether there are any 
other businesses in the area that could be useful. Some 
locations have clusters of similar businesses (for 
example, Silicon Valley has lots of computer companies, 
the city of London has many finance companies and 
banks, the city of Bangalore has lots of call centre 
service companies. International companies often send 
their employees to other offices or subsidiaries on long 
or short-term assignments. This can be useful and 
interesting, but often takes time to get used to a new 
country and culture. Culture shock usually lessens after 
a period of adjustment and many people find the 
experience of new cultures can be beneficial both in for 
their career and on a personal level. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 

Ask Ss about the location you are in now. Is it a town or city? 
Is it in the north, south, east or west of the country? Is it a 
good area to work/live/study in? WhylWhy not? Point to the 
title 'The right place' . Ask Ss why it is important for a 
company to be in the right place in a country or a city. Read 
through the keynotes with the class. Check that they 
understand the words in bold. Draw Ss' attention to the 
glossary for this unit at the back of the book. 

�~� Coursebook, Glossary, Unit 11, page 153 

Preview 

1 Ask Ss to think of a country they would like to live and/or 
work in. If Ss need prompting ask: Do you prefer a wet or 
dry/warm or cool climate? Do you like quiet or busy 
places? Do you like to live near the sea, mountains? etc. 
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Then get Ss to work in pairs and tell their partner about 
their choice. Encourage Ss to give reasons. What do Ss 

think of their partner's choice? Would they like to 
live/work there? 

2 Ask Ss if they have answered a questionnaire before? (You 
can refer them to the questionnaire that they did in Unit 4). 
What was it for? Ss can do this individually or work in 
pairs and take turns to ask their partner the questions. 

Speaking 

Ss look at the analysis on page 145. In pairs, Ss talk about 
what they agree or disagree with in the analysis. Is there 
anything they would change? 

Listening 1 

1 Tell Ss that they are going to hear three people talk about 
the new city that they are living in. Play the recording and 
elicit the answer. 

2 Draw Ss' attention to the headings and check 
understanding (e.g. advantages, disadvantages). Play the 
recording again while Ss complete the table. Then play it 
again for Ss to check. Ask questions to elicit answers such 
as: Where is Magda living at the moment? etc. 

1 Gilles 
2 

I Magda 

2 Gilles 

3 Andy 
country and language 
interesting 
culture 

Optional activity 
Ask Ss to talk about the advantages and disadvantages of 
the place where they live at the moment. 

Speaking 

Write the three cities on the board. Ask Ss to work in pairs 
and say if they would like to live in the places. Encourage Ss 
to give reasons for their answers. 



Reading 
1 Draw Ss attention to the subtitle: Why British people are 

rno ing to other countries. Brainstorm the countries that Ss 
think the article will mention. Write suggestions on the 
board. Get Ss to read the text quickly and see if it mentions 
an of the countries they thought of. Read the statement. 
Ask Ss to scan the article for the correct answer and then 
omplete the statement with one of the options a-c. 

.. Ss read again to find the paragraph that has the 
information. Elicit answers around the class. 

3 Check whether Ss can say the numbers. Ask Ss to draw a 
ircle and demonstrate 2/3 and 1/4, Then get Ss to match the 

numbers to information in the text. Do the first one 
t gether to demonstrate. 

I c 

2 
.2 b3 cl d4 

3 
• 200,000 Britons left the country last year. 
b A British person emigrates every three minutes. 
c Two-thirds of the people that emigrate are workers. 
d A quarter of people say that they want to leave Britain 

because the cost of living is high. 

Speaking 

- an talk about the countries that they mentioned in 
P 'iew exercise 1, or think of other countries. Encourage Ss 

give reasons for their answer. Do Ss think their own 
untry has a good quality of life? 

Vocabulary 
Till i an extension of jobs/work vocabulary in Units 2 and 
. Check pronunciation of the words in the box. Ask Ss to 
mplete the exercise. Get Ss to take turns reading the 

sentences to their partner for him/her to check. 

2 Administrative 
3 professional 
4 managerial 
S Manual 
6 voluntary 
7 skilled 

Speaking 

The topic of people coming from other countries to work can 
ensitive. The approach here is that most countries benefit 

m having workers come to a country to do jobs, often jobs 
ilere there may be a shortage in the local labour force. Decide 

\'hether the question is suitable for your class. You could also 
what countries people from Ss countries go to. Ask Ss 
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about the normal retirement age in their country. Is it going 
up? Is it the same for men and women? Discuss the question 
about typical kinds of voluntary work that people do, e.g. 
working in a charity shop, collecting money for a charity. 

Language check 1 
In pairs, ask Ss to think of adjectives of the town/city/area 
you are in. If Ss have problems coming up with adjectives 
write prompts on the board: small? warm? busy? interesting? 
clean? etc. Write Ss' suggestions on the board (you will refer 
back to the adjectives at the end of the exercise). TelVelicit 
that we use comparative adjectives to compare things. Read 
the example with the class. Write on the board: 

cheap difficult 

Ask: Which is longer? (difficult). Elicit the different forms 
for short and long comparative adjectives. Write on the 
board: happier and ask: What is the adjective? (happy). 
Explain that some adjectives are regular and some are 
irregular. Ask Ss to say the comparative adjectives in the 
other examples that are irregular (better, worse). Get Ss to 
work in pairs and complete the rules. Check answers together. 
Highlight the use of than when we compare two things. You 
may wish to ask Ss to turn to the grammar reference. Remind 
Ss of the adjectives they used to describe their town/city. 
Elicit what the comparative adjective for each would be. Then 
ask Ss to think of another town. Elicit sentences comparing 
the two towns/cities. 

�~� Coursebook, Grammar reference, Comparatives, 
page 161 

1 er 2 i, er 3 more 4 good - better, bad - worse 
5 than 

Practice 
1 Get Ss to do the exercise individually and then compare 

with a partner. Check answers with the whole class. On the 
board write: 

cool high expensive small difficult boring unpopular 

Ss close books. Point to an adjective and nominate a 
student to say the comparative adjective. Then nominate 
another student to say the opposite comparative adjective. 
Ss open books. Check the comparative forms and write in 
the opposites. 

2 Books closed. Write these countries on the board and elicit 
cities in each: 

Australia Spain the USA Canada Ireland 

Open books. Draw Ss' attention to the table and ask check 
questions such as: How many people moved to Australia? 
(1.3m), What was the average pay increase in Spain in 
2007? (4%), What is the temperature in Toronto in 
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Summer? (21 degrees), How big is Ireland? (70,000 km2) 

etc. Look at the table and check Ss' understanding (e.g. 
average, square kilometres etc). Get Ss to help you say 
sentences about one or two of the countries, e.g. Australia 
had a 4% pay increase in 2007. In summer the average 
temperature is 20 degrees and in winter it s six degrees. It 
is 7.6 million square kilometres. 

Ask Ss to complete the sentences using comparatives from 
exercise 1. Ss compare answers with a partner. Then have 
a feedback session with the whole class. 

1 
2 more interesting 3 easier 4 bigger 
6 cheaper 7 more popular 

2 
1 smaller than 2 higheribigger, than 
4 more popular, than 5 warmer, than 
7 lower/smaller; than 8 lower than 

Workbook, page 45 

Speaking 

5 lower 

3 cooler, than 
6 bigger than 

1 Ss work in pairs and make sentences to compare New 
Zealand, France and Germany. Tell Ss to compare only two 
countries at a time (superlatives will be introduced later in 
this unit). Ss can also compare a country in this table with 
a country in the table in Practice exercise 2. 

2 To demonstrate, compare Australia with the New Zealand, 
France and Germany. Write the following sentences on the 
board and ask Ss to complete them: 

Australia is ____ with British people than New 
Zealand, France and Germany. (more popular) 

France had a __ pay increase than Australia. 
(smaller) 

Australia is than New Zealand in summer. 
(hotter/warmer) 

Germany is __ than Australia in winter. 
(coolerlcolder) 

Australia is __ than New Zealand, France and 
Germany. (bigger) 

Now Ss compare their own country to New, Zealand, France 
or Germany. It does not matter if Ss are from the same 
country as they may have different ideas. Have a feedback 
session with the whole class to share ideas. 

Listening 2 

Tell Ss that they are going to hear a telephone conversation. 
Play the recording and ask: Who is the visitor? (Stavros), 
Where is Stavros travelling to? (Detroit). Play it again and 
elicit answers to the questions. 
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1 by taxi 
2 the Metropole 

Language check 2 

Check Ss understand superlatives. Explain that we use 
superlative adjectives when we compare more than two things 
and want to say something is the biggest, best, most 
expensive, etc. Draw Ss' attention to the superlative adjectives 
in the box and elicit adjective form (comfortable, easy, good, 
quick, near). Play the Listening 2 recording again while Ss 
complete the sentences with the superlatives. Check answers. 

Look at the questions about the rules together and elicit 
answers. Turn to the grammar reference and read the 
information about superlatives together. 

Coursebook, Grammar references, Superlatives, page, 161 

1 
2 quickest 3 most comfortable 4 nearest 5 best 

2 
1 a (i)est b most 2 the 3 best 

Optiona l activity 
Get Ss to respond. Refer Ss back to the tables on page 97 
Practice exercise 2. Ask Ss to work in pairs and ask and 
answer questions about the countries. Demonstrate by 
asking two questions such as: 
Which country had the biggest pay increase? (Ireland) 
Which country is biggest? (the USA) 

Practice 

1 Read the adjectives with the class and elicit the superlative 
forms (check spelling of happiest). Refer back to the 
comparative spelling rule and point out that the superlative 
follows the same pattern. 

2 Tell Ss they are going to read a text about working abroad. 
Point to the picture and ask: Where is he ? (on the beach/in 
the desert), What is he doing? (talking on the phone/working 
on his computer/laptop). Ss choose the best word in italics to 
complete the information. Point out that some of the answer 
use comparative adjectives and some use superlative 
adjectives. Do the first one together to demonstrate. 



1 
most expensive quickest happiest most important 
longest most beautiful oldest 

2 
1 most 2 better 3 more 4 easier 5 cheapest 
6 nicest 7 worse 8 most 

�~� Workbook, page 46 

Speaking 

Ask Ss to work in pairs and talk about the advice. Do Ss 
agree/disagree? Why? Draw Ss attention to the example. If Ss 
are finding it difficult to think of items for the second 
question, ask: Is accommodation important? Elicit possible 
questions about accommodation (Is it expensive?etc). Other 
possible topics include: schools/universities (Are there good 
schools/universities?); transport (Is there a train 
station/airport near? Are the roads good?); climate (Is it 
warm or cool?); entertainment (Are there restaurants/night 
clubs?); culture (Are there theatres/museums?) etc. 

Optional activity 
Photocopiable resource 11.1: 

Location for a new factory (page 101) 
Ask Ss to work in groups of three. Photocopy the activity 
and cut into three, giving one table to each student in the 
group. Tell Ss: Your company wants to open a new 
factory and you are going to choose the location. Go 
through the headings in the table and check Ss 
understand. Ss read the information about their factory 
and location to their group, for example: 
In Argentina, the factory is one thousand five hundred 
square metres. 
The nearest motorway is fifteen kilometres away. 
It has a train station and a small restaurant. 

Then Ss listen to the other people in the group and 
complete the information in the table. 
When the table is complete, Ss compare the three 
locations and decide which one is best. Ask Ss to 
consider the following: 
Your company needs a big factory. 
It should be near a motorway and a town. 
You need facilities for workers to travel to work and to 
eat their lunch at work. 

Have a feedback session to find what location each 
group chose and why. 

Suggested answer: 
The factory in Bulgaria is the best. It has the biggest 
factory, it is nearest to the motorway and a town and it 
has the best facilities. 
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Career skills 

Ask Ss to think of times when you need to give an opinion at 
work (meetings, presentations, reports, etc). Read through the 
phrases together. Write on the board: 

Give an opinion Ask for an opinion 

Ask Ss to say which phrases (a- i) we use for which situation 
- clue: the question marks. Practise saying the phrases 
together. 

Give opinion: a d e g i 
Ask for an opinion: b c f h 

Listening 3 

1 Remind Ss of the questionnaire at the start of the unit. 
Have Ss completed any telephone questionnaires? What 
were they about? What is the best way to do 
questionnaires: on the phone, face-to-face, by post or on 
the Internet? Why? Draw Ss' attention to the sentence 
halves. Play the recording and Ss match the two halves of 
the questions. Get Ss to read the completed questions to 
check. 

2 In pairs, ask Ss to match the responses a-f with the 
questions in exercise 1. Play the recording again to check. 
Ask Ss to take turns asking the questions and responding 
with their partner. 

1 
1 e 

2 
a5 

2d 3a 

b6 c4 

4 f 5 c 6b 

d3 e 1 f2 

Working English 
Read the information with the class. Ask/write on the 
board: 
Which word or phrase in bold do we use to: 
a) say something is more than you want it to be? (too) 
b) say it is less than you want or need? (not enough) 
c) give the reason for something?(because) 
d) say that you have as many as you want or need? 
(enough) 

Speaking 

1 Answer the questions, talking about a place that you know 
(not one that Ss are likely to talk about). Ss discuss the 
questions in groups. If it is difficult for Ss to give opinions 
about the city they are in they can answer about a place 
that they have visited. You can extend the questions by 
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asking: Which are the safest/busiest/ areas? Which 
restaurants are the most expensivelcheapest? etc. 

2 List the suggestions and ask Ss to think of more ideas. 
Then elicit questions for each (What do you think of the 
shops in the town? Are there enough/too many? Which is 
the best hotel? Does the town need more hotels? In your 
opinion, is there enough parking? Where is it easiest/most 
difficult to park? Which is the newest building in town? Do 
you like it? Why?/Why not? etc). Ss work in pairs and take 
it in turns to ask and respond to the questions. 

Dilemma 

Close books. Ask Ss to name cities that they know in Canada. 
Can Ss name any Canadian businesses? (Air Canada, Cirque 
du Soleil, IMAX , Sun Life Assurance, McCain Foods, 
Goldcorp). Would Ss like to live in Canada? Why/Why not? 
Open books. Read the brief together and check Ss' 
understand. Ask: How long does he want to work in Canada? 
(one year), What cities does he have a choice to work in? 
(Toronto, Vancouver and Calgary), Is he going to Canada 
alone? (no, he's going with his family) . 

Task 1: Ss work in pairs. Read the information with the 
class. Ask Ss to write the four headings on paper: 
How to get to work/school 
Where to live (house/apartment) 
Climate 
Interests/things to do in free time 
Then look at the info together as a class and find the answer 
to the question: What things do all members of the family 
like? Then ask questions around the class about what 
different members of the family like, such as: Who doesn't 
like very hot weather? etc. 
Draw Ss' attention to the table. Ask: Who is Andrei married 
to? (Elena), How many children do they have? (two), Who is 
younger - Sophia or Ivan? (Ivan). With their partner, Ss 
make notes about the family under each heading. 

Task 2: Ss join with another pair. Ask Ss to turn to page 146 
and read the information about Toronto, Vancouver and 
Calgary. Ss discuss the best location for Andrei and his 
family. Remind Ss to use the phrases in Career Skills 
Opinions. Give Ss a time limit (5-10 minutes). Ask each 
group to say which city they chose and why. 

Decision 

Ask Ss what they think a staff development officer does? 
(Helps employees to make decisions about their career). Ask 
Ss which location they think Valerie Wilson will choose for 
the family. Play the recording. Elicit the reasons Valerie 
gives. Ask Ss if they agree or disagree? Why/Why not? 
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Write it up 

Ss use the ideas from Task 2 to write an email to Andrei. 
Draw Ss' attention to the opening sentence. Ss should: 

• write the location they think is best for Andrei and his 
family 

• give reasons for their choice 
• end the email in a friendly way. 

Ask Ss to suggest friendly ways to end the email. 
Ss can complete the task in class and compare their email 
with their group. Or Ss can complete it as homework. Collect 
emails in and check to see if there are any areas that need 
more practice. 

�~� Style Guide, Emails page 8 

�~� Style Guide, General rules, page 3 

�~� Skills Book, Writing 1, Emails 1, page 18 

�~� Teacher's Book, page 114 

�~� Teacher's Book, Email template, page 172 

Email: Suggested answer (91 words) 
Hi Andrei, 

My team looked at information about the three locations 
in Canada. We think Calgary is the best for you and your 
family because it has a lot of things that your family like. 
There is a house with three bedrooms. You can walk to 
work and the children can walk to school. It's the best 
place for your favourite sports and it has places to go to 
such as the ballet and opera. It also has the best climate 
for your family. Compared to Vancouver and Toronto it 
the warmest city in winter and the coolest in summer. 

We hope you are all happy in Calgary! 

Regards, 

Optional activity 
Ask Ss to imagine that they are spending a year in 
Canada. In groups, get groups to look again at the 
information on page 146. Ss say which city they prefer 
and why. For homework ask Ss to write five sentences 
comparing the locations using comparatives and 
superlatives. 



Unit 12: Careers 

UNIT OBJECTIVES 

Reading: 
Language: 

Vocabulary: 
Career skills: 
Dilemma & Decision: 

The world of work 
Present perfect; for and 
since 
Work 
Interviews 
A good employee 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at the process of looking for and 
applying for a job. Most positions require applicants to 
complete an application form or send in a Curriculum 
Vitae (CV). A CV is a way of advertising your 
suitability for a job. So, it is important to focus on the 
skills and experience needed for the particular job you 
are applying for. Most employers prefer CV s that are 
short and well organised (no more than two pages). 
Most CV s include information about the following: 
Personal details: name, address, phone number, email 
address 
Education: put the most recent courses first. Include 
information about projects or a dissertation if it is 
relevant for the job you are applying for. 
Work experience: most recent job title first. Give brief 
details about what you did in that position. If you have 
not worked before include and voluntary or part-time 
work and say what skills you learned doing them. 
Interests: focus on those that show an ability to work in 
a team, communication or leadership skills. 
Skills: add any other skills not mentioned or training 
courses that you have been on. Say if you have 
computer skills, what languages you speak, etc. 

CV s are usually accompanied by a covering letter. This 
tells the reader what job you are applying for. It also 
allows the applicant to say why they are interested in 
that particular job/company and to explain why he or 
she is the right person for the job. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 
Check that Ss understand the difference between job and 
career (a career shows long-term progress in a profession or 
job area). Point to the title 'Employment changes'. Ask Ss: 
Has the way people find jobs changed in the last 30 years? 
How? (the Internet, etc), Is it easier or more difficult to find 
jobs now compared to the past? Read through the keynotes 
with your class. Check that they understand the words in 
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bold. Draw Ss' attention to the glossary for this unit at the 
back of the book. Ask Ss to find two words that mean money 
we get for work (salary, pay). On the board write: 

pay working conditions pension 

Can Ss think of any other things that are important (holidays, 
healthcare, work hours, etc)? 

�~� Coursebook, Glossary, Unit 12, page 153 

Preview 
1 Before doing the exercise ask Ss to say the things that they 

do to look for a job. Read through the steps. Does it 
mention any of the Ss' ideas? Draw Ss' attention to the 
example. In pairs, ask Ss to put the steps in order. Check 
answers together. Have Ss done any of these things? Did 
they do them in the same/a different order? 

2 If possible bring in a copy of a CV for Ss to look at. Get 
Ss to discuss for a minute and then brainstorm ideas for 
what to include in a CV with the class (see introduction to 
the unit for ideas). Write ideas on the board. 

1 
2 a Phone or email the company and ask for an 

application form. 
3 e Apply for the job. 
4 b Go for a job interview. 
S f Receive and accept a job offer. 
6 d Start work. 

2 
Contact details / Education / Qualifications / Work 
experience / Interests / Additional information - skills, 
e.g. IT, languages; school achievements, e.g. prefect, etc. 

Reading 1 
1 Point to the job advertisement. Ss work individually and 

answer the question. Ask: Is it a good job? Why/Why not? 

2 Now Ss focus on the cv. Get Ss to answer individually 
and compare with a partner. 

3 Read the skills with the class and check understanding. 
Check answers together. Now ask Ss to look at the job 
advertisement again. Ask: What experience does the 
advertisement ask for? (customer services, managing 
teams). Now ask Ss to look at the CV again. Ask: Does 
Rosa have the right experience for the job ? (yes), Is it a 
good CV? Why? 
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4 Ask Ss: What do you normally send with a CV? (a cover 
letter). You could look at the letter on page 15 of the Style 
Guide and review letter writing. In pairs, ask Ss to look at 
the advertisement and the CV and complete the letter. 
Check answers and ask: What information did Rosa 
include in her letter? (where she saw the job 
advertisement, what the job is, education and relevant 
work experience). 

1 
1 a transport company 
2 a manager for the customer services team 
3 €76,000 pa (per annum/a year) 

2 
1 Contact details 2 Education 3 Qualifications 
4 Work experience 5 Interests 
6 Additional information 

3 
a Telephone number: 0126444293821 
b Warwick University, UK 
c I organised projects to improve customer services. 
d Photography 
e Good computer skills 

4 
2 customer services 3 Ardis 4 International 
Management 5 MBA 6 project manager 
7 international team 8 Spanish 

Language check 1 
1 This exercise focuses Ss on the use of the present perfect 

to talk about experience. Read the example sentences 
together. Ask Ss which sentence is past simple (b). Ask Ss 
to name the tense in a and c (present perfect). Ss underline 
the correct tense in sentences 1 and 2. Ask: Do we know 
when Rosa did her MBA? (yes, 2005), Does the letter say 
when Rosa lived in Europe? (no), Does it say when she 
worked as a project manager? (no). Tell Ss that one of the 
ways we use the present perfect is to talk about experience 
in general rather than a specific event. We use it when the 
event is more important than when it happened and when 
the time is not important or relevant. 

2 This exercise focuses on the form of the present perfect. 
Read the examples in the table and complete the rules 
together. Highlight that we often use ever and never. Draw 
Ss' attention to the examples. Ask Ss to look again at 
Rosa's CV Ask: Has she ever worked as a teacher? Elicit: 
No, she hasn't. Ask: Has she ever studied in the UK? 
Elicit: Yes, she has. 

3 Make sure Ss understand the difference between the past 
simple form of a verb and the past participle (the form is 
always the same for regular verbs). Ask Ss to work 
individually. Check answers with the class. 

�~� Coursebook, Grammar reference, Present perfect, 
page 162 
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1 
past simple: b present perfect: a, c 
1 past simple 2 present perfect 

2 
1 have, has 2 ed, d 

3 
be - been do - done eat - eaten go - gone give
given have - had make - made meet - met see
seen send - sent speak - spoken take - taken 
be, do, eat, go, give, see, speak and take have a past 
participle that is different to their past simple form. 

Practice 
1 Ask Ss to complete the exercise. Nominate Ss to read their 

answers. 

2 SS choose between the past simple and the present perfect. 
Do this together and check answers together to see if Ss 
need more practice with the present perfect. 

1 
2 've never spoken 3 Have (you ever) given 
4 haven't eaten 5 Has (Monica ever) worked 
6 've never tried 

2 
1 went 2 Have you ever played 3 didn't visit 
4 Did you send 5 been 

Optional activity 
Photocopiable resource 12.1: 
Curriculum Vitae (page 102) 

Ask Ss to work in pairs. Photocopy and cut out the parts 
of the CV Keep one copy intact to refer to for answers. 
Shuffle and give one CV to each pair. Ss look at the 
information and reassemble the CV Ask questions, for 
example: 
What is Roger s address? 
What is his telephone number/email address? 
Has he ever studiedfor an MBA? 
When did he do an MBA? 
How long has he worked at Cutco? 
Has he done any voluntary work? 
What are his interests? 
How many languages does Roger speak? 

Workbook, page 49 



Speaking 
\\" rite prompts on the board: 

'i it/China 
el1d/a business letter 

e/a party 
play/tennis 

G t Ss to use the prompts to write things they have/have not 
ne e.g. I have visited China, I've never visited China. 

Eli it a present perfect question for each prompt (Have you 
'er isited China? etc). Get Ss to ask you the questions and 

". u respond. Then ask Ss to work in pairs, and ask and 
anwer the questions. Ss then change partners and tell their 
new partner about their old partner (Sandrine has never 
\ . ited China etc). Now ask Ss to look at the prompts in the 

ok. Elicit more questions that Ss could ask and write 
rompts on the board. In pairs, Ss take it in turns to ask and 
n \ er questions using the present perfect. Ss could then 
bange partners again to practise the third person singular. 

Have you ever played golf? Have you ever met a famous 
person? Have you ever eaten sushi? Have you ever given 
a presentation? Have you ever spoken on the phone in 
English? 
Yes I have. / No, I haven't. 

Reading 2 
1 A k Ss to read the article quickly. It isn't necessary to 

understand every word. Check answers. 

2 S read again more carefully. Draw Ss' attention to the 
glossary. After answering, Ss compare answers with a 
partner. 

1 Manpower is an employment agency. 

2 

The article mentions: temporary, professional, 
administrative, manual and skilled workers, older 
workers. 

1 It started in1948. 
2 Employment agencies supply companies with different 

types of (temporary) workers/employees. 
3 Another word for 'temporary workers' is 'temps' 
4 They expected a job for life. 
5 New skills/training can help workers improve their 

career opportunities. 
6 They have started to employ older workers. 

Speaking 

Ask Ss to name some employment agencies in their country. 
Do Ss know any internet employment sites (for example, 
Monster.com)? Read the questions together and check 

UNIT 12 

understanding. Get Ss to talk about the questions in 
pairs/small groups. Have a feedback session with the whole 
class. If Ss answers are negative check that they use the 
present perfect (I've never worked for an employment agency 
etc). 

Vocabulary 
Read the list of words 1- 8 and check whether Ss know any. 
In pairs, ask Ss to match the words with the descriptions. 
Check answers. Point out that for 1-5 we can also talk about 
a full-time job, temporary job etc. Ask questions such as: 
Have you ever had afitll time job? Have you ever been a 
freelance worker? etc. 

Ig 2e 3a 4c 5f 6 h 7 d 8 b 

Speaking 

Ask Ss to talk about the questions in pairs. Have a feedback 
session with the whole class. You could ask Ss to rank the 
types of jobs 1- 5 according to which they think is most 
interesting, best paid, etc. 

Language check 2 

This exercise looks at time expressions used with the present 
perfect. Read the examples together and ask Ss to complete the 
rules. Check answers. Write on the board: 

a) Alice has been a freelance worker for three years. 
b) Peter has been a full-time worker since 2006. 

Ask: Which sentence says when the action started? (b), Which 
sentence says how long the action has taken place? (a). You 
could point out that since is used only with the present 
perfect, but for can be used with past simple or present 
perfect. So, for example we can say: Fran lived in Dubai for 
six years (she lived in Dubai in the past but she does not live 
there now) and Fran has lived in Dubai for six years (she 
started living in Dubai in the past and she still lives there). 
We can say: Jack has worked for IBM since July but NOT 
Jack worked for IBM since July. Point out that for is a weak 
form (f+ d) and Ss shouldn't emphasise it. 

�~� Coursebook, Grammar reference, for and since, page 162 

1 since 2 for 

Practice 

Do the first one together to demonstrate. Ask Ss to complete 
the sentences usingfor or since. Check answers. 

1 since 2 for 3 since 4 since 5 for 6 since 
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Speaking 

Ask Ss a question to demonstrate, e.g. Ramon, how long have 
you known David? Elicit an answer (jor two months, since 
January, etc). Draw Ss attention to the prompts and the 
examples. Ask Ss to form the questions. Ask Ss to work in 
pairs and ask and answer the questions. 

You could ask Ss to answer each question twice - once using 
for and once using since. 

Career Skills 

Ask: Have you had a job/university interview? When was it? 
What was the job? Look at the interview questions together. 
Check Ss understand. 

Listening 
1 Tell Ss that they are going to hear two people being 

interviewed for a job. Play the recording of Interview 1. 
Check answers and play it again if necessary. 

2 Read through the questions a-g again. Ask Ss to read the 
responses 1-7. Can they predict what questions to match 
with the responses? Play the recording of Interview 2. Play 
it as many times as Ss need. Get Ss to work in pairs and 
take turns to ask and answer the questions. 

1 
1 Bangkok, Thailand 
2 marketing 
3 marketing manager 
4 No (he doesn't know that it is in Bangkok, he has no 

marketing experience, he thinks it is flexible hours and 
a better salary than his present job). 

2 
2 c Have you ever worked in marketing? 
3 g Can you tell me about your present job? 
4 a Do you enjoy working with people? 
5 b How long have you been in sales? 
6 e What do you do in your free time? 
7 f Why do you want this job? 

Speaking 

1 In pairs/small groups ask Ss to talk about the question. 
Remind Ss of the phrases for giving opinions in Unit 11. 
Have a feedback session. Encourage Ss to give reasons for 
their opinions. 

2 Ss work in pairs and take it in turns to ask and answer 
questions. Make sure that student A asks the questions in 
the same order as those in Listening exercise 2 (the first 
question is Have you ever lived in a different country? 
followed by Have you ever worked in marketing? etc). 
Student B looks at the information on page 149 and 
responds to the questions. 
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3 Ss change roles and practise the conversation again. 

2/3 
Student A [variations are possible] 
1 I lived in Sweden for six months. 
2 No, I haven't, but I studied marketing at university. 
3 I work in design and I manage team projects. 
4 Yes, I really like working with people. 
5 I've worked in design since 2006. 
6 I go swimming. [+ own information] 
7 [ own information] 

Student B 
1 I lived in Brazil for two years. 
2 Yes, I have. I worked as a marketing assistant for three 

years. 
3 I work in HR and I manage a staff of 12. 
4 Yes, I really like working with people. 
5 I've worked in HR for a year. 
6 I go to the cinema. [+ own information] 
7 [own information] 

Dilemma 

Read the brief with the class. Ask check questions such as: 
Who does Jessica Gates workfor? (Morton Enterprises), What 
department do you workfor in the task? (the HR department), 
What does Jessica have a problem with? (her job). 

Task 1: Student A turns to page 140 and prepares questions 
about Jessica's work history and student B turns to page 144 
and prepares questions about Jessica's work problem. If Ss 
need more support they can prepare questions in AlB groups. 
In pairs, Ss take it in turns to ask and answer questions. It is an 
information gap activity and when complete Ss have the same 
information. To check answers, ask Ss to look at their partner's 
information. Ask questions and elicit answers: 
How long has Jessica worked at Morton Enterprises? (seven 
years), What departments has she worked in? (Finance, 
Marketing and Buying), How long has she worked in the Sales 
department? (since last April), What are Jessica s hours? 
(8am--6pm), Who are her hours a problem for? (her family). 

Task 1 
Student A 
1 seven 2 time, money 3 finance, marketing 
4 last April 

Student B 
1 work hours 2 8am--6pm 3 a baby 4 new house 



Task 2: Ss work in small groups. Read the additional 
information with the class. Check understanding. Ask Ss to 
tell you the three possible solutions. Draw Ss' attention to the 
useful phrases. Ss look at the information and the possible 
solutions and discuss which is best for Jessica. Get groups to 
say which solution they chose. Encourage Ss to give reasons 
why. 

Decision 
Ask Ss which solution they think Jessica chose. Play the 
recording. Do Ss agree with Jessica's decision? 

Write it up 
Elicit what format would be most appropriate for an HR 
manager writing to an employee's manager (email or memo). 
Point out that an email is most likely. Ask Ss to think of a 
name for the manager. Ss write an email to say: 

- what the problem is 
- why Jessica is a good employee 
- what solution is best 
- ask the manager what he/she thinks 

Ask Ss to think of how to start/finish the email (Dear/Hi and 
Regards/Best wishes). Ss can write the email in class or for 
homework. Collect the emails and check to see if any areas 
need more work. 

�~� Style Guide, Emails, page 8 

�~� Style Guide, General rules, page 3 

�~� Skills Book, Writing 1, Emails 1, page 18 

�~� Teacher's Book, page 114 

�~� Teacher's Book, Email template, page 172 

Email: Suggested answer (77 words, 
Hi Edward, 

Jessica has a problem with her long hours. They are a 
problem for her family and she has a new baby. Jessica is 
a good employee. She has worked for Morton Enterprises 
for seven years and she has a lot of experience in he 
company. She is the best employee in the department. I 
think we should arrange flexible hours. She can work 
from home one or two days a week. 

What do you think? 

Regards 

UNIT 12 
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Unit 13: Ideas 

UNIT OBJECTIVES 

Reading: Lord of the rings 
Language: Modals for advice and 

suggestions; infinitive +/- to 
Marketing; make and do 
Discussing ideas 

Vocabulary: 
Career skill s: 
Dil emma & Decision: Expanding the business 

•••••••••••••••••••••••••••••••••••••••• 
This unit looks at the importance of ideas in business. 
Companies use terms such as thinking outside of the 
box to refer to novel or non-conformist ideas and blue 
sky thinking which describes ideas that are conceptual/ 
theoretical rather than practical. An ideas-generating 
technique that has been widely adopted by organisations 
is brainstorming. It can be used by an individual or a 
group of people to produce a number of ideas that can 
later be analysed in greater detail. To be effective, a 
brainstorming session often follows these steps: 
• Define the problem or area that needs ideas (for 

example, Where to have our office party?) 
• The aim is to think creatively and generate as many 

ideas as possible 
• One person should note down all ideas 
• Those taking part should not interrupt or say that an 

idea cannot work (but it is acceptable to make 
positive comments or build on someone's ideas) 

• No participant should dominate or go into long 
explanations - suggestions should be brief to allow 
everyone to have a say 

• The session should be short - ten to twenty minutes 
maximum 

• Decisions should not be made immediately. At a later 
date (for example, the next day) the ideas can be 
looked at again and analysed to see if any can be 
used or developed. 

•••••••••••••••••••••••••••••••••••••••• 

Keynotes 
Point to the cartoon and ask: What are they all saying and 
thinking? (Yes!). Look at the body language of some of the 
characters - some are using their hands. Ask Ss: Do you use 
your hands when you explain ideas? Read through the 
keynotes with your class. Check that they understand the 
words in bold. Draw Ss' attention to the glossary for this unit 
at the back of the book. Ask Ss: Do you think it s important 
to encourage creative thinking? Why/Why not? 

�~� Coursebook, Glossary, Unit 13, page 154 
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Preview 

1 This looks at different things that people do to have ideas. 
Read the statements with the class. Get different Ss to read 
out the statements. Do Ss agree/disagree with the ideas? 
Tell Ss what you do when you want to have ideas. Ask Ss 
to work in pairs/small groups and say what they do when 
they want to have ideas. 

2 Ask Ss if they know who George Bernard Shaw was. 
Explain he was a British writer (1856- 1950). He wrote 
plays, essays and novels. His most famous plays are 
Pygmalion (made into the film My Fair Lady) and Arms 
and the man. Read the quotation with the class and check 
understanding. Ask Ss to talk about the questions with a 
partner. Have a feedback session with the whole class. 

Listening 1 

1 Tell Ss that they are going to hear Professor Marion Duval 
talk about creative thinking at work. Ask Ss to think of 
things she could talk about. Ask Ss to say what a 
brainstorming meeting is. Play the recording. Elicit the 
answer. 

2 Read the statements with the class. See if Ss can 
remember what Dr Duval said about each of the things. 
Play the recording again while Ss mark the statements true 
or false. Write the false statements on the board and ask Ss 
what the true statement should be. 

3 Ask Ss to read the extract from the listening and complete 
with could, should or shouldn't. Listen again for Ss to 
check answers. Ask SS to take turns reading the extract 
with a partner. Close books and ask Ss to say the main 
points of brainstorming. Write ideas on the board. Open 
books again and read the extract to check. 

1 
1 A brainstorming meeting is where everyone thinks of 

lots of ideas . 

2 
1 false 2 false 3 true 4 false 5 true 

3 
1 could 2 shouldn't 3 should 4 could 5 should 

Speaking 

Get Ss to talk about the questions with a partner. Then have a 
feedback session with the whole class. 



Language check 1 

I Ss are introduced to modals could for suggestions and 
should/shouldn't for advice. You may wish to explain that 
advice and suggestions are often interchangeable, but 
should is stronger than could. Look at the examples from 
Listening 1. Read the information with the class. Get Ss to 
match the examples a-c with the words 1- 3. 

2 Read the statements and do the exercise together. Write on 
the board: 

1) ____ go to classes to learn English. 

2) play with a hungry tiger. 

Point to question 1 and ask: Is this a good idea? Elicit yes 
and tick the idea. Point to question 2 and ask the same 
question. Elicit no and put a cross next to the idea. Ask Ss 
to help you write one piece of advice to do something and 
one not to do something. Elicit/write [ should at the 
beginning of 1 and I shouldn't at the beginning of 2. Write 
on the board: 

Problem: I want to go to the party but I'm working on this 
report. 

Suggestion: You ____ finish the report and come to 
the party later. 

Ask Ss: What word do [ need to add to the sentence to 
make a suggestion? (could). Elicit other suggestions (You 
could finish the report in the morning. I could help you 
with the report. You could leave the party early and finish 
the report later). Ask: What sort of verbs are 
could/should/shouldn't? (modal verbs). 

I 
Ic 2b 3a 

2 
I false 2 true 

Practice 

Read the five situations and check Ss understand. Draw Ss' 
attention to the examples. Do the first one together (eliciting 
more suggestions and advice). Ss work in pairs or small 
groups and make suggestions or give advice. Have a 
feedback session with the whole class. 

Possible answers 
2 You could use the train / You shouldn't use the bus 
3 You should work in a hotel first (at weekends) / you 

shouldn't leave your job 
4 You could go to a restaurant / You shouldn't go to the 

cinema 
5 You should invest the money / You could buy a new 

car / You shouldn't spend it all on holidays 
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Listening 2 

I Tell Ss they are going to hear responses to the five 
situations in the Practice. Play the recording while Ss 
match the response a-e with situations 1- 5. 

2 Play the recording again while Ss complete the sentences. 
Get Ss to take it in turns to read the sentences. 

I 
a2 b5 cl d4 e3 

2 
a shouldn't; bus; road 
b could; party; family 
c shouldn't; could; chocolates 
d could; clients; swimming pool 
e should; hotel; job 

Speaking 

I Ask Ss to give their opinions. Encourage them to give 
reasons. 

2 Brainstorm possible problems with the class. Keep it 
simple, for example: 

My boss wants me to work late tonight but it s a family 
birthday party. 
[ want to go away for the weekend but I have a cat. 
I've lost my house keys! 
[ need to lose 5 kilos. 
[ need to save €1000 in the next three months. 

Choose one of the problems and brainstorm solutions. 
Then Ss think of a simple problem to ask other Ss about. 
Have a class feedback session to discuss the different 
suggestions and advice Ss received for their 'problem'. 

Optional activity 
Photocopiable resource 13.1: 

Help the boss (page 102) 
Tell Ss that they are going to take it in turns to give 
advice to a manager with problems. Ss work in small 
groups. Photocopy and cut up one set of problems for 
each group. Each student takes a tum being the boss and 
reads out a problem. The other students in the group 
offer advice. To demonstrate, ask a student to read out 
one of the problems and elicit suggestions and advice 
from the class. Set a time limit (5-10 minutes). At the 
end you can have a brief feedback session to compare 
ideas. The activity could be extended by having each 
group think up three or four more problems a boss might 
have. Ss can then read out their group's problems and 
another group can give advice/suggestions. 
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Vocabulary 1 
Draw Ss' attention to the words in the circles. Go though 
example words/phrases and check understanding. Ask Ss to 
complete the word circles with the words in the box. Then get 
them to compare answers with a partner. Check answers with 
the class. Can Ss think of any more word/phrases to add to 
the circles? (possible additional vocabulary: advertising: 
magazines / merchandise: diary / brand: trademark / 
sales promotion: free trial , special offer). 

advertising: radio; Internet 
merchandise: key ring; T-shirt 
brand: logo; Sony 
sales promotion: free gift; half price! 

Listening 3 

1 Ask Ss: What does a web design company do? (designs 
websites for companies or individuals). Play the recording 
and elicit the answer. 

2 Read the questions with the class and check understanding. 
Play the recording again and check answers. 

1 
How to increase profits. 

2 
1 It is old-fashioned. 
2 On the internet and in computer magazines. 
3 Pens and key rings. 
4 They cost money. 
5 Change the logo; advertise services and do more sales 

promotions 

Speaking 
1 Do this with the whole class. Encourage Ss to give reasons 

for their opinions. 

2 Ss work in groups. Draw Ss' attention to the pictures. Ask: 
What are they? (A red London double-decker bus, a native 
American tee-pee, an Airstream mobile home/caravan 
from the USA). Make sure that groups realise that they 
only need to think of ideas for one picture. Tell Ss to make 
their ideas as imaginative as possible (for example, the bus 
does not need to be used as transport). As an example you 
could tell Ss that a man turned an old London bus into a 
restaurant that made curry. He drove it to markets in 
France, parked it , and customers got on to eat lunch. Have 
a feedback session where each group tells the class an idea 
for one of the pictures. 

Reading 

1 Ask Ss to read the text quickly. Elicit answers. 
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2 Ss read again more carefully. Draw Ss' attention to the 
glossary. Get Ss to compare answers with a partner before 
checking with the whole class. 

1 The following ideas are mentioned: 

2 

Expand into TV, film, music recording and 
merchandise. 
Arrange more tours in Asia and permanent shows in 
New York, Tokyo and London. 
Provide entertainment for bars (with Celebrity 
Cruises). 
He didn't use the idea of Cirque du Soleil hotels. 

1 Europe; the USA; Japan; New Zealand 
2 a dollars - cost of a ticket 

b Mr Laliberte's age 
c number of Cirque du Soleil employees 
d dollars - profits 
e dollars - cost of developing a show 
f people who have seen a Cirque du Soleil show 

3 1980 - he was a street performer 
1984 - he created Cirque du Soleil 

4 His workers and business partners - because of his 
creative ideas and business success 

Speaking 
1 Ask Ss to say what areas Cirque du Soleil provides 

entertainment at the moment (TV, film , music, bars on 
cruises). In pairs, ask Ss to think of other areas where 
Cirque du Soleil could provide entertainment 
(possibilities: in restaurants, run circus schools, at 
carnivals, at sporting events (Olympics etc). Have a 
feedback session and note suggestions on the board. The 
class could vote on the best. 

2 In pairs/small groups. Ss brainstorm other organisations 
that have creative ideas and business success (e.g. Apple, 
Virgin, -etc). 

Vocabulary 2 
1 Write on the board: 

I want you to make/do a suggestion. 

Ask Ss to say whether to use make or do to complete the 
sentence. Explain that make and do are used a lot in 
English but it is easy to use the wrong verb. There is no 
rule for verbs that go with make or do, but it would help 
Ss to make a note of examples in their vocabulary 
notebooks. Draw Ss attention to the nouns in the box and 
check understanding. In pairs, ask Ss to put the words with 
make or do in the table. Check answers with the class. 

2 Ss complete the sentences with one of the nouns form the 
box. Ask Ss to compare answers with their partner. 



1 
make: a decision / a mistake / a profit / a suggestion 
do: the accounts / research / a job / business 

2 
1 profit 2 business 3 mistake 4 job 
6 decision 7 research 8 suggestion 

Optional activity 
Make or do? 

S accounts 

Write the nouns in the box on the board. Brainstorm any 
other words that go with make or do (e.g. make: an 
appointment, a change, an apology / do: work, sport, a 
crossword). Ask Ss to close books. In pairs, Ss take it in 
turns to say one of the words on the board and their 
partner says whether it goes with make or do. 

Language check 2 
Students can make mistakes with the infinitive with and 
without to even at higher levels. This is an introduction to the 
language point. Write on the board: 

I was ill today. My boss said I should to go home early. I 
decided take a taxi home. 

Tell Ss that there are two mistakes in the sentences. The class 
has a race to find the mistakes first (I should go home ... / I 
decided to take ... ). Explain that some verbs need to (but 
most modals don't need to - see rule 1 below and p162). 
Ask Ss to open their books. Read the example sentences from 
the Cirque du Solei I text. Complete the rules together. For 
more information read the grammar reference with the class. 

Coursebook, Grammar reference, Infinitive +/- to, 
page 162 

1 without 2 with 

Practice 

Do the first sentence together to demonstrate. Ask Ss to 
choose the correct form of the verb in italics. Get Ss to 
compare their answers with a partner. Then check with the 
whole class. 

1 try 2 to finish 3 to have 4 arrive S to call 
6 to change 7 to meet 8 to accept 9 take 
10 to use 

Career skills 

Read the information with the class. Write on the board: 

make suggestions comment on ideas 
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Point to the first phrase (That's a good idea!) and elicit 
whether we use it to make a suggestion or commenting on 
ideas (comment on ideas). Write the answer under the 
appropriate heading. In pairs, Ss read through the other 
sentences and decide which heading they go with. Check 
answers around the class. 

suggestions: c; e; f, g; h 
comment on ideas: a; b; d 

Listening 4 

1 Read the information and ask check questions such as: Do 
Carlos, Mel and Theo workfor different companies? (No, 
they all work for CLS), What does CLS do? (It's a 
language training company), Does the company train 
children? (No, they train businesspeople). Play the 
recording while Ss tick the phrases a-h that they hear. 

2 If Ss have been to a meeting ask: Does someone usually 
make a note of what happens at a business meeting? (yes), 
What are the notes called? (minutes), Why are minutes 
important? (they help everyone to remember what was 
said or what decisions were made), What information is 
usually in the minutes? (date and reason for the meeting, 
list of people at the meeting, main discussion points, 
decisions, actions points). Point to the extract from the 
minutes. Play the recording again. Ss tick the correct 
information and correct the wrong information. Check 
answers with the class. Ask: Do you think they (the correct 
ones) are good suggestions? Why/Why not? 

3 These are all phrases for discussing ideas from the 
listening. Ask Ss to complete the sentences. Then play the 
recording again to check. 

1 
a, b, c, e, f, g, h 

2 
1 .I 2 �~� college magazines 
4 �~� local radio S �~� 25% 

3 

3 �~� at the new office 
6.1 

1 advertising 2 best 3 contact 4 have 
S advertise 6" arrange 

Speaking 

1 Ask Ss if they have been on an adventure holiday. If they 
have, where did they go and what did they do? If not, 
would they like to go on an adventure holiday? WhylWhy 
not? Read the information together and check 
understanding. Ss work in small groups. Ask: What does 
your company do? (arranges adventure holidays), What is 
a stand? (a place at an exhibition for companies to 
advertise their company and talk to people). Give Ss a 
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