















































































































































0 Entertaining and socialising_ﬁ

Some useful phrases.
Listen to the recording and repeat.

Would you like tea ar coffee?
How do you like your coffee?
Can | have a soft drink?

Could you translate the menu for me, please? |
Do you have an English menu? |
We're ready to order. i
That was delicious.

Can | have the bill please?

So where do you live? 7
In a small town not far from Milan.

Did you watch the match on TV last night?
Where are you going for your holidays this year?
We're planning to go to Italy.

I've been invited to dinner with the Managing Director this evening.
I'd like to take a small present. Do you have any suggestions?
I'm sure she'd like some flowers.

It's a formal dinner. i
We're having an informal reception. |
I Toib
THEM WE WERE HAVING
AN INFGRMAL RECEPTION
. BY THE HOTEL PGOL
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-@Dialogues 1

Coffee or tea?

©: Would you like some coffee?

- Do you have any tea?

. Yes, we do. /Do you take milk and sugar?

. No thanks.

. (Can | have a soft drink, please?

: Yes, of course. We have some orange juice and some sparkling water.
: I'll have an orange juice, please.

POROOE

g the

. | hope you like Russian food. Let me translate the menu for you. | recommend the set
menu which is fborsch’ — that's beetroot soup, followed by 'buglama’, which is a kind of
lamb stew cooked in spices — it comes with mashed potato and salad.

@ Sounds good. What about dessert?

: There's a choice of ice cream.

@: I'm happy with that. Let's order.

2

Ordering a meal (1)

©: We're ready to order. To start, I'd like chicken soup and my colleague would like the
grilled sardines.

®: Thank you. And for your main course?

€): a'd like fried chicken and French frigs and, was it roast duck and boiled rice?

®: That's right. With a green side salad, please.

@ Thank you. And to drink?

: We'd like a bottle of sparkling water, pleasa?

Ordering a meal (2)

©: Are you ready {o order?

©: Yes please. I'd like the steak, please.
©: How would you like it cooked?

O Medium rare,

€3, Thank you. Are you having a starter?
©: Nothanks. I'm in rather a hurry.

Paying the bill

@ That was very good. €an we have the bill, please?

@, Here yau are, sir.

©: Excuse me, but could you tell me what this is for?

@: It's for the bread.

. 0h yes, | see. Da you take credit cards?

©: I'm sorry, we don't. If you need some cash, there’s a cash machine just across the road.:



Notes

Would you like some coffee?
You can also ask if someone would like a
drink or snack by using the word with rising
intonation:
More coffee? Tea? Sugar? Milk?
Do you take milk and sugar?
Also note:
How do you like your coffee?
Just a little milk, please.
Help yourself to milk and sugar.
No milk for me, thanks.
Can | have a soft drink, please?
Soft drinks are non-alcoholic drinks:
fruit juices include orange juice, apple juice,
grapefruit juice
I'd prefer water.
Would you like sparkling or still water?

Let me translate the menu for you.
When you need a translation:
Couid you transiate the menu?
What's that in italian?

Do you have an English menu?

... ‘Borsch’, that's beetroot soup, ...
Language for explaining the menu:
it's a speciality of this region.

Would you like to try one of the 'specials'?
{t's a kind of soup.
It tastes like chicken.
it's delicious. | recommend it.
We're ready to order.
Or the waiter/waitress can say:
Are you ready to order?
Can | take your order?

And for your main course?
Stages of a meal:
I don't really want a starter.
Can { see the dessert menu?
Thank you. That was very good/delicious.
I'd like fried chicken ...
Some methods of cooking:
roast (roast duck, roast beef)
bailed {boiled rice, boiled potatoas)
steamed (steamed vegetables, steamed fish)
grilled (grilled sardines)

Medium rare.
Other ways of cooking steak:
rare, medium, well done
Can we have the bill please?
The waiter might ask:
Would you like anything else?
Passible replies:
No, just the bill, please.
Another coffee, please.
Excuse me, but could you tell me what this
is for?
Asking about the bill:
Sorry, | don't understand the bill.
Is service included?
We ordered one salad but you've charged us
for two.
Do you take credit cards?
Other useful phrases:
Can | pay by card?
How much do you narmally tip? (net a question
we usually ask the waiter!)

.. there’s a cash machine just across the road.
A cash machine, cash dispenser or cash
point (UK) = an ATM {Automatic Teller
Machine) (US)

British/American differences

British American

Do you take milk and Do you use milk and
sugar? sugar?

beetroot soup beet soup

mashed potato mashed potatoes

Can | have the bill Can [ have the check
please? please?

a starter an appetizer

Is service included? fs the gratuity

included?

Phrases for beginning meals:

There is no special phrase in English for
starting a meal. If something is said, it might
be bon appetit or, informally, Let's start.

If wine is served, Cheers or To your health
can be used.




“® Dialogues 2

Where you live
©: Where do you live, Xavier?
@: In Sitges, near Barcelona.
©@: Oh, | know Barcelona very well. It's one of my favourite cities.

©®: And mine. Sitges is a beautiful little town just along the coast from Barcelona. I've
lived there all my life.It's a great place for a holiday but best to go out of season.

Starting a conversation
©: Did you see the football match last night? -
@: Yes, | did. | thought Owen played very well.
@: Sodid I. | thought his first goal was fantastic. So you like football, do you?
©: | quite like it. | watch international matches and | follow my local team, but | prefer
basketball.

Family matters

€): Where are you going for your summer holiday?

@: I'm going to the French Alps with the family. We all want to do different things, so it's
a great place for us. My son and daughter can go mountain biking;and my partner
and | can go walking and play some golf.

©: How old are your children?

@: Eleven and thirteen. What about you? Do you have any children?

€): Yes, but they're all grown up. They don't want to come on holiday with us any more.

Cultural advice
©: I've been invited to dinner with Paulo and Maria this evening but #don’t know what
[to wear. |'d also like to take a small present. Do you have any suggestions?

®: Just be casual/I'm sure they'd appreciate some flowers and maybe something from
Scatland.

€): I've got a box of Scottish biscuits with me.
(: That would be fine.

Sensitive issues

©: I'm looking forward to meeting David this afternoon.

©@: 0Oh, haven't you heard? He's left the company.

3 /I'm sorry to hear that. \What happened? | thought he was doing very well with you.
®: He was, but there were a few problems. I'm afraid I can't really go inta it now.
(LR [ understand. Tell me another time.



Notes

Where do you live, Xavier?
MNote how English speakers often use a
persan’s first name to be friendly and
engaging. Note, however, that this is not
appropriate in all cultures.

0Oh, | know Barcelona very well.
A typical expressionfresponse for keeping a
conversation going - some other
possibilities:
0Oh, I've been there.
Really? What's it like?
Lucky you!
Thar’s a nice place to live.

it's a great place for a holiday ...
Some other ways of recommending {and not
recommending) somewhere for a holiday:
I always spend my summer holidays there.
You must go there.
{ wouldn't recommend it.
ftisn't a good place for a holiday.

Did you see the foothall match last night?
Not everyone likes footballl Some other
ways to open a conversation:

How was the weather when you feft home?
Have you seen any good films recently?
Have you bought any sauvenirs?

So you like football, do you?
Note the use of the "question tag’ for
engaging the other speaker:
Terrible weather, isn't it?
You're working next week, aren't you?
Liz is coming this evening, isn't she?

Where are you going for your summer holiday?
Keeping the conversation going:
Do you travel a lot on business?
What are you doing at the weekend?
What are your first impressions of the town?

My seon and daughter can go mountain biking, ...

Note some verbs which go with sports:
go biking/swimming/riding

play tennis/qolf/foatball

do gymnastics/weightlifting

Do you have any children?
Talking about your relatives:
My uncie/aunt worked for the company.
My niece/nephew lives in Canada.
My cousin is getting married next year.

.. 1 don’t know what to wear.
Some advice:
it's very informal.
Wear something casual.
You'll need to wear a colfar and te.
What you're wearing is fine.

I'm sure they'd appreciate some flowers ...
They'd appreciate ... means They'd really
fike ...

I'm sorry to hear that.
Other possible responses:
Really?
That’s a shame!
I don’t belreve it!

... Ican't really go into it now.
When you would prefer not to say anything:
Sorry, but [ don 't really want to talk about it.
Do you mind if | tell you later?
Can we talk about it fater?

I understand.
A useful response to demonstrate that the
speaker is happy to be told the news another
time. Alternatively:
No problem!

British/American differences

British American
football match soccer game
summer holiday summer vacation

a box of biscuits
You'll need to wear a
collar and tie.

a package of cookies
You'll need to wear a
shirt and tie.
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Practice

1 Write what you would you say in these situations. Refer to the
dialogues and notes.

exampLe: Tell the waiter/waitress that you would like to order your meal.
L welve veady to ovder, [ne/d ke ko ovder.
a  You don't understand the menu written in Turkish. Ask a calleague for help.

2 Complete the sentences with a preposition.
exameLe; How do you say that ... W, .. English?
a  Whatwould you like ... ... .....your main course?

b The grilled chicken comes ... . ... ..., .iried potatoes.

¢ Helpyourselves.... ... ... salad.
[ 1 ] T, credit card?
e Sydneyisagreatplace..... ... . a holiday.

t  Where are you going . ........... holiday this year?

g lcan'treally go .. detail now.

h  Can we talk




3 Complete the phrases 1-8 with the verbs in the box and match them

with a-h to make guestions.

accept wear have take see happened watch know

1 Canl hewe a  toDavid? Is he OK?

2 Dovou............ all b the basketball game yesterday?

3 DOEVOI s if there is ¢ the dessert menu?

4 Doyou....... d  credit cards?

5  Would anyone |IkE (11— : e sugar in your coffee?

6 Didyou. f tothe reception?

7 What ciuthes shuu\d I ........... g acash machine nearby?

8 Whathas....... 5 h  the chicken and vegetable soup, please?

Complete the dialogue. Choose from the phrases in the box below.

I wasn't surprised

a ]
b Se, what's happening at work f Yes, | heard that
¢ | thought she really enjoyed her job g How are things
d Fine, thanks h Really
At HiENIgel: @asoresoiaimnssrsesres s s ?
B HBrosssmmiessmii nan s D) R A DR 7
A ‘Somelsad news I miafrait. @ esemsa e nisssere sy
By B cenenanisna s el R
A ligotldnltBelievelis @wammameersppreumennissesy
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hoose an appropriate response.

C

1 Do vyou have any turkey? a  Yes, | did.

2 Do you take sugar? b It's a kind of bread

3 .And for your main course? ¢ | understand.

4 Excuse me, what's this for? d It'saservice charge.
5  And what would you like to drink? e Tea, please.

6 How would you like it cooked? f I'mvery sorry, we don't
7 Did you play golf yesterday? g I'll have the chicken.
8 | cantreally discuss this now. h Not really.

85 Would you recommend Elohlleh for a holiday? i 1dlike it fried

10 What's a 'tortilla'? i No, thanks.

Sarah is leaving the company next manth l i



6 Which of the following sports and activities go with the verbs play
and go. Look the words up in a dictionary if you do not know them.

’_walking golf tennis climbing badminton volleyball hiking
[ baskethall diving snorkelling ping pang cycling sailing
PlAY e
B i cmomn g T Bt A A A s b s BT

7 Complete the sentences using the words in the box.

nigce nephew aunt cousin uncle

a My brotherssonismy... ..........

b My mother’s sisteris my............ ‘

¢ My brother’s son is my daughter’s .............
d My father's brotherismy .. .......... :

e My sister's daughterismy . .......... 5

8 Put the dialogue in the right order.
a What are you going to do while you're there?
b Why Hereford?
¢ It's a beautiful part of the waorld
d  Where are you going
e Tothe UK.

f and we have some friends who live there.
g We're staying in a small hotel in Hereford.
h for your holiday this year?

| We're planning to do some walking

| and tl'wre are some excellent places to eat.
k  Maybe next year.

I You must go there.




o Travel

5 Some useful phrases.

E Listen to the recording and repeat.

I'd like an aisle seat, please.
I'd like to sit next to my colleague.
| only have one bag to check in.

I'd like to book a hire car for three days.
Do | need an international driving licence?
How would you like to pay?

Do you take credit cards?

A single to Munich, please.
Do I need to reserve a seat?
Is the seat reservation included in the price of the ticket?

Do you have a double room far two nights?
A non-smoking room please, with a bath and a balcony.
We need your credit card number to hold the reservation.

I'm calling from room 21.
The TV doesn’t work.

The bed hasn't been made.
Id like to change my room.

I don't have any cash on me.
That's OK. You can pay by credit card.

DO YOU TAKE
CREDIT CARDS?
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Checking in for a flight

©: Can | have your ticket and passport, please? Thank you. Would you like an aisle
‘or a window seat?

@®: I'd like an aisle seat if possible.

©: OK. I have given you a seat in the exit row. Is that all right?

@ Yes, that's fine. Thanks. And I'd like to sit next to my colleague if possible.

. I'm sorry. We don't have any more seats together. Could you talk to the cabin
attendant when you board the plane?

Hiring a car

@: Hello, I'd like to book a hire car for three days from March 14th —17th, please.
Do | need an international driving licence to drive here?

€3 No, but there is a charge for an extra driver.

@: So how much will it cost in total?

©: $300. How would you like to pay?

€Y. By credit card, please.

Taking the train
o
(BR
o
(BR
(AN
o

Booking a hotel

. Wellington Hotel. Can [ help you?
- Yes, I've been trying to book a room on your hotel website but | can't complete the

/A single to Munich, please.

First or second class?

First class, please.

OK. That will be 70 euros. Please sign here.

/Do | need to reserve a seat?

No, the seat reservation is included in the price.

boaking.

: Sorry, sir. | can do the booking for you.

: Thank you.1'd like to book a twin room for two nights, the 12th and 13th of June.
: Just one moment. I'll check our availability. Can | have your name please?

: Yes, it's Cook.4 won't be arriving until 11:00 p.m. Do you need my credit card

number to hold the reservation?

: Yes, please.

Checking into a hotel

: Hello, | have a reservation in the name of Perry.

. I'm sorry, | cannot find a booking in that name. Did you book the room yourself?

: No, my company, Carditis, boaked it.

. Ah yes, here itis. Could you fill in this form, please? Would you like a smoking or

non-smoking room?

: A non-smoking room, please, with a bath and a balcony if possible.
: We have a non-smoking room with a balcony on the 10th floor. Enjoy your stay.



Notes

Would you like an aisle or a window seat?
Seating preferences:
1I'd prefer an aisle seat.
{ don’t really want a middle seat.
Do you have g seat in the exit row?
1'd like to change my seat.

.. 1'd like to heok a hire car ...
Useful phrases when you need to hire a car:
Is there a charge for an extra driver?
Does it include insurance?
Where do | return the car?
Do you need my driving licence?

How woulid you like to pay?
Other language for making payments:
How do you want to pay?
Are you paying by cheque/credit'debit card?
I'd prefer to pay in cash.

A single to Munich, please.
Useful language at the ticket office:
1'd like a first class return to London, please.
Which platform do | need?
Is there a buffet car?

Do I need to reserve a seat?
More language for making reservations:
Do [ need to book in advance?
Are seat reservations compulsory?
1'd like a forward/backward-facing seat.
Will the train be crowded?

i'd like to book & twin room ...
Some hotel room options:
A double/single room.
A quiet room with a good view.
A suite with a baicony.
An gn suite room. (a room with a separate
hathroom}
A shared bathroom.

{ waon't be arriving until 11:00 p.m.
Alternatively we can say:
[ frope to be there by 11:00 p.m.
I'm hoping to arrive by 17:00 p.m.
{ should be there by 11:00 p.m.

.. I have a reservation in the name of Perry.
When you arrive at the hotel, you can say
My name s (Mr Perry).

Da you have a reservation for a (Mr Perry)?
The reservation was made by my company.

Could you fill in this form, please?
Some hotels might not ask you to fill in a
form:
f just need your passport.
Just sign here, please.

British/American differences
British American
a hire car a rental car
a nan-smoking room  a na-smoking room
a double/single room Note: hotels in the US
use varying terminology
but these are usual:
a single = room with one double bed
a double = a room with two double beds
a queen = a room with one queen size bed
a king = a room with one king size bed
an ensuite room Note: this phrase is not
used in American English.

We have a non-smoking room with a balcony
on the 10th floor.

Note that the 10th floor in the UK would be
the 11th floor in the US.

UK Ground floor US First floor

UK First floor Us Second floor

| just need to see your passport.
Americans usually use their driver’s license
or a special ID card for identification

Other useful travel vocabulary

Platform 1 Track 1

Single ticket One-way ticket
Return ticket Round trip
Underground Subway

Some UK - US spelling differences:

driving licence/driving license, centre/center,
chegue/check, colour/color, theatre/theater,
traveller/traveler, favour/favor, defence/defense,
fulfil/fulfill, practise (verb)/practise (verb and noun)




- @ Dialogues 2

At the check-in desk

@: Can | see your hand luggage, please?

@: 1just have this bag and a laptop.

©: Could you put them on the scales? I'm afraid the bag will have to go in the hold.

©®: Isthatreally necessary? It's very small.

: I'm afraid so.

A flight delay

@ I'm sorry Carmen, but I'm not going to get to the meeting on time. There was a
delay coming into the airport and I've just missed my connection. If I'm lucky, I'll
get a seat on the flight that leaves in half an hour.

@: Don'tworry, as long as you're here for the afternoon session, it doesn't matter too
much.

©: Thanks, I'll let you know if | don’t manage to catch the flight, otherwise expect to
see me abaut 12:30 - in time for lunch.

A tight connection

3 Excuse me. | have a connection to Chicago at 5:00. Am | going to make it?

@: Yes, there will be a minibus waiting at the gate to take you to terminal B. There
shouldn't be a problem.

@: What about my luggage? I'm worried that my bags won't make the connection even
if | do.

@: Don't worry, the minibus will take you and your luggage. There are some other
passengers who also have tight connections.

). Thanks for your help. ¥ll keep my fingers crossed.

A hotel mix-up

: Hello, Reception.

©®: Hello, it's Amanda Lin from Room 205.1 asked for a non-smoking room but someone
has been smaking in this room. Oh yes, and the TV daesn't wark. Alsa there ara na
drinks in the minibar and the bed hasn't been made. I'd like to change rooms.

©: I'm very sorry, madam. I'll organise a different room for you and send someone up
immediately to help you with your luggage.

A payment problem

. I'm sorry but we need some identification if you'd like to pay by credit card.

: Oh, 1 don't think | have any identification with me and 1 don't have enough cash. 'm
sure | paid by credit card last time | was here.

. Yes, we do accept credit cards but only if the bill is under 100 euros. I'm afraid it's a
security rule.

. lunderstand. Can | pay 100 euros with my card and the rest in cash?

. Yes, that would be fine.

20 9 @9



Notes

I just have this bag and a laptop.
just means only in this example. Other
examples:
1 just need five minutes.
I just need ta check your visa.

.. the bag will have to go in the hold.
Problems with hand luggage:
It can go under my seat.
Can I put it in the overhead lockers?
It's too farge to go in the cabin,
It’s fragile.

.. I'm not going to get to the meeting on time.
On time means exactly on time.
Compare:
I'll be there in time for funch. (just before lunch)
i wan't be there in time for Petra’s talk. (but |
will be there)

. I've just missed my connection.
Catching another flight:
When's the next flight?

Where is the check-in desk?
How far is it to the gate?

'l let you know if I don't manage to catch
the fiight, ...
Notice how we can use manage:
{ just managed to catch the flight.
[ hope you manage with all your luggage — it
looks heavy.
Can you manage? Can I help you?

.. there will be a minibus waiting at the gate ...
Making sure you catch the flight:
{'m worried { won't make the connection
Are you sure ['ll make it?
You'll have to hurry.

I'll keep my fingers crossed.
If you want to wish someone else good
luck say:
Fingers crossed!
Good luck!

1 asked for a non-smoking room ...
Other complaints:
The TV doesn’t work.
The air-conditioning doesn't work.
It's very smoky in the room.
The room is very dusty/dirty/noisy.

... the bed hasn't been made.
Note the use of the present perfect passive:
The room hasn't been cleaned.
The bins haven't been emptied.
Compare with the simple past passive:
The room was cleaned this morning.
The bins weren't emptied yesterday.

. we need some identification ...
Same responses:
What kind of identification do you need?
I'don't have my passpart on me.
I've left my documents behind.

.. I don’t have enough cash.
Prablems:
F've only got twelve thousand yen.
F've spent all my monay.
I'm sorry to ask, but can you lend me some
money?

. we do accept credit cards ...
dois used here for emphasis - don't overuse
it. We would normally say:
We accept credit cards.

British/American differences

British American
the hold the cargo compartment
overhead lockers overhead bins

The wastebaskets
haven't been emptied.
I left my documents
behind

(American English
usually uses the
simple past tense.)
canceled

The bins haven't
been emptied.

I've left my
documents behind

cancelled (p66)




| Practice

1 Complete the sentences with words used in the dialogues and notes.
Write the words in the grid to identify the European capital city in the
shaded vertical row.

a Sorry, | wanted a return ticket, nata............... "

b e e .. in the name of Tiller.

¢ I'mkeepingmyfingers.................. that I'll make my flight connection.
d Weneedtoseesome.................. — 4 passpart, a driving licence.

e MWimvery..........ooooi I'll catch the flight.

f Ithought the room was en suite. I'd prefer notto sharea.................. ;

g Ihave a superb room with a south-facing . \oerthvaom
h lasked for a window seat, notan............ .. _.seatl

i Ittook solong to clear passport controlthat l.................. my flight.

2 Write what you would say in these situations. Refer to the dialogues
and notes.
ExaMPLE: You are at the flight check-in desk. The check-in assistant insists that your hand
luggage needs to go in the hold?

a Tell the airline check-in clerk your seating preferences.



3 Complete the sentences with a preposition.
BXAMPLE. | don't have my passport. S%. . me.

a Pleasefill......the registration form.

b Was the booking made .. ... the name of Kerry?

¢ Isthere room foryourbag...... your seat?

d  The flightleaves ... half an hour.

e l'dliketohireacar...... a week.

f  If we leave now, we should be there .. .. .. time.

g laskedforaroom...... a bath.

h  Unfortunately, | don't have any identification ... ... me

4 Match the two parts of the sentences.

Someane will help you cash on me. [
| don't have enough I won't make the connection. |
I'll let you know if by 3 p.m.

I'm worried that

| won't be arriving

I'm hoping to be there
I'd like to pay

| would like

with your luggage.

a non-smoking room, please,
| manage to catch the flight.
until 3 p.m.

by credit card.

SRR~ IS IS TCR
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5 Write alternative expressions. Refer to the dialogues and notes.
EXAMPLE: s it necessary to reserve a seat?




6 Rewrite these sentences in the passive.
exampies: No-one has made the bed.

The bed hasw't heen made,
No-one told me about the fight delay.

7 Match the statements and questions with the responses.

Can | have your name, please? a Asingle or a double?

I'd like to baok a room for Tuesday night, b When's the next flight?
| hope you catch the flight. ¢ I'll send someone to look at it.
I've missed my connection. d Yes, of course.
Can | pay by credit card? e It's Ahmed Salem.
The TV in my room doesn't work f  Can | see your passport, please?
What kind of identification do you need? g Here, please.

Where do | need to sign? h Thanks. Wish me luck!

[ R ISR




6 Emailing

~ Some useful phrases.

- Listen to the recording and repeat.

Hi, Jaana. Hope you're feeling better.

I'm afraid | won't be able to see you on Thursday.
Let me know when you're next going to be in town.
Look forward to hearing from you.

Speak to you later.

Your training manager has asked me to write to you
It's about organising language training.

I'll call you at the end of the week.

[f you have any queries, please call me.

Many thanks far helping out with the conference,
| would like to apologise for the problems we had.
Let's hope we have better luck next time.

| would like to invits you to lunch next week.
Are you free for lunch on Friday.

Let me know if you can come.

Many thanks for the invitation.

I'd love to come.

We are sorry to inform you that Raj Singh has left the company
| was very sorry to hear about Raj.
Please pass on my best wishes.

Richa
are you free T ].“ZE e
15 for junch on check m
o] Friday? calenday

.. Richard




@ Messages 1

A first contact

=

Dear Ms Hamza
Your training manager, Piotr Murawska, has asked me 1o write to you about organising

professional language training for your campany either in Poland and/or in the UK.
I will call you at the end of the week but, in the meantime, if you have any queries,
please call me on 09809 or send me an email.

Yours sincerely

Esther White

A formal message

=
Dear Colleague

I am writing to inform you and your staff that we are relocating our offices to Pisa. We

will close on 2 November and will reopen in our new premises on 1 December.

We will contact you again in the near future,

Best regards

Duncan Hoe

Everyday matters

Hi Jaana
Hope you're feeling better. | heard from Jack that you had flu
I'm sorry to say that | have a problem next week. Tina’s on holiday and | have to cover

for her so | won't be able to see you on Thursday. I'll call you later and we can arrange

an alternative date,
Speak to you later
lan

A future meeting

=

Beatrice
It was good to see you again last week. Let me know when you're next going to be

in Salzburg and we'll arrange a night out. There are some excellent restaurants here
I look forward to hearing from you.
Regards

Rudi




Notes

Dear Ms Hamza
Use Dear with the person’s title and surname
when you have not written to the person
before or when you have a formal
relationship. If you are in doubt, it is better to
be more, rather than less formal.

... if you have any queries, please call me ...
This phrase is quite often used at the end of
an email. Also:

If you have any questions, please call me.

Yours sincerely
In formal emails, we can use the formal
letter-writing phrases:
Start: Dear Ms/Mr/Mrs Pringle
End: Yours sincerely

Start: Dear Sir/Madam
End: Yours faithfully

Dear colleague
The use of a word like cofleague is used
when writing ta an identifiable group in more
formal correspandence. It can be singular or
plural. Note also:
Dear friend(s), Dear member(s), Dear Ali, Dear
Sir/Madam {when you do not know the name
of the person you are writing to)

| am writing to inform you ...
Full verb forms (e.q. f am writing) are often
used in formal communications. Note the
less formal (and more comman) alternatives:
| am writing (I'm writing) to inform you ...
1 am sure (I'm sure) that we can be of help .
T will call ('l calll you at the end of the week.
We will {We'li} contact you again.

Best regards
{With) best regards is a very common way to
end an email and can be used in formal and
informal contexts. There are many other
ways to end, e.g.:
Regards, Best wishes, Yours, All the hest

Hi Jaana
The comman informal way to begin an
email. You can also simply use a person’s
name at the beginning of a message
{see A future meeting example an page 68).

Hope you're feeling better.
Some other opening phrases:
Just to let you know that ...
Sorry to hear about ...
Thanks for the message.

. I have to cover for her ...
to cover far means to do someone’s job while
the person is away.
Wha's covering for you?
We're so short-staffed that there is no-one to
cover for me.

Speak to you later
Phrases to indicate that you will be in contact
later:
I'lf send you a message later.
Call me when you get this message

Let me know when you're next going to be
in Salzburg ...
A friendly note to end. Some alternatives:
You must visit us again soon.
It was great to see you
See you again soon.

I look forward to hearing from you.
Note that we say:
ook forward te hearing from you. Although
guite formal, this phrase is very often used in
emails. Also common:
ook forward to meeting/seeing you.

British/A L
British
If you have any queries ...

{The term queries is not used as frequently in
American English as it is in British English.

American

Yours sincerely Sincerely




-® Messages 2

Saying thank you (1)

Fred

Many thanks tor helping with the conterence. I'm very sarry that sa few people cama
on Saturday - let’s not organise the final session in the middle of a public holiday
next year.

Anyway let's hope we have better luck in Yokohama,

Take care

Lucy

=l

Saying thank you (2)
Fa =

Dear Mr Reza =

I am writing to thank you for your active participation in our conference. You really
helped to make the event a great success.

I would like to apologise for the poor attendance at the Saturday afternoon session.
When we planned the conference, we did not realise that it clashed with the World Cup
finals!

Once again, rnany thanks and § look forward 1o seeing you in Yokonama next year,

Best regards

Luey Lo Kit

invitation

Hi John

1 would like to invile you to be our guest at the Brazilian Grand Prix in March. The event
is being held at Interlagos and we would like you to join us for lunch at the track and
for an evening dinner in Sao Paulo. Let me know if you can attend.

Look forward to hearing from you.

Best regards

Pedro

Accepting an invitation

Dear Pedro

Thanks for the invitation. I'd love to come and | look forward ta seeing you then.
Please send me details of the event when you have them.

Best regards

John

Declining an invitation

Ml

Dear Pedro

Many thanks for your kind invitation to attend the Grand Prix. Unfortunately, I'll be
abroad on that day and | won't be able to make it. | hope the event goes well for you
and | look forward to seeing you soon.

With best regards

John




Notes

Many thanks for helping ...
Friendly informal thanks. Note also:
Once again, many thanks.
Very many thanks!

... a public holiday ...
In the UK, public holidays are called
bank halidays.

Anyway let's hope we have better luck in
Yokohama.
Anyway is often used when we want to make
a different point, to move away from what
we have just said:
Anyway, | don’t want to think aBout it anymare.
Anyway, that’s all | wanted to say.

Take care
A phrase normally only used when talking to
good friends. We do not use this phrase or
others such as Be good, Have funl, Lucky you!
with our more formal business contacts!

| am writing to thank you for ...
Fairly formal language for saying thank you.
Note also:
We really appreciate all your help.
We're very grateful for your fhelp.

| would like to apologise ...
A formal way to apologise. A more informal
phrase:
I'm very/really sarry about it.

... it clashed with the World Cup finals!
When two appointments in a diary clash,
they happen at the same time,

... we would like you to join us for lunch ...
Note the other formal language used in this
email. To be less formal, say:

Can you come to the Grand Prix?
! hope you can come to lunch,
Please come.

Let me know if you can attend.
A less formal way Lo say this is:
Let me know if you can make it.

I'd love to come ...
An informal enthusiastic response to an
invitation. Some others:
That wouid be great.
Thats a great idea.
I'll really look forward to it.

Please send me details of the event ...
An event is a special occasion.
1t’s going o be a very special event.
{t tagk a lang time ta plan the avent.

Many thanks for your kind invitation ...
Using a ward such as kind emphasises the
warmth af the thank you:
It was very kind of you to invite me.
Other ways of saying thank you:
Thank you for your excellent presentation.
Many thanks for the beautifu! flowers.

Unfortunately, I'll be abroad ...
You can avoid saying sorry by using
unfortunately:
Unfortunately, I'm going to miss the
presentation.
I'wan't be there, unfortunately.

| hope the event goes well for you ...
A friendly remark when you cannaot attend a
meeting or event: .
I hope it alf goes well.
Good fuck with evarything.
! hope I'll be able {0 come next time.

British/American differences

British American

realise realize

bank holiday legal/national/public
holiday

apologise apologize
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Problems

Dear Serge

| have just heard from our French office that they are having problems arranging the
meeting in Paris next week. There is a problem with accommodation as there is a large
trade fair on at that time. All the hotels are full. Do you have any suggestions?

Best regards

lan

Good news

m =

Dear Eveline

Good news! We've got the RX contract! Thanks for all your hard work on this. It would
be good to get together sometime next week to talk through some details. I'm free all
day Tuesday and Wednesday afternoon.

Let me know a time that suits you and I'll set up a meeting.

Regards

Eresema

A general announcement

Dear Friends and Colleagues

This is to let you know that Will Pick is leaving the company on Wednesday 3 April. As
many of you know, Wilfred has warked for us for more than twenty years. I'm sure that
you will want to join us in wishing Wilfred goed Juck in his new job. We will be
organising a reception for him in the canteen after work on his last day and we very
much hope that you will be able to come.

Yours sincerely

Tara Gozo

For information

._'i\El

Dear Rosa

1 am sorry to inform you that I will be off work for two weeks, as | have to go into
hospital for a routine operation. | expect to he back in the office on 30 March. Helena
Rallis will be covering for me while | am away, so please contact her if you need
anything.

Best regards

Stavros

Passing on good wishes

=

Dear Helena

| was sorry to hear about Stavros. | am sure that he is keen to get back to work but tell
him to take his time!

Please pass on my best wishes,

Regards

Rosa Fuente




Notes

... they are having problems arranging the
meeting ...

Problems and difficulties:

We're having some difficulties.

Theres a problem.

it's difficult to arrange.

Do you have any suggestions?
Looking for a solution:
Any ideas?
Do you have any ideas?
How can we sort it out?
How can we ‘solve’ the problem?

Good news!
Some enthusiastic responses to good news:
What good news!
That's great news!
That’s fantastic/excellent news/

it would be good to get together sometime
next week ...
To get together means to meet. (A gét-
together is an informal meeting, maybe a
party). Other ways to suggest a meeting:
Let’s meet next week,
Let’s meat up in the near future.
We must arrange to meet up soon.

. I'll set up a meeting.
Another way of saying this:
'l arrange/organise a meeting.

This is to let you know that ...
Use This is in formal messages to refer to the
message you are sending:
This is to inform you that the package will be
fate.
This is to remind you o call Vera,
Informal alternatives:
Just to let you know that the package will be
late
I'm just writing to say that ...

I'm sure that you will want to join us in wishing
Wilfred good luck ...

Note the use of join in formal messages

[ hope you can join us for dinner.

Piease join us in the evening if you can.

I'am sorry to inform you that ...
Less formal:
Sorry to tell you that ...
I'm writing to let you know that ...
¥'m afraid | have some bad news.

. Fwill be off work for two weeks, ...
Some alternative expressions:
She'll be on sick leave.

She'll be away from work.
She'll be at home

1 was sorry to hear about Stavros.
Expressions of sympathy:
I was very sad to hear the news.
Everyone was very upset about it.
We'll miss him.

Please pass on my best wishes.
Some other sympathetic phrases:
I'll be thinking of him.
We hope he gets well soon.
Flease pass our sincere condolences to his
family. (when someone has died)

ish/American differences

British American

go into hospital go into the hospital

How can we sort it out?  How can we figure it
out?

Expressions of sympathy

There are not really any major differences

between British and American English when

expressing sympathy. In both, the level of

formality used will depend on how well you

know the people concerned.




Practice

1 Complete the sentences with a preposition.
EXAMPLE: She's..OW. . sick leave.
a We will contact you again........ the near future.

b Ilookforward...... hearing from you.

¢ Illeallyou...... the end of the week.

d Pleasecallme...... 456789.

e Manythanks.... .. all your help.

f Goodluck...... everything.
g I'mcovering...... Raj while he is away.
h Hewillbe...... work for two weeks due to illness.

i Pleasepass...... our best wishes to him.

i We would like you to joinus...... wishing Wu San a happy retirement.

2 Some of these phrases are used formally and some informally. Tick the
correct column.

formal informal

a 1 DearJohn
2 HiJohn

b 1 [amwriting to inform you that ...
2 I'mwriting to let you know that ...

¢ 1 We're having a get-together.

2 We're arranging a meeting.
d 1 | would like to apologise for
2 Sorry about ...
e 1 Let me knaw if you can make it.

2 Let me knaw if you can attend.

f 1 lwould be very pleased to come.

(5}

I'd love to come.

_ This is ta et you know about ...

=3

2 Justto let you know about ...




3 Write the sentences in this letter in the correct order.

= 7= S N = S B = ]

Dear Mr Green

Members of aur sales team will present the service
After the presentation

We would like to invite you to the launch of

and there will be an opportunity to ask questions.
there will be dinner in the main restaurant.

our new courier service an 6 March

| very much hope that you can attend,

at the Grand Hotel at 6:30 p.m.

Best regards

Peter Pod

Dear My Green

Best vegavds

Petev Pod



4 Complete the sentences with the verbs in the box. Use each verb
once only.

ipfafm miss know must hape
pass join call get thank write

EXAMPLE: I'm writing to . nform you that the conference has been cancelled.

a Your training manager has askedmeto............ to you.

bl you at the end of the week.

[T DO you're feeling better.

d You............ visit us again soon.

e ldliketo............ you for all your hard work.

f Please............ us for lunch on 19 November.

g Canwe... ... ... together sometime next week?

h I'msorry Peter has left. We'llall .. .......... him.

i We were very sad to hear about Hubert. Please ............ on our condolences.
i Justashortnotetoletyou............ what's happening.

5 Match the two parts of the sentences.

| am sorry to inform you that | hearing all your news.
I'll call you when | goes well.
Let me know when you are next all your help.

Id like to thank you for

| look forward to

| hope that the party

Unfartunately, the event clashes with
It was very kind of you

| need to tell you what is

{going to be) in London,

will be out of the office next week.
to invite me.

happening next week.

get back to Cairo.

an important meeting.

O o0~ o U L) R —
TEa @ a0 oo




6 Rewrite the phrases and sentences in a less formal way.
EXAMPLE. Dear Tomas

7 Complete the sentences. The first letters of the missing words spell a
waord you will ‘appreciate’.

a  ltwould be gveat . ifyoucould come to the party!

b Please passonmybest ... .. ...... to everyone.

¢ lwouldliketo L.l . forthe problems with the arrangements.
d Please ; AR care!

e We are organising a special ...... ~..... atthe end of the year. You must come!

T gk 000 asewemeesess to hearing from you.

g Ican't come to the party,

h  Let's hope we have better | P, next time.



Glossary

1 Telephoning
Dialogues 1 Your language
I'd like to speak to Max Reed, please.

Hi Max. Siman here.
1 wanted to run through some of the arrangements.
Sorry to keep you waiting.

Would you like to leave a message? e
I} get someone 1o cali you when they getback, ... ... R R AR
| understand that she is looking after Sales.
Marco Stam is on parental leave.

I'm afraid she's not here at the moment.
Have we covered everything?

Anyway, thanks for calling.

Dialogues 2

This is Ann Forsell's voicemail.

It's about the meeting next month.

| can't make it.

Can you talk?

I'm in a meeting.

| was justringing to check the time for NeXt ... oot i
week's meeting.

Sorry, | can’t hear you very well.

I'll just go outside.

If you are calling about an order, please press 1.

2 A company visit
Dialogues 1
Could you tell me how to get to your office
fram nere?
After about two kilometres, you'll see a garage
on your right.
Park in one of the visitors' spaces.

I'm calling from a service station.

Take the first left after the service station.



Your language

Carry on for three kilometres.

| have an appointment with Hans Ekburg.

Do you know the building?

Mr Ekburg’s office is the fifth on the right, alang
the carridor.

Hello, John. Good to see you again.

I'd like you to meet Lera Berman.

Did you have a good journey?

Dialogues 2

We're in the label business.

We employ just over 5 000 people worldwide.
It's growing all the time.

Tell me more about your mailing business.
We're a private limited company.

How long have you been on this site?
When was the company set up?

Let me show you around the office.

An open plan area.

Ul introduce you.

Dialogues 3

We're the second largest manufacturer in
the country.

As well as supplying the car industry, we sell

glass for buses and aircraft.
We run a so-called ‘shopping search’ website. . . oo
You can compare prices from Various ShOPS. . iiiiiiieieieretoeetiin i,
In my view it's far more secure.
In terms of sales by region.
North America accounts for 15 per cent.
The Chinese economy is booming.

We cannot compete with them on price.
We are well known in the market.
Transport costs make itvery unprofitable. .. ... R R




3 Job information
Dialogues 1 Your language
I'm responsible for new product development.
I report directly to the CEO.

What does that involve?

It sounds challenging.

I hear you studied in Finland?

| did a degree in Engineering.

| was very interested in the job.

I usually cycle to work.

Are the hours flexible?

| like eating in the company canteen.
Excellent communication skills are essential.
Absolutely.

We should advertise with an on-line recruitment  ...................... P
BEENENY e R R R

Dialogues 2

The atmosphere is very relaxed.
Everyone is on first name terms.
Don't you find it very hot thereg?

| have no regrets about moving.

$50 000 a year plus commission.

The cost of living in Kazakhstan.
The level of local salaries.

Neither have I

The company really looks after its peaple.
I'have free use of the company gym.

Promotion prospects are excellent.
How has the takeover affected the company? ... oo i
About 300 people are going to lose theirjobs. ...
Quite a few want to take eardy retirement.
There are no compulsory redundancies.




| 4 Presentations
Dialogues 1 Your language

Its goodto seeyou all here. e
I'd like to talk about our future plans. i s
First I'll describe our study programmes. ... ..
ThatsHal I WantBaAGISAY, = =000 st e R
That leads me to my next point. L R
So, next year's budget.

I'm afraid | can't say.
Edidnteatehidhe.qilestion: 0000 sescessssnesusmeomsmcrsoms bepnsreaseem
Could you bear with me? e
Bor WRBIEMERTT e R S R
You were just about to tell Us SOMe INtBresting ..o ot in e
news.

As | mentioned earlier, ...

I'd like to finish by thanking you all.
You are vary welcome to Contact Me. e

Dialogues 2

Turnover rose in the year to April by 11 percent. .. ... oo,

Profits jumped by 20 percent. ... s

These results give a misleading picture. ... . E—

A‘one-off profit.

We're currently predicting a slow down. L

Analysts are farecasting an UPtUIN. e

We're looking at a growth rate of between 1 . ...
and 3 per cent.

As you can see from the graph, sales have
increased considerahly.

Sales picked up in February.

Sales reached a peak in August.

The closure of our Lufwa plant in January
accounts for the sharp fall.

Sales have continued to decline.

f you compare this six-manth period, there
has been very little change.




5 Meetings
Dialogues 1 Your language
I'm trying to arrange @ meeting for nextweek. ...
CamyoimakeTUBSHAYE = 000000 e ow e A
Is Juan coming by the way? s .
It should be finished by 3:15. AT
Justin case the meeting averruns,
He didn't want to miss the meeting.

I'd like to come over to Poznan next week.

Any day next week except Friday would suitme, ... ... oo
Could you check with Alex and get backtome? ... ... . it
I'll order some sandwiches. e

Otherwise I'll see you in the office at 12230, ... i e

Dialogues 2

Could you take the minutes, please?

I'd like to leave item four until the next meeting.
Can we look at item one?

What are your thoughts an this?

| was asked to find out what the people in my
department thought.

The majority feeling was in favour.
Of the fifty people | asked, only five did not like ... .. ... . .. .. .. ... ...
the idea.

Does everyone agree?

Is that really necessary?

| suppose you're right.

The other point | want to make is this.
We must really avoid this in the future.

That's not true.

Dialogues 3

I'm just phoning to let you know.
Bad news I'm afraid.
What reasons did he give?
short-sighted

I thought | should let you know immediately.

e



Anton has been having second thoughts.

He now thinks we've made a good case.

I'll call you tomorrow so we can discuss details.

Here are the main points

Jaroslav to produce a questionnaire.

Juliet to research costs for proposed building
project.

No decision made.

I've attached the draft minutes of the meeting.

Check if I've left anything out.

Entertaining and socialising
Dialogues 1

Would you like some coffee?

Do you take milk and sugar?

Can | have a soft drink?

Let me translate the menu for you.

Borsch - that's beetroot soup.

We're ready to order.

And for your main course?

I'd like fried chicken.

Medium rare.

Can we have the bill, please?

Excuse me, but could you tell me what this is for?
Do you take credit cards?

There's a cash machine just across the road.

Dialogues 2

Where do you live, Xavier?

Oh, | know Barcelona very well.

It's a great place for a holiday.

Did you see the football match last night?

So you like football, do you?

Where are you going for your summer holiday?
My son and daughter can go maountain biking.

Your language




Do you have any children?

1 don't know what to wear.

I'm sure they'd appreciate some flowars.
I'm sorry to hear that.

| can't really go into it now.

| understand.

Travel

Dialogues 1

Would you like an aisle or a window seat?

A seat in the exit row.

I'd like to book a hire car.

How would you like to pay?

A single to Munich, please.

Do | need to reserve a seat?

I'd like to book a twin room.

I'won't be arriving until 11:00 p.m.

| have & reservation in the name of Perry.

Could you fill in this form, please?

We have a non-smoking room with a balcony
on the 10th floor.

Dialogues 2

| just have this bag and a laptop.

The bag will have to go in the hold.

I'm not going to get to the meeting on time.
Vve just missed my connection.

I'll let you know if | don’t manage to catch the flight.

There will be a minibus waiting at the gate.
'l keep my fingers crossed.

| asked for a non-smoking room.

The bed hasn't been made.

We need some identification.

| don't have engugh cash.

We do accept credit cards.

Your language



8 Emailing
Messages 1
Dear Ms Hamza

If you have any queries, please call me.

Yours sincerely

Dear Colleague

| am writing to inform you
Best regards

Hi Jaana

Hope you're feeling better.
| have to cover for her.
Speak to you later.

Let me know when you're next going to be

in Salzburg.
| look forward to hearing from you.
Regards

Messages 2
Many thanks for helping.
A public holiday

Anyway let's hope we have hetter luck in

Yokohama.
Take care
I 'am writing to thank you.
| would like to apologise.
It clashed with the Warld Cup finals!
We would like you to join us for lunch.
Let me know if you can attend.
Y'd love to come.
Please send me details of the event.
Many thanks for your kind invitation.
Unfortunately, I'll be abroad.
| hope the event goes well for you.

Your language




Messages 3 Your language

They are having problems arranging the
meeting.

Do you have any suggestions?

Good news!

It would be good to get tagether sometime
next week.

I'll set up a meeting.

This is to let you know that Will Pick is leaving
the company.

I'm sure that you will want to join us in Wishing — ......ooiiuiiiin s
Wilfred good luck in hisnew job. L

I am sorry to inform you that I will be off wark ...
for two weeks.

I'was sorry to hear about Stavros.

Please pass on my best wishes.




Answers

1 Telephoning

1 aleave b hear ¢ hold d keep e call f want press
g get h say i hang;try

2 Possible answers
a She's on maternity leave at the moment.
b I'm afraid I'm in a meeting. Can I call you back?
¢ Hello Peter, it's Fiona. Please cali me back as soon as you can.
d Please can you spell your name?
e I'msorry | didnt catch the number. Did you say fifteen or fifty?

3 aon bon c¢cabout don ein fon gin h through
4 1d 2h 3b 4g 5i 6e 7a B8¢c 9f

a I'll tell him you called.

b If | find the information, I'll let you know immediately.

c If Peter doesn’t come back from sick leave soon, we'll need to find a replacement.
d If you push that button, you'll disconnect the caller.

e What will you do if you don't find Sergei’s number?

f If I don't find his number, I'll call directory enquiries.

6 ahandset btoll-free cThisis d get e hang f turnoff g area
7 hoabfkagijedel
8 1e 2g 3h 4g 5d 6b 7f 8¢




2 A company visit

1
2

aon bin cby din ein fby gin hon iin

a registration b site ¢ lift d corridor e profit f demand
g partnership h reputation

e 2a 3b 4h 5¢ 6g 7d 8f

Passible answers

a At the roundabout take the second exit. Go through the town centre and then take the
second turning on the left. The factory is at the end of the road.

b Take the lift to the third floor. Turn right and go along the corridor. It's the fourth office on
the right.

¢ I've left my car in the space ‘Reserved for Visitors'. |s that all right?

d I've stopped just before a bridge, opposite a garage. | can see a signpost. It says that
Fistularo is eight kilometres away.

Possible questions
a How many people do you employ?
How many people work for the company?
b Are you a partnership?
¢ How long have you been on this site?
How long have you been here?
d Do you like working here?
Do you like the working atmosphere?
e Where is your biggest market?
f Who are your biggest/main competitors?
g Can you tell me how to get to the factory?

Possible answers

a Yveleft my carin a reserved space.

b Could you tell me how to get ta the main office?

¢ I'd like to introduce you to our Marketing Manager.

d Did you have a good journey?

& When was the company set up?

f We are among the largest manufacturers in the region.
g We have an excellent reputation in the market.




: 3 Job information

—|o |~ % |n|[—|H

TQ - ® a 0 T o

[}
S

HEEN

2 a redundant b development c insurance d retire e stressful f owners
g leadership h promotion i challenging | responsibilities
3 1e 2a 3i 4b 5f 6g 7d 8] 9¢ 10h

4 afor bto cof dfor e about fof gof

6 1h 2f 3a 4b 5e 6¢c 79 84d

7 a Neitherdidl. b Sodidl. c Neitheram|. d Sodol e Neitherdol.
f Neitherwas|. g Sowasl h Soaml.




4 Presentations

aby bup cwith dbetween e by fin g down

Possible answers
a Could you bear with me for & moment?
b Are there any questions so far?
¢ At this point on the graph you can see ...
This shows ...
¢ V'd like to finish by thanking you all for coming.

1g 2a 3b 48 5¢ 6f 7h 81 9d

Up:a, b, d, g h,i
Down; ¢, ]
The same: ¢, k, |

a question b trend ¢ point d picture e rate f fall/decline g point/level

h period

a say b catch ¢ repeat d bear e Take f gives g show h fall i account

b 2¢c 3a

5 Meetings

1

a make b cause c¢ miss d happen e abandon f leave g report
h give i cover

a majarity

b item

C necessary

d until

e through

f except

g suit

a take b tell c make d set e made f having g rejected
ator bon con dOF eto tonon gin hin | atthrough j out

Possible answers

a I'd like to leave the next item until the next meeting.

b Does everyone agree that the date of the next meeting should be changed?
¢ Are you going to attend the next meeting?

d I'm just phoning to tell you what happened in the meeting.

e ['ve attached a copy of the agenda.

f Just one more paint.

g What does everyone think about the idea?

1f 2c 3e 4a 5h 6b 7i 8d 94g




7 & won'tcause
b "Il order
¢ missed
d 'll see
e Does everyone agree
f 'mcalling
g has read/read
h to find out
i attached/have attached
j have had/have been having/had/'m having

6 Entertaining and socialising

1 Possible answers
a Could you translate the menu for me, please?
b Can I have the roast duck, please?
Yil have the steak, piease.
¢ Can | have the bill, please?
d Excuse me, what's this for?
e Where do you live?
f Ilive in Mijas. It's a small village in the south of Spain.
g I'm planning to go to Bali for a week with my family.
h I'm very sorry to hear that. We'll miss him/her,

2 afor bwith cto dby efor fon ginto h about

3 1 Canl have the chicken and vegetable soup, please?
2 Do you accept all credit cards?
3 Do you know if there is a cash machine nearby?
4 Do you take sugar in your coffee?
5 Would anyone like to see the dessert menu?
& Did you wateh the basketball game yesterday?
7 What clothes should | wear to the reception?
8 What has happenad to David? Is he 0K?

4 1¢g 2d 3b 4e 5f 6¢c 7h 8a
5 1f 2j 3g 4d be 6i 7a 8¢ 9h 10D

6 play: golf, tennis, badminton, volleyhall, basketball, ping pong
go: walking, climbing, cycling, snorkelling, diving, hiking, sailing

7 & nephew b aunt c cousin d uncle e niece
8 dheaqgboeofaiilk



7 Travel

1
s viel|sle[r|Vv]|a
< | v
Wi |Ale|w |t |F]T
e ) uc
bla|t
9 wialllc
allls

European capital city: Stockholm

2 Possible answers

a I'd like a window seat, please, in the exit row if possible.
I'd like to reserve a double roam for two nights, please. f
Good afternoon. | have a reservation in the name of (Badger) |
I'm just phoning to say my flight has been delayed.
Excuse me, | have a connection to Dublin at 5:30. Will | have time ta catch the flight?
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in bin cunder din e for fin g with h onfwith
d 2a 3f 4b 59 6c 7h 8e

5  Possible answers
a ls the seat reservation included in the price?
b I'll be there about 11 p.m,, perhaps later.
¢ I'd prefer to pay in cash.
d There will he a car waiting for you outside the terminal.
e I'll call you if | miss the flight.

=

6 a My luggage was putin the hold.
b The room hasn't been cleaned today.
¢ The form has already been filled in.
d The taxi was booked last night.
e My flight was cancelled.
f lwas given a first class ticket

7 le 2a 3h 4b 5d 6c 71 84




8 Emailing
1 ain bto cat don efor fwith gfor hoff ion jin

2 The more formal phrases
al bl c2 dl e2 f1 g1

1¢ 2f 3h 4a 5d 6b 7e 89
a write b call ¢ hope d must e thank f join g get h miss i pass | know
e 2h 3d 4¢c 5a 6b 7i 8f 949

Possible answers

a We'll contact you soon.

b Thanks for organising the conference.

¢ Justto let you know that we've changed the date of the meeting.
d Please let us know if you can make it.

e We hope you can join us for dinner.

f I'll call you at the end of the week.

g Goaod luck!

h We're having a party/a get-together next week

o oA W

7 a great b regards c¢ apologise d take e event f forward
g unfortunately h luck

Key word: grateful




