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B ii ‘A company is only as good as th
| MaryKay Ash (1918-2001), US

Describing people
LISTENING

Managing people
LANGUAGE FOCUS 1

Past simple:
negatives and
questions
READING
Andrea Jung
LANGUAGE FOCUS 2
Question forms
SKILLS
Dealing with
problems
CASE STUDY
Tell us about it
. 4 Work in pairs. Take it in turns to ask each other these questions, then write
| the answers in the chart on the left.
1 Do you like to work ...
Me My partner
" ; a) alone? b) inateam? ¢) with a partner?
ey q """""" 2 For appointments, do you like to be ...
3 3 a) early? b) ontime? c) five minutes late?
g=—— —— 3 Do you prefer to work ...
= e a) athome?  b) inanoffice?  c) outside?
6= e 4 Do you like to travel ...
e Mo Tt a) to new places? b) to places you know well? c) only when you need to?
i B L = B 5 In meetings, do you prefer ...
a) not to speak much? b) tospeak a lot? ) to be the chairperson?
6 When do you waork best?
|
! a) Inthe morning b) Inthe afternoon ¢} Inthe evening or at night
7 Do you think a lot about the ...
a) future? b) past? c) present?
% Do you like your friends or colleagues to be ...
a) intelligent? b) good-looking? c) funny?
13l Work in new pairs. Tell each other about your own and your first partner’s
answers.
Ilike to work in a team. Selim likes to work in a team, too. Selim likes to
be on time for appointments, but I like to be early.
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UNIT7 »» PEOPLE

20T ¥ Before you read the article below, discuss these questions.

Andrea Jung | 1 What famous businesswomen do you know?
2 What qualities do you need to be a successful business executive?
Ul Asyou read the article, make quick notes to complete the profile of
Andrea Andrea Jung on the left.
Jung
- Decide whether these statements are true (T) or false (F). Correct the false ones.
rmin:
____________________________ 1 Avon sells cosmetics through shops.
* Grew up in: 2 Andrea Jung speaks English and Chinese.
""""""""""""""" 3 Around 50 per cent of managers at Avon are women.
* Education: 4 Avon has an all-female board.
5 Jung thinks all-women management teams make the best decisions.
® Appearance:
6 She is on the boards of two other companies.
e Company:

U  Find words or phrases in the article with these meanings.

» Professional
achieveme

1 people who sell a company’s products (paragraph 1)

2 when you decide to do something and do not let anything stop you (paragraph 3)
3 leave a job without finishing it (paragraph 3)

4 all the money that a company receives regularly (paragraph 4)

5

a very strong liking for something (paragraph 6)

E Work in pairs. Imagine you are going to interview Andrea Jung. Write five
questions that you would like to ask her.

Women at the top: Andrea Jung

1 In 2011, Andrea Jung celebrated 12 interesting. She told her parents she

years as Chief Executive of Avon
Products. It is a big job. Avon sells
cosmetics door to door in more
than 120 countries. It has 6.2m sales
representatives and a billion
customers. It sells four lipsticks and
190 mascaras every second.

Jung was born in Toronto to Chinese
immigrant parents. Her parents
moved to the US when she was two,
to get a better education for their
children. She grew up in Massachusetts
and graduated from Princeton. She
speaks fluent Mandarin.

“My parents were important in
forming my views about leadership.”
she says. Determination is a strong
quality in Chinese culture. In her
early career, she had a job that wasn’t

5

didn’t like the job and wanted to quit.
**Quit?" they said. ‘The Chinese
don’t quit. You learn more from bad
than good experiences — that’s how
you grow.’”

Jung joined Avon in 1994. Four
years later, she became Avon’s first
female CEO. At that time. the company
had revenues of $4bn. Today, its
revenues are more than $10bn.

Avon is known as “the company
for women”. Most of Avon’s
representatives are women. About
half the managers and four out of the
nine members of Avon’s board are
women. Jung says there are good
business reasons for management
teams with a mix of men and women.
*“In mixed teams, communication and

decision-making are better.”

Famous for her long black hair,
pearl necklaces and her passion for
Avon, Jung is one of the world’s top
business leaders. She is also on the
board of GE and Apple.







UNIT7 »» PEOPLE

a) In California
b) In Portland, Oregon b) Patricia
¢) InChicago c) Laurene

a) $400m b) $200m ¢) $600m

i

A manager at Hewlett Packard
His father
His friend Steve Wozniak.

a) March 2011
b) August 2011
October 2011

a) In1980
b) In 1982
c) In1984

Because of ... =5 a) Tim Cook

a) bad health. ~— b) Jonathan lve
b) agreat job offer. ' ¢) Phil Schiller
c) disagreements with the CEQ, John Sculley.

..................................................................... ?
R ? More than ...
a) Music i a) 20,000.
b) Computer animation ~b) 57,000.

c) Computer software : c) 46,500.

=

%) cp2.5 Listen and check the questions you wrote.

Answer the questions in the quiz above and use your answers to complete
the article on page 70.

4) cp2.6 Now listen and check your answers.

B E O

Work in pairs. Take it in turns to choose five questions from the quiz and
‘test’ your partner. Help with answers if necessary.

Complete these sentences. Give true information about yourself.
1 Lastyear, | boughta new camera,

2 Yesterday, | was ...

3 Lastsummer, | ...
A

When | was a child, ...

m Work in pairs. Tell each other your true sentences. Ask as many follow-up
questions as you can.

A: Lastyear,1bought a new camera.
B: Really! What make was it? / Where did you buy it? / How much did it cost?
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Tell us about it

i Office workers share their problems and offer solutions

Background

A magazine, Business Today, has a message board on its website called Office Life.
People who have problems at work can leave messages there, either online or by
phone. Readers comment on the problems and give advice about how to solve
them. Read the problems and discuss the questions below.

G BC_

Office Life Message Board Business Today

I work in a small office with four other people.
One of my colleagues was nice to me when |
joined the company, but now she’s changed
completely. She’s never polite to me and she
doesn’t help me in my job. She often ‘forgets’
to give me phone messages, so customers

get angry with me. She says bad things about
me to my colleagues and boss all the time.
She shows no interest when | suggest ways to
improve our website. | don't know what to do.
Please help.

| work for a property company. One of my
colleagues is really lazy. When customers come
into the office, he tells me to note down all the
details. Then, if the client is looking for a very
expensive flat or house, he always takes them
to see the property. He never asks me to take
them. So his sales are much bigger than mine,
Last year, he got a much bigger bonus than me.
| wasn’t happy about that. It's not fair because

I do all the hard work. Our boss really likes him.,
She thinks he’s a really good salesman.

Susanna Thomas

Comment §

1 How can Susanna deal with the problem?

2 Do you agree with Thomas that ‘it’s not fair’?

b =
N

) CD2.8 Listen to a voicemail from Matthew, who

called with a message for the magazine. What is his
problem? Note down the key points and summarise
the mistake that the Project Manager made.

1 Work in pairs. Discuss the problems
and decide what each person should !

do to solve them. i

X

You are reading the message board at

~# Office Life. Write a reply to one of the

- people who left a message. Give your )

reasons for the action you suggest.
Writing file page 126

U =

n
<
.u 2 Join another pair. Share information

f about your decisions. Try to agree on W
i the right decision in each case.




Advertising

‘Nobody counts the number of ads you run. They only remember the impression you me
William Bernbach (1911-1982), US advertising executive

OVERVIEW

Advertising and
markets

READING

TV commercials
LANGUAGE FOcuUs 1

Comparatives and
superlatives

LISTENING

Good and bad
advertising
LANGUAGE FOCUS 2
much /a lot,

a little / a bit
SKILLS
Participating

in discussions
CASE STUDY

Excelsior Chocolate
Products

“ Do this advertising quiz. Compare your answers with a partner. Then turn to
page 131 to check your answers.

The most common word in advertisements is: 6 Which company was the first to advertise
on the Internet?

a) AT&T b) McDonald’s ¢} Sony

a) world. b) best. ¢ vou.

A short song used in advertising is called a:

. : i
3 jingle. B) pop-up. o spot. 7 How long is a typical TV commercial?
What do you call this? ="

a) aslogan b) alogo ¢} ajingle 8

a) 20 seconds b) 30seconds «¢) 40 seconds

Where do you find advertising billboards or
hoardings?
‘Just do it’, ‘Always Coca-Cola’ and

; a) on the Internet
‘Because I'm worth it are all:

b) in the street
a) logos. b) jingles. «¢) slogans. ¢) on mobile phones

In what year did internet advertising begin? 9 Dentsu, WPP, and Ogilvy and Mather are all

advertising:
a) 1990 b) 1994 «¢) 1998
a) budgets. b) agencies. «¢) campaigns.

B What’s your favourite advert? Why do you like it?
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UNIT8 == ADVERTISING

m A
TV commercials

Before you read the article below, discuss these questions.

1 Which four adjectives best describe a VW Beetle?
big fast feminine fun masculine powerful safe stylish unusual
2 Inyour country, how popular is the Beetle? Who typically buys it?

As you read the article, think about these questions.
1 How is the photo in the article related to the 2012 Beetle?
2 What kind of person did VW want to see the advert?

Choose the best option to complete these sentences.

An American /A German agency created the commercial.

The 2012 Beetle has a more masculine /feminine design than the older New Beetle.
The target customer for the 2012 Beetle is male /male and female drivers.

The ad shows /doesn’t show the new car in detail.

VW first showed the commercial on US /German TV.

o W N R

VW first showed the car to the public at an event in Shanghai /New York.

In each box, match the words from the article to make word partnerships.

1 advertising a) break 4 create d) male drivers/customers
2 commercial b) event 5 launch e) the 2012 Beetle
3 launch ¢) agency 6 attract f) acommercial

Work in pairs. Each choose a TV advertisement you like.
1 Complete these sentences about the advertisement.

It’s an advertisement for ... It shows ...
The music forthe ad is ... I like the advertisement because ...

2 Tell another student about your advertisement.

Volkswagen’s Black Beetle ad

by Bernard Simon

In spring 2011, Volkswagen asked
the US advertising agency Deutsch,
LA to create a TV commercial to
launch its latest car, the 2012 Beetle.

The 2012 Beetle is bigger, more
powerful and more masculine in
design than the earlier model, the
New Beetle, launched in 1987. Head
of Design Klaus Bischoff said, “We
wanted to give the car a stronger and
more masculine look.” The idea
was to attract more male drivers.
More women than men bought the
New Beetle. (Sales to women were
61 per cent in 2010.) Luca De Meo,
Marketing Director, wants to see a
50-50 split between men and women
for the new car.

The 30-second advert shows a
beetle racing through a forest. The
beetle has a racing stripe on its back
and is much bigger than the other
insects. It races past the other insects
and cuts corners, just like a high-
performance car. At the end of the
advertisement, the beetle changes
into the outline of the car, in the
shadows. The music for the
advertisement is the rock song Black
Berty. Using an image of a beetle
for the car is not the most original
advertising idea, but the advert is fun
to watch.

VW first showed the advert during
the commercial breaks of the
American football Super Bowl in

April 2011. There is usually a lot of
interest in the ads during these breaks,
and companies can pay $3 million for
a 30-second commercial. Later that
month, VW showed the new car to
the public at launch events in three
cities: first in Shanghai, then in
Berlin and New York.
















Excelsior

Chocolate Products

-

What are the best ways to
advertise a new chocolate bar?

Background

Excelsior Chocolate Products (ECP) is an international company based in Switzerland.
Itis planning to launch a high-quality dark chocolate bar early next year. The marketing
department is making some decisions now concerning the advertising and promotion
of the product.

The new chocolate bar

%) CD2.16 Listen to a conversation between Laurence and Tracy, two members of the
marketing department of ECP. They are talking about an advertising campaign by one
of their competitors, Palmer and Mason. Discuss these questions.

1 What do they like about their competitor’s advertising campaign?
2 What advantage does their competitor have when planning advertising campaigns?
3 How will this advantage affect their competitor’s campaign?

Look at the options below for the new chocolate bar.

e

'l"?' »

Casestudy |

Advertlsmg Mam outlets

media

» Billboards
» Magazines
and
newspapers

Target market

Selling prices
(standard bar)
« €2

+ €3

* €4 or more

Names Advertising agency

= High Life *Women
* Dreamland

» Fantastik

* Butler and Jones: one of the
biggest agencies in the industry

« Specialist
chocolate
stores

« People in the
middle-income
group

* Professional
people with high
incomes

* The 3T group: won an award last
year for the best magazine advert « Top
department

stores

* Internet
adverts

+ James Watson and Associates: a
new, very creative agency with

young staff * Supermarkets

Work in small groups. Look at the information and discuss how ECP needs to launch its new chocolate bar.

1 Discuss which option in each category is the 3 Present your ideas to the other groups.

best for the company.

Think of ideas for the following:

® agood slogan for the chocolate bar
‘The best for you’
a famous person to advertise the product
a film star, sports player, TV personality, efc.
a TV advert (for the UK, US, Australia)
a waiter bringing the chocolate bar to
custemers in a restavrant
special events advertising
the US ‘World Series’ baseball competition

Wntmg

the new chocolate bal,‘.Bescrrbe ytuur ; eas fo;:tt@ﬁlog@,

~—endor
Ry

Answer their questions.

Work as one group. Decide on the best

idea in each category for the launch.

Use language from the Useful language box
on page 80 if you agree, disagree

or want to make suggestions

to your colleagues.



‘Companies, like people, cannot be skilful at ever
Dorothy Leonard, US academic and business au

OVERVIEW

VOCABULARY

| Describing ;f
\ companies i
l

LISTENING . .
A favourite 1 THE FINESE
company BLOCKS &

LANGUAGE Focus 1

Present continuous

_\;.—w""'

READING

Gamesa
LANGUAGE FOCUS 2

|

}

|

|
Present simple or
present continuous

Kby P
Staringa
presentation
e sy
Presenting your i
company !

E Do this companies quiz. Discuss your answers with a partner. Then turn to
page 131 to check your answers.

Which company:

began in 1865 as a forestry and 5 employs more people than is not based in Seattle, Washington?
power business? any other company? a) Starbucks
a) Ericsson  b) Nokia ¢) Motorola a) Walmart b) Siemens b) Amazon

makes clothing, but is not American? ehGensralMators I Miesatk

a) Juicy Couture b) Diesel has the largest factory in produced the world’s best-selling

¢) Abercrombie and Fitch the world? car?

his its ead office i San Francisco? a)Boeing b) Ford ¢) Sony a)Ford b)Volkswagen c) Fiat

a) Levi-Strauss b) Nike ¢) Disney was started by Ray A. Kroc 10 is the most admired in the world?
in 19557 a) FedEx

a) Burger King b) Google

b) McDonald's c) Apple

buys more sugar than any other
company in the world?

a) Nestlé b) Coca-Cola ¢) Suchard ¢) Kentucky Fried Chicken

What famous companies come from your country? What do they do or make?
What’s special about them?















UNIT9 == COMPANIES

Complete this article with the present simple or the present continuous form
of the verbs in brackets.

............ ? (sell) freshly made sandwiches in busy city centres.
At the end of each day, the shops............ * (give) any unsold products to the
homeless. Currently, Pret............ *(do) very well in the south of England.

and another 10 in Hong Kong.

Pret’s international activities ............ 8 (grow) in importance. This month, as
part of the next stage of expansion, Pret............ ® (open) its first two shops in
Paris. At the same time, the marketing team............ 10 (work) with Lewis PR, a
global PR company, to improve the brand’s international image.

Work in pairs. Role-play this situation. Take it in turns to show each
other around your company. Say what happens in each area and what
is happening now.

Student A
- EBB Bank
Area 'Wha,ipappens_ What is happening now
main hall serve customers cashier / talk / to a customer

customer / change / dollars into

currency section  exchange foreign currency e

Assistant Manager arranges  Assistant Manager / talk /to a

loans section
loans for customers customer on the phone

This is the main hall. Manager [/ meet / an important

Manager’s office ~ Manager works

We serve customers here. client
At the moment, a cashier o Sy staff answer questions from  receptionist / listen / to a
is talking fo a customer. RERPHORgEs customers customer’s complaint
Student B
Goldcrest Hotel
Area What happens What is happening now
kitchen prepare and cook meals chefs / prepare / today’s lunch
restaurant serve breakfast, lunch and dinner  waiter / clear / the tables
. reception welcome guests, answer calls receptionist / talk / to a guest
This is the kitchen. : : sales assistant / help / a
We prepare and cook gift shop sell souvenirs B
meals here. At the
moment, the chefs are a bedroom guests stay maid / clean / the room

e ey - — -— == —— = e

preparing today’s lunch.
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How to make a good impression

You are beginning a training course on giving presentations. The trainer has provided a structure
for an introduction (see below). She asks you to introduce yourself and the company you work for.
You are all from different parts of the world and different industries.

#)) CD2.21 At the beginning of the course, the trainer gives a model presentation.
Listen, then answer these questions.

What is the aim of the presentation? 3 What are its turnover and profit?
2 Where is Fiestatime’s most important store? 4 What does the company plan to do next year?

o ety ar——yrer = - - == = T ¥ e e i

Structure for presentation

A Greeting D Facts and figures

® Your name ¢ Company products or services

e Your position * Important figures: number of employees, turnover, profits
B Topic * Your main competitors

e Subject/purpose of talk e Your duties
G Planoftalk E Future developments

* Sections/parts of talk e Your plans for next year

=TT e i G

Work in small groups. Read your 2 Prepare a short presentation about
company profile. yourself and the company you work for.

Student A Turv e paBe-195; It should last approximately one minute.

Student B: Turn to page 142. 3 Make your presentation to the other
Student C: Turn to page 143. members of your group. Try to answer
any questions they ask.

N ]

As a group, decide what you liked
about each presentation. Why was it
interesting?

Writing
You are a representative of your
company. Write a short profile of the
company for the company website.
Include some of the information from
your presentation.

&3 Writing file page 129




WORKING ACROSS CULTURES

3 Doing business internationall

@ Ameeting in France

What do you know about business in France?
In pairs, decide whether these statements are
true (T) or false (F).

1 Itis common for people to work for lots of different
companies in their career.

Business lunches are usually very short and focus
on work.

People’s educational background is very important.

Most major French companies have their
headquarters in Paris.

Appointments are not usually necessary and are
often made just a day in advance.

July and August is a common holiday period and not
the best time for arranging meetings.

1 ¢) cp2.22 Ryan Miller is a salesman for a medical equipment distributor in the
south of France. He is new to French culture and is now talking to the Head of
Sales, Sylvie Martin. Listen and answer these questions.

1 Where was the business meeting? 3 Where were the headquarters?
2 When was the business meeting? 4 Did Ryan go to a university?
2 4)cp2.22 Listen again and discuss what Ryan did not understand about French

culture. Use the answers from Exercise A to help you. If necessary, look at the
audio script on page 165.




WORKING ACROSS CULTURES »» DOING BUSINESS INTERNATIONALLY

@ Doing business in Russia

y

1 4) cp2.23-2.25 Listen to three people talking
about their business trips to Russia on a
business radio programme and answer these
questions.

1 Which cities did the people visit?
2 Which speaker had the most successful business trip?

3 Which speaker had the least successful business trip?

2 «) cp2.23-2.25 Listen again and take notes about
the key points in each extract.

3 Write a list of tips for someone going on a
business trip to Russia.

@ nacColombian home

Susan Forbes is a cultural-awareness consultant specialising
in Latin America. She is running a workshop on doing
business in Colombia. She talks about her first business trip
to Bogota, when she was invited to a Colombian home. Before
you listen, read these tips for doing business in Colombia.

1 Forsocial occasions, it is normal to arrive 30 minutes after the
invitation time,

2 When invited to a home for a meal, bring flowers, chocolates,
nuts or fruit. Wrapped gifts are opened in private. Do not
mention the gifts again.

3 Always allow the host to make the first toast.

4 Good topics for conversation are culture, soccer, history,
literature and coffee.

It is rude not to accept a cup of coffee at someone’s home.

QAW 1 «)cp2.26 Listen to Susan Forbes talking about her first business trip.
e Take notes on what she did well and what mistakes she made. The tips  mm—
above will help you.

S

2 In groups, discuss what Susan did well and what mistakes she made.

0 Work in groups. Think about the business
cultures of the three countries in this section:
France, Russia and Colombia.

1 Which of these countries would you like to visit?
Discuss your answers with other members of your
group and give reasons.

2 Choose one of the three countries. How does your
own business culture differ from the country you have
chosen? In what ways is it similar?

921



















Telephone messages

WRITING FILE

For a telephone message,

write down only the important
information. Use note form.
Make sure you write the correct
telephone number of the caller.
Include your name as well.

Product launch plans

- Telephone message

To: Danny Randall Name of caller: Brett Sinclair

Date: 7th April Time: 10.15 a.m.

Message: Meeﬁnﬂ place with Adriana changed from _
Grappa’s to Café Continental. Be there at9p.m. |

Action: Call back if problems on 01699 720 7743

Signed: Frank Churchill

A plan can be written in list form
with bullet points to make it
easy to follow.

Use headings to group your
ideas together.

Use will to say what your plans
for the future are.

Lists

Product launch - ‘Flashy’ trainers
Slogan
® The slogan for the product will be ‘Your feet will fly’.

Advertising

® We will have 30-second TV ads in prime-time slots, starting on 25th May.
® There will be large posters on city-centre billboards.

® We will book full-page ads in sports/health magazines.

Endorsement

* We will offer Matt Hawkins, world-class sprinter and holder of the current
world record, sponsorship in return for product endorsement.

Special events

® We will hold a champagne launch at the Olympic stadium (with the staff
all wearing ‘Flashy’ trainers).

® There will be a “Flashy’ tour bus to go round schools.

® We will organise a competition linked to the London Marathon, with pairs
of ‘Flashy’ trainers as prizes.

Make sure your list has a clear
title.

Give the points a number and a
deadline if possible.

Write your list with short notes,
not sentences.

Team-building activities for new project

By Done
1 Organise kick-off meeting and dinner in hotel 3/3 v
2 Weekend skiing trip 15/3 v
3 Two-day team-building seminar 2-3/4

4 Move team members to same office away
from headquarters 714

5 Every team member should have project team partner  7/4
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WRITING FILE

Action minutes

|
Subject: New office equipment
The headings should look like Date: 19th April 201-
this. Make sure you note who e Participants: JS, KG, EdeG, CBM, DG
o o Agenda item Decision | Reason Action
1 Change computer | Agreed | Present supplier | CBM to check
supplier too expensive | companies by 15/5
2 New chairs Agreed | Staff have back JS to buy by 15/5
Note each item, the decision, problems i
the reason and who has to take » | 3 Take out walls Not ' Difficult to work; | None
the next step. agreed | too much noise
| from colleagues
4 Install coffee bar | Agreed Improve DG to check costs
on 6th floor | communication by 15/5
: . > | and atmosphere ?
It is a good idea to give a ' -

deadline for each action item. T ———— —

Letters . ,é%m %

62 Wardour Street » London WC1

Start
When you know the name of Ms Jing Peng
the reader: 36 Hersham Road
Dear Mr/Mrs/Ms Peng glton-on—Thames
) urrey
When you don’t know the name KT13JR 3rd May 201—

of the reader:
Dear Sir/Madam

¢ Dear Ms Peng

Re: Job application

For a formal letter, it is a good
idea to put the topic of the

l—a H .
letter as a heading. We are pleased to inform you that you have been successful in

your application for the position of Secretary to the Managing
Director at Tilly's Trinkets.

| Use the pronoun we when As agreed in the interview, we would like you to start on
writing for your company. 1st October in our Wardour Street office. Your starting salary will
This is more formal than /. be £20,000 per annum. You can take 20 days’ annual leave.

Please sign and return a copy of the enclosed contract to
confirm acceptance of this offer. We look forward to hearing
End from you soon.

When you know the name of the -
reader: » Yours sincerely

Yours sincerely /, /Caf 2A 9,4/5,@’5

When you don’t know the name
of the reader: Karen Gilbert
Yours faithfully HR Manager

; - Enc. Contract
Sign the letter with your first Ce: Elaine de Groove

and second names above your ? Managing Director
typed name and position.

Common abbreviations

Re: regarding (about)

Enc. documents are enclosed with the letter

Cc: copies (the names of the people who receive a copy of the letter)




WRITING FILE

Short product descriptions

Short product descriptions are
often found in catalogues.

——e

Technical product descriptions
are normally written in bullet
points.

The text focuses on technical
details that are important for
the reader.

GVC home movie system
* Digital miniDV camcorder with nylon carrier and 60-minute cassette
* 6.4 cm LCD colour monitor

® 700x digital zoom and digital colour night scope for colour pictures in
the dark

* Long-play function and digital picture stabiliser

Product descriptions for
cosmetic products focus more
on colour, smell or taste, and
how you will feel when you use
the product.

Bianca toothpaste

Wake up with Bianca! Bianca toothpaste is made of a
refreshing mixture of peppermint and eucalyptus, leaving
your mouth clean, fresh and ready to start the day.

Short company profiles

Short company profiles
are often found in publicity
material.

They tell the customer what
your company does.

[

They should be short, easy to
read and interesting.

Make sure the customer can
see why your company is the
best for him/her.

Use bullet points to highlight
the main points.

Basle Banking Services

Our mission

Basle Banking Services (BBS) is the main provider of solutions in the market
for business-to-business financial services. We want to be the number-one
partner for your business.

QOur services
BBS offers a wide range of services, including sales and investment financing,
fund management and insurance.

Benefits for our customers
With our customers, we want to create growth. To do this, we:
* connect industry and technology know-how with the financial markets;

* offer new financial products and solutions, which we develop together with
our customers;

» give fast and friendly support.
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ER to be; a/an; wh- questions

to be
Form

+ I’'m (= am) a student.
He’s/She’s/It’s (= is) from Poland.
You're/We're/They're (= are) at work.

- I'm not (= am not) American.
He/She/lt isn’t (= is not) or here.
He’s/She’s/It’s not Chinese.
You/We/They aren’t (= are not) or lawyers.
You’re/We're/They're not

? Am | late?

Is he/she/it at the office?
Are you/we/they tired?
Questions with to be
* We put the form of the verb to be at the beginning.
Am | early? Is it here?
Is he a manager? Are you Spanish?
e We do not use the short form of the verb in answers.

Are you a consultant? Yes, lam. (NOT ¥es;+#m.)

Is she married? Yes, she is. (NOT ¥es;she’s.)

Are they OK? Yes, they are. (NOT Yes;theyre.)

a/an

1 a/an with singular nouns

* We use a before words beginning with a consonant sound (for example ¢, p, ¥, /).
acity a European a picture a problem a university

* We use an before words beginning with a vowel sound (for example a, e).
an address ananswer  anhour  aninterest an office

2 a/an with jobs
We use a/an with jobs.

He’s a designer.  (NOT He's-designer.)
She’s an architect. (NOT She's-architeet.)

3 We don’t use a/an with plural nouns.

wh- questions
What ’s your job?
are their names?
Who ’s your boss?
are they?
Where ’s my case?
the files?
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Present simple; adverbs and expressions of frequency

Present simple
Form
+ 1/You/We/They work.
He/She/It works.
- I/You/We/They don’t work.
He/She/It doesn’t work.
? Do |/you/we/they work?
Does he/she/it work?
Uses

We use the present simple:
* to talk about habits and work routines.

| get up early in the morning.
She works from home.
They go to work by train.

o to talk about facts and things that are generally true.
They have offices in Seoul.

It rains a lot in Manchester.
She earns a high salary.
e with verbs that describe permanent states.
| like meeting people.
She has three children.

I think he lives in a flat.
| know his boss very well.
* with adverbs and expressions of frequency.
She always wears blue.
He usually/generally takes work home at the weekend.
They often go home early on Fridays.
| sometimes play tennis with a colleague.
Do you ever go to the theatre?
| never go to the theatre.

Adverbs and expressions of frequency

1 Adverbs of frequency usually go before the main verb, but after the verb to be.
| sometimes make phone calls to the USA.
My boss is usually friendly.
We don’t generally stay up late.
2 For emphasis, usually, generally, often and sometimes can go at the beginning of a sentence.

Sometimes, | don’t like my job.
Generally, we take clients out to a good restaurant.

3 Expressions of frequency can go at the beginning or the end of a sentence, but not in the middle.

Once a year, we have a sales conference.

We have a sales conference once a year.

(NOT We-have-once-a-yeara-satesconference.)
Does he play golf every Saturday?

(NOT Boes-he-everySaturday-play-got?)



B Present simple: negatives and questions; have; some and any

Present simple: negatives and questions
Points to remember

1 In questions, the -5 is on the auxiliary verb, not the main verb.
Does he drink coffee? (NOT Bees-he-drinks—coffee?)
2 Wedo not use the full verb in a short answer.
‘Do you like meeting customers?’ ‘Yes, | do.” (NOT Yes;Hike.)
3 Spelling rules
» For he, she and it, we add -s with most verbs.

She comes from Brazil.
The job pays a good salary.

¢ When the verb ends with a consonant + y, the ending becomes -ies.

He often flies to Amsterdam.

e When the verb ends in -ch, -sh, -s, -ss, -x or -z, the ending becomes -es.
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He finishes every day at six.
She faxes the invoice to us.
have
Form
+ I/You/We/They have a German car.
He/She/lt has a CD player.
- 1/You/We/They haven’t (= have not) / don’t (= do not) have the time,
He/She/It hasn’t (= has not) / doesn’t (= does not) have a good printer.
? Do I/you/we/they have a ticket?
Does he/she/it have a reference number?
Uses
* We use have/has to indicate possession.
She has a fast car.

e We also use have/has to talk about plans.

1 have a meeting this Tuesday, but I'm free on Wednesday.
* In British English, we use have got in the same way.

He’s got a job interview next week.

Some and any

s Some and any are used with plural nouns when the quantity is not specified.

e |fthe sentence is positive, we use some.
There are some deliveries due in today.

* Ifthe sentence is negative, we use any.
There aren’t any deliveries due in today.

s |fthe sentence is a question, we use any.
Are there any deliveries due in today?
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can/can’t; there is [ there are

can/can’t

Form
+ 1/You/He/She/It/We/They can go.
- I/You/He/She/lt/We/They can’t (= cannot) go.
? Can I/you/he/she/it/we/they go?

Remember: can stays the same with he, she and it. (NOT He-eansgo.)

Short answers
Yes, you can.
No, | can’t.

Uses

We use can to talk about ability.
He can write computer programs.

She can fly a helicopter.
e We use can to ask for permission.
Can | make a phone call, please? Yes, go ahead.
Can we park in this space? Sorry, you can’t park here. It’s reserved.
* We use can to talk about what is possible.
Can you come next Thursday? Sorry, I'm-afraid | have another appointment.
Can we put another desk in here? No, the room’s too small.
¢ We do not use fo after can.
(NOT She-eanto-ride-amoterbike.)
there is / there are
Uses

We use there is (not) a + singular rioun to say that something exists or doesn’t exist.

There’s a coffee machine on the second floor.

There isn’t a swimming pool in this hotel.

With plural nouns, we use there are with some in positive statements, and
there are not with any in negative sentences.

There are some people in the room.
There aren’t any flights on Sundays.

We use is there [ are there + a/any to ask a question.

Is there a message for me?
Is there any baggage?
Are there any good nightclubs in the city?



B some/any; countable and uncountable nouns

some/any
Form
Plural countable nouns Uncountable nouns
+ We need some machines. We need some equipment.
- There aren’t any restaurants. There isn’t any food.
? Would you like some carrots? Would you like some spaghetti?
Do you have any coins? Do you have any money?
Uses
® We use some to make an offer when we think the answer will be ‘yes’.
Would you like some tea? Yes, | would.
Can | offer you some coffee? Yes, please.
* We use any to make an offer when we don’t know the answer.
Do you want any coffee? No, thank you.

Countable and uncountable nouns

1

Countable nouns include individual things, people and places and have a plural.

a computer some computers
a secretary two secretaries
a restaurant good restaurants

We do not use a/an with uncountable nouns. They do not have a plural.

It’s difficult to find good staff. (NOT a-goed-staff)
I don’t often use public transport. (NOT pubtic-transports)

many, much and a lot of

1

We can use many or a lot of in positive statements.

| have many English customers.
I’ve got a lot of English customers.
Many is more formal than a lot of.

We do not normally use much in positive statements.
They've got a lot of money. (NOT much-meney)
We use many with plural countable nouns in questions and negative sentences.

Do you have many visitors?
There aren’t many vegetarian restaurants.

We use much with uncountable nouns in questions and negative sentences.
Do you do much advertising?
I don’t have much time.

We use a lot of in positive and negative sentences and questions with both plural
countable and uncountable nouns.

| have a lot of baggage. I have a lot of bags.
We don’t have a lot of time. We don’t have a lot of books.
Do you have a lot of money? Do you have a lot of American clients?
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ﬂ Past simple; past time references

Past simple
Form

1 Regular verbs

Verb Ending Example

Ends in a consonant (e.g. work) +-ed | worked at home yesterday.
Ends in -e (e.g. decide) +-d He decided to take a taxi.
Ends in a consonant + y (e.g. study) change -y to -ied She studied law at university.
Ends with a consonant + vowel + double the final They stopped smoking two
consonant (e.g. stop) consonant + -ed years ago.

But if the final consonant is in an unstressed syllable, we do not double it (e.g. develop — developed;
market — marketed).

2 Irregular verbs
Many frequently used verbs are irregular.
buy-bought  cost - cost know — knew make — made
meet —met put —put send —sent write — wrote
(See the list of irregular verbs, page 157.)

Uses
We use the past simple to talk about a:
¢ completed single action in the past.

He met her at the sales conference.
We gave them a lot of money.

® past state that is now finished.

I lived in Italy in 1999.
We had an agent in Asia at that time.

® repeated action in the past.

We went to the beach every day.
| always wrote to him in English.

Past time references

1 We use the past simple with expressions that refer to a definite moment or period in the past.

+month in April
: + year in 2002
m + decade in the 1990s
+ century in the 20th century
on + day/date on Monday 2nd February

He first set up in business in 1999.
The 1960s were relatively prosperous.
We signed the contract on 3rd April 2003.

2 Other expressions

We had a meeting last Friday.
| visited the factory yesterday.
He left the firm five years ago. (= five years between now and the moment he left)
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| Past simple: negatives and questions; question forms

Past simple: negative statements
We use did not /didn’t + infinitive without to to make negative statements about the past.

Form
i =
I went by train. | didn’t go by train.
She saw you. She didn’t see you.
They had a very good time. They didn’t have a very good time.

Past simple: questions
We make questions about the past with did/didn’t + subject + infinitive without to.
Did you check the figures? Did they have a good time? Didn’t Paul tell you?

Question forms
Questions with fo be
To make questions with the verb to be, we put the subject after the verb.

Was he at the meeting?
Were there any messages for me?
Were they pleased?

Questions with a modal verb
To make questions with a modal verb, we put the subject after the verb.

Can | see you now?
Would you like a coffee?

Question words: what, where, when, why and how
We put question words at the beginning of the sentence before a form of do, be, a modal or an auxiliary.

Question word | Form of do, be, Subject
modal or auxiliary
| prepared some invoices. What did you do yesterday?
She went to Beijing, Where did she go?
They learned about it on Friday. When did they learn about it?
She needs a holiday. Why does she need a holiday?
She gets on very well with her How does she gef on with her
colleagues. colleagues?
It cost a lot of money. How much did the machine | cost?
| see my suppliers once a month. How often do you see your
suppliers?
I can do it next week. When can you do it?
He was happy. Why was he happy?

Be careful not to use two past forms in the same sentence.
Where did you stay? (NOT Where-dit-yotrstayed?)
Be careful with the word order. (NOT Where-did-stay-yett?)
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H Comparatives and superlatives; much / a lot, a little | a bit

Comparatives and superlatives
Form

Comparative adjectives are forms like older, more expensive.

Superlative adjectives are forms like the oldest, the most expensive.

For the majority of one-syllable adjectives, add -er, -est.

cheap — cheaper — the cheapest

For one-syllable adjectives ending in -, add -7, -st.

late — later — the latest

For short adjectives ending in one vowel + one consonant, double the consonant.

big — bigger > the biggest
hot — hotter — the hottest

BUT don’t double w.

new — newer — the newest

For adjectives ending in consonant + -y, change y to /.
easy — easier — the easiest

healthy — healthier - the healthiest

Some adjectives are irregular.

good — better — the best
bad — worse — the worst
far — further - the furthest (or far ~ farther — the farthest)

Uses

1

When we compare two things, we use the comparative + than.

France is bigger than Belgium.
| think a Porsche is less expensive than a Rolls Royce. (NOT that)

When we compare three or more things, we use the superlative.

December is the busiest month in all our stores.
Our products are not just good — they're the best in the world.

much | a lot, a little [ a bit

We can use a lot / a bit (especially in conversation) or much / a little (more formal) before comparatives.

For large differences, we use much / a lot.

We have a much lower margin on computers than on software.
Our new range is a lot more successful than the previous one.

For small differences, we use a little [ a bit.

This time he seemed a little more interested than last time.
Our prices are a bit higher than theirs.
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n Present continuous; present simple or present continuous

Present continuous
Form

+ I'm
He’s/She’s/it’s waiting.
You’re/We’re/They’re

= I’'m not
He/She/lt isn’t working.
You/We/They aren’t

? Am |
Is he/she/it coming?
Are you/we/they

Short answers

Yes, | am. No, I’'m not.
Yes, he/she/it is. No, he/she/it isn’t.
Yes, you/we/they are, No, you/we/they aren’t.

Spelling rules

Maost verbs add -ing.

She’s talking to a client.

For verbs ending in -e, take away e and add -ing.

He’s making some caoffee.

For verbs ending in consonant + vowel + consonant, double the final consonant and add -ing.

Is anyone sitting here?

But we do not double the final consonant if it is in an unstressed syllable (e.g. developing, marketing).

Uses

We use the present continuous:

to talk about actions in progress at the time of speaking.

I’'m using the photocopier at the moment.
Not now, I’'m talking to a customer.

for actions that are not necessarily in progress at the time of speaking, but have not finished.

I'm still writing that report.
We're trying to enter new markets.

for temporary situations.
We're staying at the Hilton for the next few days.

Present simple or present continuous

We use the present simple to describe permanent situations which will not change.
| work in Paris.

We also use the present simple to talk about habits.

| normally drive to work.

We use the present continuous to describe temporary situations — situations which happen
for a short time.

I'm walking to work this week.
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Talking about future plans; will

Forms

We can use the present continuous, going to and will to talk about the future.

+ I’'m
He's/She’s/It’s flying to New York on Friday.
You're/We’re/They’re
- I’'m not
He/She/Itisn’t planning any budget cuts this year.
You/We/They aren’t
? Am |
Is he/she/it organising the office party?
Are you/we/they
+ I'm
He’s/She’s/It’s going to be there tomarrow.
You're/We're/They're
- I'm not
He/She/lt isn’t going to do that tomorrow.
You/We/They aren’t
? Am |
Is he/she/it going to leave tomorrow?
Are you/we/they
3 I/You/He/She/It/We/They will try.
- I/You/He/She/It/We/They won’t (= will not) work.
? will I/you/he/she/it/we/they go?
Uses
1 We use the present continuous to talk about things we have already arranged for the future.
I’'m meeting Mr Righetti next Thursday.
We’re having a staff party on Friday evening.
2 Sometimes we can use either the present continuous or going to.
We’re having a staff party on Friday evening.
We’re going to have a staff party on Friday evening.
3 going to is more suitable for strong intentions and predictions.
I’m going to go to that meeting even if she doesn’t want me to.
We're certain the situation is going to get better.
It’s going to rain.
Compare: It’s raining. (now)
4 We use will to make:
s predictions about things we think are inevitable and will happen without any
arrangement or individual intention.
I think there will be an economic crisis soon.
In the next few years, everyone will be able to access the Internet with their mobile phone.
s offers.
Pll get Mr Schmidt a cup of coffee.
® promises.
Pl give her your regards if | see her.
P’ll have the report on your desk before Friday.
5 The opposite of will is will not or won't.

Don’t worry, | won’t forget.




should/shouldn’t; could/would

should/shouldn’t
Febom =
- 1/You/He/She/It/We/They should e
= |/You/He/She/lt/We/They shouldn’t (= should not)  go.
. Shoulﬂ_ I/you/he/she/it/we/they g0?
Short answers

Yes, !/you/he/she/rt/we/theyshou!d
No, f/you[he/she/;_t/we/thgy shouldn’t.

Uses

.

We use__!éh'auid tb.say-that we think something is the right thing to do.

- We should do more to protect the environment.

_ You should always prepare a presentation in advance.

We use shouldn’t to say something is not the right th:ng to do or to criticise.

She shouldn’t drive if she’s broken her glassas
He shouldn’t interrupt people all the time; rts rude.

- We use should to ask for or give advice.

‘Should | apo!agfse to him?"
‘Yes, | think you should.’

could/would

1

We use could and would to make requests.
Could/Would you open the door !_br.}ne, please?
We use would you like to make offers.

Would you like some coffee?
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Present perfect; past simple and present perfect

Form

We form the present perfect with have/has + the past participle of the verb.

We form the past participle of regular verbs by adding -ed (e.g. finished, tried, lived).
Many frequently used verbs have irregular past participles (e.g. been, gone, made, seen).
(See list of irregular verbs, page 157.)

+ I've/You’ve/We've/They’ve been there before.
He’s/She’s/It’s moved.
- I/You/We/They haven’t made an effort.
He/She/It hasn’t gone away.
? Have | /you/we/they had enough time?
Has he/she/it made a mistake?
Short answers
Yes, I/you/we/they have. No, I/you/we/they haven’t.
Yes, he/she/it has. No, he/she/it hasn’t.
Uses

We use the present perfect when we think about the past and present together.
In particular, we use this tense to talk about:

» actions that began in the past and continue in the present.
She’s worked here for years. (She still works here.)
¢ [ife experiences.

He’s had a number of jobs. He’s been a project manager, a financial analyst, and he’s started
his own internet business.

* the present result of a past action.

Past action Present result

completed the report yesterday | /'ve put it on her desk. | She’s reading it now.

advertising campaign last month | Sales have gone up. We're making more money.

Past simple or present perfect?
1 When we first give news, we often use the present perfect. When we give or ask for more details,
we often change to the past simple.

‘I’ve found your file.” ‘Oh great. Where did you find it?
John has gone to Tokyo. He left last night.

2 We use the past simple with expressions of finished time.

I met her last November.
I came here in 2001.

3 We use the present perfect with expressions of time that take us up to the present.

He’s been CEO since the beginning of last year. (He is still CEO.)
So far, we haven’t had any news.

4 \We do not use the present perfect with expressions of finished time.

(NOT t+havereceived-areply-yesterday.)



. Irregular verbs
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Verb Present Past tense | Past Verb Present Past tense | Past
participle participle participle participle

be being was been mean meaning meant meant
become becoming | became become meet meeting met met
begin beginning | began begun pay paying paid paid
break breaking broke broken put putting put put
bring bringing brought brought quit quitting quit quit
build building built built read reading read read
buy buying bought bought run running ran run
catch catching caught caught say saying said said
choose choosing chose chosen see seeing saw seen
come coming came come sell selling sold sold
cost costing cost cost send sending sent sent
cut cutting cut cut set setting set set
deal dealing dealt dealt shake shaking shook shaken
do doing did done show showing showed shown
draw drawing drew drawn shut shutting shut shut
drink drinking drank drunk sleep sleeping slept slept
drive driving drove driven speak speaking spoke spoken
eat eating ate eaten spell spelling spelled or | spelled or
fall falling fell fallen spet Spelt
find finding found found spend spending | spent shant
fly flying flow Hown steal stealing stole stolen
forget forgetting | forgot forgotten swim swimming | swam a il
get getting got got take taking took taken
give giving gave given teach teaching taught taught
g0 going it gone tell telling told told
grow growing grew grown think thinking thought thought
have having e ad under- under_— understood | understood
hear hearing heard heard Stand stan.dmg

wake waking waked or | woken
hold holding held held woke
know knowing knew known wear wearing wore worn
learn learning learned or | learned or win winning won won

learnt learnt = :

write writing wrote written
leave leaving left left
lose losing lost lost
make making made made
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