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Registration:

Taking Care of
Business

Getting Yourr Feet Wel..........c.ccccevveviinnnicennccccnnnncens

Registration and application forms are very common in schools or businesses.
Lisa is a new student and must complete the form below. Listen to Lisa give in-
formation about herself and then complete the form for her. Write the infor-
mation in the correct spaces on this form.

REGISTRATION INFORMATION
: L .+ family name first middle
Address. ; ;
street address
city state/country zZip code
Phone Number.
area code number
Sex F M Birthdate / /
month day year

You are going to take a two-week class for managers, and you have just arrived
at the school to begin the course. Listen as registration begins.

Good morning, everyone. My name is Edna Monroe, and I am in charge
of today’s registration. Before we begin, I have some instructions and an-
nouncements for you. Please listen carefully to them. Then I will try to clear
up any questions you may have.

To complete today’s registration, you will need to do two things. First,
you must see Mr. Bils at the desk in the front of the room and hand in all of
your papers. Please be sure to fill out these forms carefully. Then, you will see

1



GETTING THE PICTURE

Mrs. Wong at the computer so that you can take care of payment for the
course. Some of you have paid in advance. You must still see Mrs. Wong, so
that she can make sure your account is completely up-to-date. As a rule, we
prefer payment in cash or by personal check. Please speak to Mrs. Wong if you
have a question about this.

There is one change in the schedule for this afternoon. The 2:00 PM.
class will meet in Room 16, not in Room 10. I have written this information on
the blackboard behind me. Please make a note of this change.

Now, if you have completed all of your papers, please see Mr. Bils. You
may form a line at his desk. Does anyone have any questions?

Getting TNEe PECIUEEE@..........ccccoooiiiiinnennnesessesesssssssses

Where does this situation take place?

What should the people at this registration do first?

What should these people do next?

Is it necessary to see Mrs. Wong? Why or why not?

How should someone pay for this course? What kind of problem could a
person have with making a payment?

What is the schedule change for this afternoon?

Who should see Mr. Bils first?

S i L3 B0

e



LESSON 1 3

In each sentence below you will find one of the idioms in the registration
information Ms. Monroe gave above. You will also find a list of meanings
below. Look at how each idiom is used in the information above and in the
sentence in this exercise. Find the meaning that matches each idiom. Then try
to think of another meaning or synonym for as many of these idioms as

possible.
MEANINGS
«(be) responsible for «explain/fix (a problem) .give (to someone)
-give attention to «before -current/the latest
usually swrite down «complete (a form or other paper)

1. Please fill out this application to get your new credit card.

another meaning

2. As arule, Jeremy doesn’t eat cake or ice cream, but today he is having both.

another meaning
3. I'm going to the library to do my report. I need up-to-date information about this sub-
ject, and all my books at home are too old.

another meaning

4. If you have any questions, please see Gary. He’s in charge of this program and he has all
the answers.

another meaning

5. I’m sorry about the problem you had yesterday, sir. I’ll talk to the manager and see how
to clear up the mistake.

another meaning

6. Friday is the last day to hand in your reports to the boss; please be sure to finish them as

soon as possible.

another meaning
7. That telephone number has been changed. Please make a note of the new telephone
number: 457-1128.

another meaning
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8. Ipaid for my hotel room in advance, so now I'll just pay for the telephone calls I made.

another meaning —

9. My parents went to a restaurant for dinner tonight, so I have to take care of my little
brother.

another meaning _

Three of the idioms from this lesson can be expressed in two ways by changing
the position of the second word. Look at the following examples:

hand in something/hand something in
Examples: I’ll hand in the paper tomorrow.
I'll hand the paper in tomorrow.
I'll hand it in tomorrow.

clear up something/clear something up
Examples: He should clear up the problem as soon as possible.
He should clear the problem up as soon as possible.
He should clear it up as soon as possible.

fill out something/fill something out
Examples: You must fill out all of these papers immediately.
You must fill all of these papers out immediately.
You must fill them out immediately.

In the examples above, how does the position of the second word in the idiom
change? Does the meaning of the sentence change when this happens? There
are other two-word idioms in English that can be used this way. You will find
some of them in other lessons in this book.

In the last example for each idiom above, what kind of word do you find
between the two words of the idiom? Remember that when a pronoun (me/
you/it/her/him/us/them) is used with these idioms, it must go between the
two words. A pronoun cannot be placed after the second word of the idiom.

Examples: Correct: You must fill them out immediately.

(Incorrect: You must fill out them immediately.)

(a'(hing “n 0000000000000 000000000000000000000000000000000000000COC0CRCOCO0FOCD
(o810 FIND THE RESPONSE

Next to each number in the column on the left you will find the beginning of a
conversation. Next to each letter in the column on the right you will find some



LESSON 1

responses. Find the response on the right that fits each sentence or question
on the left. Choose the letter of the correct answer. Write the letter next to

the number on the left.

Should we make hotel reservations
in advance?

Are you sure this report is due next
week, and not this week?

It’s time to go now. Please give me
all of your papers.

Ms. Woo is going to be in charge of
your group’s project.

I thought you bought a new com-
puter. Where is it?

Class is over now. Do I have every-
one’s assignment?

I'm going out dancing with Carlos
tonight. He’s such a good dancer.
Did you see my friend Sue when you
returned the toaster yesterday?

As arule, I don’t like to stay out too
late on a weeknight.

LISTENING

Yes. I made a note of the date during
the last meeting.

Oh that’s great! I'd love to work with
her.

It’s back at the store. They are try-
ing to clear up a problem with it.
No. I haven’t handed mine in yet.
Can I bring it tomorrow?

I know. He always knows the most
up-to-date steps.

But today’s your birthday. We
should go out tonight to celebrate!
Yes, we have to. That’s a very popu-
lar place this time of year.

Yes, she took care of the problem.
Thanks for helping me with it.

I haven't filled out the last form yet.
May I give it to you later?

You are going to listen to several short conversations. After each one, you will
hear a question. Find the best answer for each question. Circle the letter of

yOUI‘ answer.
Part A
1.

the man
Mrs. Rubino

Ms. Winston

TP oOoP 0o

a very modern one
an old one

o TrE 0o

a used one that is on sale

She wants Andrea to go out with her.
She wants Andrea to take her child out.
She wants Andrea to watch her child.

He already gave the order to the cook.
The cook never changes an order.
He has already given the man his food.

He always lets his workers leave early.
He only lets his workers leave early to go to the airport.
He usually doesn’t let his workers leave early.
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Part B
1. a. She wants to hand in a problem.
b. She wants to clear up a problem.
c. She wants to fill out a problem.
2. a. She had to register as a rule.
b. She had to register up-to-date.
c. She had to register in advance.
3. a. She must fill out the paper.
b. She must hand in the paper.
c. She must clear up the paper.
4. a. He didn't fill out the papers for it.
b. He didn’t make a note of it.
c. He didn’t ask about it in advance.

Holding Yourm Owil...........ccccconviiinviiineiinnccecccnscennes

Below you will find two notices with blank spaces. Fill in each of the blanks
with one of the idioms below. You will not use all of the idioms, and you should
not use any idiom more than one time. More than one answer may be correct
for some of the blank spaces.

«in charge of «clear up «-in advance
«up-to-date «hand in «fill out
-make a note of .take care of -as a rule

COMPANY PICNIC NOTICE
This year’s company picnic will take place on Saturday, June 15 at Lake Murray

Park. Be sure to this date on your calendar. There will be

food, games, and lots of fun.

If you plan to attend this picnic, please . the attached paper to let
us know you are coming. You should this paper to the Personnel
Department by June 10. Tina Rodriguez is the food and

games. If you can help her, please talk tohar as soon as m’ble

See you at the picnic!




LESSON 1 7

1. A:
B:
2. A:
B:
3. A:
B:
4. A:
B:

CLASS CANCELLED
Date: Monday, January 11
Time: 9:00-10:00 A.M.

Instructions: The test onChaptcr 1 will be given on Wednesday. If you cannot take this

test,youmustspeaktothemsttuctor _________.Besureyouare

on all assignments. Call or see Ms. Piret in her office to any questions or

problems. She will be in her office on Tuesday from 1:00-3:00 P.M.

WHAT'S THE QUESTION?

Complete each conversation below by making a question that will fit the an-
swer given. Be sure to use the idiom given in parentheses in your question and
to change it to agree with the rest of the sentence if necessary.

__ ?
(in charge of)
I'm not sure. I think it’s Mr. Ross, but it might be Mrs. Johnston.
_P
(clear up)
It’s a pretty big problem. I hope we can solve it before next week.
?
(hand in)
I never accept late papers. Please have your work ready tomorrow.
?

(take care of)

Don’t worry. John will go to the store and buy all the food.
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?
(in advance)
Yes. If you pay now, it costs $10. If you buy it at the door, it will be $15.

— ___?

(up-to-date)
No, it isn’t. We moved last month; the new address is 15 Main Street.

?
(as a rule)
Yes. Usually I go to the fitness center at least three times a week.
- ?
(make a note of)
I sure can. Here’s an appointment card for your next visit to the doctor.

?

(fill out)

Yes, we need that information on all of those papers.

WIapplng .' up......‘.............0‘.0.0........00...0.0....00...0..

Your teacher will assign you a partner or group. Together you will choose one
of the situations below and create a conversation about it. Be sure to use as
many idioms from this lesson as possible in your dialogue. Be prepared to
share your work with the class.

SITUATIONS

1. You have had a charge card for the past five years and you have been an ex-
cellent customer. You always pay your bills on time. A few weeks ago, you
received a bill that said you were late for a payment. You called the com-
pany and were told it was a mistake. Today, you received another late bill
from this company. This bill also has an extra late charge. This means that



