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How to use the
Getting Ahead Home
Study Book

The Getting Abead Home Study Book has

many activities for you to do at home. There

are:

® exercises to practise grammar and
vocabulary from the Learner’s Book

s extra listening, reading and writing tasks

* test units to help you check your progress

0= Key

Answers to most of the exercises are in the key
at the back of the book. Some exercises have no
key, so compare your answers with another
learner or ask your teacher to check them.

€3 Time

Each unit has three sections; you need about
twenty minutes to do a section or an hour for
each unit. It is a good idea to write your
answers in pencil. Then check them with the
key at the back of the book. And remember, it
is better to learn a little every day than a lot
just before your next lesson.

=0 You

In most units there are sentences for you to
complete about yourself. Try and do these, even
if you do not work and are still at school or
college. Learn your answers.

Listening

There are two types of listening tasks in the
Getting Ahead Home Study Book:

Listening

You listen to speakers in different business
situations and answer questions or take notes
on what they say. They talk at normal speed so
if you cannot understand something they say,
replay the tape or CD and listen again.

Listening and speaking

These tasks practise pronunciation. You listen
to different speakers and repeat what they say
and/or listen and reply.

There are complete tapescripts of all the
listening tasks in the key. You can use these to
check your answers or if you cannot
understand something.

'] Reference section

The main units finish with a reference section.
This tells you about the main grammar points
of that unit. There is also a list of the important
words and expressions from the unit. You can
write a translation in your language.

We wish you good luck and every success with
the Getting Ahead Home Study Book.

sk jmf Mactile
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Iintroductions and greetings

Vocahulary

Morning, afternoon or ¢vening? What do you say?
Yy

Language In use

Read these conversations and then complete with the correct forms of the verb to be: am,
are and is.Use short forms where possible, e.g. I'm, be’s.

1 A: Good morning. I'm...... (1) Juan da Silva. 4 A ... (8) you Mr Xian?
B: Pleased to meet you. My name ......... (2) B: No, l........ (9 Vs (10) Mr Fung. B
José Hierro. 5 Al... (11) your name Perroni?
2 A (3) you Ms Forgues? B: Yes, ........... (12). How do you do?
B: Yes, I........ (4). Please call me Maria. 6 A (13) Mike Watson and Melanie
3 A:Excuseme, ........ (5) your name Shepherd? Hawkes from Toronto?
B: No, it ........ 6).1t. ... (7) Fieldman. B: Yes, they ... ..... (14).
Vocabulary
Match the title to the person.
1 Ms (+ family name)~._ A man
2 Mr (+ family name) S B married woman
3 Miss (+ family name) “-.._  C unmarried woman

4 Mrs (+ family name) ~D married/lunmarried woman



1 Vocabulary

Look at the map and write the names of the numbered countries in the puzzle. Letters
in the names make the hidden word.
Hidden word ¥

1|BIRIA|Z| ¢ [L
2

3 (11 K

v b

~

Now complete this sentence with the
hidden word:

The VIP banking group has

....................... in these countries.

2 Language in use

Use these phrases to complete the two conversations.

A How are you? C Fine, thanks. E Are you Ms Pilarski?
B My name’s ... D How do you do? F Iworkin ...

HelloMr Svenson. It's good to see you again. Howareyou? (1)

( ________ . (2)And how are you @

Excuse me ( S)J

=) Now listen and check your answers.

3 =) Listening and speaking

Practis¢ introductions and greetings.

First, listen and repeat like this: Now listen and answer like this:
Voice: Pleased to meet you. Voice: Pleased to meet you,
You: (Beep) Pleased to meet you. You: (Beep) Pleased to meet you, too.



1

Language in use

Introduce the people in the boxes.

1 ..T.me..lﬁ,Mr._Tan..Ha'.s.fram.(;.hma..ﬁa.warka_ln‘:r‘.c.,P..ck=.ng.aff,!ae...,...\_._..,.4......,.,.._...__.‘._.,....,_........v e
2 I'dlike to introduce Mr.Kim,

Language in use

Read these conversations and then complete with suitable words.

A B

Warren: Hello Janette. it's ... ... (1) to Warren: Come and meet Jodi Peterson, my
see you again. How .................... (2) assistant, Jodi, ................... (7 is
you? Janette Dupont. She's over from

Janette: Not too bad. And you? Switzerland.

Warren: Fi.;we, thanks. I'd liketo ... .........(3) Jodi How .................. (8) you do, Ms
Paul Williams. Paul, this is Janette. She’s Dupont?

over from Switzerland.

Janette: How do you do?Please ... (9)

Paul:  Hello. Niceto........ ... (4)you. me Janette.
Janette: Nice to meet you, too. Jodi: And I'm Jodi. Where are you from in
Warren: How ... ... .. ... (5) some coffee? Switzerland?
Janette: Yes, please. Black with ...... UTT (6), Janette: Just outside Geneva.
please. Jodi: Is it your first visit to Sydney?
Paul: Same for me, too. Janette; Yes, it ... (10).
Vocabulary THE YEAR AHEAD | THE WEEK AHEAD _ JANUARY |
Fill in the missing months and days in the diary. | Dates tonote b e 5 SRR 5 e (a)17
.............................. (1) -
.. | PEBRUARY L e B) 18
Now complete these sentences with your own SEBRLSR (
; P 2) F
Dlopmaiiom T e—— 3) - WEDNESDAY 19
I have English classes on ..................... (day(s)). | .o @) - -
JUNE G e s ()20
My birthday isin ...............c........... (month). | jurLy —
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, (5) L e (DY 21
.............................. (6)
.............................. (T) op reevve U AE) 22
NOVEMBER
.............................. (8) e L (F) 23
i




Reference section

The verbh to be

Positive Negative
I 'm from Paris. I ’m not from Tokyo.
am am not
She s She isn’t
He is He ’s not
It It is not
You re You aren’t
We are We ’re not
They They are not
Question Short answer
Am I trom Athens? Yes, 1 am. No, 1 ‘m not.
am not.
| Is she
] he she | is. she isn’t.
| it he he ’s not.
it it is not.
Are you
we you | are. you aren’t.
: they we we ’re not.
' they they| are not.

My name’s Bob Brown.I’m from New York. o
Mw’t(m Berlin.they’re from Dumm-d 3
mYou‘hn Black? Yes I am.

Useful words and expressions

Your translation
branch (noun)

office (n.)

Excuse me.

How do you do?

I'm sorry.

Please call me ...

Pleased to meet you.

How are you2 e e 59 S 5 SRR R
Fine, thanks.
Not too bad.

I’d like to introduce ...

How about some coffee?




Occupations

Grammar
Fill the gaps with a or an.

1 ... accountant 3 .. . secretary - supervisor 7 agent
y— clerk 4 engineer 6 ... manager 8 ... inspector

2 Vocabulary

Look at the pictures and choose the correct job from the words in the box.

3 Listening
Listen and underline the number you hear.

1 12%/20% 3 13%/30% 5 50%/15%
2 2%/10% 4 80%/8% 6 66%/76%



1 Writing

These words begin with a capital letter.

Ms Gustafson, Mr Khartir, Mrs Iglesias, Dr Edwards
Toshiba, Coca Cola, Smith Exports Pty Ltd

Madison Avenue, Canterbury Street, World Trade Center
Monday, Tuesday, Wednesday

October, November, December

Mexico, Spain, Thailand

L= AR R N S

Which words above are:

A titles / people’s names? .......... D days? ..........
B countries? .......... E addresses? ..........
C months? .......... F company names? ..........

=) Listening

Listen and complete the address.

URGEN

“'m " iz i b e b a5 £ D e e 7
3 Language in use

Read these telephone conversations and then complete with suitable words.

A

Recept: Philips Exports. ... (1) morning.

Green: 1'dcomims . s (2)tospeak .................... (3) Mr Brown.
Recept: Who's ................oo (4), please?

Green: My name’s Joanne Green. I'm ... ..............., (5) Colour Print.
Recept: ..o (6) the line, please.

Green: Thank you.

B

Recept: Philips Exports. Good afternoon.

20T (- O ————— (7) is lan White.

Recept: oy (8), what's ................. (9) name, please?
White: White, lan White. Cani..................... (10) to Mrs Black, please?
Recept: Justa .................. (11).

White: ... (12).



1 Fﬂ Listening and speaking

Practise asking questions about people.
First, listen and repeat like this:

Voice: What’s his surname?
You: (Beep) What’s his surname?

Now listen and answer like this:
Voice: What’s his surname?
You: (Beep) His surname’s Sirotto.

Note: Use the information on this business card to help you answer the questions about Alex Sirotto.

ALEX STIROTTO
Product Manager

%

GIZMO GADGETS LTD

Praspect Place
Swindon

Tel: 0793 626315
Fax: 0793 626350

Erot oy

Pekis iy

R T T TR R RO e et o

2 Language in use and listening

Some information is missing from this woman'’s
business card, What questions can you ask to
find out more information about her?

1 .What's.her first name?

@ Now listen and fill in her business card.

Writing
Complete these sentences about yourself.

I work for

) e (2
Accountant
ne ()
Boston, Mass (4)
| Tel: . 5)
| Fax: ... . (6)
...................... (company)
............. (position).



Articles

an + vowel 3
€
i
o
u

a + consonant

Cardinal numbers

1 one 11 eleven
2 two 12 twelve
3 three 13 thirteen
4 four 14 fourteen
5 five 15 fifteen
6 six 16 sixteen
7 seven 17 seventeen
8 eight 18 eighteen
9 nine 19 nineteen
10 ten 20 twenty

Pronouns
Subject Object
I me
you you
she her
he him
it it
we us
they them

21
30
40
50
60
70
80
90
100
1000

Useful words and expressions

What do you do?

Who do you work for?

I'd like to speak to ...
Speaking.

Hold the line, please.
Who's speaking?

twenty-one
thirty

forty

fifty

SIXty

seventy

eighty

ninety

a/one hundred
a/one thousand

Your translation

List the jobs which are important to you and your work.

Possessive adjectives

my
your

her

his

1ts

our
their




Companies '

Vocabulary

Complete these sentences with the correct nationality.

1 LL:cky Goldstar is a ........Karzan....... company. 4 Volvo and Saabare ... companies.

2 BMWand VW are ........cccoovenee companies. 5 JALisa ... airline.

3 KEMisa ... airline. 6 AT&Tisan ..o, multinational company
Can you add some more nationalities to these groups?

-ese -ish -{ijan

Farkuguese........ Spavigh............ Rusgian............

(=} vocabulary and listening

Can you match the company headquarters to the places?

1 Coca Cola A Moscow

2 Bayer B lIvrea

3 Olivetti C Atdanta

4 Aeroflot D Leverkusen

Now listen and give the correct headquarters like this:

Voice: The headquarters of Coca Cola are in New York.
You: (Beepj No, they're not. They're in Atlanta.

Writing

A customer wants some information about your electronics company.
What can you tell them? Use the information in the box 1o help you,

.................................................................. company.
3 Our headqQuUAarters .....a....ccoocorioiiviiec i e
4 We have branches

This company is one of your competitors. What can you tell your
customers about them? Use the information in the box to help you.

AEROFLOT

Name: Higging Electronics
Nationality:  British
Headquarters: Glasgow
Branches: New York, London
and Frankfurt
Name: Total Electronice
Nationality: Taiwanese
Headquarters: Taipei
Branches: San Francisco,

London and Tokyo




Vocabulary

Service or manufacturing industries? Write [S] or [M].

1 {3] transport 4 [} clothing 7 [ ] banking

2 [M] vehicles S [ | aerospace 8 [ | chemicals
3 [ | insurance 6 [ | engineering 9 [ ]| tourism

Reading

Fill in this card with information on your own company or a company you know well.

INTERNATIONAL
BUSINESSWEEK
May 20, 199-

This card must be received by July 22, 199-

PLEASE PRINT

| JBusiness [ |Home Address......................................

Country ....... .
POSTRIIGOE .vccomsaresssmsmmosnssstessireatie s s ST S

Fax NUMDer ... . e

Please check one response for each following question.

1 What is your 's type of business?
MANUFACTURING

1[ ) Food/Drink/Tobacco 21 ] Textiles/Clothing 3 [ ] Engineering
4[ 1Chemicals 5[ ]Vvehicles 6{ | Other manufacturing -

please specity

SERVICES

1[ Jimport/Export 2( ] Hotels 3 ] Telecommunications

4[ ] Travel/Transport 5[ )Banking 6( |insurance 7 [ ) Accounting
8[ 1legal 9[ ] Other services —

please specify . . .

2 What is yowr titie?

A[ ]General Manager B[ | Division Manager C [ } Department Manager
O[ jOther Manager E[ |Student F[ ] Other -

3 How many are thire In your company werldwide?
10 JUnder 100 21{ 1100-939 3{ )1,000-2499 4[ ]2.500-4.959

5[ 15000-9,989,6( ] 10,000 or more

Grammar

Complete these questions with is, are, do or does.

1 American Express in the insurance business?
2 What ........ Fuji sell?

3 Seat and Skoda make cars?

4 . Pepsi and Coca Cola in the banking business?
5 What.......... IBM and Apple produce?

6 Toyota produce computers?

Now match the questions to these answers.

A Computers. 5.......
B Yes,itis. ..........

C No, it doesn’t. ..........
D Photographic equipment. ..........

E No, they aren’t. ........
F Yes, they do. ..........

Complete these sentences about your own company or a company you know well.

Twork for oo,

We'reinthe ... :
WerpEoduce « v mmrmeermrms

Out CUSEOMETS AFE: povsson s s
QUI COMPETITOLS BLE .ovvvvencevrieierierrien e rerrraeren e erreees
WE EXPOIL 1O ...cviiiiiieieiee et ens

.............. (company).
................. (business).

(companies).
(companies).
(countries).




1 Language in use

Match the questions to the answers.

1 Where are your headquarters? A Chips.

2 What’s your turnover? . B Worldwide.

3 Who are your competitors? " C Tokyo, Japan.
4 What do you produce? D IBM, Intcl.

5 Where do you export to? E 100,000.

6 How many people do you employ? F $18 billion.

2 = Reading and listening

Read this information on AFL. Then make questions to find out the missing information.

AFL

Salesof ... NG T p— (2) \
employees. Production and sales in over 200

companies around the world. That's AFL today. \
AFL tomorrow — we expect strong growth in our main '
businesses: ... and l
SRR PR (3). Wehave ... 4 ‘
subsidiaries inthe ........................ and in
......................... (5).

AFL today and tomorrow. In a position to solve
problems in food supply, environmental protection

and energy recovery.

?

[z=] Now listen to someone talking about AFL and fill in the missing information.



.1 e

Present simple tense
Positive Negative
1 make widgets. I don’t make | widgets.
You sell You do not sell
We export We export
They They
She makes She doesn’t
He sells He does not
It exports It
Question Short answer
Do I make | widgets? Yes, | 1 do. No, I don’t.
you sell : you you | do not.
we export we we
they they they
Does she she | does. she | doesn’t.
he he he |doesnot.
it it it
Useful words and expressions
Your translation Your translation
branch (n.) export {(verb)
COMPEItOr (ML) ..o, IMPOTt (Vo) e
CUSLOMET (M.} oo, make (v.) e
employee (M.} .o mManufacture (V.) ..o
headquarters (n.) ... Produce (V.) e
subsidiary (n.) sell (V) e,

List the industries and services that are important to you and your work.



