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1. buried himself in

2. is overjoyed

3. looked round for

4. to keep ... in high spirits
5. caught the sight of

6. Looking into his face

1. 1) does jogging

.2.



2) stayed up late

3)  istaking acourse
4) __ _ sends them flowers
5)

1) willdo__ isto____

2) does is to

3)  did_ = wasto_
4)  did___ _wasto_
5) do is to

\ W 1 # Ky

Listening; Meeting office staff

S=Sheila Polson H=Hilary Beacham A= Alice Everett
C= Christine Adams G= George Brown HW = Helen Wright

(In Sheila Polson’s office)

S:
H:
S:

»

Good morning Hilary. And how are you?

Very well, thank you. And you?

Yes, I'm fine. First of all, I think you should go around to
meet some of the staff you’ Il be working with. Let’s start from
your boss Alice Everett, the Marketing Manager. 1’ m sure you
remember her from the interview.

Oh, yes.

Now you’ll be working with her for the first few months.

Yes, 1 sce.



(In Alice Everett’s office)

A:
S:

Come n.

Good morning Alice. I’ m just showing Hilary around before
she starts working with you.

Good morning. Nice to see you again.

Nice to see you too.

And you start working with Alice from next week. In the sec-
ond part of this week George will be showing you how
everything is done so that you’ll know where you’ re around.
Fine, so I look forward to seeing you next week.

Yes, I'm looking forward to working with you, Miss Everett,
next week.

Let’s go to the General Office.

(In the General Office. )

S:

SEo

Lo

Good morning, all of you. Em, can I have a few minutes of
your time? I’ d like to introduce a new member of our staff.
First thing first. I'd like to introduce you to our Office Manag-
er. You’ll be spending today and tomorrow with her.

Pleased to meet you. My name is Christine Adams.

How do you do? I’'m Hilary Beacham.

How do you do?

Let me introduce you to . . ., Eh, Mr. Brown? This is Hilary.
How do you do? My name’s Beacham, Hilary Beacham.

Ah, George Brown.

George’ s Miss Everett’s Personal Assistant. Let’ s move on,
shall we? And Hilary, this is Helen Wright.

HW:. Hello, Hilary. How re you doing?

H:

Fine, thanks, Helen.

e 4 -



S:  You know each other, do you?
H. Yes, very well. Helen's one of my best friends.
S: Oh, I see.

3 SIESSIER Y

Practice:
1.

ITINERARY FOR JASON PARKER

Montreal — Ottawa — Regina — Montreal 3 —35 May 1996

Monday, 3 May

09:05 Leave Montreal Dorval Airport on AC Flight 167 to Otta-
wa.

09:38 Arrive Ottawa Airport. Jack Lewis will meet you. Reserva-
tion at Hilton Hotel.

10:30 Appointment with M. J. Young, Manager, Ottawa Branch
Office. :

12:00 Lunch with M. J. Young and Jack Lewis.

14:00 Conference with Sales Group, Ottawa Branch.

Tuesday, 4 May
07:30 Leave Ottawa Airport for Toronto on AC Flight 44.
11:07 Arrive Regina Airport. Pick up car from Avis at airport.
Reservation at Continental Hotel.
13:00 Appointment with T. Sarapa, Manager, Regina Branch in
« 5 .



his office.
18:30 Dinner with Mr. and Mrs. Sarapa at their home—101 40
Th. street.

Wednesday, 5 May

08:30—10:00 Manufacturing plant tour. R. Lavoie will meet you
at Gate 1 to conduct the tour.

11:55 Leave Regina Airport on AC Flight 132 for Toro-
nto. Leave Toronto on connecting AC Flight 528

for Montreal.

18:43 Arrive Montreal Dorval Airport.
2.
(1)
CARAVAB EXHIBITION
ITINERARY

Mr. C. K. Robinson’s visit on 28 October 1997

09:30 Depart Head Office by car.

11:00 Arrive at Exhibition Hall to meet Marketing Director (Mr.
J. Woods) at main entrance. Inspection of stand and talks
with Home Sales Manager and Representatives; Overseas
Sales Managers and Production Manager.

12:00 Short tour of remainder of exhibition, accompanied by
Marketing Director and Production Director.

13:00 Lunch with Marketing Director and Production Director.

14:30 Return to Exhibition Hall to meet the company’s main
home and overseas agents and customers.

16:00 Depart exhibition.



(2)
ITINERARY
Mr. J. Smith Washington's visit to Bristol

13— 15 June 1998

Monday 13 June

13:25 Taxi from office to New Street Station. Birming-
ham

14:05 depart New Street Station (Platform 7)

16:20 arrive Bristol Accommodation booked for one night at the
Grand Hotel, Broad Street.
Telephone 0272 21645
Dinner at Grand Hotel with Mr. J. Toland

Tuesday 14 June

10:00 Town Clerk’s Office, discussion about new factory
with the representatives of the Building Society.

11:30 Appointment with Mr. F. Squires, Manager,
Building Society, Telephone 0272 2187

14:00 Visit to Bristol Air Corporation Manufacture.

17:00 depart Grand Hotel. Mr. J. Toland will collect your lug-
gage and drive you to Trowbridge.
17:50 arrive Trowbridge.
Accommodation hooked at Grand Atlantic Hotel,
Beach Road.
19:30 Dinner at Grand Atlantic Hotel with Mr. & Mrs.
‘Partridge and Mr. J. Toland.



Wednesday 15 June
09:30 depart Trowbridge (Refreshments on train)
12:22 arrive New Street, Birmingham.
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1.

1. is expected 2. handled 3. is concerned with 4. have to
5. assoon as 6. turn away 7. delivered 8. at a glance

9. save spending 10. introduced

II1.

Refer to the text.

‘ Wr 71 # #y

Listening; Receiving visitors
J=John Brown H=Hilary

J:  Good morning.

H: Good morning.

My name’s John Brown. I’ ve an appointment with Miss
Everett at 11:00 o’ clock.

H: Yes, Mr. Brown. Miss Everett is expecting you. She’ll be

S

with you in a few minutes.
Fine.

H. Can I take your coat?

o

Bt
.

Yes, please. Here you are.

- 11
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