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Workbook Answer Key

Unit 1 Customers
Vocabulary
1T 2¢e 3a 4f 5g 6b 74d

2 1 d—slow 3 b—badly-dressed
2 c—unfriendly 4 a—unhelpful
3 1 Service 2 service

Language Practice
T 1¢e 2b 3¢ 4d 5a

2 1 indirect 3 direct 5 direct
2 direct 4 indirect
3 1 Howmuchisa glass of wine?
2 Can/Could you tell me when the check-out time is?
3 Where is the restaurant?
4 Could you tell me what the rate of exchange for

American dollars is?

Do you have a safe for my valuables?

6 Can/Could you tell me if the restaurant provides
children’s meals?

7 Is there a train station near here?

8 Can/Could you tell me if this is the way to the gym?

[2)]

Writing
1 Good morning, I'm Dr Hoffman. I'm the hotel doctor. How

can I help?

Can you tell me how to get to Buckingham Palace?

Can I have two beers and a Coca-Cola please?

Excuse me, do you speak Polish?

Is Christmas Day a Saturday this year?

Hello, is that the Hotel Europestar? Can I make a

reservation for next March?

I want to hire a car. Do you have a BMW?

When is the next train to Brussels?

9 There is a special day trip on the River Seine tomorrow.
Would you like to come?

10 Can you tell me if the restaurant serves Italian or French
food on Wednesday?

AW N

xR N

Business Communication

Would

Shall

Can

Would

Can

Shall, would

DWW N =

Unit 2 Companies

Vocabulary
1 1 True 3 False
2 True 4 False

2 1 manufacture 3 launch
2 preparation 4 expand

5§ operation
6 compete

3 1 manufacturer 3 expansion
2 operates 4 compete

5 preparations
6 launch

Language Practice

1 1 manufactures
2 launches
3 is expanding

4 owns
5 is looking

2 Maria and Isabella are marketing officers for Sony. They
design advertising campaigns. Today they are not
designing campaigns. They are meeting executives from
Japan and discussing company strategy.

Where is the new sales office and shop

What are they doing at the moment

Is the new computerised ordering system working
What does Phil Murphy need

When does Phil Murphy want someone to come to the
sales office in Manchester

hnoh W N

Writing
1 ... Mercedes Benz is an example of one which manufactures
high-quality cars.

2 ... Others do not.

3 ... The company also makes shirts and jackets.

4 ... It has restaurants all over the world.

5 ... Benetton is one of them.

6 ... They are found in all major capital cities.

Reading

1T 1f 2a 3d 4e 5¢c 66b

2 1 False 3 True 5 False
2 False 4 True

11



Unit 3 Travel

Vocabulary
1 1 is visiting 4 is holding
2 is planning 5 is running
3 booking 6 are throwing
2 1 swiss 5 Thai
2 France 6 China
3 Greek 7 German
4 Holland 8 Saudi Arabia
3 1 Chinese, Saudi
2 France, Holland
3 Greek, Dutch and German
4 Thailand and China
5 French
6 Swiss

Language Practice

1 1 are visiting 9 is not working
2 are arriving 10 is having
3 are giving 11 is meeting
4 is travelling 12 are attending
5 is visiting 13 are not leaving
6 is not accompanying 14 is returning
7 is staying 15 is not leaving
8 is interviewing

N
[y

When is he arriving in Barcelona

He is discussing the new hotel building project with
the local management

3 When is he visiting the building site

4 He is discussing the plan with local politicians

5 When is he leaving

N

Business Communication

1 1 How do you do?/Pleased to meet you.
2 My name’s/I’'m Philip.
3 Pleased to meet you.

Unit 4 Troubleshooting

Vocabulary

1 g 5 a

2 ¢ 6 e

3 f 7 d

4 b 8 h
Reading

1 True 4 True
2 True 5 False
3 False

12

Language Practice

1 1 EBP should use a troubleshooter.

EBP ought to change its plans.

Should Mark Green change the company?
EBP ought to be a strong company.

B W N

EBP ought to have a new strategy.

The company should not lose money.

Should they appoint management consultants?
Should he use the Progress Consulting Group?

B W N =

3 2e 3c 4a 5b 64d

4 2 EBP should not give only 10% discount. They should

give 20%.

3 EBP should not publish 200 different books. It costs
them a lot. They should focus on the best selling 100.

4 EBP should not focus their sales only on business
people. They should also sell to business students.

5 EBP should not only use traditional sales techniques.
They should set up a website for sales.

6 EBP should not only sell in Britain, France, Germany
and Spain. They should expand into Eastern European
markets.

Writing

1 They should/ought to read ‘Writing for Business—The
business person’s guide to good report writing’ in order to
learn how to write a report. :

2 He should/ought to read ‘Using a management consultant
to analyse your situation’ to find out.

3 She should/ought to read ‘Seven easy ways to be successful
at work’ so that she can be successful.

4 They should/ought to read ‘The Future is now!—Planning a
long-term strategy for your business’ in order that they can
make plans.

Unit 5 Company History
Vocabulary
1T 1e 2d 3a 4f 5b 6¢

2 1d 2c 3b 4a

Language Practice
1 /t/: increased, launched, focused, helped, introduced,
backed, watched, worked
/d/: arrived, travelled, prepared, offered, planned, tried
/1d/: expanded, completed, provided, reported, visited

2 1 took 6 throw 11 leave
2 make 7 met 12 held
3 bought 8 found 13 speak
4 give 9 sell 14 brought
5 ran 10 sent



3 1 makes 8 gave 15 found
2 sends 9 spoke 16 met
3 sent 10 enjoyed 17 were
4 went 11 go 18 threw
5 bought 12 meet 19 left
6 ran 13 don’t make
7 held 14 was
4 1 When did Karl Toosbuy set up ECCO
2 What did ECCO do in 1978
3 Where was ECCO’s first overseas factory
4 When did Vagn Therkel become Managing Director
5 Why did ECCO begin production in Thailand
Writing
1 1 Firstly 3 Then 5 Today
2 Secondly 4 Finally

2 1 First of all Eugene Schueller established L'Oréal in

1907. He sold hair dye to hairdressers.

2 Then in 1957 Eugene Schueller died. The new boss
Frangoise Dalle expanded into manufacturing.

3 After that in 1963 she launched the company on the
stock market.

4 Next in 1973 L'Oréal bought the chemicals company
Synthélabo.

5 Finally in 1988 the new boss Lindsay Owen-Jones
planned to double the size of the company.

6 Today L'Oréal is expanding.

Reading

The correct order is: ¢, ¢, d, a, f, b

Unit 6 Retailing
Vocabulary

1 1a 2c 3g 4d 5f 6b 7e
2 manufacturer’s
supermarket
consumers
mail-order catalogue
department store
Shopping Channel
Internet

NG W=

Language Practice One

1 Countable: barcode, manufacturer, counter, margin,

retail outlet, warehouse, department

Uncountable: competition, information, work, luggage,
transport, mineral water, packaging
2 1a 5a 9 the
20 6 the, the 10 a
3 the 7 a, the
4 the, the - 8 O

3 a the, the e the, the ia
b the f the j the
c the g the
da h the

2a 3h 4e 5b 6i 7c 8f 9d 10

Language Practice Two

1 1 where 4 where 7 which
2 which, where 5 which 8 who
3 who 6 where

2 1 On the second floor there is an electrical appliance

department which sells fridges, washing machines and
TVs.

2 In the children’s play area there are special members of
staff who look after the children.

3 Brin Bros is a big department store which has about
10,000 customers every day.

4 On the ground floor there is a cosmetics department
where customers can buy all the leading brands such
as L'Oréal.

L'Oréal, which

Virgin Atlantic, who
DHL, which

Sony, which
McDonald’s, which
Bic, which

The Financial Times, who
Benetton, who

Levi Strauss, where
Ford, which

11 Mercedes Benz, which

QO OV RONGN B WN-

—

Business Communication

1 The correct order is: b, d, a, e, ¢
2 The correct order is: b, e, ¢, f, a, d

Unit 7 Products

Vocabulary
1 1 manufacturer 7 worker
2 operator 8 troubleshooter
3 planner 9 reporter
4 programmer 10 wholesaler
5 visitor 11 advertiser
6 analyst

2 Fast moving consumer goods:
mineral water, sweets, tissues, cigarettes

Consumer durables:
stereo, microwave oven, telephone, fax machine

13
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Features:

Benefits:

It is the lightest off-road bike available in this
country; easier to stop—with its faster brakes;
stronger—with its new design; more comfortable—
with its new seat; more stylish—choose from

25 colours

It gives you all the high quality you expect from a
ZEPHYR bike; cheaper than you think

Language Practice One

1

b wWwN

7

large, round, glass, IKEA dining table

Correct.

pocket-sized, black, Japanese, steel CD player
beautiful, high, dark, French, wooden bookcase
stylish, 65cm, blue Off-Road Roughneck ZC7 bike
small, very bright green and yellow, woollen, Benetton
jumper

upright, yellow, Dyson vacuum cleaner

Language Practice Two

1

1

2

I think you should buy one at Benetton. They are
more stylish and warmer.

I think you should get Levis. They are more
fashionable and sexier.

I think we should buy a Dyson. They are more
efficient and more effective.

I think you should use DHL. They are faster and more
reliable.

I think she should read the Financial Times. It is more
accurate and better.

I think you should fly Virgin Atlantic. They are quicker
and more comfortable.

I think you should get Zephyr Cycles Roughneck ZC7.
They are stronger, more comfortable, more stylish and
cheaper.

Peter is buying a Zurich Financial Services Pension. It
isn’t as convenient as some other pensions, but he
thinks it is better.

Norbert is buying a Sony Stereo. It isn’t as loud as
some other stereos, but he thinks it is more stylish.
Anna is buying a Skoda car. It isn’t as luxurious as
some other cars, but she thinks it is more reliable.
Nicholas is buying a Dyson vacuum cleaner. It isn’t as
light as some other vacuum cleaners, but he thinks it
is more efficient.

Maria is buying a new EBP business book. It isn’t as
easy to understand as some other books, but she
thinks it is more useful.

Reading

1

2
3
4

14

True
True
False
False

9 True
10 False

False
False
False
False

0N W»

Writing
1 2n 5a 8 e
3d 6 g
4 f 7 b
2 2 All serious business people read the Financial Times

because it provides accurate and reliable information
about business./All serious business people read it
because the Financial Times provides accurate and
reliable information about business.

The company’s strategy was very unclear. As a result
the new Managing Director called in a firm of
troubleshooters.

The new parent company wanted to boost sales so
they opened a website.

The company wanted to cut production costs. They
therefore invested in new technology for the factory
which was cheaper.

The Roughneck ZC7 is cheaper and lighter than other
bikes so it is the most popular with customers.
Because e-commerce is becoming more popular, shops
are losing business./Shops are losing business because
e-commerce is becoming more popular.

There can be a big culture gap between people from
different countries. As a result it can be hard to do
business abroad.

Unit 8 People

Vocabulary
1 salary: tick Bruno
achievement: tick Michael
social interaction:  tick Charles
status: tick Patricia
2 1 higher productivity 3 job satisfaction
2 style of management 4 asset

Language Practice One

1 1
2
3

He is going to like the new manager.
She is not going to like her new job.
Are they going to Tokyo next month?

She is going to leave next week because of the
confrontational culture in her present job.

They are going to stay because of the job satisfaction
here.

I am not going to leave because of the social
interaction at my office.

She is not going to be happy because of the
competition at work.

They are going to be satisfied because of the flatter
organisation with their present employer.



Reading

T 1b 2¢c 3d 4a
2 1 False 2 False 3 True 4 False
Language Practice Two
1 1 will happen 5 will not be
2 will not like 6 will become
3 will help 7 will use
4 will mean 8 will not be able to
a True ¢ False e True
b False d False f True
2 1 He will not go to Hungary next month.
2 Correct
3 Will she meet the local workers when she comes here?
4 Correct
5 Correct
6 It will not be possible for us all to go on the trip.
Writing
1 Beatrice will like the location and the teamwork at Euro

Bank. However she won't like the salary and the business
travel.

Although Carmen will like the individual responsibility
and the location at London Bank, she won'’t like the
weekend working and the exams.

Denis will like the training and the exams at London Bank
but he won't like the location.

Jordi won't like the individual responsibility at NY Corp.
However he will like the salary and job security.

Although Henri will like the location and job security at
NY Corp, he won't like the individual responsibility.
Stefania will like living and travelling in Europe but she
won'’t like the lack of responsibility and low salary at Euro
Bank.

Although Juliet will like the training and the chance to get
more qualifications she won't like the individual
responsibility and lack of travelling at London Bank.
Daniel will like the responsibility and weekend work at NY
Corp. However he won't like living outside Europe and the
lack of travel.

Unit 9 Business Environment

Vocabulary
1 ane.llysis z-malyst anal;tical unanal;tical
empl(.)yment emplt-)yer emplsyed unempl(-)yed

unemplayment employge emplsyable unemplayable

Pt

economic
uneconomic
3 unemployment

4 employees
5 unemployable
6 analytical

N

1d
2 c
3f
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Reading

DN W N

In Liverpool and Lyons.

Eastern Europe.

Because of the state of the Western European economy.
No, they are not.

No, they don't.

Language Practice One

1 probably

2

3 might be

4 probably
5 may
6 probably

7 Perhaps
8 might be
9 may

Perhaps

Language Practice Two

1

are sold
is imported

1 makes 6
are made 7
are produced 8 is
are employed 9 needs

are supported 10 are manufactured

[YAC SNV )

Y

Clothes are made in Europe.

Good clothes are made by other companies in Asia.

3 Many changes to the business environment are caused
by new technology.

4 Before clothes leave the factory they are checked
carefully at quality control.

5 Lots of orders are taken through the company’s new

website.

N

Writing

1

2

In Eastern Europe the company will pay low taxes, and in
addition it will gain from good availability of labour.

In Western Europe the company pays high taxes, it
experiences poor availability of labour too.

In Eastern Europe the company will gain from good
availability of labour. It will also benefit from easy access to
raw materials.

In Western Europe the company pays high labour costs, it
suffers poor access to raw materials as well.

In Eastern Europe the company will achieve low labour
costs, and in addition it will gain easy access to raw
materials.

In Western Europe the company experiences a weak
economy. It also suffers poor access to raw materials.

In Eastern Europe the company will benefit from a strong
economy, it will find good availability of labour as well.
In Western Europe the company experiences a weak
economy, it suffers poor availability of labour too.
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Business Communication Language Practice One

1 b 2 T 1 is, will adopt
adopts, will pay
are, will support
support, will not be
are not, will fall
fall, will need

Unit 10 Finance
Vocabulary

Nk W N

Across: 3 rate 5 annual 7 offshore 8 results

Down: 1 fall 2 turnover 4 taxyear 5 account 2 2 What will happen if UCG adopts an ethical policy
6 profit 3 What will people do if they are concerned about the
environment
Language Practice One 4 What will happen if consumers support the campaign

5 What will happen if the Nimrod and Achilles brands
are not successful
6 What will happen if UCG’s profits fall

1T 1a 2b 3b 4a 5¢c 6a 7c

2 1a 2b 3a
Language Practice Two

3 2 thid 3 fifth .
Lan guage Practice Two verb + -ing: like, dislike, delay, finish,
include, practise, risk, suggest
1 arose 3 raise verb + to infinitive: arrange, decide, expect, help,
2 rose 4 rise manage, promise, plan, want
verb + infinitive without to: could, might, must, should
Writing
1 Rephrasing: ab,cf 2 1t proceed 9 to meet
Exemplifying: d, e g 2 to delay 10 realise
3 listen 11 to introduce
2 2f 3c 4g 5d 6a 7e 4"being 1% Daying
5 to avoid 13 losing
Business Communication 6 arguing 14 to change
) 7 to negotiate 15 to return
1T 1a 2d 3j 4e 5i 6b 7f 8¢ 8 arrange 16 charging
9h 10 g
Readin
2 1 'm certain/sure that 4 'm certain/sure that 9
2 'm certain/sure that 5 ’'m certain/sure 1 False 3 True 5 False
3 might/may 6 it’s likely that 2 False 4 False
Writing
Unit 11 Corporate Responsibility 1 Both AFG and Zephyr Cycles have good working
Vv bl conditions in Europe.
Ocabulary 2 Both UCG and International Fibres use child labour.
1 1c 2b 3d 4e 5a 3 Both Euro Bank and International Fibres have a poor
environmental record.
2 1 ethical 4 Both Zephyr Cycles and International Fibres pay on time.
2 environmental 5 Neither AFG nor Zephyr Cycles use child labour.
3 a powerful 6 Neither London Bank nor UCG have good working
b powerless conditions in Europe.
4 sceptical 7 Neither Euro Bank nor International Fibres have a good
environmental record.
3 1 ethical 3 powerless, powerful 8 Neither London Bank nor UCG pay on time.
p p pay

2 environment, environmental 4 sceptical
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