T0 DO:
£l Samira Knan (community centre)

Check re:
- deadline — can they meet it?

- decorating?
- lighting?
- carpets?

~ action?

T
Tip | Dates

Dates are written differently in the
US and the UK. In British English
the day comes before the month. In
American English the month comes
before the day.

the tenth of May = 10/05 (British

._ ‘ I T English); 05/10 (American English)
\

ees several volunt
sk about the progress of the community centra PTO'equ |
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sation and makes notes on Jamie's ot b
d b
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ten to their conver

1 07b> Jamie Orte
calling Samira K
is working on. Lis

gain and complete these phr

over there?

2 07b Listena ases.
HoW —  — ——
Well, sofar — —————

Everythings — ———

Sowhats _— —————— the decorating?

Were . ——— the ceiling ...
Andwhere _  — ———— the lighting?

Weve .

So, the painting’s nearly done, ...

So it’s all going according
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3 Put the phrases from 2 into these categories.
a Asking for an update:
b Giving an update:
¢ Summarizing:
4 Work with a partner. Look at this schedule for an office move. Ask and
questions about the project using phrases from 2.
Example: A What's happening with the headed stationery?
B We've ordered it.

answer

ITICE ,;i[?‘--": PrOSre

Date finished

Task Deadline

Order headed stationery 10/05 09/05

Order new furniture 10/05 10/05

Send new address cards to clients ~ 11/05 To do

Issue staff with new badges 11/05 10/05

Pack up paperwork 15/05 ongoing

5 08D Listen to this meeting between Samira, Jamie, and team membe’™ " :
Bruno. Who agrees to

1 meet the carpet suppliers?
2 buy the paint?
3 paint the ceiling?
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K 1-10: A (allocating a task), O (offering / agre eingto o .
ark 1-10:

ain. M ), or S(summarizing).

;g to do a task
d mebody tO be here then to open up.
s0

you do it? ——

Can
Leave it wit
[ can go ther
Why don't 180 there no
1'd prefer not to if that’s OK.

I'll come with you, t
on with't

hme. ——
e this afternoon if yo

u want.

w? ———

hen.
he rest of this paint.

You can carry
y, | have an appointment.
paint ...
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I'm sorr
So, you two aré going to get the

go to Practice file 2 on page 104.
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¥) For more exercises,

7 Work witha partner. Some students are visiting your company and you need to:
pook a room for the talk (task 1), get n-ame badges (task 2), organize refreshments
(task 3). Have a conversation using this flow chart.

A AskBtodotask L.
B Agree, and ask A to do task 2.

A Decline and give a reason.
B Offer to do task 2.

A Offer to do task 3.
B Recap.

8 Work with a partner. Two project update meetings took place yesterday.
Student A, turn to File 03 on page 136. Student B, use the information below.

Student B: You went to the Project 2 meeting. Your partner went to the Project 1
meeting. Your partner will call you. Tell him / her about Project 2, then find out what
is happening with Project 1. These are the things you need to know.

Project | - ofganizing & +raining :
pfo_\ec-r 2 - (ais)
Childrens chac

cay for staff ng PR
- Verve for training session? el

- Hotel for trainecs? - Posters and leafiets -

Nt
-IOKmsF’Onsorednm_Pﬁ ng now

- Luncn? o
| need contact

- Tnformation pack for trainees? zounal about using municipal .

- Othec? har Y sale - al staff have recened a

- Need
eone o Ofsdr\jz_e_ collection boxes

Se— %
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Practically speaking | How to start and end phone calls

1 Complete phrases a-f below. Which ones can you use to

1 startacall? __ 2 endacall? —

?
e Whatcanl— for you!

a I'm returning your
. to ..
about / for /

b Thanks___ your help.

¢ ___'s(name) here.
d __ forcalling.

10

f I'm_——

3 fVO;k with a partner. Have three phone calls using phrases from 1.
Ou want to know the time of a meeting tomorrow.

* You Ry
want an expenses authorization form.

i i tes.
* Youare calling someone back with information about your holiday da

| can ... it you wan,
, Leave it with me,

- Declining to do someth
I'm sorry, | can'tw
I'm afraid 'm busy.
I'd prefer not to (if that's OK),

Summarizing

So, torecap ...

X is/am/ are going to ...

It's all going according to plan.
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1 Merging companies

; _ Work in small groups and
ents can be difficult : p
(;rrlg ft?:tr :;ght happen in the following areas.

t the roble
talk abou p ok

1 personal relationships and tea

9 working space '
3 old and new hierarchies

4 ways of doing things |
ckler Insurance Services.

meeting with Erica and Dieter,
scussing how to overcome feelings
tes on Erica’s notepad.

ance is merging with Bu

Quoteus managers, Carmen and Nikos, are I
their counterparts from Buckler. They are di
of suspicion between staff. Listen and make no

340> Quoteus Insur

_Nikos’s plan:
How it will work:
* Timeseale of the plan:
what he needs before he can launch it

What other way of breaking down barriers do they discuss?

4 34D Listen again and complete these phrases.

—
Tip | likely and pretty

These adjectives can mean
something different from what you
might immediately think. Likely
can mean probable.
Share prices are likely to g0
down after this disaster.
Pretty can mean reasonably.
I'm pretty sure that won't

happen.

50-

Ml

to be ready on schedule.
us?

1 We
2 Where does this
3 _ thenextfewweeks...

4 ... 1 to hold a series of small meetings.
5 How long will it to involve all the staff?
6 I to have seven or eight sessions.
7 What’s the on this?
8 __ theend of next month.
9 What'sthenext 7

10 Itis that ...

11 ... there'll be a few problems in the short

12 Butthe are ..,

13 .. .
there won't be too many personality clashes in the ————— rul.



into these categories.
sesfrom 41 -
g Put the phrzout a future hope, a plan, or expectations:
B< i d:
a Talk,1 gand talking about time n.eede "
b ASk%ng and talking about an actionneeded: ___
Asking
c

i to Practice file 8 on page 116,
ore exercises, go
) Form

. artner. Continue the meeting from 2. There are t
Work with ; Pics on the agenda — organization of ofi'jlce space
impoétal;trtmpental organigram. Student A, turn to File 19 g
new dep

he information below. Read your information before yo
use thel

WO other

and Creation of the

Page 139. Studeny B
u start, '

tB .
3“:1&:; creating the new departmental organigram (
0
hierarchy of the department). . e
This is a very sensitive subject because of the status of different job titleg in
companies.

diagram which shows the

different

Your plans are to . . .

o conduct individual interviews with key staff

+ prepare a draft document for discussion.

By the end of the month: have small working parties

In six weeks' time: have proposal for both Quoteus and Buckler
Intwo months’ time: make decision and inform staff

1 Your partner will describe his / her plans for the

2 Tell your partner what you are working on, how
your plans.

project he / she is working on.
you expect it to go, and describe

7 Think about the next twelve months at work.

Make short notes about your immediate plan
the class.

Look in your diaries if you want.
s and your long-term plans. Tell
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Practically speaking | How to encou rage people
1 35D Listen to five extracts from conversations. Which of the phrases a-e below
show the speaker is
1 very happy about something?
2 not Very sure about something?
a Well done!
b It's astart.

¢ Greatwork, everyone,
d That'g an excellent ideg.
€ That hag Potentia],

Work in Small groups, Yoy have two minutes to do one of the following.
[] .
Come up with an idea to improve something in your workplace.

™€ anew slogan for your company.

&sign 3 vig

LOOk at ey,
on them

ual diagram of your company’s activities and partners.

ent
5 . . s to comm
€ryone else’s Creations or listen to their ideas. Take turn

How long wil) it take tq T
hat's the timescale on this?
Asking about ;
Where does thi
What's the nex

mmediate action
S leave yg?

t step?

Time €xpressions

Over the next few weeks ...

By the end of the / next month ..,
By Tuesday ...

In the short / mediym { lon
In the long run ...

gterm ...
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Jnd recomiE |

y? By email? Comment forpg

doyou™ :on bOX? )
How doy o a suggestio” - suggestion box using phrases from the A
nts below IF we could always couldn’t we do |

comment form
_— —

| dorit want to complain about the new relaxation room - i
gxiremely comfortable and spacious. But ?
having some entertainment in thece? | read about employs |
2t Microsoft where they have a special room called an Ay |
Zone. They can play computer games, table football, or watth :
something like that?

11, A A —

e ——— e —

3 43D Anarchitect is making initial recommendations to a-facilities managei‘f:;
new office layout. They have looked at employee suggestions and s.tarte tom
up plans for it, They are discussing ideas for a creche and a relaxation ared.

and answer questions 1-2.
1 Why can they only choose one of the ideas?
2 Which one do they choose and why?

4 Choose the correct answer from the words in italics.
1 Well, it might prove difficult / difficulties to have both.
2 [ think we should consider have / having ...
3 Besides, [ have a few reserves / reservations about ...
4 You might be better / the best off without it ...
5 T'drather not have / having it.
6 I'd recommend to put / putting it here.

5 43D Listen again and tick () the responses you hear in the meeting:

1 Treallylikeit.
2 Goodidea._

3 Sorry, but I don’t think that would work. ____
4 I'mnotsure.

5 Great! ___
— 6 Exactly, ___
= )
S F . |
m D) For more exercises, go to Practice file 10 on page 120. ,j



hitect is redesigning your office space. Look at these

arc i i
ok with pa;tne;-n‘(\j“read about some advantages and disadvantages for each in
6 ¥ les ofOf ce
[WO Sty

u add any more?

Style B

Style A

friendly, easy to communicate  good for concentration, private

Advantages

noisy, harder for private not as social, old-fashioned

conversation

Disadvantages

7 Now prepare and give your recommendations for one of the office styles in 6 using
phrases from 4. Student A, promote style A. Student B, promote style B. Respond
to the recommendations you hear. Try to come to an agreement with your partner.

Example: A I'd recommend having an open-plan office because ...

B I think we should consider building closed offices because ...

8 Work in small groups. Imagine your company lets you have an Anarchy Zone — an
area to relax and forget about work for a few minutes — with four items in it.
1 Make suggestions for what you would put in your Anarchy Zone, For example, a TV,

computer games, books, etc. Give reasons for these suggestions. Respond to others’
ideas. Decide on four items you will have in the zone.

2 Present your final recommendations to the rest of the class.
3 Comment on the other groups’ recommendations.
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Practically speaking | How to link ideas
1 Reag sentences 1—
Word or phrase Jin

1 Tean't app) ; _
EXperier?sg for the job because it’s in Madrid. Besides, I don't have the right

2 We chose thig desi
3 Starting work at g,

5. Underline the two

reasons given in each sentence. What
ks the reasons?

gn because it’s very modern and on top of that, it’s cheaper.
§ Diike e y 00 a.m. means | avoid rush hour and also have longer evenings.

5 e i, new colleagues are very helpful, as well as being friendly.
iy Pany offerg flexitime, which creategs
. 1o that, we have increased productj
‘ Ok with 5

h Partner, i .
b abovl; Talk aboyt the topics below. Join the two reasons using the

0 i
Newlob; . Tant anew job becayse 1 dislike
Wney. caS'lke My current hogg 4 pay is
I Current car i ten years old

Oliday; very
Stugy Englisp. impzrtlmd *mo

a better working atmosphere, and in
vity.

my current boss and also, the pay is very low.
very low
+ it often breaks down
o days off work for a year
orwork + useful for holidays abroad

Key expressions

Suggesting

What / How about (+ -ing)?
Why don't we (+ verb)?
Maybe we should (+verb) . .

Maybe / Perhaps we could
(+ verb) ...

Couldn't we (+ verb) ...

Have you thought about (+-ing) ...
We could always (+ verb) ...

Recommending
| think we should consider

c
(+noun / -ing) ... 3,
We might be better off (+ -ing) .. 54
It's probably worth (+ -ing) ... B
It might prove (+ adjective) ... =
| have a few reservations about Q-El
(+ noun/-ing) ... 0,
I'd rather not (+ verb) ... =
I'd recommend (+ that / -ing) ... o
It would be better (+ infinitive) ... "
Responding
I really like it.

It's / That's a good idea.

Sorry, but | don’t think that would
work.

I'm not sure.

Great.

Exactly.

{
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