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Introduction

The TOEIC test

The TOEIC (Test of English for International Communication) test is an English
language proficiency test for non-native English speakers. More than 5,000
corporations and institutions in over 60 countries use the TOEIC test, with nearly
five million people registering to take it each year.

The TOEIC test measures the everyday listening and reading skills of people
working in an international workplace environment. The scores indicate how well
people can communicate in English with others in business, commerce, and
industry. The test does not require specialized knowledge or vocabulary beyond
that of a person who uses English in everyday work activities.

The TOEIC Listening and Reading test has recently been redesigned. Some question
types remain the same, while some have been replaced with authentic tasks that test
a broader range of sub-skills. The score scale and the range of difficulty tested have
not changed so scores on both forms of the test are comparable. The redesigned test
provides useful information for test takers, allowing them to make informed decisions
regarding job recruitment, placement, and further training.

Test format

The material in this book reflects the changes made to the TOEIC Listening and
Reading test in 2006. The overall timing and number of test parts and questions
remain the same but some significant changes have been made to the individual
parts of the test. The table below outlines the major changes in the test.

Listening Comprehension (45 minutes) 100 items

Part | TOEIC New TOEIC

1 Photographs (20 questions) Photographs (10 questions)

2 Question-Response (30 questions) Question-Response (30 questions)
Short Conversations (30 questions) | Conversations (30 questions)

3 30 conversations with 1 question 10 conversations with 3 questions
each each

: Talks (30 questions)
4 Short Talks (20 questions) 10 talks with 3 questions each




Reading Comprehension {75 minutes) 100 itemns
Part | TOEIC New TOEIC
5 Incomplete Sentences (40 questions) | Incomplete Sentences (40 questions)
(] Error Recognition (20 questions) Text Completion (12 questions)
7 Reading Comprehension (40 Reading Comprehension (48

questions) questions)

@ Single passages: 28 questions
7-10 reading texts with
2-5 questions each

® Double passages: 20 questions
4 pairs of reading texts with
5 guestions per pair

TOEIC test preparation

Learners who are preparing to take any of the TOEIC test components (Listening and
Reading, Speaking, or Writing) generally do best when they are familiar with the test
format. A thorough understanding of test directions and task requirements allows
the test taker to focus fully on demonstrating his or her language proficiency.
Because the TOEIC test is a proficiency test that assesses a wide range of language,
test takers who have become familiar with the TOEIC test format should concentrate
on improving their overall language skills.

Tactics for TOEIC Listening and Reading Test

About this course

Tactics for TOEIC® Listening and Reading Test is designed specifically to develop the
test-taking and language skills that you will need to do well on the Listening and
Reading test. It is endorsed by Educational Testing Service (ETS) and contains
authentic ETS test questions.

Student’s Book

The Student’s Book is divided into four cycles of seven units. Each unit covers one
part of the test and follows a clear and consistent format. The main sections of
each unit and the key test-taking and linguistic skills it develops are listed below:

A Focus (25-40 minutes)

This section provides input on language and test-taking skills that will help you
when you take the TOEIC test. It features a number of “Test tips” that provide
important information on the conventions of the test and advice on how to
approach them. Three activities in this section exemplify and give direct practice
of the key points covered:

1. Language building These activities aim to build
vocabulary and grammatical knowledge that is
relevant to the section and to the test as a whole.

e Improve vocabulary and
grammar

e Develop understanding of
language in use



2. Test tactic These activities relate directly to one or more of the
unit's “Test tips" and give immediate practice and reinforcement of
test-taking skills, such as time management and dealing with the
listening tasks more efficiently and effectively.

(Note: Part 7 features an additional Test tactic instead of a Language
building activity.)

3. Tactic practice These activities focus directly on the Test tactic and/or
Language building tasks covered in the unit. They aim to further
contextualize and reinforce the tactics introduced in the unit.

Understanding natural English

This feature, which appears just before the mini-tests, focuses on two
important challenges learners face in the Listening part of the test.
Firstly, it aims to draw attention to one of the main factors that
prevents learners from understanding spoken English - the fact that
some sounds change or are dropped altogether, and that some words
can sound completely different to how they are spelled. These short
gap-fill listening activities exemplify and explain these differences.
Secondly, the new TOEIC test features speakers from the United States,
Canada, Britain and Australia. To help learners become familiar with
these accents, each of the sentences in this section will be spoken by
speakers from three different countries.

B Mini-test (10-20 minutes)

The mini-tests provide practice of each part of the test under timed
conditions similar to those on the TOEIC test. They also help to
reinforce the language and test-taking skills covered in the unit.
Roughly half of the questions will focus on the tactics covered in the
unit, while the rest are a random selection of question types
appropriate to the test part. The tapescripts and explanatory answers
in the Tapescripts and Answer Key booklet allow learners to analyze
correct and incorrect answer choices.

C Learn by doing/Grammar practice/Vocabulary practice/
Reading in action

e Learn how to manage your
time carefully

® Process information more
efficiently

e Become aware of the sound
changes that occur in
spoken English

e Become familiar with the
different native-speaker
accents used in the Listening
test

The mini-tests help learners to:

o become more familiar with
the test format, instructions
and question types

e practice under test conditions

® reinforce language skills and
test tactics

In different parts of the course the name and form of this section varies slightly, but the
overall purpose is the same - to extend language learning beyond the test context and
show how it can be applied in different contexts and/or used in the real world. This
makes the language more memorable and gives a broader understanding of how it is
actually used. The communicative activities included in this section are often
accompanied by "Activity files” at the back of the book which provide additional

language and information needed to complete the task.

Learn by doing (20-30 minutes): Listening
Parts 1-4

These activities aim to provide further practice which is relevant to the test part and the
focus of the unit. They encourage the learner to become more familiar with the
language through a variety of communicative oral tasks, including pair conversations,

role plays, short presentations, and communicative games.
Grammar/Vocabulary practice (10-15 minutes): Reading Parts 5 and 6

These activities aim to reinforce and recycle the grammar or vocabulary point covered

in the unit, including for example, phrasal verbs, adjectives, adverbs, etc.



Reading in action (20-30 minutes): Reading Part 7

These activities aim to reinforce the reading tasks found in Part 7 of the test (dealing
with forms, letters, e-mails, etc.). They go a step further by including a task in which
the information gained is used to create a response, for example completing a letter or
orally checking a schedule, etc.

D Further practice (Homework for Parts 1-4) _
These activities provide additional focused practice. They typically ~ ® Develop understanding of

involve the learner in writing test questions or texts similar to the |a".t'?ldu39¢ II: use 4
ones found in the test, using English-language newspapers, e Build voca ”I“W;? grammar
magazines, or their own ideas. e Extend reading skills

Word lists and Quizzes

Building an extensive vocabulary is an important way to improve your language skills. To
help you accomplish this, the most challenging vocabulary from each unit is listed,
defined, and exemplified at the back of the book. These words are organized by unit to
allow for easy reference after class; or they may be used to prepare for a lesson. To help
learners understand and remember the vocabulary, the word list for each unit includes
one or two quizzes for further practice. All the words from the word list are also
included in an alphabetical list at the back of the book, for easy access at any time.

TOEIC practice tests

Two complete practice tests are included in the pack. Each test contains authentic ETS
test questions, and includes a tapescript and an explanatory key. There is also a score
conversion table to allow test takers to get an estimated TOEIC test score.

The practice tests can be used as pre- and post-tests for the course. Alternatively,
individual test parts or blocks of questions can be used as additional practice material
during the course.

Tapescripts and answer key
Tapescripts and an explanatory answer key for Units 1-28 are provided in a separate
booklet.

How to use this book

The text was specifically written to suit a variety of course lengths and styles. Two
possible approaches to using the material are suggested below:

Approach 1: Fixed courses

e For fixed courses of 40 to 45 hours in length, go through each cycle, Units 1-7, Units
8-14, Units 15-21, and Units 22-28, in the order presented.

e For courses of less than 30 hours, do the units which focus on the Listening test (Units
1-4, Units 8-11, Units 15-18, Units 22-25) and the units which focus on Reading Part
7 of the test (Units 7, 14, 21, 28) in class, and assign the units which deal with
Reading Parts 5 and 6 of the test (Units 5-6, Units 12-13, Units 19-20, Units 26-27)
for homework.

® For courses of less than 20 hours, follow the procedure for courses of less than 30
hours, but do only section A (Language building) and section B (Mini-test) of the
units assigned for class work.

Approach 2: Short/Flexible courses

For a very short or flexible course of study or if you wish to practice only specific parts of
the test, it is recommended that teachers do all the relevant test parts in the first cycle of
units before moving on to the next cycle. The reason for this is that the tactics and
language focus of the earlier units tend to be more general and are applicable across
test parts.



TOEIC test general strategies

This course has been designed to provide you with
specific strategies to help you deal with each part of
the test. In addition, there are some more general
strategies that will help you prepare for and take
the test.

Overall test strategies

Plan your time carefully

Make sure you allow enough time to attempt all the
questions. Don’t spend too much time on any one
question. Work quickly and if you do not know the
answer to a question, come back to it later,

Don’t leave any questions unanswered — make your
“best guess”

If you aren't sure of the correct answer, eliminate any
answers you think are wrong, then choose the answer
that looks best from the remaining choices. Wrong
answers are not penalized, and even a blind guess gives
you a 25-33% chance of getting the right answer. If you
can eliminate even one wrong answer, your chance of
success increases significantly.

Don’t spend too much time on the instructions for
each part of the test

Become familiar with the test format. Knowing what
to expect before you take the test will allow you to
spend more time on the questions themselves.

Use the order of the questions as a guide

Except for questions dealing with the general
situation or the main idea, the answers in the reading
or listening test will often be presented in the same
order as the questions. This means the answer to the
first question may appear early in the passage, the
second question will come after that, and so on.

Become aware of the features that can make
incorrect answer choices attractive

Being aware of the forms that some incorrect
answer choices take can help you choose the right
answer.

Listening strategies

Answer the questions as quickly as you can
Mark the answers as soon as you are sure, and then
begin to focus on the next questions.

Prepare for the next question

Before each question is played, preview the answer
choices or picture, and try to predict as much as you
can about what you are going to hear and what you
need to listen for. The more you can predict, the
easier the task will be. This applies to all listening
parts of the test, except for Part 2. (Approaches to

8

Part 2 are covered in more detail in the relevant
units.)

Reading strategies

Check the time regularly

Time management is an important part of doing the
reading test and you need to monitor exactly how
much time you spend on each section to make sure
you don’t run out of time. You should spend no
more than about 60-90 seconds on each Part 7
guestion and no more than about 30-45 seconds on
each Part 5 and 6 question. This will allow you some
time to check your answers at the end.

Read the questions first
In Part 7 move immediately to the questions and
focus on what you need to answer.

Answer the easy questions first

You do not have to answer the questions in the order
they appear in the test so answer the easy questions
first, then come back later and answer the remaining
questions (or make your best guess at them).

Study strategies

Build your vocabulary

This is an important factor in doing well on the

TOEIC test. To help you build and improve your

vocabulary, here are some suggestions:

« keep a vocabulary notebook of all the new words
you come across, including the sentence you see
them in

» study the word lists in this book and do the
quizzes

« read, read, read!

Study outside of class

Making big improvements on the TOEIC test requires
you to significantly improve your knowledge of
English. To do this in a reasonable amount of time
you must be prepared to follow up on your class
lessons with additional study at home. At the end of
each unit there is a “Further Study"” section that
gives tips to help you expand and reinforce what
you learned in class.

Learn to use English

The TOEIC test measures your ability to understand
English as it is used in everyday work and life
situations. The more capable and comfortable you
are in using natural English, both spoken and written,
the better you will do on the TOEIC test. Make an
effort to use English to communicate as much as you
can and your score will improve much faster than if
you just study test items, grammar, and vocabulary.



Listening Test

L Hun

Part 1 Photographs
0 Focus: Using the photo to predict what you will hear
As soon as this section starts, pick out the main theme of the first photograph and start
to predict the type of statements you may hear.
Testtip 1 Language building: Brainstorm vocabulary for the focus
Focus on nouns and . .
ke Match the nouns and verbs with pictures 1-3. You can use them more than once.
Most distractors in
the TOEIC test Part Nouns Verbs
1 involva the wrong people briefcase meal eat sit type
noun or verb.

Brainstorm nouns screen family keyboard hold look discuss

and verbs related to

the picture before 1
you listen, Focus on Nouns veroa
them while listening.
2 Nouns Verbs
3 Nouns Verbs

Follow up: Add at least two more nouns and verbs to each picture, then compare your
lists with a partner.

Unit 1| Listening Test Part 1 9



i :‘11 .: % *]]3 .......
Scan the
instructions quickly
1o make sure you
understand what is
reguired,

Test tip

Predict the
statement type
Most statements are
about:

a) The activity,

e.g The man is
writing an email.

b) The general
situation, e.g. The
meal is ready.

¢) Spatial
relationships (e.g.
next to, near, across
from, etc.)

Tactics
checklist

1 Brainstorm
possible
nouns/verbs,

4 Predict possible
statements.

Understanding
natural English

In natural spoken
English, sounds are
sometimes changed,
combined and
dropped. Listen to
these sentences
spoken naturally
and write in the
missing words.,

The e discussing
something.
The.......... &t the
table.

2 Test tactic: Predict possible statements before you listen

Read the information in the box below. Then using the words from Activity 1, write two
sentences about each of the pictures 1-3. Read your sentences to your partner,

Many statements in Part 1 will take one of the following forms.

1. The {(man/woman/people/thing) is / are doing (something).
e.g. The man is working on the computer,

2. The (man/woman/people/thing) has / Is / are (something/ somewhere),
e.g. The man has a briefcase.
The family are at the table.

¢ b Follow up: Listen to the correct answer choice for each picture. After each listening
discuss with your partner how close your predictions were.,

3 Tactic practice ¢ »

For each picture 1-4, you will have two minutes to brainstorm vocabulary and predict
possible statements about them with your partner,

Then you will hear the correct statement for each picture. After each one, pause the
audio and discuss with your partner how close your predictions were.

1 \-\ ) 2

ﬂ Understanding natural English

10 Unit 1| Listening Test Part 1



Mini-test ¢ %

Now practice what you have learnt at the actual test speed with questions 1-8.

Use any time available to skim the first pictures before the listening starts. After
that you will have exactly 5 seconds between each question to mark your answer
and focus on the next picture.

5

1 @®®00 5 ®@®® ©0O
2 ®®00 6 @B® OO
3 @BOO 7T @B®O0O
4 ®®@0C0 8 AB OO

Unit 1| Listening Test Part 1 1



0 Learn by doing: Writing stories

A Choose one of the pictures below, brainstorm vocabulary and write a
three-sentence story about it. Look at the examples in the box first, Which picture
do they describe?

Vocabulary (nouns and verbs) Sentences

table point They are sitting at the table,

computer discuss They are looking at the woman.,
document sit The woman is pointing at the whiteboard.
presentation look at

B Read one of your sentences to your partner. Your partner must guess which
picture you chose.

Follow up: Re-write the three sentences you wrote in A above. Change one word (noun
or verb) in two of the sentences so that they are wrong. Read the three sentences to
a different partner and ask them to choose the correct sentence.

() Further study

Find an interesting picture and write three sentences about it. Change one word (noun
or verb) in two of the sentences to test on your classmates in the next lesson.

Go to word list and quiz page 170.

12 Unit 1| Listening Test Part 1



2

Testtip
Answers in the
TOEIC test do not
always answer the
guestion directly
Listen for answers
with related details or
explanations.

Testtip

Often the question
and answer will be
different tenses

Don't expect the
tense always to be the
same, e.g. the answer
to a future or present
question may explain
something in the past.

The focus in Part 2
is on meaning

Listen for key words
{nouns/verbs/
question words) to
help you avoid
distractors and find
the correct answer
choice,

Watch out fol
common distractors
Being familiar with
the ways incorrect
answer choices may
distract you can
help you o make a
good choice,

Listening Test

1

Question-Response

Focus: Thinking about the meaning of factual questions

Think carefully about what the question is actually asking for. Some answers may
closely relate to the topic in the question, but not answer it directly.

Language building: Focus on meaning in Wh- questions
Match each question 1-3 with two answers from a—f.

| heard Miller was chosen.

| always go to my brother's house.
Mary gave me a lift,

They haven't decided yet.

Oh, | didn't. My trip was put off until
next week.

f Actually, | don't have any plans.

1. What are you deing on Sunday?

2. Who is going to represent them at
the meeting?

o o O o o

3. How did you get to the airport?

Follow up: Write two more answers for each question. Read them to your partner and
ask them which question 1-3 they are the answer to.

2 Test tactic: Focus on the key words and avoid common

distractors

ﬁ Focus on the key words

Listen to sentence 1 and write number 1 next to three key words or phrases as you
hear them. Compare your words with your partner's, and then make an appropriate
answer for the question.

get ...
improve ......

company ......
class ......

last birthday ......
TOEIC score ......

MNow do the same for the next two sentences.

Avoid common distractars

A Read the information in the box carefully. It shows examples of the ways in which
the choices on the test may be incorrect.

A. Same word — unrelated meaning

If you hear the same word in the Q.
guestion and the answer choices, be A
careful! It could be a distractor.

Has the sale improved profits?
. Yes, it is for sale.

B. Related subject - doesn't answer the question

The test may use words that refate Q. Where can | buy a cheap
to one of the key words in the question, air conditioner?
but don’t actually answer the question. A. | agree that it's very cheap.

C. Similar sound - different/unrelated word

Sometimes the incorrect choices use words that 0.
sound similar to the ones in the recording. A,

Have you met the new staff?
Mo, it's not the same stuff,

Unit 2 | Listening Test Part 2 13
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B Read guestions 1-3 and underline the key words. Then read the two incorrect
distractors for each question and mark the type A-C from the box on page 13.

1. What did the customer cancel his ~ [C] He says he can sell it quite cheaply.
contract for? (cancel sounds like can sell)

] My customers live in Boston.

2. Why did you buy a new car? __| No, traffic can be terrible in this city.
|| Yes, my wife usually drives the car.

Tactics

] 3. How are they going to ship the [ ] Have you seen the notice about the
checklist documents? shop?
Remember: || I just love ocean cruises.
Wl Listen for key Follow up: Think of a correct answer choice for each of the questions, and then
words and focus compare your answers and new sentences with your partner.
on meaning.
! Don't expect
oo e 3 Tactic practice ¢
et he You will hear six Part 2 questions. After each question pause the audio. Tell your
i e o partner the key words you heard. As soon as the answer choices start, stop speaking,
the question. and mark your answer choice.
¥ Listen for 1 AEOC 4 @B 0
common 2 WEO 5 A® O©
distractors. 3 A0 68 AB O

n Understanding natural English

In natural spoken English, sounds are sometimes changed, combined and
dropped. Listen to these sentences spoken naturally and write in the
missing words.

weneenee |BEVE YOUT [@ST cOmpany?

wenneeeee B0 fiOr your last birthday?

e Mini-test ¢ »

Now practice what you have learnt at the actual test speed with questions 1-12.

You will have 5 seconds at the end of each item to make your choice. You must
then be ready to listen to the next question.

e0

® ©

i 0 T S 6 N T
S
POOOE®
0006
KRB oo~
PR
EEE)
00060

14 Unit 2 | Listening Test Part 2



G Learn by doing: Factual questions

Role play: Student A use the information below.
Student B look at Activity file 2 on page 162.

Student A

You just received the following fax from the director of your company. Unfortunately,
your fax machine is broken and some of the words are unclear.

Task

* Work with your partner and write out the questions you will ask him or her.

* Call him or her up, apologize for the problem and ask the questions to get the
information you need.

Important

Re: August 14 meeting
Mr. Carson,

I am writing to let you know that | will be arriving on (1) SlldedayAngbebsB.
| am flying with United Airlines and my plane is scheduled to land at
(2) 14EpH. Could you arrange my hotel for me?

The main purpose of my visit is (3) tive pibbleTelddtby solt Accuron Line of
watches. We have had many complaints about water damage. We must
discuss (4) haldwe catl dived heiih tie mebler. Please invite (5) Réimi&S iR and
A asid also.

Barton Donovan.

Useful language

Opening
I'm sorry to bother you Mr. Donovan, but I'm afraid we couldn’t read your fax properly.

Closing
Thanks very much. That's all the information | need. | will take care of this right away.

0 Further study

Write down one of the questions you asked Mr. Donovan, and then make up your own
answer and two other Part 2 type distractors to test other students in your next lesson.

Go to word list and quiz page 170.

Unit 2 | Listening Test Part 2 15



Listening Test

€ Hun

Part 3 Conversations

Focus: Skimming to predict the context before listening

The questions and answer choices in this part of the test can help you predict what you
~are going to hear. Using the time available to skim them before listening will help you
to identify the key parts of the conversation.

J

okt ol w
Predicting the

1 Language building: Paraphrasing

cortait-of the Match the statements 1-4 with those with a similar meaning a-d.
conversation can 1. You can run it with an AC adapter a The adapter is missing
make the listening i :

sasler 2. Look to see if they have the item b Buy the part

Use the key 3. The part wasn't included ¢ Check the parts stock
information in the 4. Purchase an adapter d You can plug it into a socket
answer choices to

make a rough guess B nioii e Provide a replacement
QROUL Whak you. are - — f The label is incorrect

Eoing to hear. -
R E It's an expensive model

& » Follow up: Now listen to three more statements, 5-7, and match them with the
remaining three phrases with a similar meaning in e-g.

2 Test tactic: Pick out key words to predict the context

A Skim the guestions and answer choices and underline key words (10-15 seconds
per item). Compare with a partner and discuss what the conversation may be
about. Try to predict who and where the speakers are.

1. What does the worman want to do?

(A) Buy batteries for her CD player
(B) Purchase an adapter

{C) Have a missing part replaced
(D) Check the part is in stock

2, What does the man tell her? 3. What does the man offer to do?
(A) It doesn't run on batteries. (A) Order the item
(B) The label is incorrect. (B) Check the box label
(C) The adapter isn't included. (C) Give her a new model
(D) She should buy another model. (D) Include the adapter

¢ ¥ B Focus on the answer choices as you listen. Mark the best answer.
Guess if you aren't sure, and then move on to the next question.

1 @® ©O
2 W® 0O
3 @ OO

16 Unit 3| Listening Test Part 3



Tactics
checklist

¥l Use the time
before the
listening to
predict the
context.

1 Think of other
ways 10 say the
answer choices.

¥l Answer quickly.

Understanding
natural English

In natural spoken
English, sounds are
sometimes changed,
combined and
dropped. Listen to
these sentences
spoken naturally and
write in the missing
words.

wesnnnens WISIL the
Taylorville branch?
cannnnne 580 these
packages?

3 Tactic practice ¢ &

MNow listen to two more conversations. Before each conversation begins, use the time
to predict the context with your partner, and think of other ways to say the answer

choices.

1. What are the speakers discussing?
(A) The weather in Taylorville
(B} A meeting with clients
(C) The fee for some repairs
(D) A visit to a branch office

2. What is the problem?

(A) The head office air conditioner is
broken.

(B} Bill cannot do the job,
(C) Karl is busy all next week.
(D) The Taylorville office is closed.

3. What does the man suggest?
(A) Going to the head office on Tuesday
(B) Changing the air conditioning unit
(C) Asking someone else to do the job
(D) Delaying the trip to Taylorville

6. What did some trainees criticize?

1 @O0 4 @E®OO
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‘-\l Understanding natural English

e Mini-test € »

Mow practice what you have learnt at the actual test speed with questions 1-12,

4. How does the man feel about their

new training program?
{(A) It is not as good as the old one.

(B} It is an improvement on their
previous one.

(C) It does not have any practical value,
(D) It is full of useful ideas.

5. What did the woman ask the man

about?

{A) How many trainees attended

(B} A package she needs

(C) The trainees’ practical skills

(D) Comments from the participants

(&) There were too many ideas.

(B) There was no opportunity for
feedback.

(C) The training was too theoretical.

(D) It was hard to say anything in the
session.

Use any time avallable to skim the questions and answer choices before the first
listening starts. When you finish answering the guestions about one conversation,
immediately start previewing the questions for the next conversation.

1. What does the man want the woman
to do?

(A) Visit some customers
(B) Send some packages
(C) Attend a meeting

(D) Give him some names

2. What is the man's problem?
{A) He cannot find the post office.
(B) He has to buy a present.

(C} He does not know the woman's
address.

(D) He is late for a meeting.

3. What does the woman request?

(A) A list of addresses

(B) The time of a delivery

(C) The location of a meeting
(D) A map of the city

. What does the woman want?

{A) To share a ride
(B) To go shopping
(C) To borrow Eric's car
(D) To look at new cars

[ coonmo e exreace 2
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5. What is the woman's problem?
(A) She has missed the bus.
(B) Her car is broken.
(C) She is late for work.
(D) She does not know the area well,

6. What will the man do?
(A) Visit the woman's company
(B) Show the woman to the bus stop
{C) Repair the woman's car

(D) Drive the woman to the central
office

7. What does the man suggest the
woman should do?

(A) Visit the theater
(B) Move her vehicle
(C) Lock her car

(D) Enter the building

8. What does the woman ask?
{A) Directions to a city park
(B) Assistance reading a sign
(C) Information about a theater
(D) The location of available parking

1 @O0 7 ®@® OO
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G Learn by doing: Requests

9. Why was the sign not visible?

{A) It was around a corner,
(B} It had fallen over,
(C) It was hidden by a tree,
(D) It was behind a van.

10. What is the problem with the man’s
watch?
(A) It needs a new battery.
(B) The glass is broken.
(C) It does not keep time correctly.
(D) It is expensive to repair.

11. What will cause a delay?

(A) There is a problem with the
battery.

(B) A strap must be ordered.

(C) New watches have not yet
arrived.

(D) The watch must be sent out of
town,
12. When will the watch finally be ready?
(A) On Monday
(B) On Tuesday
(C) On Wednesday
(D) On Thursday

A Complete the two conversations using the words in the box.

I'll do it
Sure
Would you mind

Al ... mailing these packages for
me?

B: ........... . When do they have to arrive?

A: They need to be delivered by Tuesday
at the latest,

B: OK, ........... this afternoon.

Follow up: Practice the conversations.

Unit 3 | Listening Test Part 3

Any time will be fine
Do you think | could
Sure, no problem
Would that be alright

C: .......... borrow your camera? Mine is
broken.

D v . When do you want it?

C: How about Saturday afternoon?
-

D: Yeah, of course, ........... .



B Make similar conversations with your partner using situations 1-4 below. First,
look at the useful expressions in the box and read the Culture note.

More common request phrases Response phrases

Would you mind (helping me with these | Of course.

files)? Certainly.

Are you by any chance (driving down to Sorry, (I'm using it on the weekend).

the central office)? I'm afraid | can’t (right now).

| wonder if you would mind (moving Sorry, I'm really busy. Maybe (Bob) could
wour car)? give you a hand.

1. Ask your partner to help you make some copies (you need them for a meeting
in one hour),

2. Ask to borrow your partner's calculator (yours is at home).

3. Ask your partner for some help moving some boxes (the courier is going to pick
them up in 15 minutes).

4. Ask your partner for a ride home (your car is in the shop).

Culture note

If you don’t know the person well, start your request with:
Excuse me ... or
I'm sorry to bother you, but ...

Follow up: With your partner, write down one of the conversations you had. Then
write three Part 3 type questions (no answer choices) for your conversation. Join
up with another pair, read out the conversation as naturally as possible, and ask
them the guestions you wrote.

(®) Further study

Think of an actual request you made recently, or imagine one you might make, and
write the conversation in English. Write three questions (you don't need to make
answer choices) to test your classmates in the next lesson.

Go to word list and quiz page 171
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Listening Test

Part 4

¥ 1un

Focus: Skimming to predict the context before listening

The questions and answer choices in this part of the test can help you predict what you
are going to hear. Use the time available to skim through them before listening to help
you to identify the key parts of the talk.

4

Test tip 1 Language building: Paraphrasing
The TOEIC test often
uses different words
in the answer choices
and the recording

Match each of the underlined words and phrases in the announcements below with
the word or phrase with the closest meaning from the list a-e. The first one has been
done for you.

Before you listen try May | have your attention. a  without delay

to imagine other

ways the answer | am sorry to announce that the ferry service to the Fairport b money

choice might be said. Islands will be interrupted (1) ....9.... due to engine problems. returned
Ticket holders may get a refund (2) .......... immediately ¢ drinks

Test tip (3) vuuveenen. - The shuttle bus back to the train station should be d stepped

Note key words here in about 20 minutes and in the meantime, we will be e free

Picking out the key serving complimentary (4) .......... beverages (5) ......... .

words from the
answer choices will
help you to predict

Witatwou Wil fesat: 2 Test tactic: Pick key words and predict the context

and focuses you on A Skim the questions and answer choices in 1-3 and underline the key words

what you have £ (10-15 seconds per item). Then compare with a partner and discuss which of the
e o, situations A-C you think the talk will be about.

1. Where is this announcement being made?
(A} At a train station
(B) At an airport
(C) At a bus station
(D) At a coffee shop

2. What is the problem? 3. What may people wishing to go to
(A) A ticket counter has closed. Darby do?
(B} Some construction work has been (A) Go directly to Darby by bus
canceled. (B) Cross the Evanston Bridge
(C) A bus service has been interrupted. (C) Take the 3:55 bus
(D) Passengers have been refused (O} Take a bus to another station and
a refund. then a train
A ATV news report about road € An announcement about a change
construction in transportation services
B A tourist information report on new
travel routes
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Answer the
questions as soon as
you hear the answer
Do not wait for the
voice to tell you.
Answear quickly, then
use the 35-40
seconds between
conversations to skim
the next questions.

Tactics

checklist

¥l Use the time
before the listening
to predict the
context.

¥l Think of other
ways to say the
answer choices.

K1 Answer quickly.

Understanding
Natural English

In natural spoken
English, sounds are
sometimes changed,
combined and dropped.
Listen to these
sentences spoken
naturally and write in
the missing words.

inconvenience,
Check the documents

& » B Focus on the answer choices in A 1-3 as you listen. Mark the best answer.
Guess if you aren't sure, and move on to the next question.

1 ®® 00
2 @B®OO
3 M®OO

3 Tactic practice § »

Listen to two more talks. Before each talk begins, with a partner take one minute to
predict the context and think of other ways to say the answer choices,

1. What is the main purpose of this 4.

announcement?
(A) To discuss the history of Arabella
(B) To outline ways to get to Arabella

{C) To make Arabella sound attractive
to visitors

(D) To describe Arabella's local music

2. What was Arabella originally?
{A) A cultural center
(B) A center for sailing events
(C) A resort island
(D) A trading center

3. When is the Caribbean Carnival held?
{A) In mid-October
(B) During the winter holidays
(C) During the March break
(D) At the end of April

Why was the meeting called?

(A) To announce a schedule change
(B) To move the deadline

(C) To discuss the image files

(D} To answer any questions

When does the project have to be
finished?

(A) By tomorrow

(B) By Thursday

(C) In five days

(D) In a week

What are Beth and Howard asked to
do?

(A) Finalize the image files

(B} Check for typos

(C) Ask questions

(D) Write the address labels

W k=
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') Understanding natural English

(® Mini-test )

Now practice what you have learnt at actual test speed with questions 1-12.

Use any time available to skim the guestions and answer choices before the first
listening starts. When you finish answering the questions about one talk, immediately

start previewing the questions for the next talk.

1. Where is the announcement taking 2.

place?

{A) In a college classroom

(B) At a company board meeting
(C) At a computer conference
(D) In a department store

What is the main purpose of the
announcement?

(A) To summarize sales volumes
(B) To suggest areas for research
(C) To advertise a product

(D) To outline a business plan
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. What is suggested about the EL401
standard desktop computer?

(A) It has become less popular.
(B) It has risen in price.

(C) It is popular with college
students.

(D) It is exceptionally reliable,

According to the announcement, why
should discarded items be put in
bags?
(A) To keep city streets clean
(B) To reduce waste collection costs
{C) To make materials safe to handle
(D) To aveid attracting hungry animals
. On what day are leaves and grass
collected?
(A) On Tuesday
(B) On Wednesday
(C) On Thursday
(D) On Friday
. By what time should bags be placed
outside?
(A) By 7:00
(B) By 7:30
(C) By 8:00
(D) By 8:30

8. According to the announcement,
what should drivers do in poor
weather conditions?

(A) Adjust their driving to road
conditions

(B) Listen to the weather report
(C) Plan the shortest possible route
(D) Pull into the side of the road

9, When are listeners invited to contact
an Auto and Marine agent?
(A) When roads are blocked
(B} When safety tips are unclear

(C) When a vehicle needs
maintenance

(D) When a mobile telephone is not
working

. Who most likely is making this

announcement?

{A) An automobile salesperson
(B) A police officer

(C) A weather reporter

(D} An insurance company

representative
1 @A@CDO 7T @@ OO
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10. What is the purpose of this

announcement?

(A) To announce some important
computer improvements

(B) To apologize for some incorrect
information

{C) To explain the cause of a
computer system failure

(D)} To describe how to send
company e-mail

11. What has caused a problem?

(A) The installation of computer
games

(B) The opening of an infected file

(C) The failure to install company
software

(D) The sharing of computer
passwords

12. What are computer users reminded

to do?
(A) Keep a record of all passwords

(B) Open attachments only from
familiar senders

(C) Install a better security system
(D) Purchase new computers



G Learn by doing: Announcements

A Match the beginnings of the sentences 1-4 with the appropriate endings a—d to

complete the announcement.

1. Excuse me everyone, ... a ... because Mr. Phillips is off with the
2. I'm afraid that today's class is flu today.
canceled ... b ... please speak to Mr. Phillips in his
3. The class will be rescheduled ... office on Monday. Thank you.
4. If you are unable to attend on that ¢ ... could | have your attention, please.
day, ... d ... for next Wednesday at 2:00.

B Now practice reading this announcement to your partner.

Follow up: With a partner, take turns to make announcements using the notes below.

Change to meeting room

The room for the sales meeting has been changed.
The new meeting space is room 401.

The meeting start time is 3:15.

Collecting gift money

We are collecting money for Shelley's wedding gift.
Give money to Sam or Helen by Friday.

Also, we would like gift suggestions.

Farewell party

After work there will be a farewell party for Tom.

it will be held at the Nightshift Café.

If you need directions, please get a map from Jim.

May | have your attention, please.
If the news is unpleasant, say:

If you are requesting something, say please.

Thank the customers at the end.
Thank you for your attention.

When giving news to groups of customers it is common to start with:

I am sorry to tell you ... or | am afraid | have to announce that ... .

0 Further study

Think of an announcement you have made or an event that would require a similar
announcement. Prepare to make this announcement in the next lesson.

Go to word list and quiz page 171.

Unit 4 | Listening Test Part 4 23



unit

Reading Test

Part 5

Incomplete Sentences

A

|, e e e
Testtip
First decide what
part of speech is
needed

Recognizing the part
of speech (noun,
verh, adjective, ete.)
that is needed to fill
the blank can help
you to choose the
correct answer.

Test tip
Find the answer
choices of the
carrect type
Once you know what
you are looking for,
skim the answer
choices to find it.
This can help you to
eliminate wrong
answears,

Grammar
note

Lise suffixes (word
endings) to help
identify the part of
speech, e.g.

ad /-ing / -ful / e
(adjective)

-ly {adverb)

-ment {noun)

Focus: Identifying the part of speech

Using your time wisely

Parts of speech (nouns, verbs, etc.) are a commonly tested feature. This unit will help you
identify the part of speech you need quickly and efficiently.

1 Language building: Know what you are looking for
(main parts of speech)

A

oI L o

&

Read sentences 1-6 and note the part of speech of the word that is missing
(noun, verb, adjective or adverh). Compare your ideas with a partner and think of a

word that would fit.
The guests were amazed by the ......

statues in the garden,
Ms. Watkins was ...... pleased with her retirement present.
While Jane was at college, she ...... to her sister every week.

The project team found it very difficult to hide their ...... over the

rejection.

The report suggested there was an immediate need to improve

cost ...... .

The delegates seemed to find the presentation very ...... ;

[ ]

The complete questions are shown below. Quickly skim the answers to find the

part of speech you noted above.
The guests were amazed by the ......
statues in the garden.

(A) color

(B) colorful

(C) colors

(D) colorfully

The rise in steel prices has resulted

ina.... increase in our production
costs.

(A) considerably

(B) consideration

(C) considerable

(D) considers

While Jane was at college, she ......
to her sister every week.

(A) writing

(B) written

{C) write

(D) wrote
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. The project team found it very

difficult to hide their ...... over the
rejection.

(A} disappoint

(B) disappointing
(C) disappointedly
(D) disappointment

. | heard that the board gave our

project proposal a very ...... review.
(A) favor

(B) favorable

(C) favoring

(D) favorably

. The delegates seemed to find the

presentation very ...... .
(A} interests

(B) interest

(C) interesting

(D) interestingly



e

Testtip | 2 Test tactic: The 2-pass method

Manage your time

wisely

Answer the easy
questions first, very
quickly. After you
have answered all
the easy ones come
back and spend a
maximum of 20
seconds each on
the rest.

The 2-pass method is a way to help you use your time more effectively. Go through
the questions twice. On the first pass, quickly answer the easy questions. On the
second pass, go back and spend a bit more time on the more challenging questions.
In total, spend ne more than about 30 seconds on a question. The exercise below
helps you practice the 2-pass method.,

First pass: Answer the easy questions — 1:00 minute (maximum 10 seconds
per question)

Take one minute to read the six sentences below. Choose the best answer to each
one. If you don't know the answer within 10 seconds, move on to the next question.

lesttip 1. Ms. Jennings suggests we ...... 4. If shipping costs are not fully covered,
Try to predict our sales profits by simplifyingour ... for delivery will be the
answers distribution system. responsibility of the recipient.
On the first pass, try (A) to increase (A} pay
to think of possible ?
answers before you (B) increase (B) payment
lock at the answer (C) increases (C) paid
choices. (D) increasing (D) to pay
, 2. To..... an outside call, please - FE— an emergency, press the red
SR dial “9", then the number you wish to alarm button.
Don't waste time on reach.
; (A) In case of
guestions you don't 3
kncw (A} ring (B) When
Spending more than (B) telephone (C) If
30 seconds on a (C) reach (D) Due to
Part 5 question (D) place
probably won't help 6. The director was very ...... in the

you find the answer.
If you don't know
the answer, guess

What time does the courier come
...... the office in the evenings?

(A} with

guality of his accommodations.
(A) disappointed

and move on. (B) disappointment
(8) on (C) disappointing
Tactics (C) by (D) disappoints
checklist (D) for
¥ Determine the
part of speech Second pass: Answer the challenging questions = maximum 20 seconds

that fits the blank.

¥ Look for answer
choices with the

per question

Go back and answer the questions you didn't answer on the first pass. If you don't
know the answer within 20 seconds, guess and move on. Answer as quickly as

correct part of possible, but don't leave any questions unanswered.
speech.

@Thinkofwords 3 Tactic practice
that might fit

before you look at

A Read sentences 1-4, decide the part of speech of the missing word, and think of

a word that would fit. Compare your ideas with your partner.

the answer

choices. 1. It has long been ............. that small 3. Due to disappointing sales, the money
@ Use the 2-pass downturns in the US economy can verenamnnees TOF EW COMpUters was

e el et have a global impact. unavailable,

quickly. If you 2. The sales clerk ............. charged me 4. The city welfare fund collects

aren't sure, guess

and move on.

twice for the light bulbs | bought.

donations to aid the local ............. ;
including underprivileged citizens,
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B Choose the correct answer for sentences 1-4 on page 25.

1. (A) know 3. (A) require
(B} known (B) requires
(C) knowing (C) requiring
(D) knows (D) required

2. (A) mistake 4. (A) needing
(B) mistook (B) needful
(C) mistaken (C) need
(D) mistakenly (D) needy

(© Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

Recommended Time: & minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try to
spend no more than about 30 seconds on each item. If you don't know the answer, guess
and move on.

1. Young adults who are ...... with their 5. All the components for Hanson

use of credit may find themselves in
trouble sooner than they expect.

(A) careless
{B) uncaring
{C) carelessly
(D} uncared

. The attorney was warned against

trying to ...... the young witness.
(A) influential

(B) influence

(C) influentially

(D) influencing

. Inexperienced investors are ...... to

enter this new market with caution.
(A} advice

(B) advisory

(C) advised

(D) advising

. The journalist refused ...... the federal

investigator the names of his sources.
(A) tell

(B) told

(C) telling

(D) 1o tell
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scooters are ...... right here in this
state.

(A} to manufacture

(B) manufactures

(C) manufacturing

(D) manufactured

The ...... is likely to have serious
repercussions in future negotiations.
(A} incident

(B) incidence

(C) incidentally

(D) incidental

Doan Trang was selected to ...... the
company at the annual conference.
(A) represent

(B) representing

(C) representative

(D) representational

Customers requesting a refund must

be prepared to wait ...... 4-6 weeks
for the request to be processed.

(A) rough

(B} roughly
(C) rougher
(D} roughest



9. The plot of the movie is too ...... ; its 11, Mr. Yamada is ...... that the

conflicts are either forced or consultant's recommendation will
simplistic. help the situation.
(A) predict (A) convince
(B) predictable (B) convinced
(C) predicting (C) conviction
(D) predictability (D) convincing

10. Adam Antoniotti is generally 12, To enter information on the
considered to be one of the most spreadsheet you will ...... a cell by
...... designers in the fashion industry clicking on it and then type your
today. data.
(A} impression (A) select
(B} impressively (B) selecting
(C) impressive (C) toselect
(D) impressing (D) selection

0 Vocabulary practice

A Read sentences 1-10 and note the part of speech of the word that is missing. Use
the abbreviations: noun (n), verb (v), adjective (adj), adverb (adv).

1. The owner of the largest factory in town was a very ........... ( adj ) member of
the town council.

2. John's skill in quickly and ........... { ) solving the problem saved his
company thousands of dollars and avoided weeks of lost production.

3. The rich businessman made thousands of dollars of .......... { ) to help
medical research each year.

4. The salesman made many promises to try 10 ... | ) the manager to
purchase his company's product.

5. The inspector stared ........... | ) at the components on the moving belt.
6. AN cecveenen | ) person always sees the good side of any situation,

7. The fact that Mary graduated from a famous university was a .......... { )
advantage when she started job hunting.

8. Regular exercise and a good diet can ... { } your health and fitness.
9. We hired a motorcycle ... | ) to deliver the package by hand.
10. Canyou ........... | 1 ways in which we can improve the work-life balance in
our department?

B Mote the part of speech for each of the following words. If you aren't sure, confirm
the meaning with a classmate or look in the word list on page 172.

efficiently intently improve suggest courier
influential optimistic donations convince significant

C Now put each word into the sentence above that it best fits.
Go to word list and quiz page 172,
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unit

Reading Test

Part 6 Text Completion

A

Test tip

Choose the correct
verb form

Some questions
provide four options
that feature different
tenses of the same
verb. Look at the
sentence (and the
rest of the passage If
necessary), then
decide what tense is
required, and then
choose the correct
option.

Focus: Using context to choose the correct verb form
and meaning

In the TOEIC test you will be asked to distinguish between different verbs as well as
different forms of the same verb. This unit will help you to find clues in the questions and
choose the correct answer choice.

1 Language building: Present/Past tense verb forms

Present tense verb forms

Read the information about verb forms below. Then complete sentences 1-4 by using
the correct present tense form of the verb.

Present simple Present continuous
base form (he/she/it + 5) am/is/are + verb + ing
(Happens regularly or always true) (Happening right now and not finished yet)
e.g &g
Our summer Interns work very hard. | am waiting to see the docior.
She works in the main office. He is waiting till her birthday to buy the
present.
1. They often ............ (play) golf with their customers on Saturday.
2. | was just informed that the parts ............ (still/sit) on the ship waiting to be
unioaded.
3. The customer .......... {sign) his name on the insurance form as we speak.
4. Mary ............ (work) as a cashier in the bank on Wilkins Street.

Past tense verb forms

Read the information about the verb forms below. Then complete sentences 5-8
by using the correct past tense form of the verb.

Past simple
An action or actions completed in the past ast continons
(+) (- was/were + base form +-ing
base form + ed or irregular did not + base form (past action that continued
past for a period of time when
e& : : another action interrupted it.)
e.g. The repair person did
| installed the software., not fix the problem, e.g :
They brought the package He was driving slowly.
yesterday. They were working in the
office when the power
went off.
5. The workers ............ (stand) around waiting for the manager to arrive for over an hour.
B inseiiis (work) in the back when the customer arrived.
7. |.......... [drop) Sally off at the bus stop more than an hour ago.
B THOY iiioiin: conmuntins {not/go) to the conference.
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Follow up: With your partner, compare your answers to questions 1-8, and pick out
the word(s) in the sentence that told you what the verb form should be.

2 Test tactic: Use clues to choose the correct word

A Read the text and decide if the missing verb should be in present or past form.
Circle the words of the text that helped you identify the correct tense.
Then with a partner guess the words that could go in each blank.

7 .L L All firstyear engineering students (1) ......ccc.... the story of
Sometimes the Herbert Mansfield when they enter university. 1] Present [] Past
;F;tim:hﬂ ot Before his invention of the steam converter in 1903,
information to Herbert (2] ........... - @s a design engineer for a 2] Present || Past
choose the correct manufacturing company.
Anea. HE (3) svoevesernenss in a small, tidy, very average house
In this case look at outside Billington, 3[ ] Present [] Past
the rest of the text to
find the correct [ . 3 — at the National Institute before receiving 4[] Present [] Past
option. These his degree in engineering.
i
:zf: écra:; :; ifaslt It wasn't until several years later that he (5) ..o the 5[] Present [ Past
and vocabulary invention that would change the world. -
knowledge. Many of the most influential scientists still (6) it -
............. ; Siasait T1 Brax
to be the greatest breakthrough of the century. i nt [ Pas
Currently the city (7) ...ccccouune a monument to this very 777 p p
ast
important individual. [] Present [] Pas

B Complete the text using the verbs in the box. Did you guess correctly?

made  believe lived studied isbuilding worked learn

C Look at the sentences below, Look for clues in the sentences around each blank to
help you decide which word is correct,

1. Inthe winter the mountain trails are icy and dangerous. Travelers are

encouraged to move .............. along the marked paths.
(A) rapidly (B} cheerfully (C) carefully (D) perilously

2, The reports weren't distributed .............. the first part of the presentation. They
were made available at the end.
(A) after (B) while (C) during (D) until

3. After several hours of discussion the deal was still not signed. The main
problem was the .............. . Due to the budget, the purchase would need to be
postponed.
(A) quality (B) price  (C) size (D) weight

4. It wasn't the largest company. It was, .............., one of the most highly

respected in the field.

(A) furthermore (B) therefore  (C) additionally

D Follow up: Compare your answers with your partner and explain which
words gave you clues to the answers.,

(D) however
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3 Tactic practice

Read the sentences for questions 1-3, decide which tense is needed and think of a
word that would fit. Compare your ideas with a partner. Then quickly choose the
correct answer.

Questions 1-3 refer to the following letter.

Tactics e: Diesel rator — r M

checklist

Dear Mr. Johnson,

¥ Choose the
correct verb | am writing to complain about the large diesel generator that we ................ from you.
form. 1. (A) receive
K If there are no (B) received
clues in the (C) are receiving
sentence, look to (D) to receive
the rest of the Upon unpacking the equipment, we found the width of the mounting brackets to be
text. almost 8 inches longer than we had ................ in our design specifications.
2. (A) noted
(B) informed
(C) talked
(D) spoken

These will have to be replaced immediately as the generator must be installed by the
end of the week.

Furthermore, the unit was sent without an instruction manual for the main control
unit. Please send this out in the same shipment as the correct mounting bracket.

It is vital that we receive these parts by Tuesday. Late delivery .........o..... our own
installation schedule. 3. (A) affects

(B) affected

(C) will affect

(D) has affected
Yours sincerely,
Thomas Hard.ings

Thomas Hardings
Director
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(0 Mini-test

Now apply the Test tactics at the actual test speed with questions 1-12.

Recommended Time: 9 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try
to spend no more than about 30-45 seconds on each item. If you don't know the
answer, guess and move on.

Questions 1-3 refer to the following letter.

Mr. Robert Cheung

Sea Dragon Shipping

372 Clementi Ave 2#03-149A
SINGAPORE

120356

March 23
Dear Mr. Cheung,

We have been ................ by one of our clients, Mikra Electronics, Jakarta, of a
1. (A) written
(B) reported
(C) informed
(D) said

possible shipping problem.

Specifically, the S35 Liberty Star, due to arrive in Jakarta on March 22, ................
2. (A) failed
(B) fails
(C) failing
(D) fail

to arrive as scheduled.

This vessel was carrying a consignment (B/L 8974) for our client: we would like to
know why the vessel has been ................ and when it is expected to arrive.
3. (A) delayed

(B) replaced

({C) done

(D) repaired
A prompt reply would be appreciated in this matter.
Yours sincerely,

ENCmsmnt Pl e

Emerson Filho

GO ON TD THE NEXT PAGE
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Questions 4-6 refer to the following memo.

Memorandum
To: Alvin Kurosawa, Vancouver Branch Manager
From: Melville Bromwich, Accounting Section

Alvin,

lam just ....ocvveeeenee to confirm that my colleague Tom Brooks and | will be
4, (A) write
(B) writing
(C) written
(D) to write

in Vancouver at the end of next week for the annual expenses audit. Could you
please ask one of your employees to arrange our accommodation? We are planning
to arrive on the 14th and ................ on the 19th.
5. (A) left
(B) leaving
(C} had left
(D) leave

With the changes in deadlines, we are likely to be extremely busy.
Sy orveysverine | don't think we will be able to find time to take in a hockey game
6. (A} whereas

(B} therefore

(C) however

(D) moreover

as you had previously suggested.

Thanks in advance for any assistance with the hotels. We are looking forward to
seeing you next week,

Yours truly,

Mel
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Questions 7-9 refer to the following letter.

Mr. Niels Kirstein

Olaf and Bohr Furnishings
Kristianiagade 19

2100 Copenhagen
Denmark

Dear Mr. Kirstein,

Your delivery of 150 hardwood table and chair sets (order# DH4589) ................
7. (A) arrives

(B) arrived
(C) will arrive
(D) arrive
this morning, but unfortunately, when we opened them we discovered that there is
one leg missing from ................ table.
8. (A) each
(B) all
(C) some
(D) any
Obviously we will need this problem corrected as soon as possible. We would
appreciate it if you could ................ the missing 150 legs to our warehouse by this
9. (A) to send
(B) sending
(C) send
(D) have been

Friday, August 16, at the latest,

| look forward to hearing from you in the next day or so.
Yours sincerely,

AL red 4—":‘4’?’

Alfred Axely
Furchasing Director

o on o TheNEXT paGE 2
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Questions 10-12 refer to the following letter.

Dr. Barbara Nguyen
Family Medical Group
2825 Quebec St., Ste. 41
Denver, CO 80207

RE: Repair order #2089 —P29 micro-video camera

Dear Ms Nguyen,
| am writing to you regarding the micro-video camera you ................ with us
10. (A) left
(B) were leaving
(C) leave
(D) will leave
for repairs.

After thoroughly inspecting it, | must inform you that it will take approximately one
week longer to repair than we originally thought. When we ................ the inner
11. (A) cleaning
(B) were cleaning
(C) clean
(D) have cleanad

workings as part of the maintenance procedure, we found that the shutter was
slightly bent and the lens was damaged. We do have the lens ................ stock, but
12. (A) in
(B) for
(C) on
(D) at
the shutter will need to be ordered from the manufacturer in Germany.

| would appreciate if you could call me to confirm that you wish us to proceed with
the rapairs.

Yours sincerely,
Colin Bowic

Colin Bowie
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0 Grammar practice

Read three short texts and put the verbs in the correct tense.

1. Business |letter

Dear Mr. Jones,

I am writing in connection with the article you (1) ........... (write) that appeared in
this month’s American Engineer. Our company (2) ........... (make) parts for the
aerospace industry and we think that your invention meets our specifications. Would
you be able to meet with one of our design engineers next month? Currently we

{3) ..........(work) on a project related to your research and we might be interested

in licensing your design.

2. Complaint letter

Last month your company (1) ........... (put) in new automatic doors on our
warehouse. Since then we have twice had problems with the motors. In the first
case, they didn’t (2) ........... (open) when the operator (3) ........... (press) the
button and we had to call in a mechanic to fix them. In the second case, the
doors suddenly closed when a truck (4) ........... (come) into the garage. This
(5) --......... (delay) the delivery of an important consignment of goods.

3. E-mail
Sally,
Have you been told that Jack Benson (1) ........... NOW ........... (work) on the
Dorfin Project? As you know, he previously (2)........... (manage) our
Texas outfit, but he (3} ........... just ........... (arrive) this morning from Dallas
and (4] ........... (need) accommodation near the office.

Go to word list and quiz page 173.
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Reading Test

Part 7 Reading Comprehension

A

Testtip
Look at the
questions first

To save time, do not
start reading the
passage until you
know exactly what
you need to find.

Testtip

Answer questions in
the most efficient
order

Some question
types are easier to
answer than others.
Answering the
easiest questions
first will give you
information that will
help you answer the
difficult ones more
quickly.

Focus: Scanning the questions to decide which ones
to answer first

It is essential to make the best use of your time in Part 7. Looking at the questions
before you read will help you to find exactly what information you need. This will also
help you to decide which questions to answer first. In this unit you will concentrate

on the type of question you should first answer — specific information questions.

1 Test tactic: Answer easier questions first

Look at the list of question types below. The numbers indicate the order in which you
should do them to make best use of your time.

1. Specific information (positive) 3. Main idea/inference questions
These are the easiest and (See Unit 14)
quickest to find the answer for. Doing the previous guestion types first
Do these first. will help prepare you for these.
* According to the author, who = What is the purpose of this memo?
will use x? * Why is Mr. Jones writing this letter?
= Where did x come from? = What can be said/inferred about...?
* Who will benefit from this * Who might read this advertisement?
change? 4. Specific information (negative)
2. Vocabulary questions (See Unit 21) .
(See Unit 14) These can be the most time-
These should be answered quickly. consuming. Leave them till last, when
If you don't know the word or you may have already got information to
words, guess and move on. help you with the answers.
« The word “x" in paragraph 1 * Which of the following is NOT true?
line 3 is closest in meaning * Which of the following positions is
to.. NOT available?

For each question below mark in the box the number of the question type.
The first one has been done for you.

1;

@O h 0N

What is this notice mainly about? (%]
Where might you see this notice? L]
By when must you give notice in order to get the maximum refund? []
What will happen if you withdraw prior to the second lesson? L]
Which of the following is NOT true?

The word “constitute” in paragraph 4, line 1, is closest in meaning to ...
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_ 2 Test tactic: Answer specific information questions (positive) first

Pick out ‘key words'
{nouns and verbs) in
the guestion

This will help you to
quickly understand
what you need to
look for in the
passage.

A Circle the specific information questions from the list below.

1 At what time does the club open? 5 Where did the man buy his bicycle?

2 The word “robust” in paragraph 1, 6 How long should the man wait for a
line 2, is closest in meaning to reply?

3 What is the price of the guitar? 7 What can be inferred about the

4 Who might reply to this advertisement? |  Woman's job?

B Look at the specific information questions below. First, underline the key words in
the question and answer choices. Then scan the passage below to find the
sentence that answers the question.

1. When is the latest that notice can be given in order to get the maximum
refund?
(A} Five days before the first lesson
(B) After the first lesson but before the second
(C) Before the second class but after the first
(D} Just after the second lesson

2. What must people who want a refund on a fitness program do?
(A) Give their instructor notice that they can not attend
(B) Provide a medical reason for the request
(C) Give back their gym and pool passes
(D) Give notice prior to the mid-point of the program

Follow up: Compare your answers with your partner.

Summer program refund policy

The effective date of the withdrawal/cancellation is the date the withdrawal notice is
received by the center, regardless of the date the participant stopped attending the
class,

Withdrawal requests from all registered courses must be made before the second
class is held. If the request is received 5 business days prior to the first class, the
amount refunded will be the full amount, less the refund administration fee ($25.00).
If the request is received after the first class, but before the second class, the
amount refunded will be the full amount, less the cost of the first class and less the
admin fee ($25.00). From the second lesson onwards, no refunds/credits will be
issued.

If there is a medical reason for the request, it must be received prior to the mid-point
of the program. Refunds for sports and fitness programs will NOT be processed until
ALL gym and pool passes have been returned.

Please note that advising an instructor or not attending a program will not constitute
a notice of withdrawal.

Cash/check remittances will be refunded by check. Please allow our office 4 to 6
weeks to process your refund. Credit card refunds will go back on the original card.
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3 Tactic practice: Specific information
checklist Use the tactics you have practiced to answer the following questions.

¥l Don't read. Look
1. For whom is this letter intended?

at the questions
first. (A) Alberto Romero
1 Do the specific (B) Benjamin Weintraub
questions first. (C) John Teirney
U Pick out the key (D) Alex Andreas
words in the
questions. 2. What kind of job does the applicant want?
@ Scan the (A) Human resources
passage for the (B) Advertising
key words/ideas, (C) Marketing
then choose the (D) Sales
best answer
i,‘ " choice. 3. Where did Mr. Romero want to work?
ﬁ_ m (A) In Britain
=l (B) In North America
A (C) In Eastern Europe
(D) In Asia

Questions 1-3 refer to the following letter.

Alberto Romero
3254 Turney Road
Garfield Heights
OH 44125

USA

Dear Mr. Romero,

This letter is to thank you for your application to join our international sales
team. Unfortunately, we must inform you that due to the large number of
highly-qualified applicants that applied for the position of Eastern European
sales representative, we have already filled all the positions that were advertised
in the May issue of the Human Resources Bulletin.

As you know, administrative and marketing positions in our European and Asia-
Pacific offices regularly become available during the year and we would
welcome your application for future international postings.

Yours truly,
z‘?féz Affc/ffﬂs*

p.p. Benjamin Weintraub
Human Resources Manager
London Office

John Teirney & Sons Ltd.
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(® Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

Recommended Time: 12 minutes (or less)

Try to spend no mare than about 60 seconds on each item; if you don't know the
answer, guess and move on. If you have time at the end review any answers you
weren't sure about,

Questions 1-3 refer to the following advertisement.

Printing for your personal & small business needs

Gaines Bros Printing

A commitment to quality and service since 1959

Mew opening hours:
Monday to Saturday from 9 Am. to 7 Pm.

* Business Forms * Full Color Printing

* Business Cards * Graphic Design

* Envelopes * Digital Copying

* Folders * Invitations

* |Letterhead * Graduation and Wedding
* Menus Announcements

June-only special offers:

B Order 10 sets of letterhead and get matching envelopes at a 50% discount

B Place an order worth over $100 and receive 2 business cards or invitations for
the price of 1

B Make a purchase over $250 and you will receive a voucher worth 10% off your
next order during the coming year

Order by phone, fax or in person.

555-3467 » FAX 555-3478
458 Motting Drive Unit 119 = Alansburg

1. Who would NOT be a potential 3. What will happen from July 17
customer for this company? (A) The time the shop opens will
(A) A couple planning a wedding change.

(B} A major corporation (B) Fax orders will not be allowed,
(C) A local real estate agent (C) Discount vouchers will become
(D) A restaurant in need of new menus invalid.

(D) No bonus will be given for large

2. What could customers who spend $150 latterhiead orders

get?

(A) A 10% discount

(B) Double the number of invitations
(C) A discount on envelopes

(D) Two free sets of business cards m
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Questions 4-6 refer to the following notice.

Welcome to the Groveland library service

We would like to invite all Groveland residents to become members of the public
library system.

Interested applicants should follow the procedure below to receive Ltheir library
card promptly and make use of the full range of facilities.

Please complete the accompanying personal information form and submit it to the
applications desk in any of the Groveland branch libraries or to your local ward
office communily service desk,

Within two working days (Monday-Friday) of the application being submitled:

* You will receive a library barcode number via e-mail (enabling you to place
reservalions and aceess online databases before collecting your card).
Note: You will require a PIN to place reservations and to access your record
online. Please note that the default PIN number is the last four digits of your
lelephone number. If you would prefer to specily a dilferent number please do so
on the application form.,

* Your card will be available for collection al the branch library you have
nominated.

Il vou are under the age of 18, we require a parent or guardian’s signature on a
permission letter (Form 103) which will need to be brought into the library when
vou are collecting your card.

4. Who would be most interested in this notice?
(A) Members of the public library
(B) Staff at the applications desk
(C) People who wish to borrow books
(D) All residents of Groveland

5. What will NOT be possible two working days after submitting the application?
(A) Reserving books
(B) Picking up a card
(C) Checking book availability online
(D) Changing a PIN number

6. According to the notice, what special condition applies to children?
(A) They need an adult to collect their card.
(B) They must wait until they are 18.
(C) They must bring proof of age.
(D) They must sign a form.
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Questions 7-9 refer to the following notice.

Online water/sewer payment

Welcome to the Worthwood Water/Sewer Account Payment System. You can
now pay your bill online via credit card using the most secure online payment
systern available.

Please enter your Worthwood Water/Sewer account number below, then click
“Submit”. Your account number can be found in the upper left-hand corner of
your bill. If you do not know your account number, please call 555-8375.

If your door has been tagged for non-payment, you must call 555-0874 to stop
termination of water service.

Please do not use this Web site if your payment is intended for overdue sewer
charges related to sewer certification. If you recently received a notice about
unpaid sewer charges, please follow the payment instructions on the notice.

Sewer payments can be mailed to Division of Water, PO. Box 139012, .lt
Worthwood, South Dakota 57248. Payments must be received by Feb 16. Uni

A two dollar ($2.00) or two percent (2%) processing fee (whichever is GREATER)
will be added to your payment.

All general inquiries should be addressed to the Information Section, Worthwood
Public Works Section, PO. Box 138376, Worthwood, South Dakota 57248, or
call 555-2378 (ext. 124).

7. Who would be most interested in this notice?
(A) People who need sewer certification
(B) People who don’t wish to pay additional processing charges
(C) People who want to pay by computer
(D) People who wish to receive a Water/Sewer account number

8. How can customers find their account number?
{A) By calling 555-0874 for information
(B) By clicking a button on the Web site
(C) By checking the corner of their bill
(D) By looking on their sewer certificate
9. What must people with overdue sewer bills do?
(A) Call the Division of Water
(B) Pay an additional processing fee
(C) Address their inguiries to the Information Section
(D) Follow the instructions given

coon o i e e 2
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Questions 10-12 refer to the following agenda and letter.

Walken Student Empowerment Conference

Schedule of Events

Thursday, November 10
2:00 EMm. Open Registration — Walken University Park
3:30 pm. Welcome and Introductions by Dean Alison Murret- Griffen Hall

4:15 rm. First speaker: Harry Lothian — St. Exupery Auditorium
Chair of Economics, Senior Student Advisor
“Transition from lecture hall to boardroom”
5:00 pm. Main speaker: Horst Van Buren — 5t. Exupery Auditorium
Chairman of Alliance Department Stores
*Making your way in the real world - struggles and successes”
6:00 rM. Reception with Horst Van Buren — Vimy Atrium

7:00 rm. Dinner at the Brownville Inn

Dear Mr. Van Buren,

I would like to take this opportunity to thank you for the very interesting and motivational
talk at our conference last Thursday. [ am sure the students found it particularly
inspirational as they prepare to make their way in the working world.

Thank you also for the generous award donation that you made and for agreeing to present
the grand prize during the reception after your talk,

I am sure | speak for the rest of the faculty and the student council when I say we would be
honored if you would consider speaking at future conferences.

With sincerest appreciation and best wishes,

Yours,
Alison Muwyet

Alison Murret

10. For whom was the conference probably intended?
(A) High school students applying for university
(B) Students who will soon graduate from university
(C) Former university students who are now working
(D) Company workers taking university night school courses

11. What is suggested about Mr. Van Buren?
(A) He has spoken at the university before.
(B) He is a teacher of economics.
(C) He attended Walken University as a student.
(D) He has given some money to the university.
12. In the letter, the word “rest” in paragraph 3, line 1 is closest in meaning to
(A) relaxation
(B) gathering
(C) remainder
(D) excess
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(® Reading in action

A You are Sam Hong, the branch manager for Sea Star Shipping in Singapore.
Read the notice your company has recently sent you and answer questions 1-4.

Notice

Recent weather conditions have caused delays of up to three days in some of our
shipping contracts. Because of this, we anticipate complaints about late delivery
from our customers.

Our official policy is that we are not responsible for any costs resulting from failure to

meet delivery schedules due to bad weather. This is clearly stated in all our shipping
contracts.

To assist customers with especially time-sensitive deliveries, we can offer a special
50% discount on Express air freight costs. Especially valued customers may be
offered a 15% discount on their next order.

1. What problem does this company have?

2. How much will Sea Star pay to customers who may have extra costs due to the delay?

3. What can the company do for customers who need quick delivery?

4. What bonus can the company offer important customers?

B One hour ago you received the following letter from the agent for MegaCo, one of
your largest customers. Read the letter, then discuss the situation with your
partner. Say what you think Mr. Hong should do. Then complete the reply to the
letter of 16 February on page 44.

16 February
Mr. Hong,

We were informed that the heavy seas have delayed the delivery of product shipment
SD1278 to San Francisco by an estimated three days.

This is an extremely time-sensitive shipment for our customer, and because of this we will
have to pay late penalties of approximately $7,500 per day.

I @am writing to inform you that we hold you responsible for these and any additional fees
resulting from your failure to deliver as per our shipping contract.

| look forward to hearing from you soon.

Mas—tha anﬂr's

When refusing or giving bad news you should
first apologize, e.g.
I am very sorry, but...
I'm afraid (that)...
You may then wish to offer an alternative, e.g.
Because (you are such an important
customer) we are prepared to (offer you)...
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Dear Ms Rogers,

We received your letter of 16 February concerning consignment number
i B . "

We are very sorry for the unfortunate delays to your shipment, but | am afraid that we
are not responsible for 8Ny (2) ......coccieiiiririieiiarnsierassierssersssssarsssarsasrsenansssansns

Lo [ L= o ) . This is clearly stated in your

As you are a valued customer, however, we would like to assist you as much as
possible in making the delivery to (5) ........ccoovvvieiiiiiiiinneee.. 0N time. We are
prepared lo offer you a special (8) .............c.ccceicevvvennne.o. . In addition to this we
will give you @ (T) ..o.ovvvivvriiiianiniennaenens... Off the costs of your next order.

Flease let us know as soon as possible about your intentions.

Yours sincerely,

Sas r‘f'mty

0 Further study

Write a short report on how you handled the delayed shipping problem. Be prepared
to describe what you did in your next lesson.

Go to word list and quiz page 174.
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e e -
Listen carefully to
check that the verb

relates to the
picture

Echo the sentence
silently as you listen
and compare the
verb used with what
you see in the
picture,

quickly

As you listen, hold
your pencil over the
answers, Try to echo
the sentences. If you
think a sentence is
possibly correct,
keep your pen on
that answer choice.
Don't move it until
you hear a better
choice. Answer
quickly and move on
to the next question,

Listening Test

Part 1 Photographs

Focus: Listening for the correct verb

Many of the incorrect answer choices in this section feature an inappropriate verb for
the situation. This section will concentrate on identifying the sentence with the verb
that best describes what is seen in the picture.

1 Language building: Present continuous/present simple

A Look at the list of verbs and make possible sentences about each of the pictures
using the present continuous or present simple tense. The first one is done for you.

study — They are studying in the
library.

read — They're all ...

sit — The students ...

stand — Nobody ...

revise — Theay ...

run — The highway runs under the
overpass.

run = The overpass ...

be (a sign) — There is ...

be (cars) — There ...

divide (a guardrail) — A guardrail ...

¢ ¥B Listento four correct sentences about these pictures. Listen carefully, and after
each one pause the audio and try to echo as much of the sentence as possible.
Decide with a partner which picture you think the sentence matches.

Follow up: Make up one new sentence for each picture. You may use different verbs.
Ask your partner to echo your sentence and choose the correct picture.

2 Test tactic: Select an answer quickly

ﬁ A Listen to three sentences describing the pictures. When you have listened to all the
sentences, choose an answer quickly,

1. [
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B Now write two sentences to describe the following pictures.

Example: The woran is hnldim] a coffee cup,

ﬂ C You will hear four sentences describing each picture. After each sentence, pause
the audio and tell your partner the verbs you heard, then mark below whether you
think it is correct or wrong.

1 (A) [ | correct [_] Wrong 2 (&) ] Correct [ | Wrong
(B) [ | Correct [ | Wrong (B) [ | Correct [ ] Wrong
(€) [ | correct [ | Wrong () || Correct [ ] Wrong
(D) [ ] Correct [ | Wrong (0) [ ] Correct [ ] Wrong

Follow up: With your partner compare the sentences you first made and the correct
sentence.

3 Tactic practice ¢ »

Use the tactics you have practiced for the next three photographs. You will have one
minute to a) brainstorm vocabulary and b) predict possible sentences with your
partner. Then listen to and echo (silently) the answer choices, and as you listen, tick
whether you think it is correct, maybe correct, or wrong.

Tactics 1
checklist (&) [ ] correct [ | Maybe correct [ | Wrong
i Listen carefully (B) | Correct [ | Maybe correct [ | Wrong
f , ] -
or verbs (€) [ | Correct [ ] Maybe correct [ | Wrong
1 As you listen, = — :
achs the (D) || Correct || Maybe correct [ | Wrong
sentences.
Keep your pen
over sentences
that are
possibly 2
correct. _ . )
(4) || Correct | | Maybecorrect [ | Wrong
(B) | | Correct [ | Maybe correct [ | Wrong
(© [ correct || Maybe correct || Wrong
(D) ] correct [ | Maybe correct [ Wrong
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Understanding 3

natural English (A) L] correct [ ] Maybe correct [ | Wrong
In natural spoken (B) [ ] correct [ ] Maybe correct [ | Wrong
English, sounds are = = :
sometimes (€) [] Correct [ | Maybe correct | | Wrong
changed, combined = |
e e (D) [] Correct [ ] Maybe correct | | Wrong
to these sentences

and write in the

missing words, Follow up: Compare your answers with your partner, explain your reasons, and say

......... folding the what you remember hearing.
newspaper.
The.......ridinghis | & ® Understanding natural English
horse by the sea.

e Mini-test ¢»

Now practice what you have learnt at the actual test speed with questions 1-8.

Use any time available to skim the first pictures before the listening starts. After
that you will have exactly 5 seconds between each question to mark your answer
and focus on the next picture.

1
3
5
1 A®O00O|7
2 OO
3 W OO
4 @B OO
5 W®OCO
8 A® OO
7 @ ©0D
8 W@OCWD
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G Learn by doing: Picture bingo

Student A: Look at Activity file 8a on page 162,
Student B: Look at Activity file 8b on page 163.
Choose one of the words on your bingo card in the Activity file, then pick a picture you
think relates to that word. Tell your partner the picture number and ask them to make
a sentence about the picture. There are some words to help you below. Listen to your

partner’s sentence and, if you hear the word, you can mark it off on your bingo card.

Take turns until one person has marked off all their words. Bingo! They are the winner.

1. family road
mother walk
father lift

children hold

4. customers outdoors

water drink
glasses sit
table sip
café enjoy

0 Further study

2,

5.

passenger
taxi

suit

streat

boy

gate

hat
sweater
SNOW

travel

ground
wear
open
walk
stand

dock
men

6. old man
bicycle
lake
sun
cap

woman
door
sit
open

push

walk

going fishing
wear

shine

Find three pictures from newspapers or magazines. Write Part 1 type statements (one
correct answer, three that are close but wrong) to test your classmates in the next
lesson. The incorrect answers should include correct subject or object words, but

incorrect verbs.

Go to word list and quiz page 175.
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Testtp

Often direct
qguestions will not be
answered with yes,
no or don't know
Look for options that
use different words
1o express these
meanings.

Testtip

Often the question
and answer cholce
will be different verb
tenses

Do not expect the
grammar of the
question to match
the answer.
Example

Are you going
tonight? —+ I've
made other plans.

the same (or similar-
sounding) words are
common in Part 2
Be careful when
choosing responses
that use the same or
similarsounding
words,

Listening Test

Part 2 Question-Response

Focus: Becoming familiar with different ways of answering
direct questions
Becoming aware of similar-sounding words

In this part of the test, you will often hear direct questions. The correct answer will not
usually be an answer with yes, no or don't know, and will often be in a different tense.

1 Language building: Choosing the correct answer

Choose two correct answers for each question.

a. Is Mr. Clemens coming to the 1. She thinks she’ll be free later today.
presentation? 2. No. Everyone has been invited.

b. Did she say when she would 3. Unfortunately, he's on holiday then.
be available? 4, Sure. Where is she?

¢. Could you help Laura to prepare 5. You should probably call them first.
the documents? 6. No, | forgot to ask her.

d. Do you think they would mind 7. Sorry, | have to help Michael.
if | came along? 8. Yes, but he'll be a few minutes late.

ﬁ Follow up: Now listen to four more responses and match each one to questions a—d
above.

a. boc d

a. b. c. d

oW
Pow
oo
pe

oo

1.
2.

2 Test tactic: Look out for same or similar-sounding words

A Look at the following questions and responses. Mark the correct response and
circle any SAME or SIMILAR-SOUNDING words used in the distractors.

1. Are you going to the party tonight?

(A) Yes, it'sdonighi
(B) Mo, he's r.;a OMOrrow.
v (C) | haven't decided yet.

2. Have you handed in the report yet?
{A) I've already reported it.
(B) | put it on her desk yesterday.
(C) | thought it was very handy.

3. Could you rearrange the venue for me?
(A} Yes, it's new.
(B) Sure. Is the meeting room better?
(C) No, | didn't arrange it

4. You called Simon back, didn't you?
(A) Mo, | don’t have his number.
(B) Yes, | gave it back.
(C) No, we call him David.

B MNow compare your answers with your partner.

Unit 9| Listening Test Part 2
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Is important
Repeat each
response in your
head and check if it
answers the
question or has
same word/similar
sound distractors.

Tactics

checklist

V1 Don't always
expect Yes/No
responses,

¥ Be careful of
same/similar-
sounding words.

&1 Verb tenses may
be different.

Short-term memory

¢ o Follow up: Now listen to five more questions. Repeat each response as you hear it,

e

1. Is this the last stop? (A} [ Correct [ X - Same word
(B ] Correct [ X - Same word

(C) [] Correct [J X-Same word

2. Did you call the (A} [ Correct [J X -Same word
customer back? (B) [ Correct [ X - Same word

(C) [J Correct [ X - Same word

3. You're working tomorrow, (A) [ Correct [ X - Same word
aren't you? (B} [ Correct [ X -Same word
(C) O Correct [] X~ Same word

4. Can you remember (A) [ Correct [ X=-Same word
the details? (B} [ Correct [ X - Same word

(C) [ Correct [] X - Same word

5. You read through the (A} [ Correct [ X - Same word
notes, didn't you? (B) ] Correct [ X-Same word

(C) [ Correct [ X-Same word

Tactic practice ¢ »

and mark whether it is correct, or wrong with a same word or wrong with a similar-
sounding distractor. Then compare your answer with your partner's.

[ X = Similar sound
[1 ¥ - Similar sound
X - Similar sound

X - Similar sound
X = Similar sound
X = Similar sound

ooo O

X = Similar sound
X - Similar sound
X = Similar sound

|
Ll

X = Similar sound
X = Similar sound
X - Similar sound

X - Similar sound
X = Similar sound
X = Similar sound

OO0 ooo oo

You will hear six question-response questions. After each question, pause the audio

and repeat the response to your partner. Then mark your answer choice and compare

your answers with your partner.

1 @0 4 @® O
2 @O 5 @B O
2 ABO 8 @B O

Understanding natural English

In natural spoken English, sounds are sometimes changed, combined and
dropped. Listen to these sentences spoken naturally and write in the
missing words.

() Mini-test &

Mow practice what you have learnt at the actual test speed with questions 1-12.

50

You must then be ready to listen to the next question.

You will have 5 seconds at the end of each item to make your choice,

1 @0 7 @G ©
2 AB®OC 8 AB O
: 366 1 358
5 ®®0C 11 @G ©
6 B0 12 ®B ©
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G Learn by doing: Checking information

A Complete the questions and responses by choosing the correct items from

the boxes.
1. Ao, the printer paper kept in the storeroom?
Bl i NEXL to the photocopier.

Is Does  That's  No,it's

2. A: This is your bag, ...........ccosinenns ?
B: Thanks. | ......cccececcucneene. l0OKINE for that.

was isn't it were am not

3. A:The new boss seems really nice, ......ooceveevrnnn ?
B: .coveeniviiennnnn . bUt | heard he can be very strict too.

doesn'the isnthe Hedoes  He will

4. Al Show me how to use the photocopier?
B! ciiinsinriinnns , it'S really easy.

Couldyou Doyou  Ofcourse  I'm afraid
5. A: The meeting begins at 2:30, ...ooeveervrvcnirrns 7
B: .o, iU'S Starting now.
doesn'tit didn'tit Probably  Actually
6. Al ..o, that the last report?
Were  I'llthink aboutit Was | think so

B Now make similar conversations by replacing the words in bold in sentences 1-6
above with the following words.

1. key/boss's office? 4. fax machine
2. calculator 5. presentation/11:30/after lunch
3. accountant/friendly/rude 6. box

Follow up: Ask your partner some more questions using auxiliary verbs and tag
questions. Try to give some answers without using Yes or No.

(®) Further study

Choose two sets of question words from the list below and make two Part 2 type
questions. Then, add three responses (one correct, two incorrect) to test your
partner, in the next lesson.

Are you ...7 Could you ...7 Is she .7 .., aren't you?
Did he ...7 Does this ...7 Do you ...7 w4 18N't she?

Go to word list and quiz page 175.
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Listening Test

Part 3 Conversations

Focus: Being aware of same word distractors

In this part of the test, the recording can often use words that are the same or have
the same meaning as words in the answer choices. This may cause you to choose an
incorrect answer. Be careful not to choose an answer simply because you heard

something similar in the listening,
Testtip’ " 1 Test tactic: Be aware of same word distractors
Part 3 somatimes A Quickly skim Question 1 below and underline the key words. The question and 1A
uses the same have been done for you.
words in the
recording and 1. Why didn't George attend the meeting?
answer cholces, (A) He was in the Human Resources section.
but with a different -
meaning (B} He doesn't get along with Mr. Stubbs.
If you hear the same (C) He had to go to Anaheim.
words in a (D) He was in New York.
conversation answer
choice, be careful, It B Mow quickly skim the tapescript below to find sentences with the key words. For
may not mean that each one decide if it answers the question or not. Cross out the wrong answer
this is correct. choices. When you think you have found the answer, circle the correct answer

choice. Compare your answer with a partner.

Tapescript

Man A:  Hey, Taylor. How did the Human Resources meeting go? | couldn't make
it because | was on a visit to the Anaheim office,

Man B:  Oh, hi George. You're lucky you missed it. There was a disagreement
between Mr. Stubbs and the New York team over employee numbers.

Man A:  Really? What was the problem?

Man B:  Mr. Stubbs wants to drastically cut back on the sales staff on the East
Coast. Jameson and the New York team were strongly in favor of
increasing staff to increase sales.

C Continue as above, with the remaining two questions.

2. What was the meeting about?
(A) A recent disagreement with employees
(B) A proposed trip to the East Coast
(C) Natural resources in the area
(D) Changes in the number of workers

3. What happened during the meeting?
(A) An increase in the number of bargain sales was reported.
(B} A disagreement between staff members took place,
(C) An increase in the sales figures was discussed.
(D) A winning number was drawn.
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Answers to Part 3
questions often use
different words from
the recording

The correct answer
choice someatimes
uses different words
to say the same
thing as the
recording.

Listen to who says
what

Often the answer
choice will have key
words used by one
of the speakers, but
it may not be the
speaker specified in
the question.
Naticing this can
help you spot
distractors,

ﬁ D Underline the key words in the following guestions and answer choices. Then listen
to one short conversation for each question and cross out the answer choices with

¢ ¥ Follow up: Listen again and choose the correct answer, Compare your answers with

similar word distractors.

1. What is the first woman looking
for?

{A) The stove

(B} The coffee maker
(C) The CD player
{D) The kitchen

2. What is the woman's problem?

(A} She has received a parking
ticket.

(B) She wants to sell her tickets.
(C) The show is sold out.

(D) The performance is
canceled.

your partner.

2 Test tactic: Listen for who says what

I
3 @@%@

3. What is the woman complaining

about?
(A) She dislikes filing documents.

(B) She was given directions to the
wrong place.

(C) Her work is always the same.
(D) A coworker was careless.

A Quickly skim Question 1 below and underline the key words.

1. What is the man planning to do?

(A) Work in Chicago

(B} Get a new job

(C) Move away from his family
(D) Move closer to his father

[ | Woman
[ | woman
[ | woman
_ | Woman || Man

[ | Man
1 man
[ ] Man

ﬂ B Listen to the sample conversation and mark who says each of the key words (the
man or the woman). Because the question is asking about the man's plans, the
words the woman says can be ignored. Choose the best answer from the things
the man says. Check your answer with your partner.

'Y

Continue as above, with the question below. This time it's important what the

woman says.

2. What does the woman want?
{A) A red sweater [ ] woman | | Man
(B) A discount [ ] woman [ Man
(C) Free shipping [ | woman [ | Man
(D) A green sweater ] woman || Man
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Tactics
checklist

¥ Be careful if
you hear the
same words in
the conversation
as in the
answer choices.

1 Listen to who
says what.

Understanding
natural English

In natural spoken
English, sounds are
sometimes changed,
combined and
dropped. Listen to
these sentences
spoken naturally
and write in the
missing words.

......... take a couple
of years.

,,,,,,,,, us there in
five minutes.

3 Tactic practice ¢ »

Use the tactics you have practiced for the next six questions. Before each passage
begins use the time to a) predict the context and b) think of other ways to say the
answer choices with your partner,

1. What is the woman unhappy

about?
(A) She made a mistake at work.

(B) The people she works with are
inexperienced.

(C} She does not like her new boss.

(D) She dislikes working in the
advertising field.

. What does the man suggest?

(A) Talking to her boss

(B) Changing to a job in advertising
(C) Looking for another job

(D) Talking with her coworkers

. Why does she suspect she got the

job?
{A) The supervisor liked her.
(B) She has a lot of experience.

(C) Her company has high
employee turnover.

(D) She had worked there a year

previously.

1 A®CO 4 @BOO
2 A®POO 5 @EBOO
3 AB®ODO & WBOO

'R Understanding natural English

@ Mini-test ¢

4. What does the woman request?

(A} A refund

(B) A receipt

(C) A new coffee machine
(D) A discount

. What does she say is the problem?

{A) The machine is broken,
(B) The cups are too small.

(C) She comes from a very large
family.

(D) The unit does not make enough
coffee.

. What does the man say?

(A) The woman can have a refund.

(B) She can choose a different
model.

(C) He needs to see the receipt.

(D) Replacing the product will take
a week.

Now practice what you have learnt at the actual test speed with questions 1-12.

Use any time available to skim the questions and answer choices before the first
listening starts. When you finish answering the guestions about one conversation,

immediately start previewing the questions for the next conversation.

1. How long has the man been at his

current job?

(A) One year
(B) Two years
(C) Six years
(D) Seven years

54 Unit 10| Listening Test Part 3

2. What are the man's future plans?

(A} To continue his education
(B) To open his own business
(C) To move to a new city

(D) To change careers




. What does the man say about the

company?

(A} He has learned a lot while
working there.

(B} He plans to continue working
there.

(C) He wants to work for the
company in a different city.

(D) He hopes to become a
manager in the company,

. Where are the speakers?
(A) At a bus stop
(B) At an auto repair shop
(C) At a taxi stand
(D) At a parking garage
. What is the man concerned about?
(A) The way to get home
(B) The traffic on the road
(C) The cost of transportation
(D) The time to fix the problem

. What does the woman suggest?
(A) Going to another shop
(B) Using a taxi
(C) Waiting a few hours
(D) Buying a new car

. What most likely is the man's job?
(A) A police officer
(B) An auto mechanic
(C) A bus driver
(D) A taxi driver

. What is the problem?

(A) The woman is in a hurry.

(E) The woman is lost.

(C) The woman is going the wrong
way.

(D) The woman has missed the
game.

. What will the man do next?

{A) Buy baseball tickets
(B) Drive to the stadium
(C) Attend a meeting

(D) Take a special route

1 ®@®@00 7T @O0
2 A®OD 8 WAB®OO
3 @O0 9 @B®OO
Hegcsmas s
5 A®0O0O 1 WB®OO
6 ABOO 12 @B®OO

. What are the speakers

discussing?

(A) Watching sports

(B} Driving long distances
(C) Training for an event
(D) Meeting relatives

. When will the event take place?

(A) May
{B) June
{C) July
{0} August

. What does the man say about his

brother?
(A} He visits often.

(B) He lives a long way from his
office.

(C) He runs a business.
(D} He eats healthy food.
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G Learn by doing: Complaining

A Conversations complaining about goods and services or about other things
sometimes appear in Part 3. Practice the following complaints with your partner. Then
change the underlined words in the conversations using the phrases from the boxes.

Complaints about goods and services

Staff: Good afternoon. (1) May | help you?
Customer: Yes, | bought this (2) wallet, but (3) the zipper is broken. (4) Could you replace it?
Staff: Yes, that should be fine. (5) May | see your receipt?
Customer: (6) Here you are.
Staff: Thank you. Just one moment, please.
(1) (2) (3)
Can | help you? jacket it's the wrong size
How can | help? rice cooker it doesn't work properly
(4) () (6}
I'd like a refund. Can |l see ... Here you go.
Could | exchange it? Could | have ... Here it is.

Complaints about other things

How (1) is your work these days?

Why, what's the matter?

Well, (3) my manager is very demanding. He's never satisfied.
What are you going to do?

| think | may (4) try to find a new job.

mEDsoDE

(1) (2) (3) (4)

e IS/NEW Mot great, I'm ... the rent/high. .-. look for a new
apartment? afraid. | can't afford it. place.

... are/classes? Not very well. ... have to work

... My teacher/ harda

tough. He gives so
much homework.

B MNow make another conversation using your own ideas.

Follow up: Write three Part 3 type questions (no answer choices) for your conversation
to test other students.

Culture note

When making a complaint, it is important to state what the
problem is and how you would like it resolved, in a polite way.

0 Further study

Think of something you were unhappy with recently, and write a conversation
complaining about it. Write three questions (no answer choices) to test your
classmates in the next lesson.

Go to word list and quiz page 176.
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Listening Test

LL Hun

Part 4

0 Focus: Becoming familiar with different kinds of
“what” questions

"What" guestions are very common in the TOEIC test. Sometimes they ask for an
overview or the main idea of the talk. Other times they ask for specific information.
This unit will help you to deal with both types.

Testtip 1 Language building: Vocabulary for overview questions

Some “what”

questions in Port.4 Use the words on the right to complete the overview guestions.

require you to 1. What is the ...... of the presentation? being described

understand the main 2. What is this report .......... 7 addressing

Idea of the talk 3. What is the speaker's reason for ......... the group?  about

Listen f1:.|t words that 4. What product is .......... s topic

tell you information

about the speaker, B Look at the key words listed for four of the types of questions found in talks. Circle

the location and the

tople the most likely topic from the list below.

1. sales figures, increase, report, final quarter
T ’ R = i {A) A financial report  (B) A sales demonstration  (C) A school report

Other *what" 2. closure, bankrupt, debt, failure

questions require : i ;
you to listen for (A) It is very successful.  (B) It is doing badly. (C) It hasn't changed.

specific information 3. customers, sale, ladies' fashion, department

Always skim the (A) Restaurants  (B) Immigration (C) Shopping

guestions and

answer cholces 4. ink, paper, documents, high quality, photographs

before listening. (A) A desk (B) A printer  (C) An office chair

Identify key waords,

and listen carefully Follow up: Discuss your answers with your partner and explain why you selected them.
for these,

2 Test tactic: Listen for answers in order

[N "uﬁ 4 =) A Underline the key words in the following questions and answer choices. Then skim

Answers in Part 4 the tapescript and underline the words that tell you the answers.

usually appear in

the order in which 1. Who will probably be

they appear in the interested in this Tapescript

talks advertisement? Alto-Pacific offers a special discount rate for

Listen for answers in (A) Students seniors, 5o summer never has to end for travelers

order, 2 aged over 60. We offer discounts starting at 10%
(5) hetirec: people off regular rates, as well as room upgrade deals
(C) Businessmen for early bookers. Not only do we offer cheaper
(D) Young families than standard prices, but also special tour rates,

complimentary breakfasts and a guaranteed

2. What is offered free quiet room. Whether you are looking to relax in a

of charge? world-class resort surrounded by the blue waters
(A) A tour of Micronesia, or enjoy a round of golf at one of
(B) A meal our Hawaiian resorts, or perhaps explore the

(C) A room historical castles of Japan, we have something to
(D) A fiight cater for every taste.
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Mark answers as

Listen to the three parts of a talk in turn. You have 30 seconds to skim the
questions and answer choices. Then, listen and mark the answers as correct,
maybe correct, or wrong. Note how the answers appear in order,

you listen

If you hear an 1. What kind of people might listen to this announcement?

answer that s {A) Politicians {(A) O] Correct [] Maybe Correct [ Wrong
definitely correct,

mark it as you listen,
Answer all guestions
as quickly as

(B} Venture capitalists
(C) Shareholders

(B} [] Correct [ Maybe Correct [ Wrong
(C) 0 Correct [] Maybe Correct [ Wrong

el 2. What has changed in the European market in the last year?
(A) It has become twice as big. {A) [] Correct [ Maybe Correct [] Wrong
(B) It has increased by one quarter. (B} [ Correct [] Maybe Correct [ Wrong
(C) It has decreased by 50%. {C) [ Correct [ Maybe Correct [ ] Wrong
3. What does the speaker say about the company’s finances this year?
{A) The Morth American market was strong.  (A) ] Correct [ Maybe Correct [ Wrong
(B) There were good and bad results. {(B) ] Correct [] Maybe Correct [ Wrong
(C) The European market was disappointing. (C) ] Correct [] Maybe Correct [ Wrong
Tactics 3 Tactic Practice ¢ &

checklist Use the tactics you have practiced for the next two talks. You will have one minute

2l Identiy-any before you listen to a) skim the questions and identify key words, and b) identify any
ot main idea questions.
questions.

@ Skim the 1. What does the speaker say about 4. What is the aim of this
dusstionsand the house? announcement?

answer choices
before listening

(A) It is old but well maintained.
(B) It was built 40 years ago.

{A) To describe Daniel Kanemoto
(B) To advertise a club

to identify key (C) It has not been renovated. (C) To boast about achievements
words. (D) There are two bedrooms. (D) To improve people’s fitness
1 Listen for

answers in order.

What is mentioned about the living

. What is the minimum age for

2 A room®? members?

S:::“r':; i (A) Itis a little dark. (A) 2

information (B) There is a bright lamp. (B) 6

questions as you (C) It was renovated six months ago. (C) 10

listen. (D) It has a lot of space. (D) 66

3. What will the speaker do next? . What is special about the head
(A) Show the visitors the kitchen instructor?

1 A®0©CO 2 (A) He is 66 Id
2 @@ 00 (B) Take the visitors to the second €15 00 YRars ol
3 @@ ©0D floor (B) He is a junior regional champion.
4 A © © (C) Leave the house (C) He won a title twice.
5 A®O©D (D) Talk about the price (D) He knows some basic self-defense.
6 W® 0O

Understanding natural English

In natural spoken English, sounds are sometimes changed, combined and

dropped.

Listen to these sentences and write in the missing words.

AS YOU ........ SE8, it is in remarkably good condition.
WORL: s store your entire photo collection safely.
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e Mini-test ¢

MNow practice what you have learnt at the actual test speed with guestions 1-12.

Use any time available to skim the questions and answer choices before the first
listening starts. When you finish answering the questions about one talk, immediately

start previewing the questions for the next talk.

];;t:gmm-lmm-hmmr-

Eeeeeeeeee®

OeeE@EE@oE@
elovlvvlvielo o)
CelSlClcClSlclolelS/C)

1. When did Orgola Valley experience 7.
strong winds?

{A) Last week
(B) Yesterday
(C} Last night
(D) Today
2. What will happen tomorrow?
(A) Temperatures will drop.
(B) There will be heavy rain.
(C) There will be strong winds.
(D) Snow will fall.
3. According to the report, how could

a listener get more weather
information? 9.

(A) By calling a special telephone
number
(B) By going to a Web site

(C) By listening to the weather
channel

What product is being described?

(A) A cordless telephone

(B) An allin-one printer

(C) A laptop computer

(D) A digital camera

According to the advertisement, what

is a special feature of the product?

(A) The quality of the color
photographs

(B) The operating speed

{C) The capacity to print photos from
memaory

(D) The ease of operation
When will the sale end?
(A) Friday

(B) Saturday

(C) Sunday

(D) Monday

(D) By reading the weather reports 10.

in the newspaper

4. What is the purpose of the talk?
(A) To address customers' problems
(B) To introduce a training session
(C) To explain the company benefits 11
(D) To describe a new product
5. Who mostly likely is the speaker
addressing?
(A} Job seekers
(B) Company customers
(C) New employees
{D) Department heads
6. In which department does George
Stevens work?
(A) Human resources
(B) Sales
(C) Customer service
(D) Marketing

What is Chuck Adams responsible for?
(A) Repairing computers

(B) Ordering supplies

(C) Maintaining the building

(D) Delivering the mail

When is Chuck Adams leaving?

(A) At the end of this week

(B) At the end of next week

(C) At the end of the maonth

(D) At the end of the year

What is the purpose of this
announcement?

(A) To ask for donations for a gift

(B) To present an award

(C) To introduce a new staff member
(D) To explain a new office procedure
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e Learn by doing: Tonight’s news

A With a partner read the questions about two news reports below and make sure you
understand all the words. Try to guess what the reports are about,

Business news report Local news report

1. What did FHL Electronics announce? 1.

2. What caused the closure of the 2
factories? 3
3. What did the president say about 4
labor costs in Asia? 5

ol

What did the president promise?

5. What is the best newspaper headline
for this report?

@ Drop in Asian Labor Costs
® FHL Announces Record Losses
# President Introduces New Product

What will open next week?

. What is the first performance?

. What will Tom Mason do?

. What happened one month ago?

. What is the best newspaper headline

for this report?

® Milltown Theater Opens Tuesday
® Events in our Town
® Famous Actor Spotted

B Student A: Look at Activity file 11a on page 163. Read the business news report to
your partner. Student B will answer the questions about it above. Then
listen to Student B's local news report and answer the questions about it.

Student B: Listen to your partner's business news report and answer the questions.
When you are finished, switch roles. Look at Activity file 11b on page 165.
Read your local news report to your partner. Student A will answer the

questions about it above.

0 Further study

Write four or five sentences about your company, school or family, and write three
"what" questions. Test your classmates in the next lesson.

Go to word list and quiz page 177.
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Reading Test

Part 5

Incomplete Sentences

A

Look at the verbs in
gerund/infinitive
guestions

If the answer
choices include both
gerunds and
infinitives, look at
the verb in the
question to help you
decide which is
correct

Test tip

Learn to recognize
gerunds and
infinitives
Familiarize yourself
with common
phrases that include
gerunds and
infinitives. As you
take the test, say
the phrases silently
to vourself, and try
to hear which ones
sound wrong. Avoid
these choices.

1

Focus: Choosing gerunds and infinitives correctly
Improving your knowledge of phrasal verbs

Being familiar with the correct use of gerunds and infinitives and understanding unit

phrasal verbs is helpful for many parts of the TOEIC test. This unit will make you
more aware of how they are used, especially in Part 5.

Language building: Gerunds and infinitives

Gerunds are verbs in their base form + -ing, e.g. doing. Infinitives are verbs in their
base form + to, e.g. to do.
Verbs commonly followed by a gerund

All the verbs below can be followed by gerunds, but some do not fit into the
sentences. Choose the verbs from each list that do NOT fit the sentence. The first one
is done for you.

remember

| quit

1. lcannot .o meeting him before. [ ] recall [X] admit | |

2. He.......smoking after his doctor
warned him of the dangers.

3. Increased sales indicate that customers |
wenennnnes BEMINE the larger discount.

contemplated | | gave up

appreciate [ | value | | avoid

4. Itstartsat 5 am. but | ........... getting | | can'thelp [ | don't mind
up early. [ ] am used to

5. The report .......... reviewing the security | | recommends | | advises
systems in the new building. | risks

Fallow up: Now write one sentence about yourself using a verb followed by a gerund
and compare with a partner.

Verbs commonly followed by infinitives

All the verbs below can be followed by infinitives, but some do not fit the meaning of
the sentences. Choose the verbs from each list that do NOT fit the sentence. The first
one is done for you.

6. Although it was a reasonable offer, we  [X] pretended [ | persuaded [ | forced
ceveseee them 1o increase it by 10%.

7. Did you .......... to meet Mr. Yamamoto intend expect | | hesitate
when you were in Tokyo?

8. It was a successful sales meeting | | decided | | threatened [ | agreed
as they ........... to purchase fifty units.

9. Because he had a lot of experience, [ ] expected | | prepared [ | deserved
he ........... to be promoted.

10. Although he wasn't very fit, he still | | managed | | decided | | reserved

weennnes 10 COMplete a full marathon.

Follow up: Now write one sentence about yourself using a verb followed by an
infinitive and compare with your partner.
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2 Test tactic: Familiarize yourself with phrasal verbs

Test tip
Learn as many
phrasal verbs as The term phrasal verb refers to a verb + particle (i.e. adverb or preposition), which
possible have a special meaning when used together.

Phrasal verbs are

sometimes tested in A Choose the correct phrasal verb on the right to match the meaning given.

the TOEIC test. 1. to arrange (e.g. a meeting) _| setup | call up
[y Familiarize yourself
unit. with as mary 2. to complete a blank area in a form ] fill out __| bring about
' sammon phragal 3. to support (e.g. a colleague) L] fallthrough | | backu
verbs as possible, : ’ P
4. to review or check something ] go over | | take over
5. to stop using something gradually | buy out [ | phase out
6. to fail to stay on schedule || fall behind  [_] back out (of)
7. to investigate | look into ] fill in for
8. to continue [ ] keepon [ ] go through
9, to delay or reschedule something [ | shut off || put off
10. to consider carefully | run out of [ think over

B Choose the correct phrasal verb to complete the following sentences.

1. Despite working overtime every 5. Visitors to the United States are

62

day for two weeks, he still
weeeeneer With his work,

{A) went through

(B) backed up

(C} fell behind

The customer called three
times this morning to .......... @
meeting.

(A) set up

(B) call up

(C) take over

It was decided 1o .......... buying
the new equipment until next
year.

(A) put off

(B) fill out

(C) take over

The judge promised to ..........

any new evidence as soon as
possible.

(A) look out of
(B) look into
{C) look after
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required to ......... an immigration
questionnaire,

(A) bring about
(B) think over
(C) fill out

. The planned merger between the

companies .......... because they
couldn't agree on the price.

(A) took over
(B) fell through
(C) backed out of

. When color televisions became

popular, black and white sets were
gradually .......... .

{A) phased out
(B) bought out
(C) setup

. A temporary worker was hired to

s Mary while she was on
vacation.

(A) take over
(B) fill in for
(C) fall behind



Tactics
checklist

¥ Look at the
verb in the
question to
help you decide
whether a
gerund or an
infinitive is
needed in the
answer.

¥ Say phrases
silently to
yourself and try
to hear if they
sound wrong.

I Familiarize
yourself with as
many phrasal
verbs as
possible.

3 Tactic practice
Use the tactics you have practiced to answer the following questions.

ki

Although | advised her to go by
train, she decided .......... instead.

(A) drive

(B) to drive

(C) driving

(D) drove

He was out when | called, but the

receptionist kindly offered .......... a
message for me.

(A) to take
(B) taken
(C) took
(D) taking

. It appears that our competitors are

considering .......... our takeover
proposal.

(A) to accept
(B) accept

(C) accepting
(D) accepted

e Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

4. When buying a new car, it is

advisable to .......... the best deal
you can find.

(A) go through
(B) look for
(C) get into
(D) fill out

. We are .......... on you to make a

good impression at the conference
next month.

(A) taking
(B) counting
(C) putting
(D) picking

. After waiting for more than thirty

minutes for my entrée to arrive, |
asked .......... to the manager.

{A) speak
(B) speaking
(C) spoken
(D) to speak

Recommended Time: & minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try
to spend no more than about 30 seconds on each item. If you don't know the answer,
guess and move on.

1. The president's limousine should

be here soon, as we are expecting
him .......... by 7 B,

(A) arrival
(B) to arrive
(C) arrive
(D) arriving

2. The feeling .......... the judges was

that the submission had not been
researched thoroughly enough,

(A) along
(B) among
(C) after

(D) around

GO ON TO THE NEXT PAGE
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3. During the winter months many

people enjoy .......... a variety of
indoor sports.

(A) play

(B) to play

(C) to be playing
(D) playing

4. Although | was pleased when |

bought the camera, | later
regretted not .......... for a more
advanced model,

{A) waiting

(B) wait

(C) to wait

(D) have waited

. She was .......... up by her

grandparents from the age of
seven.

(A) brought
(B) raised
(C) taken
(D) turned

. Employees currently .......... In

overseas postings are eligible for
an additional housing allowance.

(A) work

(B) worked
(C) to work
(D) working

. The first applicant seemed to enjoy

wuneeee. @SKed about his previous
experience in the field.

(A) to be

(B} be

(C) being

(D) had been
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B. Mr. Tan .......... to see the
presentation before he made the
decision.

(A) likes
(B) would like
(C) would have liked
(D) had liked
9. The general manager has been

weeenes MAKINE a decision on this
issue for several months.

(A) putting out
(B) putting off
(C) filling out

(D) filling in for

10, Most workplace errors .........

careless practices amongst
employees.

(A) stem from

(B) leave out

(C) start up

(D) get into

11, ......... visitors to the region visit

the unique Al Hasqua mosque.
(A) Almost

(B) Each

(C) Every

(D) Most

12, Union leaders agreed to meet

with management in order to talk
.......... an alternative proposal.

(A) with

(B) at

(C) to

(D) over
1 @O0 7 W® OO
2 A EOCODOD 8 WE®OD
3 APOD® 9 A® OO
4 A EPODO 10 WBGBOO
5 @O0 1 @E OO
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G Vocabulary practice

A Most phrasal verbs are made from very simple and common words. The articles
below can be completed using phrasal verbs that start with take or look. Choose
the correct particle to complete the phrasal verbs below, (More than one answer

may be possible.)

Advertisement

If you are 10oking (1)....cccocceneneee. @ relaxing vacation, then perhaps you should
consider the Hotel du Rhéne. Our highly-trained staff will take (2)......ccccoeuneen. @l
your needs. We guarantee that you'll have wonderful memaries that you'll look
[3)eersneirerssennsan, fOT yEArS tO COME.

Company statement

As you know, we were in a three-way battle for ownership of Mediacom. We tried
our best to take (4)...........ee.ee. this company, but unfortunately our attempt was
unsuccessful. However, it may not be all bad news, as we are currently looking
[B)iinressssnnnnnnnn. SOME very interesting partnerships in Asia and our initial

discussions have been very promising,
Phrasal verbs with take and look

Verb Meaning Verb Meaning
take over assume control of (The look after care for, nurture (My
smaller firm was taken maother looked after me
over by its larger when | was sick.)
competitor.) look for search (I've been looking
take in learn (There is so much to for my car keys
take in when starting a everywhere, but | can't
new job.) seem to find them.)
take up start a new activity look up to admire, respect (/ really
(I decided to take up golf look up to my father, He's
after foining the company.) achieved so much in his
take care of  be responsible for (/' take life.)
care of the arrangements look into investigate ('l look into
for tomorrow's meeting.) the best way of getting to
take off remove (He took off his the airport.)
jacket when he came look back on  consider the past (When
hame from work.) he looked back on his life,
take out dispose of (Take out the he was glad he had done
would you?) look forward  Anticipate eagerly (| am
take back retract (I'm sorry | called to really looking forward to
you a fool. | take it back.) the hofidays this year.)

B Now write four sentences about your life using phrasal verbs with take and look.
Tell them to your partner in the next lesson. Check a dictionary for other examples
of phrasal verbs and note how they are used.

Go to word list and quiz page 178.
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Reading Test

Part 6 Text Completion

13

0 Focus: Choosing the correct part of speech: adjectives and
adverbs

Some questions in the TOEIC test will ask you to choose the correct part of speech.
Learning to identify appropriate uses of adjectives and adverbs can help improve your score.
This unit helps raise your awareness of how these words are formed and used.

Test tip 1 Language building: Adjective and adverb endings
Learn suffixes to
help you identify
adjectives and

adverbs 1. We selected this hotel because the rooms are ........... . (comfortable/ comfortably)
Some guestions on

unit

The sentences below use some common adjective and adverb endings found in the
TOEIC test. Choose the correct adjective or adverb to complete each sentence,

the TOEIC test 2. We have ........... problems in our Tokyo office. (serious/seriously)

require you to select 3. New recruits are expected to listen ........... during training. (attentive/attentively)
an approprate

adjective or adverb, 4. Our sales have been ........... g00d in the last three months.

Learning commaon (consistent/consistently)

suffixes will help you ;

o identify these 5. The response to the new commercial has been ........... . (wonderful/wonderfully)
types of words. 6. The contract ........... stated that delivery would be free. (specific/specifically)

Follow up: With a partner think of two or three other words for each of the adjective

Grammar and adverb endings below.
note
Adj-ecl"'l"ﬂﬁ aften AdlEcti\l'EE
follow the verb to be
or other verbs -able (-ible)
related to senses
{look, smell, etc.). Ous
Examples -ive
The food is terrible.
It tastes delicious. -ent (-ant)
-ful
-ic
Adverbs
.|3,r

Mow choose two of the words from the chart above and make sentences (either true
or false) about someone or something in the room. Read your sentence to your
partner and see if they agree or not.

Example

A: Min Joon always studies English very carefully.

B: | don't really think so.
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of comparative and
superlative forms of
adjectives

Knowing how these

are formed can help
you choose the right
answer,

Understand the use

2 Test tactic: Be aware of correct comparative and superlative
forms

A Look at some examples of common comparative and superlative forms.
... as high as the market will support.
.. more difficult than we first expected.
... faster than the competition.
... the cheapest product.
... his/their/my greatest problem.
.. the most important thing.

Use the examples above to help you choose the best word to complete the
sentences.

1.
2.

The ........... (Bood/better/best) thing about the offer is the price.

This system uses the ........... (advanced/more advanced/most advanced)
technology on the market.

This department may not be as ........... (big/bigger/biggest) as some of the
others, but its budget is much ........... (large/larger/the largest).

They are our ........... (important/more important/most important) customers
by far.

The old distributor's delivery was much ........... (fast/faster/fastest) than the
new one.

Most attendees felt the first presenter was ........... (informative/most
informative/more informative) than the second one.

Follow up: Compare your answers with a partner. If you have any different
answers, tell your partner why you chose your answer.

B With your partner, make comparative and superlative sentences about the means
of transportation below.
Example
A train isn't as fast as an airplane.
Buses are cheaper than trains.

car train ship airplane motorcycle
{fast, cheap/expensive, convenient, etc.)
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Tactics
checklist

i Identity
adjectives and
adverbs by
looking at their
suffixes.

1 Become
familiar with
how
comparatives
and
superlatives are
formed.

3 Tactic practice
Use the tactics you have practiced to answer the following questions.

Questions 1-3 refer to the following article.

High among the many triumphs of man’s courage and spirit is Walter Drake's
and Olivier Viogel's ................ climb to the summit of Mount Everest without
1. (A) amazement
(B) amazing
(C) amazingly
(D) amazed

oxygen tanks in 1967.

Although several attempts to climb Everest without additional oxygen had been
made in the past, none had been successful. Drake and Vogel began moving
cautiously up the south ridge towards the summit, which they reached after a
grueling climb at 10:30. They lingered ................ on the summit and then began
2. (A) highly

(B) shortly

(C) briefly

(D) quickly

the tiring climb down the mountain. They said it was the ................ test of

3. (A} great
(B) greater
(C) greatest
(D) greatly

endurance they had ever experienced.
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e Mini-test

Now apply the Test tactics at the actual test speed with questions 1-12.

Recommended Time: 9 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try
to spend no more than about 30-45 seconds on each item. If you don't know the
answer, guess and move on.

Questions 1-3 refer to the following article.

Classic Film Archive Coming Soon unit

Mational Pictures has recently announced the re-release of some of the most
famous films of the 1930s and 1940s, including Corsini's Roma Viva Roma, the
original 1937 version of The Angry Man, and the classic Drums Along The
Zambezi. These are some of the most respected and talked-about films of
they o days of talking pictures.
1. (A) early

(B) final

(C) happy

(D) long

National Pictures reported that the original prints have been re-mastered
and s restored to modern digital standards by experienced film

2. (A) care
(B) careful
(C) carefully
(D) caring

technicians to maintain the charm and flavor of the original prints. More
information on these, and other films from National Pictures, can be found on
their Web site, along with screen shots and ordering details. To access the
complete ......ccoeennne of restored films, and order your own set, log on to
3. (A) costs

(B] sample

(C) movie

(D) catalog

www.nationalclassics.com today.

GO ON TO THE NEXT PAGE
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Questions 4-6 refer to the following letter,

Dear Mr. Phanom,

Thank you very much for your interest in becoming a dealer for our “Iron Duke”
mountain bike. As you are probably aware, this is our latest model, and is by far
the ................ we have ever built.
4. (A) strong

(B) stronger

(C) strongest

(D) strongly

We believe it is this proven durability, along with its stylish design, that has allowed it
to quickly gain such popularity ................ the cycling community.
5. (A) within
(B) into
(C) about
(D) of

In answer to your question regarding how the Iron Duke has done in Asia, | can tell
you that all of our retail partners there have reported that this year's sales of the
model have been .........c.e... . In fact, some of our dealers managed to sell their
6. (A) impressive
(B) worrying
(C) disappointing
(D) encouraged

entire stock in the first month after delivery.

I 'am including a full dealer reference package. Please don't hesitate to contact me if
you have any further questions or would like to place an order.

Yours sincerely,
Wallase M'mmﬂ,
Wallace Minkly

Asia Sales Representative
Avenger Cycle
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Questions 7-9 refer to the following letter.

Dear Oleg,

| am writing to let you know that on July 17 we are going be having a party to
celebrate the launch of our new GX99 line of mobile phones. This ................ held
7. (A) is
(B) had been
(C) was
(D) will be

in the Ambassador Room in the Dolton Grand hotel,

If you are free on this evening | would be very happy if you could join us. Your help
in promoting the GX50 series was invaluable and we expect that with your input,
the new line will be even ................ successful than last year.
8. (A) extra
(B) very
(C) more
(D) most

| really hope you will be able to make the party as | expect that it will be
an impressive one. In ......ec...... case, | will give you a call next week to set up

9. (A) no
(B) any
(C) every
(D) some

a meeting to finalize the designs for the January campaign.
Best regards and talk to you soon,
Mites

unit

GO ON TO THE NEXT PAGE
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Questions 10-12 refer to the following letter.

Dear Barnaby,
| have just returned from my visit to the Taiwan office and | must say | am impressed
with the local marketing team. They are all very motivated and ................ about the

10. (A) enthusiasm
(B) enthusiast
{C) enthusiastic
(D) enthusiastically

new line of evening wear from our Paris collection.

One issue did arise regarding the details of sales plan. | think we may want to move
MOFE (evevrvisanans on the introduction than we had originally planned.
11. (A) quick
(B) quickly
(C) quicker
(D) quickness

We have information that our largest competitor has also gone with a darker and
mora conservative pattern this year. | am worried that this will make both product
lines seem VEry ..., .
12. (A) modern
(B) expensive
(C) innovative
(D) similar

We know they generally debut their line in May. As our image is based upon setting
trends and being unigue, | think we should push our release date up to March.
Please consider this option and let's discuss it more fully when we meet on Monday.

Mikoko
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G Grammar practice

Adjectives and adverbs

A Look at the gaps in the sentences below and decide whether they require an
adjective or adverb. Then select the best word of the correct type from the list

on the right.
1. John has ............... had the best sales record for the
last 5 years. a specifically
2. The print shop downstairs is quite expensive, but it
is certainly ... . b precise
3. Swiss watches are famous for their ... .
timekeeping. g consstently unit
4. The manager ................ displayed the trophy his d proudly
branch had won for having the best sales record.
5. That company is famous for finding ................ e innovative
solutions to difficult problems.
6. All new staff are ................ told not to make personal f convenient

phone calls using the company line.

B Choose four adjectives or adverbs from the list in activity A and use them to
write new sentences. Then test your classmates to see if they can choose the
right words,

Comparative and Superlative forms
A Change the words to the correct form (if necessary) in order to complete the

sentences.
1. Diamonds are much ................ than rubies. (expensive)
2. Many countries would like to have the ................ building in the world. (tall)
3. The new apartment wasn't as ................ as the advertisement
had claimed. (big)
4. The summit of Mt Everest is the ................ place on earth. (high)
5. That company was ................ for its low prices than for the quality of

5.

its products. (famous)

Many people believe that a pound of lead is ................ than a pound
of feathers. (heavy)

B Write four more sentences about yourself, your family, or your country.
Compare your sentences with your classmates.

Go to word list and quiz page 179.
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Reading Test

14

0 Focus: Using context to answer vocabulary questions
Using what you have learnt to help infer meaning

Part 7 Reading Comprehension

In Unit 7 we looked at answering specific information questions. In this unit we will
look at the type of questions you should answer next — vocabulary, main idea and

inference.
Test tip A Test tactic: Use context to answer vocabulary questions
The context of the i ) i .
passage can give A Look at vocabulary question 1 below. Find the word in the passage and cross it
clues to vocabulary out. Brainstorm other words that might fit in the sentence and discuss your ideas
meaning with a partner.
Read the sentences . § Wi ; ¢ ; .
15 around the targst 1. The word “constitute” in paragraph 2, line 2, is closest in meaning to ...
word to try to guess
the meaning. If there is a medical reason for the request, it must be received prior to
the mid-point of the program. Refunds for sports and fitness programs
will NOT be processed until ALL gym and pool passes have been
Test tip - . returned

These guestions
sometimes use
challenging

Please note that advising an instructor or not attending a program will
not constitute a notice of withdrawal.

vocabular Cash/check remittances will be refunded by check. Please allow our

¥ ; -

If you don't know all office 4 to 6 weeks to process your refund. Credit card refunds will go
of the words, ignore back on the original card.

the ones you do
Know that don't

::::5;:%5 will B Look at the answer choices and choose the one that seems closest to your idea.
increase your (A) begin

chances of a (B) signify

successful guess, (C) remove

(D) understand

If you aren't familiar with some of the words and can't see an obvious answer,
ignore any incorrect words you do know and make a guess with the remaining
choices. Read the sentence (silently) with each remaining choice and choose the
one that "sounds” the best.

C Do the same for the following question.
The word “process” in paragraph 3, line 2, is closest in meaning to
(A} examine
(B) replace
(C) handle
(D) maintain
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e A
Answering the
easier questions
first gives you
information
Answering the
specific information
and vocabulary
questions first
should help you to
answer the main
idea or inference
questions. If not,
skim the passage to
confirm the most
likely answer choice.

1 o
In inference
questions the
answers will not be
stated directly in the
passage

The correct option
will relate to or
paraphrase ideas
from the text. Look
for words or ideas in
the passage related
to the things noted in
each answer choice,

ST 2 Test tactic: Use what you have learnt to infer meaning

A Underline the key words in the answer choices, Choice (A) is done for you.

2. What is this notice mainly about?
(A) The costs of summer college programs
(B) The way to obtain refunds for unattended courses
(C) Details of payment for summer programs
(D) Commaon reasons for withdrawal from college courses

Follow up: Compare your choices with a partner.

B Now answer the question above. You should already have enough understanding

of the passage to make a choice (it is the same passage you used with specific
information questions in Unit 7). If you still aren’t sure, skim the passage and
choose the one that seems closest to the overall meaning,

Summer program refund policy

The effective date of the withdrawal/cancelation is the date the withdrawal
notice is received by the center, regardless of the date the participant stopped
attending the class.

Withdrawal requests from all registered courses must be made before the
second class is held. If the request is received 5 business days prior to the first
class, the amount refunded will be the full amount, less the refund administration
fee ($25.00). If the request is received after the first class, but before the second
class, the amount refunded will be the full amount, less the cost of the first class
and less the administration fee ($25.00). From the second lesson onwards, no
refunds/credits will be issued.

If there is a medical reason for the request, a doctor's note must be received
prior to the mid-point of the program. Refunds for sports and fitness programs
will NOT be processed until ALL gym and pool passes have been returned.
Please note that advising an instructor or not attending a program will not
constitute a notice of withdrawal.

Cash/check remittances will be refunded by check. Please allow our office 4 to 6

weeks to process your refund. Credit card refunds will go back on the original
card.

C Write the letter of the answer choice in the appropriate column in the chart on
page T76. Choice (A) is done for you.
3. Where might you see this notice?
(A) A student alumni magazine
(B} An insurance policy
(C) A medical journal
(D) A community services bulletin
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A

Things that are insured
and things that aren’t
covered

Monthly payments

The insurance company
name

Policy number/date

Profile of a famous doctor
Research on diseases

Descriptions of new
medical techniques

Ads for health services

Upcoming courses,
services, or events
Details of costs and

schedules for community
services

Profiles of famous ex-
students

Fund-raising information

Information on student
admission

Available facilities Upcoming special events

at the university

3 Tactic practice

Tactics
checklist

¥ Use context to
answer
vocabulary
questions.

1 Use what
you've learnt
to answer main
idea guestions.

¥ In inference
guestions, look
for words or
ideas in the
passage related
to the things
noted in each
answer choice,

Use the tactics you have practiced to answer the following questions. Remember to
start with the easiest questions and then go to the more difficult ones. Then answer
them as quickly as you can.
1. What is the purpose of this letter?

(A) To thank someone for a meeting held last week

(B} To confirm the launch dates for a product line

(C) To request information on future marketing strategies

(D) To describe the ingredients in a skin care product

2. What can be inferred about the New Health product line?
{A) It is aimed at women.
(B) It will be expensive.
(C) It will sell well,
(D) It relates to skin care.

3. The word “anticipated” in paragraph 1, line 2 is closest in meaning to
(A) expected
(B) promised
(C) required
(D) awaited

Questions 1-3 refer to the following letter.

Hoger,

It was a great pleasure to speak with you on the phone last week regarding our new product line that we
will be introducing next year in Europe. Unfortunately, at that time, | was unable to confirm the anticipated
launch date for the Mew Health line and the expected level of marketing support this product will receive.

| am now able to confirm that the launch date for our new range in our non-U.S. markets will be

April 1. Prior to this date we will be launching a major marketing campaign for our new products which
will include the placing of two-page spreads in leading health and fashion magazines, and TV
advertisements. We are expecting to shortly confirm a well-known international model as the face for
the campaign.

I will be coming to London early next month and | was wondering if we could meet to discuss our
products and pricing strategies in more detail? | will be able to supply you with more information about
not only the New Health line, but also the other facial and body moisturizing products that we offer.

| look forward to meeting you and discussing this sales opportunity with you further.

Regards,
Lewis
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@ Mini-test

Now apply what you have learnt at the actual test speed with questions 1-10,

Recommended Time: 12 minutes (or less)
Try to spend no more than about 60 seconds on each item; if you don't know the

answer, guess and move on. If you have time at the end review any answers you weren't
sure about.

Questions 1-2 refer to the following memo.

Memorandum

To: Sales Department Staff
From: P.B. Anderson, Office Administrator
Subject: Garbage disposal

We received a complaint last Wednesday about improper garbage disposal by unit
your department. Despite the recent guidelines, several bags of garbage were
found in black plastic bags. We would therefore like to remind you of the
following:

* Transparent garbage bags should be used for all garbage.

¢ Burnable and non-burnable items should be separated as previously advised.
* All garbage must be taken out before 6 PM. on Tuesday and Friday evenings.
If garbage is not out by this time, the collection will be missed.

All glass and metal waste should be placed in the separate receptacle near
the rear gate for pickup on Monday morning before noon.

1. What is the main purpose of this memo?
(A) To describe how to dispose of metal and glass
(B} To outline procedures for burnable waste
(C) To reinforce waste disposal guidelines
(D) To remind staff of the collection schedule
2. What have the sales staff failed to do?
(A) Use specific garbage bags
(B) Separate the garbage
(C) Place metal waste in the correct receptacle
(D) Take out the garbage at the correct time

o onTo Tie NeXT pacE 2
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Questions 3-5 refer to the following advertisement.

New Muscles Gym opening in Collingwood

Muscles Gym is the place for serious fitness, with over 50 multi-purpose gyms
nationwide. We are pleased to announce that a new Muscles Gym is set to open
in January next to Main Street Station. This new Muscles Gym features a fully
stocked workout gym including free weights, machines and a range of
cardiovascular equipment. There is also an exercise studio, which will offer a
comprehensive program of dance, aerobic and martial arts classes. Membership
in the Main Street branch also allows full use of the pool and aquatics programs
in either the Central or Lansdowne branches.

We are now open for membership applications, so please visit us, take a tour of
our wonderful facilities and see how we can truly add power to your dreams!

* Monthly membership rates from as little as $60

Family packages available from $100

20% discount for group membership (min. of 4 members)

Many other membership rates and packages

Sign up by December 31 and get a 10% discount and complimentary locker

unit

Membership inquiries:
Reception open 12 -6 rpM. weekdays, 9 A.Mm. - 6 PM. Sat/Sun

3. What is the main purpose of this advertisement?
(&) To announce the opening of a new gym
(B} To give details of group membership rates
(C) To notify the public of an equipment sale
(D) To describe the available facilities in Lansdowne
4. What do people who join before the end of the year get?
{A) A $60 membership rate
(B) A 20% discount
(C) A free locker
(D) Special passes for family members
5. What is suggested in the advertisement?
(A) People may sign up from 9-6 all week.
{B) Joining will be more expensive after the new year.
(C) Children are not able to use this gym.
(D) The Main Street branch gym is convenient for swimmers,

78 Unit 14 | Reading Test Part 7



Questions 6-9 refer to the following notice.

Notice to all guests of the Glenvale Inn

The management of the Glenvale Inn would like to apologize to all its guests for any
inconvenience caused by our remodeling efforts. We assure you that the greatest efforts
are being made to ensure all public spaces are kept immaculately clean, that all guests
are provided with courteous professionalism, and that noise is kept to a minimum.

During the remodeling, we are also offering all guests 10% off their bill and 10% off their
next stay as well, when the remodeling is complete.

Our new and improved facilities

* A 24-hour coffee bar in the lobby with a menu that will feature all your favorite
specialty beverages as well as home-made baked goods.

* An expanded exercise room with spa and sauna will be available to melt away any chill
you get on the slopes, plus personal trainers on hand for workouts or lessons in skiing
or snowboarding.

* A massage salon will relieve any aches from your exercise in our gym or on the
mountain.

* 20 log cabins, each complete with antique furnishings and bay windows overlooking
the scenic valley and the main hotel building, will provide a little extra privacy but with
all the amenities of one of our suites,

Once again, the management thanks you for your patronage and patience.

6. Why is the management apologizing?
(A) There has been a lack of professionalism.
(B) The exercise room is too small.
(C) Some construction is underway.
(D) Guests are being overbilled.

7. What is being offered to current guests because of the problem?
(A) A discount on their stay
(B) Personal training
{C) Free coffee
(D) A massage

8. The word “feature” in paragraph 3, line 1 is closest in meaning to
(A} make
(B) include
(C) highlight
(D) introduce
9. What is stated about the log cabins?
(A) They have a good view of the area,
(B} They have ultra-modern furniture.
(C) They are not as well equipped as the suites.
(D) They are connected to the main hotel,

unit
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Questions 10-12 refer to the following job advertiserment and letter.

Global Architecture Associates  Business Development Director

The person filling this position will develop the company’s development plan and
oversee the expansion of the business. Candidates should be able to demonsirate a
background in successful business planning.

JOB DESCRIPTION

Responsible for managing external contracts and relationships with local businesses
and the local government offices. Responsible for tracking and evaluating the success
of contracts and services.

QUALIFICATIONS, TRAINING and EXPERIENCE

A degree in business management. Minimum of five years relevant experience,
preferably managing a multi-functional team. Excellent sales, negotiation and
interpersonal skills are key requirements of the job. Strong numerical and analytical
ability and a solid grasp of computer spreadsheet applications are essential. Personnel
management required. Good communication skills are essential, both written and

verbal. Must be willing to travel.

Send cover letter and résumé to:
Marko Cerise
Human Relations Manager
Global Architecture Associates

Diear Mr Cerise,

I read your job advertisement in Prafessional Monthly and believe that I am well suited
to fill the position.

For the past 6 years [ have been working as the regional promotions manager for a
national chain of stationery stores. In this position, | was responsible for overseeing a
team of six promotions and marketing staff. It was my responsibility to plan the sales
events and promotional campaigns, and produce evaluation reports on the impact of
each campaign. The position entailed regular visits to each of the nine branches in the
area, so | am used to spending a significant part of my working week on the road.

A big part of the job was interacting with both senior management and individual
store managers to ensure that new product lines were appropriately supported and
within budget targets. [ have found working in this position to be very rewarding but
I feel 1 am ready for a change of horizons and look forward to facing new challenges.

In respect to my current position, [ would be willing to start within one month of
receiving a job offer.

For further employment and educational details please see the accompanying résumé.

Sincerely,

Tenniter Dankert
Jennifer Dankert
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10. What kind of work is advertised?
{A) Human resources
(B) Architecture
(C) Management
(D) Marketing
11. In the letter, the word “impact” in paragraph 2, line 4, is closest in meaning to
(A} effect
(B) collision
(C) force
(D) problem
12. What requirement stated in the advertisement does Ms. Dankert NOT
address?
(A) Budget management experience
(B} Experience with promotional events
(C) Knowledge of computer software
(D) Supervisory skills
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(® Reading in action

Role play

You bought a watch (a Seimex Accuron) a month ago. Yesterday, after swimming, vou
realized your watch wasn't working. You noticed there was some water inside the
face. The watch is clearly labeled as “waterresistant” and is almost brand new!

Read the warranty below. Then answer the questions with a partner.
1. How long is the warranty good for?

2. What two things may the company do if it is broken?

3. What situations does the warranty not cover?

4. What should you do if you want to make a warranty claim?

SEIMEX INTERNATIONAL WARRANTY

Your SEIMEX watch is warranted against manufacturing defects by Seimex
Corporation for a period of ONE YEAR from the original purchase date. Please
note that Seimex may, at its option, repair your watch or replace it with an
identical or similar model.

IMPORTANT — PLEASE NOTE THAT THIS WARRANTY DOES NOT COVER
DEFECTS OR DAMAGE TO YOUR WATCH:

1) if the watch was not originally purchased from an authorized Seimex retailer.
2) from repair services not performed by Seimex.

3) from accidents, or use for purposes outside of those specified in the user’s
manual.

Report all warranty claims to your local authorized SEIMEX dealer for prompt
service.

Task
With your partner, write a complaint letter (or complete the model on the next page)
to the local Seimex dealer where you bought the watch. Include the following details:
* Tell them when you bought the watch (note the model).
* Explain what happened.
* Point out that

- the watch hasn't been bumped or dropped

= itis supposed to be water-resistant
- there must be a problem with the watch

= Since it is still under warranty, find out how soon they can repair or replace the
watch.

When making complaints, try not to sound rude or personal,
e.g. You must fix the problem you caused ...

It is better to say, | really think this problem is covered by
the guarantee, so it's only fair you should fix it.
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To whom it may concern,
| am writing to complain about a Seimex watch | purchased

in your shop. | was quite happy with it until yesterday,

after a swim, and

inside the face.

During the time | have owned it, it hasn't been and since it is

clearly labeled as water-resistant there is obviously a

Since it is still under warranty | would like to unt:

| look forward to hearing from you soon.

Yours sincerely,

0 Further study

Using your completed letter, write two Part 7 type guestions (at least one should be a
vocabulary, main idea or inference question) to test a partner in the next lesson.

Go to word list and quiz page 179.
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Listening Test

Part 1 Photographs

L S |
Listen for SVO
words

Most TOEIC Part 1
questions follow a
subject, verb or
subject, verb, object
pattern (SVO).
Listen carefully for
SVO words and
compare the words
you hear to what is
in the picture.

Listen for wrong
main subject, verb
and object

Some distractors
use corract key
words, and incorrect
ones, If you hear an
incorrect one you
can immediately
ignore that answer
choice.

84 Unit 15 |

Focus: Listening carefully to every detail

Most incorrect choices in this part will use some correct subject, verb and object words
and some wrong ones. This unit will help you to pick out and eliminate incorrect
answer choices.

. 1 Language building: Listen for subject/verb/object words

A Look at the list of possible subjects/objects and verbs and make up sentences
about each of the pictures with a partner.

1 2
Possible subjects/objects used Possible verbs used
man train suit standing sitting reading
baker newspaper oven making baking wearing
bread putting

¢ % B Listen to four correct sentences about these pictures., Listen carefully to the
subjects/objects and verbs, and after each one pause the audio and tell your
partner the words you heard. Decide together which picture you think the
sentence matches.

Follow up: Write one new sentence for each picture. You may use different words, Test
your partners to pick out the SVO words and choose the correct picture.

* 2 Test tactic: Be careful of subject/verb/object problems

A For the following sentences underline the incorrect words and say how you could
correct them.

1. The woman is carrying the baby, 3. The man is carrying a drill,
2. The shopping cart is empty. 4. The man is holding some gloves.

Listening Test Part 1
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B Now write two correct sentences about each of the following pictures. Underline
the subjects, verbs and objects,

Example: The man is sitting on the qround .

¢ »C You will hear four sentences about each picture. After each sentence, stop the
audio and tell a partner the SVO words you heard, then mark below whether you
think the sentence is Correct or Wrong.

i (A) [ ] correct [ | wrong 2 (A [ ] comect [ ] Wrong
(B) [ ] Correct [ | Wrong (8) [ 1 Correct [ | wWrong
(€) [] correct [ | Wrong () ] Correct [ | Wrong
(D) ] Correct [ | Wrong (D) [ correct [ | Wrong

Follow up: Compare with your partner the sentences you first made and the correct

sentence.

3 Tactic practice ¢ »

Use the tactics you have practiced for the next three photographs. You will have one
minute to a) brainstorm vocabulary and b) predict possible statements with a partner.
Then listen to and echo (silently) the answer choices, and after you hear each, mark
whether you think it is correct, maybe correct, or wrong.

Tactics 1
checklist (&) [ ] correct [ | Maybe correct [ | Wrong
1 Listen for SVOD (8) L] Correct [ | Maybe correct [ | Wrong
ds. : -
waias () [ ] correct [ | Maybe correct | Wrong
W1 Listen for wrong R =) _ _
subjects, verbs (D) [ ] Correct | Maybe correct L] Wrong
and objects.
2
(A) [ | Cormect [ | Maybecorrect [ | Wrong
(B) [ Correct | Maybe correct || Wrong
(€) [ correct [_] Maybecorrect [ | Wrong
(D) [ | Correct [ ] Maybe correct [ | Wrong
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Understanding
natural English

In natural spaken
English, sounds are
sometimes
changed, combined
and dropped. Listen
o these sentences
spoken naturally
and write in the
missing words,

A forest grows ...
valley.

The man is standing
......... wall,

(A) ] Correct
(B) [ | Correct
(C) [] correct
(D) [] Correct

| Maybe correct
1 Maybe correct
[ ] Maybe correct
[ ] Maybe correct

| wrong
| wrong
|| Wrong
[ wrong

Follow up: Now compare your answers with your partner, explaining your reasons, and

what you remember hearing.

6 Understanding natural English

O Mini-test

Mow practice what you have learnt at the actual test speed with questions 1-6.

Use any time available to skim the first pictures before the listening starts. After
that you will have exactly 5 seconds between each question to mark your answer

and focus on the next picture.

1 ®®
2 @®
3 @®
4 @®
5 @®
6 @®

Glelelclele]
©eCeeE
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G Learn by doing: Three in a row game

To win this game you must make a line of three pictures in a row.

Choose a picture and say the number. Your partner will read a sentence and you must

say if it is correct or wrong (and explain why). If you are right, you get the square.
Take turns until you have a winner,

Student A: Look at Activity file 15a on page 164,
Student B: Look at Activity file 15b on page 167.

2 B

0 Further study

Choose two pictures from C above, and write Part 1 type statements (one correct answer,
three that are close but wrong) to test on your classmates in the next lesson. The
incorrect answers should include some correct SVO words and at least one wrong one.

Go to word list and quiz page 180.
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Listening Test
Part 2 Question-Response

0 Focus: Becoming familiar with time and location structures

Questions about time and location are common in the TOEIC test. This unit wall
familiarize you with the types of questions and answer choices you will see in this
part of the test.

Westtip. 1 Language building: Be familiar with time and location

Answers to time marker words
and location
questions often use
common marker
words Match each answer to the correct question type. The first one is done for you.
Being familiar with

the prepositions and

A The table below contains sentences that answer different time and location
guestions. Common marker words are shown in bold.

9L un

other words a We will be finished in February.
common to these s &
answers will help b It's at Eastern State University, on the 3rd floor.
you choose the 1 Where/Directions? b- ¢ She’s been working here for several manths.
COrrect answer,
d Down the hall, turn left and it's just across from
the cafeteria.
2 How long? e The package was delivered about an hour ago.
f They've been in the meeting since 6:00.
g To Florida, as usual.
3 When? h I've had it about a month.
i On Tuesday July Tth, at 1:00.
F’@Jﬁh; S J Wsin the refrigerator, behind the vegetables,
The CO;II-E';‘.'t answer
may use very short B Some questions do not have obvious time or location marker words. Write in the
or indefinite space whether the answer is for “Where/Directions”, “How long", or “When”
answers guestions. The first one is done for you.
Listen for these and
decide what kind of 1 Where / Directions? Berlin.
question they could
answer, 2 It could take all night.
3 Sorry, I'm not from around here.
4 Bermuda again. | can't wait!
5 It hasn't arrived yet.

'@W oy | ﬁ C Now listen to four answer choices, and for each one mark whether it is a

Learn to identiﬁ "Where/Directions”, “When" or "How long" question. After the recording,
questions about compare your answers with a partner,
location ' A ) —1

1. || Where/Directions? L_| When? How long?

Usually they involve

the word where, but 2. || Where/Directions? || When? How long?
other words can also - E —

S LR e a. . | Where/Directions? | | When? | | How long?
asking for directions 4. | | Where/Directions? When? || How long?
to a place.
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“Where" questions
can sometimes
have a “Directions”
answer

Listen carefully for this.

Learn to identify
“When" questions
Usually "When"
questions involve
the phrases

How long ...7, or
when .../

What time ...7

Tactics

checklist

A Listen for
location
questions,
decide the type
and listen for the
appropriate
answer.

¥l Listen for marker
words in time
guestions.

Understanding
natural English

In natural spoken
English, sounds are
sometimes
changed, combined
and dropped. Listen
to these sentences
spoken naturally
and write in the
missing words,

2 Test tactic: Identify and answer time and location questions

A For each question below, mark whether it is a “Where”, “Directions”, “When” or

“How long" question. The first one is done for you.

1.

Excuse me. Where are the stairs?
] Where?

[] Directions?

[] when?

[] How long?

When did they cancel the order?
[] Where?

("] Directions?

[C] when?

[] How long?

How long did you have to wait?
[] where?

[] Directions?

[_] When?

[] How long?

Do you know where my keys are?
[[] Where?

[] Directions?

[] when?

[] How long?

Do you know of a good cleaner
near here?

[] Where?
[] Directions?
[] When?
[ ] How long?

(A) Go out this door and walk around

the corner.
(B) They're away on business,
(C) It's not polite to stare.

{A) Back in March, | think.
(B) Yes, they were ordered to do it.

(C) | really think we have to cancel it.

(A) Yes, it is very long.
(B) | was waiting for it on Tuesday.
(C) Not as long as | expected.

(A) Yes, it's the wrong key.
(B) In the drawer, as usual.
(C) They went out.

(A} | think it's not so clean.
(B) | prefer a different cleaner.
{C) There's one on Bank Street.

¢ 4 B Now listen and choose the best answers for each question. Be careful of the
distractors noted in activity 1.

Follow up: Compare your answers with a partner,

3 Tactic practice § »

Use the tactics you have practiced for the next five questions.

O & W

Follow up: Discuss with a partner which answers you chose and why.
¢ ¥ Understanding natural English
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() Mini-test

Mow apply the Test tactics at the actual test speed with guestions 1-12.

You will have 5 seconds at the end of each item to make your choice. You must
then be ready to listen to the next question,

1 A®0C 7T @B O

2 AB®O 8 WO O©

3 @0 9 @E®O©

4 WB®O© 10 @GO

5 @@®0OC 1 @GO

B @O0 12 @B® O

O Learn by doing: Time and location questions

A Look at the model conversation below. Use the words on the right to complete

the conversation.
A: Where do you live, Ken? | lived in Georgetown with my family
B: Right now .....cccex . just after university
A: Oh yeah? How long have you lived there? I'm living in Hamilton
B: Oh, ..ccoveenee . | moved there ........... i for about 5 years
A: Really? Where did you live before?

B MNow make a similar conversation with a partner, using the questionnaire below.
Add some more questions of your own.

Interview your partner

Where do you live?

How long have you lived there?

Where did you live before?

How long does it take you to come to class?

Where do you think is the best place to eat around here?

If you could take a holiday anywhere in this country, where would you go?
How long would you like to stay there?

What time of year do you think would be best to go?

What other country would you most like to visit?

How long have you been studying for the TOEIC test?
When do you think you will be able to get the score you want?

@ Further study

Think of a famous person and write two “Where", two “When", and two “How long”
guestions you could ask them. Then write the answers you think they would give.
In the next class read the answers you wrote to see if your partner can guess the
guestions you asked and the famous person you chose.

Go to word list and quiz page 181.
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Listening Test
Part 3 Conversations

0 Focus: Using vocabulary clues to infer meaning

The answers for many of the questions in this part of the test are not stated directly.
You will have to listen carefully and use your knowledge of related vocabulary and
context to choose many of the answers.

=
5

=4
—
~

Testtip 1 Language building: Brainstorm vocabulary for locations,

Sometimes the activities and occupations
answers are not ’ 2
stated directly in the A For each of the following, choose the words on the right that best relate to each
passage answer choice, then add two more words for each answer choice. The first word is
Before the listening, done for you.
think of other words 1. Where is the man?
related to the
answer choices and v
listen to infer the (A) At a hotel room
general meaning. track
(B) At a car rental agency bed
- stadium
(C) At a train station rail fans
car
(D) At a sports event license

Follow up: Compare your list with a partner. Then think of another common place and
brainstorm three related words. Say your words to your partner and see if they can
guess the location.

2. What is the first man doing?

table
(A} Making a hotel reservation beida
(B) Getting married room
(C) Borrowing a book _ dinner
from the library library cﬁan:i
vacancies
(D) Making a restaurant novel
reservation s

Follow up: Compare your list with your partner. Then think of another common activity
and brainstorm three related words. Say your words to your partner and see if they
can guess the activity.

3. What is the man’s job?

(A) A delivery man dﬁﬂiﬁ"
(B) A musician cli::g: ;t
(C) A banker wit:;:’j r::n.ral
(D) A salesman rs;g;gigj
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Follow up: Compare your list with your partner. Then think of another common job and
brainstorm three related words. Say your words 1o your partner and see if they can
guess the job.

ﬂ B Now listen to the three conversations and choose the correct answer to each
question. After each one, circle the word(s) on the lists in A that helped you find
the answer,

1 %@@@
2 ® © 0O
3 @B®O0D

2 Test tactic: Identify inference markers

Look at the three common inference questions in bold. Read the conversation below,
choose the correct answer and underline the words in the tapescript that tell you
it is correct.

1. What can be said about the weather?
(A) It is raining.
(B) It is warmer than Arizona.
(C) It has no effect on transportation.
(D) It is sunny.

2. Where most likely are the speakers?

SDma questions (A) They are in a restaurant.

clearly ask you to (B) They are waiting at a bus stop.
infer things about {C} Thﬁ"f are at work.

the situation

Look for common {D} They are in a taxi.

inference markers: 3. What is implied about the woman?
What can be

said/implied/ (&) She often walks to work,
Infermad . ® and (B) She used to live in another city.
listen for related (C) She dislikes her job.

information in the

recording. (D) She is often late.

Tapescript

M: Hi, Brenda. It's really pouring today, isn't it? My bus was late because of the
weather.

W: Oh no. | don't have an umbrella, and | have to walk across town to deliver some
documents before lunch.

M: Well, you'd better take a taxi. It's supposed to stay like this all day.

W: It's not going to be easy to find one today. | really miss living in Arizona on
days like this!

Follow up: Compare the words that you have underlined with a partner and discuss
YOUur answers.
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Tactics

checklist

¥ Think of other
words related to
the answer

choices before
listening.

V1 Look for common
inference
markers and
listen for related
information.

Understanding
natural English

In natural spoken
English, sounds are
sometimes
changed, combined
and dropped. Listen
to these sentences
spoken naturally
and write in the
missing words.

That's what we were
weeeeers EXPECL

You've always .........
wark overseas.

3 Tactic practice ¢ »

Use the tactics you have practiced for the next six questions. Before each passage
begins, use the time to a) predict the context and b) think of other ways to say the

answer choices with a partner.

1. Where are the speakers?
(A) In a library
(B) In a book store
(C) In a music store
(D) In a gift shop
2. What is the woman doing?
(A) Recording a CD
(B} Looking for a present
(C) Taking an order
(D) Paying for something
3. What does the man imply?
(A) The item is in stock.
(B) The item will arrive very soon.
(C) The item is extremely rare.
(D) The item is popular.

1 ®®@O0C 4 ®

® © ©
2 WEPOD 5 @® OO
DECEOED)

‘e Understanding natural English

(® Mini-test

4. What are the speakers doing?

(A) Watching the news
(B) Going overseas

(C) Looking at a job ad
(D) Planning a holiday

What can be inferred about the
speakers’ relationship?

{A) They have known each other for a

time,
(B) They have just met.
(C) They work together.
(D) They live together.
What does the man imply?

(A) He is desperate to work overseas.

(B) He wants to go on holiday.

(C) He has enough money to live for a

while.

(D) He would like to get a new place.

MNow practice what you have learnt at the actual test speed with questions 1-12.

Use any time available to skim the guestions and answer choices before the first

listening starts. When you finish answering the questions about one conversation,

immediately start previewing the questions for the next conversation.

1. What has the man heard about
Kingston?

(A) Itis an interesting place.
(B) It is very sunny there,
(C) Itis usually crowded.
(D) It has many festivals.
2. What does the woman say about
her trip?
(A) It was relaxing.

(B) It was more expensive than
she had anticipated.

(C) It was exciting.

(D) It was different from what
she had expected.

3. Where was the woman's hotel
located?

(A) Next to the airport
(B} In the carnival area
(C) Outside of the town
(D) Near the beach

4. Where does the conversation
probably take place?

(A} In a bank

(B) In a department store
(C) In a restaurant

(D) In a doctor's office
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5. What is the problem?
(A} The man misunderstands a sign.
{B) A bill has been calculated incorrectly.

(C) The man cannot pay the bill.
(D) The sale has not started yet.

. Until what time was the offer available?

(A} 1:15
(B) 1:30
(C} 2:00
(D) 2:30

What are the speakers mainly
discussing?

What is the man’s concern?
(A} His team will not finish on time.

{B) He does not understand an
assignment.

(C) His team cannot work on other
projects,

(D) He disagrees with his team
members.

10.

Who most likely is the man?
(A) A truck driver

(B) A gardener

(C) A repairperson

(D) A car salesperson
; % % % % 0 & wiltn i 11. How much time does the man
f 5 U
3 ®® © 0 (B) A business !'neetlng probably need?
4 @A OO ©A gmup prcuec_t (A} One hour
g @B OO (D) A building design (B) Two hours
e % % % % . What is scheduled to happen on (C) Two and a half hours
8 WP OO Tu;sday‘? . s (D) More than three hours
9 @ ® © D (A) A new project will begin. "
10 A ® © @ (B) An important game will be played. = h:hire afreci:e speakors?
11 @@ O@ (C) A team will make a presentation. {EI} F;a o
2 ®®O0 (D) A report will be sent out. (B).Ata garage
(C) At a gardening store
(D) At a home
e Learn by doing
Student A: Look at Activity file 17a on page 163.
Student B: Look at Activity file 17b on page 165.
Take turns to read one of the sentences from your file to your partner. They must say
the job, location OR activity from the lists that best matches the sentence.
Jobs Locations Activities
office worker restaurant buying clothes
shoe salesman art museum talking about a movie
teacher supermarket changing an appointment
train conductor sports club asking for directions
Follow up: Now choose a job, location or activity and make up your own sentences to
test your partner.
0 Further study
Think of a common job, location and an activity and write a short conversation. In the
next class read your conversation and see if the other students can guess the job,
location and activity you chose.
Go to word list and quiz page 182.
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Listening Test
Part 4

0 Focus: Becoming familiar with re-statements
Being aware of questions involving numbers
and quantities

=
=
¥
=
00

Numbers and quantities are a commonly tested feature in the TOEIC test. The tactics
in this section will help you to pick out the correct answers when dealing with Part 4
and other listening parts of the test.

desttip | 1 Language building: Re-statements of key vocabulary
The correct answer : ; . 0
éholcs often ises A Look at the three questions with just the correct answer choice. Circle the words in
different words fram the tapescrilpt which repeat the same or a similar meaning to the words in the
what you will hear answer choice,

Be aware of this and

listen for meaning, :
not just the key {A) At an annual convention

words.

1. Where is the announcement made?

2. Which of the following is NOT true about Dr. Abrahams?
(B} He has fewer than three qualifications.,

-

—Tmﬂp’ - 3. What will Dr. Abrahams do tomorrow?
o (C) Take part in a seminar
sometimes appear
in the same order Tapescript
they appear in the .
listening Our final speaker today was also our guest presenter at last year's conference.
Eaciis on.the Dr. Harel Abrahams is perhaps best known for his best-selling work “Meeting
questions in order. Business Challenges”, but his area of expertise extends far beyond the topics
When you hear the dealt with in that book.
answer, mark it and A graduate of Yale University, with three graduate degrees to his name, he is the
move on current chair of Economics at McGuire University, and we are delighted that he
imediately. has agreed to speak to us once more. As well as today’s lecture, Dr. Abrahams
has kindly agreed to join tomorrow’s round-table discussion, which | am sure you
will all be keen to attend.
So, without further ado, to speak on "Small Companies and Macro Economics”,
I— , let me present Dr. Harel Abrahams,
oSt i e

Be careful of

questions Involving ﬁ B MNow listen to three sets of sentences and mark the answer choice that is closest

number and in meaning.

quantity 1. Part of the shipment was damaged. Oa Os Oec
Read the gquestion . . ™
el carabihenaa 2. They started the job a month ago. LA E B L] c
what it is asking, 3. Mr. Holmes has been a huge help to the team. L1 A | B | ©
then quickly read . :

e e chatbas: Follow up: Compare your answers with a partner.

When you hear one

of the numbers in 2 Test tactic: Choosing the correct number/quantity answer

the listening decide

whether it answers A Underline the key words in the question below, then quickly read the answer choices.

the question or not. e
1. How many boats will join the event?

(A) 14 (B) 17 (C) 35 (D) 70
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— B Scan the following tapescript for the numbers in 1 A-D on page 95. When you find
one, decide if it answers the guestion or not. Remember, the words in the

He capatul of S0und question and the tapescript may be different even if the meaning is the same.

distractors in
numbers ending in
-teen or -ty Tapescript
Example: 13 sounds The Jamestown boat race starts Saturday afternoon at 14 hundred hours, that’s
like 30. 2 r.m,, of course. With 70 racing boats competing this year for 3500 dollars in
prizes, this is sure to be one of the sailing events of the season.
Spectators should try ...

¢ # C Underline the key words in the question below. Now listen to the rest of the
tapescript and choose the best answer.

2. How many salvaged items are on display?

(A) 19
(B) 90
(C) 150
(D} 200
3 Tactic practice ¢ »
ch:‘:HI S Use the tactics you have practiced for the next three questions. Before the start of
% Ll_ﬁ‘-Eﬂ for words each question a) predict the content and b) where possible, think of other ways to say
with the same the key words or phrases.

meaning as the
answer choices.

1. How many people are requested to attend the conference?

@ Listen for (A) One
numbers noted in (B) Two
the answer (C) Three
choices and (D) Four
decide if these
I 2. How long does the conference last?
question or not. (A) A couple of hours
@ Be careful of (B) One afternoon
similar-sounding (C) All day Saturday
number sound (D) Two days
CEtRCIE, o.f 3. How much time off can volunteers expect?
T, (A) About an hour
4 Expect ) (B) About four hours
information
questions to (C) A day
come in the same (D) Two days
order they appear
in the answer 1 '@ @ @
choices. 2 W OO
3 A CO

¢ | Understa nding natural English

In natural spoken English, sounds are sometimes changed, combined and
dropped. Listen to these sentences spoken naturally and write in the
missing words,

| won't be able to make both ......... conference.

5he’s ........ top designers.
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() Mini-test

Now practice what you have learnt at the actual test speed with questions 1-12.

Use any time available to skim the questions and answer choices before the first
listening starts. When you finish answering the questions about one talk, immediately

start previewing the questions for the next talk,

RhEBoow~wouswwe

PR
PPEEPEEEEXE@

cleiclclvddlols
ClelClelelS/ClclclciClc)

1

What type of movie is Indigo Heart?
(A) A romance

(B) A comedy

(C) A mystery

(D) A drama

Which movie features Deborah
Legg?

(A) Monterrey

(B) Long Vacation

(C) Phantom Knight

(D) Indigo Heart

According to the announcement,
how can someocne reserve a ticket?
(A) By using an online service

{B) By calling the ticket office

(C) By stopping by the theater
in advance

(D) By sending an e-mail

What does Elvira Kaur do?
{(A) She is a fashion designer.
{B) She decorates houses,
(C) She is a student.

(D} She writes books.

What happened to Ms. Kaur
in September?

(A) She graduated from college.

(B) She joined the company.

(C) She was promoted.

(D) She won an award,

What is the topic of Ms. Kaur's talk?
(A) Her fashion designs

(B) Next year's sales target

(C) Her academic background

(D) Plans for her group

s

Where is this announcement most
likely taking place?

(A) In a university library
(B) At a department store counter
(C) In a company meeting room
(D) In a restaurant dining room

What comes in six colors?

(A) The spring catalog

(B) The Clam Case

(C) The Mini-Steamer

(D)} The Kitchen Friend

What is stated about the Mini-
Steamer?

(A) It is intended for travelers.
(B) It is waterproof,

(C) It is popular with students.
(D) It is useful in the kitchen,

10.
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What is being sold?

(A) Exercise equipment
(B) A training video

(C) A fitness club

(D) An exercise book

What is special about this product?
(A) It adjusts easily.

(B} It is expensive,

(C) It can be moved quickly.

(D) It fits in a small space.

What are customers offered if they
place an order now?

(A) An instruction manual

(B) Free delivery

(C) A video

(D) A discount
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0 Learn by doing: Introducing people

A Look at the speech below describing Bill Gates. With a partner write down
the questions you would need to ask to get the information that is underlined in
the text.

Examples

Bill Gates — May | have your name, please?
famous for being the head of the computer company Microsoft - What are you
famous for?

Today | would like to give you some background on Bill Gates. Although he is quite
famous for being the head of the computer company Microsoft, that is not what |

am going to talk about today.

Born on Oct. 28, 1955, Bill grew up in Seattle, Washington with his two sisters. His
father, William H. Gates Il, was a Seattle attorney while his late mother, Mary Gates,
was a schoolteacher.

In 1973, Gates entered Harvard University, where he developed a computer

operating system. This interest in computers continues to this day.
Apart from computers Bill enjoys reading, and playing golf and bridge.

B Interview your partner using the questions you wrote. Note their answers and make
a similar speech, then write two or three questions about it.

Follow up: Test another group of students with your speech and questions.

0 Further study

Write a similar short biography about someone in your family or a famous person.
Write two questions and answer choices to test your classmates in the next lesson,

Go to word list and quiz page 182.
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Reading Test

Incomplete Sentences

Focus: Improving your knowledge of suffixes and prefixes

Knowledge of suffixes and prefixes can help you guess the meaning of unfamiliar words.
This unit will familiarize you with some of the most common suffix and prefix forms, ‘unit

Test tactic: Noun and verb suffixes

Learning m.,,-. A The words below feature some of the most common suffixes used with nouns and
suffixes can help you verbs, For each word decide whether it is a noun or a verb.
to identify no d . -— . ) T .
i By o o cooperation | M v simplify IN | |V security CIN [V
Questions that criticize "IN [Jv  quickness [N []v  widen N[ v
require you to select partnership [ IN [ |V activate [IN [Jv  assistance [N [V
an appropriate noun 5 — | ; —
St s department | [N | |V celebration | IN [ |V realize N[ v
common in the . e x
TOEIC test. Learning B Now look at the list of suffixes and mark whether each is a noun or verb suffix.
o lECDgﬂIZE noun —
and verb suffixes will -tion/-sion noun verb -ise/-ize [ lnoun | | wverb
help you to choose - : = =
the right one. =C8) : naun = verb ity l . noun | .verh

-Ness | noun | | werb -ate [ inoun | |verb

{i)fy " Inoun [ verb -ment noun verb

ship [ Tnoun | |verb -ance/-ence noun | verb

C For each sentence below, first decide if it requires a noun or verb, then choose
the best word of the correct type to fill in the blank.

investigation identify elevate repetitiveness criticize
document internship renovate dependence soften

The stockholders have called for a(n) ...... to find out where the money went.
Newspapers are starting to ...... the prime minister's actions.

Doing a(n) ...... is a good way for students 1o get work experience.

i R N

Miller Manufacturing’s ...... on one supplier caused serious problems when
that company went bankrupt.

5. A consultant was hired to ...... the company’s main weaknesses and suggest
solutions.

6. Bill realized he had forgotten to bring a key ...... to the meeting.

7. The company spent millions to ...... its main office in order to impress its
customers.

8. The sculptor intended to ...... the statue by placing it on a pedestal so that
people could see it more easily.

9. Many people dislike the ...... of working on a factory assembly line.

10. Cyclists often use special pads 1o ...... the seat for long-distance rides.
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Being able to guess
the meaning of
unknown words is
important for all
parts of the test
Learning common
prefixes can help
you guess the
meaning of words
you don't Know.

2 Test tactic: Use prefixes to help decide the best answer

A Look at the list of some of the most common prefixes below. Match the prefix
to the meaning on the right. The first one is done for you.

1. dis- discomfort (n), discontinue (v)
un- unable (adj), unfasten (v)
non- non-fiction (adj), non-political (adj)

im=/in-/ir-/il- inconvenient (adj), illegal (adj)

2. co- co-founder (n), cooperate (v)

3. sub- submarine (n), subsection (n)

4. inter- interaction (n), international (adj)
5. re- re-organization (n), review (v/n)
6. over- overwork (v), overpriced (adj)

7. mis- mislead (v), misunderstanding (n)

|_|a badly or wrongly
[1]b not

|| c between

| d joint or together
| e again or back

" | f below, under

|_| g too much

B MNow use your understanding of prefixes to help you choose the best word to
complete each sentence.

1.

2,

10.

The company’s bid was rejected because the guality

of their work was ............. .

Jake Thomson and Phil Greene ..., the
project, each looking after one team.

There is a(n) ................ in 2ach room to allow all the
staff to communicate easily, even between different
floors.

A plumber was called to ................ the blockage
from the pipe.

After | returned from the shop, | realized | had
s 107 MY New radio.

The woman thought she had ................ the clerk
when he told her the price of the room.

He didn't pay his phone bill so they came to

S 11 1141

The glass was so fragile that it broke even before
we had a chance to ..o it

| often get very .............. if there is heavy traffic

when | am in a hurry.

Since the gift had been bought on sale
o S
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a misheard

b disconnect

¢ unwrap

d impatient

e co-supervise

f overpaid

E remove

h non-refundable

i intercom

j substandard



Tactics
checklist

¥l Learning
COMMon
prefixes can
help you guess
the meaning of
words you don't
Know,

¥l Learning
common
suffixes can
help you to
identify nouns
and verbs.

3 Tactic practice

Use the tactics you have practiced to answer the following questions.

1.

The two presidents maintained a
close .......... despite their rival
businesses.

(A) friendly

(B} friend

(C) friendship

(D) friends

Efforts were made to .......... train

track width across Europe in the
late twentieth century.

(A) standard

(B) standards

(C) standardization

(D) standardize

The program seems easy to use, but
the interface needs to be ...........

(A) simplified

(B) simply

(C) simplest

(D) simplification

e Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

4. The machine could become

dangerous if it is .......... .
(A) circumscribed

(B) restrung

{C) dismantled

(D) mishandled

. He transferred from the parent

company to one of its smaller .......... .
(A) partnerships

(B) subsidiaries

(C) conglomerates

(D) multinationals

. To resolve their differences, they

employed an .......... to deal with the
two sides,

(A) investigation
(B) intermediary
(C) assistance
(D) advice

Recommended Time: & minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try

to spend no more than about 30 seconds on each item. If you don't know the answer,
guess and move on.

1. The addition of steel girders was

designed to .......... the roof support
beams.

(A) strong

(B) strongly

(C) strength

(D) strengthen

Disagreements over the .......... of

the design eventually led to a court
case.

(A) own

(B) ownership
(C) owning
(D) owned

3. Itis essential to .......... fully on the

operation of the machinery in order
to avoid accidents.

(A) concentration
(B) concentrating
(C) concentrate

(D) concentrates

. He was known in the business for

his .......... attitude and astute
business sense.

(A} positive
(B) internal
(C) preventative

unit

(D) artificial I
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5. The public's .......... to the

advertising campaign was very
encouraging,

{A) reaction

(B) suggestion
(C) interjection
(D) submission

. Visitors to this part of the facilities

must Show proper ......... .
(A) identity
(B) identify
(C) identification
(D) identifying

. Plans 1o .......... the highway from

four to six lanes were blocked by
the local government.

(A) wide

(B) width
(C) widely
(D} widen

. The meeting will have to be .........

to a later date.
(A) arranged
(B} rescheduled
(C) planned
(D) prepared

Unit 19| Reading Test Part 5

9.

11.

Your free six-month .......... to Word
Of The Day includes online
definitions and pronunciation clues.

(A) prescription
(B) subscription
(C) designation
(D) participation

. Smart travelers research the

prices of local hotels to ensure
that they do not .......... when
traveling abroad.

(A) pay

(B) repay

(C}) underpay

(D} overpay

Gift giving is considered standard

amongst hosts, and guests should
feel no .......... to return the favor,

(A) oblige
(B) obliged
(C) obliges
(D) obligation

12. Tax ........ Is available for those

earning less than the statutory
minimum who have dependents.

(A} refund

(B) relief

(C) identification
(D) awareness



o Vocabulary practice

Use the following words to complete the crossword puzzle below. Two have been done

for you,
devastate interaction overstocked illiteracy
impatient bt B ] discontinue
criticize obligation renovate intermediary
Across Down
1. Showing no willingness to reduce their 2. To cause somebody to have a
demands or back down false opinion or belief
3. Having too much of a product or item 4. To stop doing something
6. An inability to read and write 5. Something that must be done

7. Somebody who carries messages to try because of legal or maral duty
to bring about agreement 6. Activity taking place between

8. To seriously damage or destroy B0 dr move peapic oF thinks

9. Upset or annoyed at having to wait

10. To complain about something you think
is wrong

11. To make something like new again

win|clomlp|r|lo|m| 1| <1 |n]g
|
3 < 4
5 N L
" E
F A
4 b
8
9
10
11

Go to word list and quiz page 183.
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Reading Test

Part 6 Text Completion

20

0 Focus: Using clues in the question to help you choose
the correct verb form: future, perfect

This unit will help you become familiar with the way that future and perfect forms
are used and how they may appear in the TOEIC test,

Testtip 1 Language building: Ways of talking about the future
The sentence gives

sl gy i A Look at some common ways of talking about the future forms shown in the

examples below.

future form
Look for future time :
misEkars liki ekt will/be going to - plus base verb form Present nnnfinuous - am/is/are
tomormow, Examples plus verb + -ing
F‘Tﬂ”“”i etc.. to Are you going to work on Saturday? Examples
indicate that a : . : . i
futiins forrv sy bié They are going to buy the parts in I'm meeting the chairman at 3:00.
required. Australia. Mr. Bell is not coming to Paris next
Do you think they will accept the offer? week.
They will not attend the presentation Are they bringing the documents?
tomorrow.

B Complete the sentences usirig the correct form of the verb.

Will they .......... (send) us the agenda?

lam ... (discuss) the contract with them at the upcoming meeting.
| am going to .......... (see) him at next May's sales meeting,

| promise that | will .......... (send) the invoices to you by the end of the week.

Lt e B o

He is not .......... (take) the samples to the customer.
6. Why aren’t they going to .......... {meet) the schedule?

Follow up: Now write two sentences about yourself: one sentence using will/going to
and one sentence using the present continuous. You could write about a job, studies,
holidays, travel, or other plans. Compare your sentences with a partner.
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The sentence gives
clues to the correct
perfect form

Look for time
markers like how
long, ever, since,
etc., to indicate that
a perfect form may
be required,

perfect form

2 Test tactic: Look for clues to help you choose the correct

A Look at the forms shown in the examples below.

Perfect simple (present/past)

- has/have/had + past participle
Examples

Have you ever worked in Asia?

She hasn't seen the new outlines yet.
He had already solved the problem by

the time | arrived.

Perfect continuous (present/past)

- has/have/had been + verb + -ing
Examples

They have been discussing the plans for

mare than three hours.

He had not been paying the sales staff
for several months prior to the closure,

B Choose the correct form of the verb to complete the sentences.

1. How long have you .......... by your present (a) been employed
company? (b) being employed
{c) employed
(d) be employed
2. Bill has been .......... in Belgium since 1994. {a) worked
(b) works
(c) working
(d) work
3. The interviewer had already been .......... for (a) wait
an hour when she arrived. (b) waits
(c) waited
(d) waiting
4. We had not .......... a chance to meet the new (a) having
director before the conference. (b) have
{c) had

(d) been having

Follow up: Now write two sentences about yourself: one sentence using the perfect
simple and one sentence using the perfect continuous. Compare your sentences with

a partner.
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Tactics
checklist

¥l Watch for word
clues of future
forms.

¥l Watch for word
clues of perfect
forms.

¥ Read the other
sentences in
the text to help
you to find out
when the action
happens.

3 Tactic practice

Use the tactics you have practiced to complete the following. For each answer
underline the words that helped you and compare your answer with a partner.

Questions 1-3 refer to the following letter,

Dear Mr. Blackburn,

I'am writing about the position in the accounting department that we spoke about
last month. As you know | ................ to work for a year before returning to school
1. (A) was planned
(B) had been planning
(C) will plan
(D) had been planned

to finish my masters course.

Since we spoke, my situation has changed. | am row .............. to start my course
2. (A) intend
(B) intended
(C) have intended
(D) intending

this coming September, which means that unfortunately | will have to refuse your
offer of a job for the coming year.

| hope this will not cause you any inconvenience. | would like to take this opportunity
to thank you for your support in the past two years. Without your help | would
not ................ able to gain such valuable experience in accounting.
3. (A) be
(B) been
{C) have been
(D) being

Thank you again for your offer and all your help.

Sincerely,
Afrﬂnﬁ/ /Eﬂfiﬁs
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6 Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

Recommended Time: 9 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try
to spend no more than about 30-45 seconds on each item. If you don't know the
answer, guess and move on.

Questions 1-3 refer to the following article.

Problems at Beeton Steel

Beeton Steel Company announced today that they will be ................ their

1. (A) close
(B) closed
{C) have closed
(D) closing

Milltown plant at the end of this year. John Leighton, a spokesman for Beeton,
reported that costs at the facility had been rising for some time and that
attempts to increase profitability and reduce costs ...............
2. (A) had failed
(B) will fail
(C) fails
(D) could have failed

Union officials have expressed concern for the workers employed at the facility.

Up to 2,000 employees could lose their jobs ................ the company changes
3. (A) after
(B) when
(C) unless
(D) if
its decision.

oo 1o e e pace
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Questions 4-6 refer to the following article.

The classical music event of the season!

Fans of classical music are in for a rare treat in December. The famed Dusseldorf
Chamber Orchestra ................ a one-night performance of Handel's Xerxes at
4. (A) has given
(B) gave
(C) will be giving
(D) gives

the Rondel Theatre.

The DCO is touring North America from October until the New Year, and we are very
lucky that they ... a stop in our city.
5. (A) make
(B) to make
(C) have made
(D) will make

This is likely to be the last tour for famed conductor Vasily Krampfstein, as
he has announced his retirement, ........ccc.... be sure not to miss this

6. (A) but
(B) however
(C) as
(D) so

once-in-a-lifetime opportunity.
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Questions 7-9 refer to the following memo.

Memorandum

To: Pollville PAWS subscribers
From: Alice Dodds, PAWS President
Subject: PAWS Fundraiser

The Pollville Animal Welfare Society would like to inform you about an
annual fundraising dinner in Pollville next month. For over 25 years
PAWS ..o , protected, and provided a home for thousands of animals
7. (A) had been rescuing
(B} rescues
(C) will rescue
(D) has rescued

in distress in Pollville and surrounding Duxham county.

Through this event we are hoping to raise $4500 to provide a new roof

o] new animal shelter and to build a new fence around the livestock yard.

8. (A) my
(B) our
(C) your
(0} her

The dinner ................ held in the Pollville Community Hall.

9. (A) will be
(B) was
(C) has been
(D) had been

The tickets are $25 and may be purchased in all local stores from next Monday.

unit

GO ON TO THE NEXT PAGE
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Questions 10-12 refer to the following memo,

Memorandum
2:30 p.m. Workshop on Elementary Bookkeeping

Due to unforeseen circumstances the presenter of this workshop
is unable to attend the conference today. Therefore please note that the
workshop .....coviee ;
10. (A) rescheduled
(B) will reschedule
X (C) has been rescheduled
unit (D} will have been rescheduled

Instead, it .....cusrnsens taking place on Wednesday morning at 10:45 in room G11.

11. (A) will be
(B) has been
(C) had
(D) was
This information will ............... be posted on the notice boards in the foyer.
12. (A) then
(B) nevertheless

(C) however
(O) also

110 Unit 20 | Reading Test Part &



0 Grammar practice

Match each sentence beginning on the left with the most appropriate ending on the
right. The first one is done for you.

1. The annual conference has [ 1 .. ask for increased taxes on foreign
been ... livestock imports,

2. The famed musician announced | ... we hope it will be delivered by
that he is ... =

Monday.
3. The agricultural board
announced that they will ...

... will change the cargo invoices and

send them to us next week.

4. Although Kenji had read the word
before, he had ... L .. going to refuse the multi-million

dollar recording contract.
5. The shipment has been delayed g

but ... [] ... going to leave all her money to
6. |spoke to the shipping agent and worthy charities.
L L [ | ... we will not be able to complete
7. The accountant's report shows the project.
that unless we reduce . 1
expenses ... [l canceled this year due to lack of
funding.

8. The wealthy businesswoman )
decided that she was ... [ ] ...never heard it pronounced.

Follow up: Now make three true statements about your future to a partner.
Examples

After this lesson | am going to have lunch.

Next summer I'll fly to Florida for a vacation.

Further study

True or false
0 A Make three sentences about the most interesting things you have done.
Two should be true, one should be false.

Examples
I have tried scuba diving.
I have ridden an elephant.
I have slept in the Sahara desert.
Tell a partner and see if they can guess which one is false!

B Now make three sentences (two true, one false) about things you plan to do in the
future and play the same game.

Go to word list and quiz page 184,

Unit 20 | Reading Test Part 6 11



unit

112

21

A

Leave “NOT"
questions to last
Answering the other
questions may help
you 1o answer "NOT”
questions or 1o know
where in the
passage to find the
answer,

Test tip

For “MOT" questions,
use what you've
learnt doing the
easier questions
Doing the other
questions should
help you to answer
these questions. If
not, skim the
passage 1o coanfirm
the most likely
answer choice. To
simulate this, task C
uses a text that was
also used In Units 7
and 14.

Reading Test
Part 7

Reading Comprehension

Focus: Learning how to answer “NOT" questions, and
questions with names, numbers, dates or times

Both “NOT™ guestions and questions that focus on names, numbers, dates, and times
require you to first pick out the key words in the question, then skim the passage to find
the correct answer. This unit familiarizes you with this type of question.

1 Test tactic: Pick out key ideas, eliminate incorrect answers

in turn

A Underline the key words in the guestion and each answer choice. The question is
done for you.

1. Which of the following is NOT true about the refund policy?
(A) You must return your pool pass if you want a refund.
(B) Cancelations will be accepted for medical reasons.
(C) Credit card customers will not receive refund checks.
(D) You must inform your instructor when leaving the course.

B If you know the answer (based upon the questions you answered about this text in

Units 7 and 14), mark it and move on. If not, cross out the letter of any of the
answer choices above that you feel are wrong.

C For each of the remaining answer choices, skim the text below to find words with
the same meaning. Eliminate all these options and choose the remaining answer.

Summer program refund policy

The effective date of the withdrawal/cancelation is the date the withdrawal notice is
received by the center, regardless of the date the participant stopped attending the class.

Withdrawal requests from all registered courses must be made before the second class Is
held. If the request is received 5 business days prior to the first class, the amount
refunded will be the full amount, less the refund administration fee ($25.00). If the
request is received after the first class, but before the second class, the amount refunded
will be the full amount, less the cost of the first class and less the administration fee
($25.00). From the second lesson onwards, no refunds/credits will be issued.

If there is a medical reason for the request, a doctor’s note must be received prior to the
mid-point of the program. Refunds for sports and fitness programs will NOT be processed
until ALL gym and pool passes have been returned.

Please note that advising an instructor or not attending a program will not constitute a
notice of withdrawal.

Cash/check remittances will be refunded by check. Please allow our office 4 to 6 weeks
to process your refund. Credit card refunds will go back on the original card.
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D For each of the following, choose the option which does NOT have the same

Eliminate inco meaning as the original phrase.

answer choices and 2
choose what's left 1. Pets are not allowed in

lgnore options with this establishment
similar meanings in
the passage (you

Animals prohibited from entry
Mo dogs or cats allowed
Owners are responsible for their pets' behavior

Goods must be returned in a sealed condition
need to find the one 3 3
that is NOT true). All products come with an unconditional
The option you can't money-back guarantee

2. Mo refunds for opened goods

o8 o oo

find Is the correct ¢ Exchange only, on unopened products
il 3. Discounts for seniors a Flat price all ages

b Senior citizens get special rates

¢ Reduced prices for older people

2 Test tactic: Name, number, date, and time questions
A Underline the key words in the question.
1. At what time will Dr. Lee catch a plane?

(A) 11:30 a.m, (C) 8:30 pm.
(B) 3:00 p.m. (D) 9:00 p.m,

B Scan the passage to find the first answer choice. Decide if it refers to the same
event or a different one. Continue until you have found the correct answer.

From: mmcpeg@gltech.research.com
To: jholmes@gltech.com

Date: Feb 17

Subject: Dr. Lee's visit

John, here is the outline for Dr. Lee's visit.

You will meet Dr. Lee at the airport on Monday night at 8:30 and drive him to
the hotel. The next day Tuesday, just after breakfast, we will bring him to the
senior staff meeting, which is set for 11:30. We aim to have the conference call
with the Zurich laboratories from 3:00, but we may have to reschedule it if the
Swiss team are delayed.

Wednesday will be taken up with touring the plant and the research building.
That should leave Dr. Lee enough time to interview the team leaders on
Thursday before his flight back to Singapore at 9:00 on Friday evening.

Time is very tight on this visit and it is important that things go smoothly. Please
ensure that all arrangements are made at your end.

Matteolon

C Use the same tactics for the question below.
2. When is Dr. Lee scheduled to have a conference call?
(A) On Monday night
(B) On Tuesday morning
(C) On Tuesday afternoon
(D} On Friday afternoon

Follow up: Confirm your answers with a partner.
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Tactics
checklist

¥ Leave “NOT"
questions to
last.

1 Use what
you've learnt
doing the
easier
guestions.

& Eliminate
incorrect
answers and
choose what's
left.

3 Tactic practice: Name, number, date, time and “NOT” questions

Use the tactics you have practiced to answer questions 1-3.
Questions 1-3 refer to the following e-mail.

From: Alison Lockwood <ali_cat@inmail.com=
To: susan77@yourmail.com

Date: 29 May 20—, 3:30 pa.

Subject: Julia's Party

Hi Susan,

Just a quick note to remind you we really need to organize Julia's party as soon as

possible. Her birthday is on 10 June, but she's not working that day so | thought we
could have it on her first day back, 11 June. This might be a good day to have it as
everyone in the section is working an early shift that day. That means they will finish
at 5 r.m. so there should be plenty of time to get to the restaurant for a 6:30 start ...
what do you think?

I've already spoken to the manager about it all. He says it's fine, but just needs to
get the numbers by Friday so he can organize the food. | think we should book for
around 12-15 people ... is that OK?

Let me know what you think,
Ali

1. What is NOT true?
(A) The party will be held in a restaurant.
(B) Alison is writing to Susan about a party.
(C) A party is being planned.
(D) Between 10 and 15 people are expected.
2. At what time will the party start?
(A) 12:15 .M.
(B) 3:31pm.
(C) 5:00 pm,
(D) 6:30 P.m.
3. When will the party be held?
{A) On May 29
(B) On June 10
(C) On June 11
(D} On December 15
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() Mini-test

Now apply what you have learnt at the actual test speed with questions 1-10.

Recommended Time: 12 minutes (or less)

sure about.

Try to spend no more than about 60 seconds on each item; if you don't know the
answer, guess and move on. If you have time at the end review any answers you weren't

Questions 1-3 refer to the following memo.

Memorandum
To: All staff
From: Dave Perrett
Re: Trip to Breakout Adventure Center

by 8:00 a.m. as the bus will depart promptly at 8:15.)

Date Time Activity
Mon May 16 Noon Arrival
7:00 e, Barbecue
Tue May 17 All Day Hiking
Wed May 18 AM. Canoeing
P.M, Surfing/Wind surfing
Thu May 19 All Day Mountain Biking
9:00 pm, ‘Music Might'
Fri May 20 All Day Mountain Climbing
OR
Paragliding*
7:00 P, Barbecue

As promised, here's the revised schedule for next week's activities, I've spoken to the
staff at the center and they've agreed that the changes can be made at no cost. See
you all bright and early on Monday morning in the staff parking lot. (Please be there

Place

Center
Beach

Holden Forest

Axe Lake
Axe Lake

Center/Axe Valley
Center

Center/Axe Valley

Stratton Hill
Beach

* There is @ maximum of 12 people for this activity, so sign up early.

1. What is NOT stated in the memo? 3. Where will the staff be on Monday
(A) Canoeing will take place after evening?
hiking. {A) In the parking lot
(B) Water sports will be held at Axe (B) Atthe center
Lake. (C) On the bus
(C) Both barbecues are at the (D) At the beach
beach.

(D) Participants can go paragliding
and mountain climbing.

2. What time is the bus scheduled
to leave on Monday?
(A) At 8:00 am.
(B) At 8:15 a.m.
(C) At 7:00 P,
{D) At 8:30 pm,
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Questions 4-6 refer to the following letter.

S-Com Ltd.

PO Box 10
Western Avenue
Aylesbury

To whom it may concern:

| am delighted to provide a letter of reference for lason McCarthy, who worked as a
graphic designer for this firm for eighteen months. | worked with Jason for twelve
months, and was his project supervisor for eight months. Although Jason came to us
straight out of college, his potential was quickly noticed and within six months he
was transferred to the marketing department, where he produced work of a
consistently high standard. In his time here he was able to make significant
improvements in his computer skills and, although this is not his strongest point, he
worked hard to develop in this area.

During his time at 5-Com, Jason maintained an exemplary attendance record and was
always punctual, often arriving early for work in order to better prepare himself. He
completed work on or ahead of schedule and was consistently a leader in group
projects. We are very sorry to lose him here at 5-Com, but | am more than confident
that he will be able to adapt quickly to a new work environment.

Please don't hesitate to contact me if you have any further questions.
Yours faithfully,

Alan Kniql‘.‘t

Alan Knight

Marketing Manager
5-Com Ltd.

4. Why did Alan Knight write this letter?
{A) To assist Jason McCarthy in applying to graduate school
(B) To justify giving Jason McCarthy a pay raise
(C) To assist Jason McCarthy in finding another job
(D} To encourage lason McCarthy to improve his computer skills

5. How long did Jason work in the marketing department?
(A) For 6 months
(B) For 8 months
(C) For 12 months
(D) For 18 months

6. How is Jason described in the letter?
(A) Overconfident
(B) Reliable
(C) Uncooperative
(D} Experienced
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Questions 7-9 refer to the following information.

Nagamori Department Store's Countdown to the Holidays!

Only 2 days to go
to place your order and get

SPECIAL FREE DELIVERY*

for delivery by June 24

It's almost your last chance to place your holiday gift orders and ensure free city-wide
delivery* by June 24. Don't miss out on this great deal, and avoid leaving loved ones
disappointed by submitting your order before 5 rm. on Friday June 16.

Orders placed after this time and before 3 p.v. on Thursday June 22 will still be
guaranteed to arrive by June 24 using our standard delivery option. This remains at our
year-round low price of $7 per item (to anywhere in the city - regular rates apply outside of
the Townsburg Metropalitan area).

Don't forget to wrap it: If you are short of time, go to our Gift Wrapping corner on this floor
for a number of great options (at just $5.95 per item) and put a personalized message on
your complimentary card.

* Free delivery applies to gifts delivered to addresses within the Metropolitan area only
and to orders of $10 or more. For all other delivery rates (including international), please
ask the staff at our Delivery Service on the ground floor of this store.

7. Where does this information most likely appear?
(A) On a Web site
{B) In a newspaper
(C) In a store
(D) In an employee manual

8. How much does it cost to have an item gift wrapped?
(A) $3.00
(B) $5.95
(C) $7
(D) $10
9. What is NOT stated about the special free delivery?
(&) Orders must be placed before June 24,
(B) Delivery must be to locations within the city.
(C) tems must cost ten dollars or more,
(D) tems must be gift-wrapped within the store.

G0 0 10 e nexr a2
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Questions 10-12 refer to the following application form and letter.

Mountain Printers, Inc.
CHARITABLE CONTRIBUTION APPLICATION FORM

Instructions: Please complete the form and submit to Mountain Printers, Inc., Corporate
Communications Dept, 159 N. Parkway, Mississauga, Ontario L5S 1N9 by mail, or fax to
(905) 555-7234.

1. PROJECT TITLE: Center for Volunteers

2. LEGAL NAME OF ORGANIZATION: Southern Ontario City Helpers Group
3. TAX ID NUMBER: Under application

4. CONTACT: Dawid Ison, Funding Coordinator

5. CONTRIBUTION REQUESTED: Office printer

Please answer the following questions.

A. What will be accomplished with the requested contribution(s)?

Use of a printer for our Peel County Office will allow us to print information
handouts, maintain client records, and produce business correspondence to
assist volunteer projects in the region.

B. Summarize the proposed activities. (Attach additional information as required.)
We organize an cutreach program that solicits local community volunteers to
assist a variety of local organizations.

C. How will the organization and the constituency you serve benefit from the
contribution(s)?

We lack basic office supplies to maintain our records and correspondence with

local companies and volunteers. A printer would allow us to minimize our costs.

Please attach the following information:

A brief summary of the organization: history, mission, major programs, other contributors,
and highlights of your significant achievements, Please include financial information with
explanations as required.

David Ison, Funding Coordinator
City Helpers Group

Georgetown, Ontario, CANADA
L7G 457

Dear Mr. Ison:

In response to your donation request, we at Mountain Printers are pleased to offer you a laser
printer. This donation is part of our community service project in which we make donations
to non-profit organizations in regions where we operate. It is our hope that this printer will
assist City Helpers Group in continuing to organize volunteers and support for the
community. Technical support may be obtained through our company Web site,
www.mountain-printers.com/techsupport.

Before taking delivery of the printer, however, we would like you to send us the information
from item number 3 on the application form. We require this information for our accounting
records and will ship the printer immediately we receive your response,

Thank you for your work, and best wishes to your organization.

Geatrice Petrenko
Beatrice Petrenko

Public Relations Officer
Mountain Printers
Enclosures
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10. What does the City Helpers Group provide to the community?
(A) Printing services
(B) Package delivery
(C) Technical assistance
(D) Volunteer workers

11. What does Mountain Printers require from City Helpers before they will ship the
printer?

(A) Atax ID number
(B) An application form
(C) Accounting records
(D) Client records

12. How should technical problems with the printer be addressed?
{A) In person
(B) Over the phone
(C) Through the Internet
(D) By mail
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G Reading in action: Names, numbers, dates and times

The text below is a brochure for upcoming events in Bakerstown.

Student A look at the top three events (1 Jan—-1 April)
Student B look at the bottom three events (3 April-10 June)

Choose:

Two names Two numbers Two times,/dates

Then make questions for each to test your partner,

Examples

A: Who should | call to get information on the Winter Carnival?
B: Sally Jameson.

B: What time is the Fiesta Days re-enactment?

A: It's at 2:30.

A: How much does the JazzFest cost?

B: It's free,

Upcoming events in Bakerstown

* Polar Bear Dip, 1 January: The Bakerstown Polar Bear Club hosts this popular, annual splash-around in the icy
York river from 9:00 a.m. Afterwards, everyone joins in the local New Year's Day tradition of warming up with home
made bean and bacon soup, good music and beverages. Tickets $15 on the day. Call Burton Henderson at 555-
8611.

* Winter Carnival, 6-21 February: One of the county's original festivals and parades, this year with 75 floats, as
well as various contests and culinary festivals. Call Sally Jameson at 555-1234.

* Festival on the Green, 31 March—1 April: Festivities at this year's event will include a fine arts show and craft
fair, dog show, musical performances, sporting events, over 25 local food vendors, a children’s fair and more. FREE
and open to the public. Open from 8:30 a.m.—10:00 a.m. Call Billy Madison at 555-3000.

* Bakerstown JazzFest, 3-9 April: Bakerstown historic Seville Square hosts this event filled with great jazz music

performed by local and national talents. Over 16 hours of great music! Free admission. Call Monica Bell at 555-
8382,

* 23rd Annual Bakerstown Salmon Toss, 28-30 April: This is the twenty-third year in a row for the wacky annual
tournament where participants compete in an actual (frozen) salmon toss. Open from 10 a.m. but fish tossing starts
from 1:00 r.m. Live music, food, and drinks accompany this weekend. Admission (plus 1 fish) $35, Call 555-6838
and talk to Bob Plunkton.

* Filesta Days Celebration and Boat Parade, 1-10 June: The 56th annual Fiesta Days Celebration starts with a
light-hearted re-enactment of the founding of the city by English explorer Francis Baker, who first landed in
Bakerstown in 1779, Immediately following is an evening of outdoor musical entertainment.

Re-enactment from 2:30 p.m., but the park is open all day. Free admission. Call Herman Frost at 555-6512.

(®) Further study

Write three more questions about things in the text, and for each one write three
answer choices. One answer choice should be correct and two should be in the text
but incorrect. Test your classmates in the next lesson.

Go to word list and quiz page 185.
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Listen for
prepositions

Many TOEIC test
Part 1 statements
talk about the
position of people or
objects in the
picture,

Listen carefully for
Wrong prepositions
in these pictures,

Listening Test

Part 1

Photographs

Focus: Listening for the correct prepositions
Being aware of similar sounding words

Some questions in this section test your understanding of position and direction.
Being familiar with the words used to describe where things are and where they are
going will help you score well on this part of the test.

cz iun

1 Language building: Listen for prepositions of position and motion
A Look at Pictures 1 and 2, then read the sentences below. Work with your partner

1.

and decide which picture is being described, and if the sentence is TRUE or FALSE.

The woman is on the counter,

2. The paper is next to the keyboard.

The computer is behind the woman,

Work with a partner and use the vocabulary below to make as many sentences as

possible about the pictures.

Possible prepositions used
an next to
in front of through
behind along
between

4. The phone is in front of the woman.
5. The man is next to the board.
6. The keyboard is on the desk.

Possible nouns used

phone computer
platform board
counter woman,/man
walkway train
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C Look at the following two pictures and the four sentences below. Use prepositions
from the box on page 121 to complete the sentences.

The couple are standing ................ the house.
The young girl is riding ................ her father.

The man is ............... the woman.

Cal S o

They are riding ................ the street.

_ 2 Test tactic: Beware of similar sounding words

Be careful of similar
sounds

If you hear a word
that sounds similar
to a word you can
sea or imagine in
the picture, it may
be a distractor,

A Incorrect answers may include words that sound similar to key words you can see
in the picture. Look at the two sentences below each picture (one correct and one
incorrect) and underline any key words that sound similar.

: |
The man is pointing at something. The people are setting the table.
The man is painting something. The people are sitting around the table.
3 4
The ship is in the harbor. The woman is walking along the street.
The sheep is near the water. The woman is working long hours,
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B Look at the following two pictures and write two correct sentences about each one.
Underline any prepositions you use,

Example: The woman is cycling through the city.

ﬂ C Listen to four statements about each picture. After each statement, pause the audio and
tell your partner (a) any prepositions you heard and (b) any words that sound similar to
words you can see in the picture. Then tick if you think the sentence is correct or wrong.

(A) [ ] Correct [ ] Wrong (A) [] correct [ | wrong
(B) | | Correct [ | Wrong (B) [ Correct [ | wrong
(€) [ Correct [ | wrong (€ [| coreet [_] wrong
(D) [ ] Correct [ | Wrong (0) [ ] Correct [ | Wrong

Follow up: Compare the sentences you first made and the correct sentence with your partner.

Tactics 3 Tactic practice § »
checklist Use the tactics you have practiced for the next three pictures. You will have one minute

i Listen for wrong to (a) brainstorm vocabulary and (b) predict possible statements with a partner. Then
prepositions. listen to and echo (silently) the answer choices, After you hear each answer choice,
@ Ba careful of mark whether you think it is correct, maybe correct, or wrong,
similar sounds. 1 — )
(A) [ | Correet | | Maybecorrect [ ] Wrong
(B) [] Correct [ | Maybe correct [ | Wrong
Understanding (C) [] Correct [ | Maybe correct || Wrong
natural Engiish (D) [ ] Correct [ | Maybe correct | | Wrong
English has marny
words that sound
similar. Note the 2 [ 1
il e ST (A) [ ] Correct L _I Maybe correct lfl Wrong
each pair below. (B) [ correct [ ] Maybe correct | | Wrong
He ......... for hours. (€) [] Correct [ | Maybe correct | | Wrong
He ........ for hours. e [] Mayb r M w
The ......... 15 in the (D) | i il | Wrong
water,
The ......... is near 3 : )
the water (A) || Correct [ | Maybe correct [ | Wrong
The man the (B) ] Correct [ | Maybe correct [ | Wrong
food. : =
D T iin (C) L Correct | | Maybe correct l_ Wrong
food. (D) [ ] correct [ | Maybe correct [ | Wrong

Follow up: Now compare your answers with your partner, explaining your reasons, and
what you remember hearing,

6 Understanding natural English
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e Mini-test ¢

MNow apply the Test tactics at the actual test speed with questions 1-8,

Use any time available to skim the first pictures before the listening starts. After
that you will have exactly 5 seconds between each question to mark your answer
and focus on the next picture,

1 0D 5 AEOD
2 PO 86 WAEOO®
3 WO 1T ®WEOO
4 @O0 8 ®EO®
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G Learn by doing: Right or wrong!
In this game you will take turns reading statements about the pictures below and on

page 126,

Student A: Look at Activity file 22a on page 166. You will ask your partner questions
about Set A,

Student B: Look at Activity file 22b on page 168. You will ask your partner questions
about Set B.

Choose one picture from your set, tell your partner the number, then read one of the
two statements about it

For each picture, your partner has the chance to win up to three points:

One Point if they can say if the statement is right or wrong
One Point if they can say why the distractor is wrong
(WRONG PREPOSITION or SIMILAR SOUND)
One Point if they can spot (and say!) the wrong prepositions or similar sounds

The winner is the person with the most points at the end of the game.

Set A
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Set B

0 Further study

Choose a word group from the list a-d. Look up any words you aren't sure of in a
dictionary.

Write two sentences using at least two of the words, plus one preposition, then
choose one of the sentences and make a simple drawing of it.

In your next lesson, show your partner the drawing, read your two sentences and see
if they can identify the correct sentence!

a) bag/big/bug b) tree/three/flea c) boy/bay/toy d) pig/peg/big

Example:
The bug is in the big bag.
The big bug is behind the bag.

Go to word list and quiz page 186.
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Listening Test

€T 1uN

Part 2 Question-Response

Focus: Becoming familiar with language used in offers,
requests and opinions

Offers, requests and opinions are common in this part of the TOEIC test.
This unit will familiarize you with the types of questions and answers choices you will
see in this section.

1 Language building: Become familiar with language for offers,
requests and opinions

Including offers,
requests and

apinions, is a A Match each question on the left with the two best responses on the right. The first
E‘-”T‘E"“" feature of one is done for you. The words commonly used in each category are in bold.
dl
Be aware of the Offers
language commoanly
:ﬁ:[‘i:n‘zﬁe 1. Would you like some help with those? a Actually, it's already done.
. c, e b No, I've already eaten.
¢ Yeah, could you take this box?
2. Do you need (any) help with setting d A cup of tea would be lovely.
up the room? e Mo, that's alright. They aren't as
heavy as they look.
3. Can/May | get you anything? f That would be great. Let's start with
the tables.
Requests

4. Could/Can you tell me how to use this g Actually, I'm a bit cold.
machine? h I'm afraid it's not mine.
i Certainly, it's pretty easy.

5. Would you mind if | opened the window? | Sure, give it back after class

k I'm sorry, | haven't been trained on it
6. May,/Can/Could | borrow your pen for a yet.

e I No, go ahead.
Opinions
7. How was Mr. Smitt's presentation? m | den't think we'll find a lower one.
n FranKly, our sales staff isn't
8. What's your opinion of their price mathared:
quote? o To tell the truth, it seemed a bit long.

p I'd say we need to lower our prices,

9. What would you say is our greatest q Good. He really is an amusing
weakness? speaker.

r It seems a bit high to me.
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B Now write one possible answer for each of the following questions.
1. Would you care for a slice of pie?

2. Can you tell Ms. Jackson that her
parcel has arrived?

3. What do you think of YOUr NEW BOSST e sassssssssssssnssasssnasnss

— 2 Test tactic: Identify correct/incorrect offer, request and

Common distractors opinion answers
for this section :
Include tse of the For the question below, choose the correct answer, Tell your partner why the other
same word,/similar choices were wrong: because they have the same/similar sounding word or because
sounds or incorrect t.hE' meaning iﬁ iﬂ{:ﬂrrﬁﬂt.
rNM;?ﬂingm " 1. Is there anything | can do to Yes, they finished the project.
m"w:’::]i alf::ﬁ:"::f‘ help with the project? No, that’s fine. It's already taken care of,
ks you 1 Ehocms We could have done it last week.
the correct one. 2. Do you have a calculator | could Yes, | will call you later.

borrow? | remember you borrowed it last week,

Sorry, | left mine at home,

3. How was your test? You have to pass the test to get a license.
On Wednesday.

Harder than | expected.
_ ¢ » Follow up: Now listen to two more questions followed by three answer choices. After

each answer choice, pause the audio and repeat what you heard. If it is correct, circle

oOoToD oo OoCo

Hepetllit Eﬂﬂl; the letter. If not, mark the distractor type(s).

question an

ahswer clidlce 1. (A) [ | same word/similar sound [ ] incorrect meaning
::Zr:t:: after you (B) | | same word/similar sound _| incorrect meaning
This wif] Hlp:you te (€©) || same word/similar sound _| incorrect meaning
remember and . —

pormpan the 2. (A) || same word/similar sound || incorrect meaning
meanings, (B) [ ] same word/similar sound || incorrect meaning

(C) [] same word/similar sound [ | incorrect meaning

Tactics 3 Tactic practice ¢ %

checklist

Use the tactics you have practiced for the next five questions. Pause the audio after

m::;:::;:_y each one to allow you to repeat each question and answer choice to your partner.
commaon to 1 @@@ 4 @@@
offers, requests 2 AB® OS5 @ ® ©
and opinions. 3 @® ©
¥ Listen for and
eliminate Follow up: After each question you will have one minute to discuss with your
common types of partner which answer you chose and why.
distractors,
@ Repeat each 'R Understanding natural English Understanding natural English
question and In natural spoken English, sounds are sometimes changed.,

combined and dropped. Listen to these sentences spoken
naturally and write in the missing words.

weennnnne CEITY these books for me?
......... mind showing Kim the supply room?

answer choice
silently after you
hear it.
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e Mini-test

Now practice what you have learnt at the actual test speed with questions 1-12.

You will have 5 seconds at the end of each item to make your choice. You must
then be ready to listen to the next question,

1 ®O0 7 @@
2 @@@ 8 ®®

3 @B 9 @@@
4 ®A®O© 10 ®® ©
5 @@ 11 @@ ©
6 ABPOC 12 @B ©

G Learn by doing: Offers, requests and opinions

Look at the model conversations below. Practice them with a partner. Then make
similar conversations by replacing the words in bold with the words below.

Offers
A: Would you like me
to call you a taxi?

B: No, It's not far.
Thanks.

Requests

C: Can | reserve a table
for 8:007

D: Sorry, we are fully
booked for this evening.

Opinions

E: What do you think about the
changes to the retirement plan?

F: I'm sure a lot of people will
be upset.

... open the door for you?| ...

| borrow 10 dollars till
pay day?

- the new sales manager?

.. help you with your .. YOU give me a hand ... YOUr new apartment?

homework? with this table?

- lend you some money?| ... you work late this - OUr chances of getting
Wednesday? the contract?

No, thanks. Yes, (of course). (He) seems (friendly).

That would be great. Sure. (I'd be glad to). It's great. I'm really pleased.

Yes, please. I'd I'm afraid/sorry, (Il can't). | Frankly, | think we have an

appreciate it. excellent chance./l don't think

we will,

Follow up: Make more offer, request and opinion conversations, using your own ideas

and words from the unit.

0 Further study

Think of one offer, request and opinion you have used or heard recently and write
them out in English. In the next lesson, say them to your partner, who should respond

appropriately.

Go to word list and quiz page 186.
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Listening Test
Part 3 Conversations

0 Focus: Becoming familiar with polite ways of saying “no”
Listening carefully to the first exchange

Being familiar with the language and organization common to negative responses can
help you to choose the correct answer. It is important to understand the first exchange,
as this probably contains the answer to the first question.

_ 1 Language building: Become familiar with the vocabulary of

Conversations .
ONAE S denial and refusal

sometimes appear A Match each question on the left to the best response on the right. The common
in the TOEIC test words and phrases used for denial and refusal are in bold. The first one is done

Learn to identify for you.

denial and refusal

phrases and listen 1. Jane, would you like to join us a We used to, but we stopped doing it
carefully to the for drinks tonight? e last year.

information that
follows them, This

Could you fix this radio for me? b No, I'm sure they wouldn't allow it.

information is aften 3. We are going skiing this The building owner doesn't like animals.
‘:E focus of one of weekend. Can you and Mary ¢ We can, but | would prefer to put it off till
the questions. come along? tomorrow. | have a lot of other work.
4. Are we still having the sales d I'm afraid we can only service Tri-sonic
meeting after lunch? units, madam.
5. Is it OK to keep a cat in this e I'd love to, but I'm afraid | have to pick up
building? my sister.
6. Do you accept personal f | don't think we'll be able to make it. My
checks? brother's family is coming on Saturday.

B Look at the questions and correct answer choices for the six dialogs above. Write
the number of the question/response above that best matches each question and
answer below. The first one is done for you.

I |Why won't the woman go out with her friends? | She has a previous commitment.
What does the man suggest? Postponing the meeting
Why can't the woman get service? Her radio is the wrong brand.
What are the speakers discussing? The store’s payment policy
How does the owner feel about pets? He strongly dislikes them.
What is the man planning for the weekend? He is entertaining relatives,

6 ¥ C Now listen to three conversations and answer the following questions.
1. Why can't Eric do what the man asks?
(A} He has to meet a client.
(B) He needs to prepare some other papers.
(C) He is leaving the office shortly.
(D) He will be in a meeting until this evening.
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2. How is the man planning on getting to the station?

(A} He will take the train.
(B) He will go by bicycle.
(C) Daphne will drive him.
(D) He will jog.

3. What does the woman say about the man’'s request?
(A) The shirts cannot be cleaned and pressed on time.
(B) The jacket can be repaired today.

(C) The shirts will need to be repaired.
(D) The jacket needs to be sent to another location,

Testtip " 2 Test tactic: Understanding the first exchange

Most Part 3

conueraticns it A Match the Part 3 question on the left to the first speaker’s question/request on

with a question or the right. The first one is done for you.
request
Listen carefully to 1. What advice does the man's fiend ~ a “Mr. Green, | was wondering if it was OK if |
what the first give about trading in his car? b took next Friday off.”
f;':?_x;;?;’j :;“ o 2. What kind of summer vacationis b “Do you think | should get a new car? It
they may ot the man considering? seems to c'osr me more money in repairs
the first question. 3. What experience does the man each year.
have? ¢ “| see you are applying for the sales clerk's
4. How does Mr. Green feel Job. Do you have any experience in sales?"
about his request? d “What are you doing for your vacation this
year, Dario?"

ﬂ B Now listen to the conversations from which the responses (a—d) above are taken.
After each one, pause the audio and repeat as much as you can of the second
speaker's response. Then choose the answer choice below that best matches the
response you heard,

(A} The second speaker thinks the time is not good.

(B) The second speaker says the man may be able to save money over time.
(C} The second speaker says he has done some work in retail sales.

(D} The second speaker says he isn't sure yet.

3 Tactic practice ¢ %
Before you listen to each conversation, take a few minutes to a) predict the context

Tactics
checklist

@ Listen for and b) think of other ways to say the answer choices.
denial/refusal 1. What does the first man want to do? 3. What does the second man offer to do?
statements and (A) Buy a house (A) Show him the bedroom
the information . ' ; .
that follows (B) Rent somewhere to live (B) Give him a discount
them. (C) Go to the beach (C) Show him a different place
(D) Decorate his bedroom (D) Take him to the beach
2. What is the problem? 4. What is Jim's problem?
(A) The beach is too far away. (A} He hardly knows Bob.
(B) There are no suitable places left. (B) He only has a little money.
(C) The price is too high. (C) He wants to lend some money.
(D) The advertisement gave the (D) He does not have any money.

wrong information,
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1 @B O O 5. What does Bob do about the situation?
2 WB® 0O (A) He will help Jim.

3 WA OO (B) He suggests asking someone else.
; % % % (C) He gives Jim a few dollars.

6 @ ® © 0D (D} He offers to share his lunch.

6.

What does Bob finally decide?
(A) He will try to find the wallet,
(B} He will have lunch at home.
(C) He will not speak to Darryl.
(D) He will pay for Jim's lunch.

n Understanding natural English

missing words,
The meals were ........ I've had in many restaurants.
We'll notify you ......... we locate your suitcase,

In natural spoken English, sounds are sometimes changed, combined and
dropped. Listen to these sentences spoken naturally and write in the

e Mini-test ¢

Now practice what you have learnt at the actual test speed with questions 1-12.

Use any time available to skim the questions and answer choices before the first
listening starts. When you finish answering the questions about one
conversation, immediately start previewing the questions for the next conversation,

1. What does the woman ask the man 5. What does the man say about his

to do?
(A} Meet with a customer
(B) Give her a ride
(C) Pick up a client
(D) Help her move
2. At about what time does the woman
need help?
(A) At 8:30
(B) At 9:00
(C) At 10:00

experience?

(A) He was disappointed in the food.
(B} He enjoyed the extra services.
(C) The seating was uncomfortable.
(D) The price was reasonable.

What did the man especially like?
(A} The quick service

(B} The clean room

(C) The wide aisles

(D) The tasty meals

(D) At 11:00

3. What does the man plan to do
tomorrow?
(A) Meet a friend for breakfast
(B) Drive to the airport
(C) Keep an appointment
(D) Arrive at work early

4. What does the woman want?
(A) Transportation to the airport
(B) An opinion of an airline
(C) Accommodation in New York

(D) A recommendation for a
restaurant
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Where does this conversation most
probably take place?

(A) At a clothing store
(B) In an appliance store
(C) At a dry cleaner's

(D) In a repair shop

What is the problem?
(A) The store does not allow exchanges.

{B) Some merchandise does not work
properly.

(C) A customer cannot locate some
merchandise.

(D) The price of a product is not
indicated.



PEBow~wouswne
EEEEEEEEEEEE
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@ © 9.  What must the customer provide? 11. What is the woman's problem?
© D (A) The time and date a problem (A) Her luggage has not arrived.
©0© occurred (B) She missed a connection.
% g (B) A C"‘Ed?‘ card number (C) She cannot find her passport.
© 0 :g]; : re;celpt from a transaction (D) Her purse is missing.
telephone number
© © P 12. What does the man suggest?
© @ | 10. Where does the conversation -
(A) Calling her office

C© D probably take place?
© ©@ (B) Replacing some documents

(A) In a travel agency v .
© © (B) At  hotel (C) Notifying a sales representative
© o (D) Providing contact information

(C) In a train station
(D) At an airport

G Learn by doing: Refusing

Practice the following conversations involving a refusal. Then make new conversations
by replacing the words in bold with the words in the boxes below.

A: A group of us are going bowling on C: Excuse me. Can | park my car
Tuesday night. Would you care to here?
Join us? D: No, I'm afraid not. This is a no
B: | really would, but unfortunately | parking zone,
have a tennis lesson. C: Oh, do you know of anywhere
A: Oh, too bad. Maybe another time around here | can park?
then? D: Sorry, I'm afraid | don't.

B: Yes, for sure. Thanks for the offer.

for Greek food/Wednesday night/to pick cash a check in this shop/We don't

up my sister from school accept checks/cash one

o a movie/Sunday afternoon/to go leave my bags here/We can't be

to a wedding responsible/leave them

to have a barbecue/Saturday/to work use US dollars here/We only take local
money/change money

Follow up: Now make another conversation with a refusal using your own ideas.

() Further study

Choose two of the conversations with refusals you made in activity C, write out the
dialogs, and write two questions to test your classmates in the next lesson.

Go to word list and quiz page 187.
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Listening Test

Part 4

Focus: Becoming familiar with re-statements involving
“how” and “why"” questions
Being aware of same word distractors

Brainstorming vocabulary related to the answer choices can help you identify
information in the talk that restates the answer choices. Be careful of answer choices
that use the same words as the recording, as these may be distractors.

sz iun

Brainstorming
related words
Before you listen to
the talk, try to look
at the answer
choices, and think
of other ways the
answer cholce might
be said.

Listen for related

1 Language building: Brainstorming related words

Underline the word from the list of related words on the right that does NOT match
any of the words in the answer choices. The first one has been done for you.

1. How has the change affected business?

(A} It has decreased by 50%.

{B) The number of potential customers
has gone up.

(C} There has been no change.

fallen, double, dropped, half, slumped
possible, clients, manager, increased

stable, increased, the same, constant
Why might guests need to dial 97
(A) To contact the concierge

(B) To arrange their flight transfers
(C) To place a direct call

hotel staff, speak to, call, chef
pay, transit, sort out, organize
ring, telephone, luggage, make

Follow up: Now think of a word with a similar meaning for all the underlined words.
Example: double — 200%

Test tactic: Listen for related words and restatements

il e A Underline the key words in the following guestions and answer choices. Then read
e e the tapescript on page 135 and choose the best answers,
The correct answer 1. Why must attendees wear their identification tags?
to'a “how".or "why" (A) So that people can see their names
question is . "
sometimes:a (B) To get into the presentations
restatement of the (C) Because presentations are starting shortly
wording in the 2
recording, Listen for 2. How can attendees find out about the presenters?
words with a similar (A) By looking at the schedule they were given earlier
DERNE I o of (B) By checking with the conference organizers
the answer choices.
(C) By checking the information on their telephones
3. Why do attendees have to use silent mode?

134

{4) To ensure safety
(B) To disturb the presentations
(C) To avoid bothering the participants
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Testtip | Tapescript

Be careful of same The conference organizers would like to remind attendees that identification tags must
word distractors be worn at all times, in order to gain entry to the lecture halls. The presentations will be
If you see the same starting shortly, but before that, there are a couple of other announcements to make.

word in an answer
choice as you heard
in the recording,
think carefully if it is

Firstly, | would like to remind all conference guests to read the presentation timetable,
which includes the names of all the presenters. Secondly, | have to ask all guests to
ensure their mobile telephones are on silent mode, so as not to disturb any

ralaticl ko Ahe presentations. OK. That's enough of me, I'll hand you over to your first presenter.

meaning of the

guestion before (‘i B Skim the guestions and answer choices below and note key words. As you listen,

making your choice. circle any “same words” you hear, then decide if the answer is correct, maybe
correct or wrong.

1. Why should customers choose Seymour suits?

(A) They use high quality cloth but are {A) [ Correct [ Maybe Correct [ Wrong
reasonably priced.

(B) They are expensive but good quality. (B) [Correct [ Maybe Correct []Wrong

(C) They are 25% warmer. {C) [ Correct [ Maybe Correct [] Wrong
2. How can customers tell if their suit is a genuine Seymour suit?

(A) It is made of cheaper materials. {A) [JCorrect [ Maybe Correct [ Wrong

(B) There is a special inner layer. (B} [JCorrect [ Maybe Correct [ Wrong

(C) It will keep them warm in winter, (C) [ Correct [ Maybe Correct [ Wrong
3. Why should customers hurry to buy the suits?

(A) Itis winter. (A) O Correct [] Maybe Correct [ Wrong

(B) The suits create a good first (B} [JCorrect [ Maybe Correct [ ] Wrong

impression. (C) [0 Correct [ Maybe Correct [ Wrong
(C) There are limited quantities.

Follow up: Compare your answers with your partner, explaining your reasons, and
what you remember hearing.

Tactics 3 Tactic practice ¢ »

checklist

/1 Read the
answer choices
and brainstorm

Use the tactics you have practiced for the next two talks. You will have one minute to
a) skim the question and answer choices and identify key words and b) brainstorm
related words. Then listen to the talks, and select the best answer choices.

related words. 1. Why should Mr. Heinrich go to the 3. Why should passengers going to

@ Listen for related information counter? Moscow hurry?
words, (A) To collect his unattended bag (A) Their flight will leave soon.

@ Be careful of (B) To make an announcement (B) They must collect their packages.
answers (C) To retrieve an important travel (C}) The duty free shop is about to close.
containing words document (D) They must collect their boarding
you hear in the (D) To report an unattended package passes.
recording. 2. Who is told to go to gate number 12? 4. How can guests purchase razors or

(A) Mr. G. Heinrich toothbrushes?
(B) Passengers traveling to Moscow (A) By placing a call to the hotel
front desk

(C) Passengers traveling to Berlin

(D) Airport security (B) By dialing 2

(C) By visiting the housekeeper
(D) By using a coin-operated machine
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Understanding
natural English

In natural spoken
English, sounds are
sometimes changed,
combined and
dropped. Listen to
these sentences
spoken naturally and
write in the missing
words.

The train was
delayed BY ... .
They first charged
only 10 ........ .

5. How can outside calls be made? 6. Why might guests visit the
(A) By dialing 1 housekeeper on the first floor?
(B) By contacting the concierge (A) To get their clothes washed
(C) By dialing the number, followed (B) To make an inquiry
by 9 (C) To make an outside call
(D) By dialing 9 first, then the number (D) To purchase toiletries

1 @O0 4 @E®©O
2 APOD 5 @WE® OO
3 WEODOD 6 WE ©OD

Follow up: Now compare your answers with your partner, explaining your reasons, and
what you remember hearing.

n Understanding natural English

() Mini-test

Now apply what you have learnt at the actual test speed with guestions 1-12.

Use any time available to skim the questions and answer choices before the first
listening starts. When you finish answering the questions about one talk, immediately

start previewing the questions for the next talk.

1. Who is probably making this 5. What temperature is predicted during

announcement?

{A) A history teacher

(B) A company executive
(C) A tour guide

(D) Samuel Weller

. What is suggested about the candy?

{A) It is named after a child.
(B) It is a healthy dessert.
(C) It is no longer available.
(D) It is difficult to make.

. What was the original price of a box

of candy?

(A) 10 cents
(B) 25 cents
(C) 10 dollars
(D) 45 dollars

the day?

{A) 28 degrees
(B) 33 degrees
(C) 38 degrees
(D) 40 degrees

. Why should drivers be careful tonight?

{A] The roads may be icy.

(B) There will be heavy fog.

(C) It will get dark early.

(D} The roads will be very crowded.

. What change in weather is expected

in the north?

(A) It will get warmer.
(B) It will become sunny.
(C) It will begin to rain.
(D) It will snow a little.
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. Where is the announcement probably

being made?

(A} At an airport

(B) At a bus stop

(C) At a train station
(D) At a travel agency

. Why was there a delay?

{A) There was a mechanical problem.
(B) There was a power outage.

(C) There was a great deal of traffic.
(D) There was bad weather.
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) 9. What does the speaker recommend?  11. How might people know the next

© {A) Buying food and drink before speaker?

© departure (A) He i'_Ei a political leader

© B) Finding a different mode of in his country.

(0) & ngac. (B) He is a well-known film producer.
transportation ;

@ i (C) He introduced a product to

) (C) Reserving a seat south-east Asia.

) (D) Delaying the trip (D) He attended the previous

@ 10. Why was the first presentation conference.

% delayed? 12. What is the topic of the next

0 (A) The previous speaker took too presentation?
much time. (A) The opening of a new factory

. . . B) Political changes in Seoul
B) Th 3 (
(B} There were technical difficulties (C) Developments in production

(D) People had a lot of questions. (D) Competition among semi-

conductor producers
e Learn by doing: Question my answer

Student A: Look at Activity file 25a "Why" questions on page 164,
Student B: Look at Activity file 25b “How" questions on page 167.

A With your partner check you understand the questions below. Then read out one of
the answers for your Activity file. Your partner must read out the matching question
to get one point. If they don't choose the correct question, you get a chance to
steal the point by guessing the correct question. When all the answers are read
out, the player with the highest score is the winner.

“Why" questions “How" questions

1. Why is the manager concerned about 6. How can guests arrange transport to
sales? the airport?

2. Why are travelers advised to avoid the 7. How is the new product different
region? from the old model?

3. Why is there a delay in releasing the 8. How will the weather be at the
new product? weekend?

4. Why did the visit have to be 9. How does the manager feel about
rearranged? the delay?

5. Why did the President miss the 10. How can travelers find out about
opening address? friends or family in the area?

B Think of a possible true answer for the following questions. Take turns to read out
an answer. Your partner must guess the question,

Why are you taking this course? How are you different from your father?
How do you usually come to class? Why do you want to improve your English?

(®) Further study

Look at the "why" and “how" questions in activity C above. Write one more possible
answer for each guestion.

Go to word list and quiz page 188.
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[[flisind LA SRR
Decide whether the
missing word is a
subject or an object.
Often the sentence in
the test will feature
both a subject and
one or more objects.
Decide whether the
blank is replacing a
subject or an object
and choose the
correct pronoun,

Testtip

Often the answer
choices will have both
possessive adjectives
(e.g. my) and
pronouns (e.g. mine).
Look at the sentence
to decide whether

the blank is modifying
8 noun (possessive
adjective} or replacing
It {possessive
pronoun),

Grammar
note

Possessive
adjectives ang
generally found next
to the noun,
Sometimes, though,
there may be another
adjective before the
noun,

Reading Test

Part 5 Incomplete Sentences

Focus: Improving your knowledge of pronouns

Use of pronouns is tested in Part 5. Being aware of how they are used can help you
improve your score,

1 Language building: Subject/object personal pronouns

A For each of the following sentences decide whether the missing word is a subject
(S) or object (0). The first one has been done for you.

1. Ms. Smithers will attend the function, but her sister will not be coming

WIth e, a)
2. The president gave a presentation while .......... took extensive notes.
3. | bought my wife a watch but she told me .......... didn't fit properly. L
4. When Jack arrived at the meeting, the other members were already waiting

] AR |
5. The letter from Mr. Bildy's bank requested that .......... verify some

personal details.
6. The members were upset that dinner hadn't been arranged for .......... .

B Choose the best pronoun from the list below to complete each of the sentences
above. The first one has been done for you.

Subject Pronouns Object Pronouns

L1 [ ] he L | me [ | him

| you [ ] she L] you [T] her

""" | we (] it L] us L] it
they "] them

C For each of the following sentences decide whether the missing word is a possessive
pronoun (P) or a possessive adjective (A). The first one has been done for you.

1. | would like to confirm that responsibility for the decision was .......... alone., =
2. Ms. Evans was given a gift to commemorate .......... years of service. []
3. Once you sign the contract, the property will be .......... to do with as you like.
4. The men have agreed to sell .......... half of the business. =
5. | believe your shop is responsible for the damage to .......... car. o
6. Tom Baxter started the program last year, so all the credit should be .......... x
D Choose the best pronoun from the list below to complete each of the sentences

above, The first one has been done for you.

Possessive Pronouns Possessive Adjectives

[1] mine ] his ] my | his

(] yours [] hers (1 your "1 her

[ ] ours [] its [ | our L] its

[ ] theirs (not common) | [7] their

Follow up: Compare choices with your partner, then make one or two similar
sentences with the pronouns/adjectives you didn't use.
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_ 2 Test tactic: Indefinite pronouns

Be aware of
indefinite pronoun
use tested in the
TOEIC test

Below are some
common indefinite
pronoun uses tested
in the TOEIC test.
Some{-one/-body/
-whera): used for
sentences with a
positive meaning
No{-one/~body/
-where): used to give
a negative meaning
to a positive sentence
Any(-one/-body/
-where): often used
for questions and
sentences with a
negative meaning
All, any, both, few,
many, more, other,
several, some: used
as plural

Every. each, either,
-one: used as
singular

Tactics
checklist

¥ For personal
pronouns
decide whether
the blank
reguires a
subject or
object pronoun.

A For possessives
decide whether
the blank is
modifying a
noun oar
replacing it.

¥ Watch for the
commaon uses of
indefinite
pronouns,

Use the Test tip on this page to help you choose the answer choice that best matches
each sentence below. The first one is done for you.

1. ..A. of the things that local people make would be in high (A) Some
demand on the open market. (B) Another

2. ... told me that | had to submit the request three weeks in {E} ':thnt ey,
advance. {or Hhbily

3. | can't think of .......... else we could find a better location for the (A) either
new branch. (B) somebody

4. John isn't riding his motorcycle because .......... of its tires are flat, :g} zr;yﬂ:mere

5. Please send .......... of your receipts to the payroll section for (a) all
speedy repayment. (B) every

6. The failed project has left us without .......... working capital for the EE:; anyn
coming quarter. il

3 Tactic practice

Use the tactics you have practiced to answer the following questions.

1. Please do not hesitate to contact us if
there is .......... else | can do to assist.

(A) anything
(B} anybody
(C) anywhere
(D) anyway
2. Ms. Bell has agreed to let us use the
report .......... prepared.
(A} her
(B) she
(C) hers
(D) herself
3. Our client is dissatisfied with the
severance package offered to ......... .
(A} he
(B) himself
(C) his
(DY him

4. I'm afraid we do not have ..........
option but to complain to the union.

(A) any
(B) each
(C) some
(D) a lot
5. Jane and her new assistant attended

the conference and ........... were
amazed at the huge turnout,

(A) either
(B) each
(C) both
(D) any
6. Unfortunately we cannot include
wennnnee iN the list of presenters.
(A) they
(B) their
(C) them
(D) themselves
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6 Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12,

Recommended Time: 6 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try to
spend no more than about 30 seconds on each item. If you don't know the answer, guess
and move on.

1. Ms. Janus was not sure that there was

weeeneee WE COUlID have done to win the
account.

(A) everyone
(B} everything
(C) anything
(D) anyone

. The director was very .......... to your

ideas for revising our sales approach.
(A) receiving
(B) received
(C) reception
(D} receptive

. In this situation | feel we must

acknowledge .......... shared responsibility.
(A) 1

(B) my

(C) us

(D) our

. The convention center is .......... the

office but on the other side of the river,
(A) between

(B) against

(C) along

(D) near

. If your car is not fixed by the weekend

you can borrow .......... to pick up your
mother.,

{A) mine
(B) any

(C) some
(D) other

. Bickertons has put in bids for several

w-eeeees CONStruction contracts as part
of its urban renewal plan.

(A) valuably
(B} values
(C) value
(D) valuable
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10.

Our agents have informed us that
<ereeeene. OF the containers were
damaged in transit.

(A) one
(B) several
(C) any
(D) much

. Our new line of women's fashions

has proven .......... to be a top seller.
(A) its

(B) hers

(C) herself

(D) itself

. ceeeennn. OF the management staff

realized the amount of time and effort
that had gone into the job.

(A) Every

(B) Any

(C) Few

(D) Someone

In my opinion, .......... of the candidates
is particularly suitable for the position.
(A) neither

(B) both

(C) all

(D) either

11. No group meetings are .......... unless

special circumstances call for on-site
evaluations of ongoing projects.

(A) necessitate
(B) necessarily
(C) necessity

(D) necessary

. The results show that the decision to

Promote .......... was entirely appropriate.

(C) yourself
(D) yours



G Grammar practice

A Pronouns allow us to talk without having to repeat the same words over and over
again. Look at the story of Goldilocks and the three bears. Choose pronouns from
the box below to replace the words in brackets to make the story sound better,

it his someone they she my  her their

unit
The story of her (Goldilocks) and them (the three bears) A
Once upon a time, there was a little girl named Goldilocks. One day (Goldilocks) (1) ..........
went for a walk in the forest. After a while (Goldilocks) (2) .oee.n. came upon a house. The
door was open 50 (Goldilocks) (3) ..o went in.

On the kitchen table, there were three bowls of porridge. Goldilocks was hungry, so
(Goldilocks) (4) .......... tasted the porridge from the first bowl.

“(This porridge) (5) .......... 's too hot!” (Goldilocks) (6) .......... exclaimed.

So, (Goldilocks) (T) coen tasted the porridge from the second bowl.

“(This porridge) (8) ..cocene 's oo cold,” (Goldilocks) (9) .......... Said,

So, (Goldilocks) (10) .......... tasted the last bowl of porridge.

“Ahhh, this porridge is just right,” (Goldilocks) (11) .......... said happily and ate (the porridge)
(2 all up.

Goldilocks was very tired, so (Goldilocks) (13) ... went to the bedroom. (Goldilocks)

[ § Pt lay in the first bed, but (the bed) (15) .......... was too hard. Then she lay in the
second bed, but (the bed) (18] .......... was too soft. Then (Goldilocks) (17) .......... lay down in
the third bed and (the bed) (18} .......... was just right, so (Goldilocks) (19) .......... fell asleep.
Soon the three bears came home.

“(An unknown person) (20) ... 's been eating (Papa bear’s) (21) .......... porridge,”
growled the Papa bear.

Then Mama bear saw that (an unknown person) (22) .......... had been eating (Mama
bear's) (23) .......... porridge too.

Suddenly Baby bear noticed that (an unknown person) (24) .......... had been eating (Baby
bear's) (25} .......... parridge too. "And (the unknown person or persons) (26) ... ate
(Baby bear's porridge) (27) .cooova. all up!"

(The bears) (28) ... decided to look around (the bear's) (29} .......... house some more
and when (the bears) (30) .......... got upstairs to the bedroom, Papa bear growled,

“(An unknown person) (31) ......... 's been sleeping in (Papa bear's) (32) ......c... bed.”

“(An unknown person) (33) ... ‘s been sleeping in (Mama bear's) (34) .......... bed, too”
said the Mama bear.

“(An unknown person) (35) .......... ‘s been sleeping in (Baby bear's) (36) .......... bed and

(a female person) (37) ..cceu... 's still there!” exclaimed Baby bear.

Just then, Goldilocks woke up and saw the three bears. (Goldilocks) (38) .......... screamed,
"Help!™and ...

B How do you think it ends? Finish the story, using pronouns correctly. In the next lesson
share your story with your classmates. How was your ending different from theirs?

Go to word list and quiz page 188.
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Reading Test
Part 6

27

A

Text Completion

Focus: Choosing the correct word: prepositions and conjunctions

Prepositions and conjunctions are common features of English writing.
Understanding the ways they are used can help you choose the correct answer.

fWesttip" 1 Language building: Understanding prepositions

Hasorms Petiling Wi English uses many prepositions to indicate time, location, movement/direction and

unit how prepositions are
used place.
Prepositions are Time

tested in Parts 5
and 6. Familiarize
yourself with the
ways they are

A Choose the correct prepositions from the box on the right to complete the text,
The first one has been done for you.

Iy used Pk v
i s oliiacte Mr. Sanchez will be arriving ...2%... Monday the 25th (1) ......... 5 o'clock. o
WHORE AnEinere This will be his first visit here (2) .......... April last year, so he hasn't seen lm
quickly. our new factory (3) .......... more than nine months. We are keen to show at
him the new production line, which opened (4) ......... June, so we'll take for
him there (5) .......... the 2Tth. since
Follow up: Now discuss with your partner how to complete the following statements
about time prepositions.
1. ......... is used for times of the day.
2. ........is used for days and dates.
3 s is used for months, years, and seasons.
4 e is used for periods of time,
5. ........ 15 used to refer to a point in time in the past.
Position
B Three common prepositions of place are in, on and at. Familiarize yourself with
some common patterns of usage for these words.
in on at
She is in the living room. They are on the desk. He is at the bank.
She is in her office. They are on the bus. He is at work.
She works in Manhattan. | found them on the floor. Meet me at the corner of
11th and Broadway.
Follow up: Ask and answer the following “where” guestions with your partner.
Be careful which preposition you choose in your answer,
Where do you usually leave your keys?
Where do you usually meet your friends?
Where do you spend most of your time?
Where do you study English?
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Mesttipiinn 2

Compare two halves
of a sentence

For questions
testing conjunctions,
compare the two
halves of the
sentence and
consider their
relationship. Use
this information to
help you choose the
correct conjunction.

Direction

C

Choose the correct prepositions from the box on the right to complete the text.
The first one has been done for you.

I walk .24t of  my house at 8 o'clock, get (1) .......... my car, and drive e-of
i3 a parking lot, which Is about five minutes on foot from my along
office. After parking, | walk (3) .......... a short pedestrian street and then through
(4) oo the comer. From there | can see my office (5) .......... the around
street. The traffic is always busy, but there is a tunnel that | generally to

Walk (6) .veeerne to get to the other side, L’;‘fm

Follow up: Now describe your journey from your home/office to where you are now.

Test tactic: Understanding conjunctions

A

L U o

Conjunctions are used to join two parts of a sentence together and express their
relationship. If the answer choices are conjunctions, look at the two halves of the
sentence before and after the conjunction to help you choose the correct word.

Choose the appropriate conjunction from the box below to complete the following
sentences,

and nor but or because

We decided not to buy the parts .......... the cost was too high.

He passed the first interview .......... failed the second interview.

Workers can apply now .......... wait until a position becomes available.

The restaurant is famous for its delicious food .......... its friendly staff.

Meither the price .......... the quality of service meet our requirements.

Other conjunctions occur in natural pairs. Learn to recognize these patterns to

help you identify the correct choices quickly. Study the list on the left for thirty
seconds. Then answer the questions on the right as quickly as possible.

1. We have the service to suit you, .......... you want to
both ... and ’
travel in luxury or are on a tight budget.

not only ... but also

h (A) not only
5 T? i (B) whether

e

neither ... nor (©) both
whether ... or

2. Entering the building requires not only a keycard, ..........
a fingerprint scan.

(A) but also
(B) or
(C) and
3, Wewill ......... have to take the bus or get a taxi in order
to reach the office in time.
(A} neither
(B) both
(C) either
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Tactics
checklist

¥l Eliminate wrong
prepositions
quickly.

¥l Compare the two
parts of a
sentence to
choose
conjunctions.

3 Tactic practice

Use the tactics you have practiced to answer the following questions. Read the
questions, and quickly eliminate any definitely wrong answers before choosing the
correct answer choice.

Questions 1-3 refer to the following letter,

Dear Mr. Anderson,
| am writing in response to your letter, which was sent ................ us on

1. (A) to
(B) with
(C) of
(D) from
September 17th, inquiring about the availability of replacement parts for the CX232
fan heater.

Unfortunately, our principal parts supplier, HX Industries, has been experiencing

difficulties at one of their main manufacturing plants, ................ this has caused a
2. (A) but
(B) and
(C) because

(D) whether

delay in the delivery of of replacement parts. This means that we will not have
[+ 13 1 T— the 16th of this month.

3. (A) in
(B) across
(C) since
(D) until

The parts you require will be sent to you as soon as we receive them.

Thank you for your continued custom.

Yours sincerely,

Hamilton S. Williams
Hamilton S. Williams

CEOQ Fantech
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Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12.

Recommended Time: 9 minutes (or less)

Try using the 2-pass method to help you make the most of the time available. Try
to spend no more than about 30-45 seconds on each item, If you don't know the
answer, guess and move on.

Questions 1-3 refer to the following article.

The Tei Kal region is famous for its towering mountains to the north, and its desert :
plains to the south. Long known as a dry and barren region, it has undergone a unit.
transformation ................ the last fifty years. 2,
1. (A) while
(B) since
(C) at
(D) in

During this time, visitors ..........c..... a major change in the landscape.
2, (A) will see
(B) have seen
(C) had seen
(D) see

The construction of the Wan Hei dam enabled engineers to channel the waters of the
Gang River for agricultural purposes. The result has been a narrow but expanding
corridor of greenery spreading ................ the once barren land. There has also been
3. (A) through
(B) out
(C) between
(D) without

a subsequent rise in the population and wealth of the region.

GO ON TD THE NEXT PAGE
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Questions 4-6 refer to the following message.

A major goal in the coming year is to maximize the effectiveness of our recruiting
decisions. Managers should use the following guidelines ................ they begin

4. (A) since
(B) during
(C) through
(D) before

the recruitment process. First, have a clear job description. This should form a
checklist of requirements needed by the people we wish to bring ................

5. (A) for
(B) at
(C) into
(D) with

the company.

Second, consider all possible sources of recruits, including applicants for previous
positions who were qualified, but not selected.

Use telephone interviews to make decisions on which applicants to consider further.

Lastly, following these simple guidelines can improve hiring procedures ................
6. (A) neither
(B) both
(C) also
(D) either
for us and for our potential employees.
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Questions 7-9 refer to the following memao.

Dear Arnault,

| am writing to let you know about the agenda for your visit to QMG ................

March 27. 7. (A) on
(B) at
(C) since
(D) by
We have arranged for you to be met ................ the airport and taken to your hotel.
8. (A) into
(B) through
(C) at
(D) on

In the morning we plan to show you around the factory and the new production line.
Jim Tavarey would like to have a meeting with you in the afternoon. We will arrange a
time for this ................ you leave.

9. (A) while
(B) since
(C) before
(D) after

| look forward to meeting you and hope you have a pleasant flight.
Hank

coonTo i Nexr e 2
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Questions 10-12 refer to the following letter.

Dear Mr. Lewis,

It was very nice to speak to you last week. As we discussed, | met with
the other members of the team and we have agreed to set the date for

the banquet for April 26. We ................ the sunshine lounge in the
10. (A} rent
(B) will rent
(C) rented

(D) had rented
Grand Hotel.

................ is this venue very reasonable in cost, it is also one of the few
11. (A) Even

(B} Therefore

(C) While

(D) Not only

that is still likely to be available at this late date. | have asked one of
our staff to call the hotel and make the booking as soon as possible.

| have also spoken with the senior members of our marketing group
about your visit and was able to confirm that they will be available to
meet .........ccrvens you the day after the banquet.
12, (A} for

(B) to

(C) with

(D) by

Please let me know if you have any further requests for your visit.
Yours sincerely,
Eric. Quinn

Eric Quinn
Eastern Region Manager.
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0 Grammar practice

Read the following email and fill the gaps with either prepositions or conjunctions
from the boxes on the left. Be careful - there are two extra words in each box.
Compare your choices with a partner in the next lesson.

on in

for at

to by

as

at about
outside around
before  through
50 next to
or around
because before

From: Paul McCawley

To: Hernando Gonzales
Re: Your trip to Dallas
Sent: Monday, February 11

Dear Mr. Gonzales,

We are very much looking forward to meeting you next week. We are all excited to
hear about your proposals (1) .....ccee..... the solar electric generator at the
developers' conference (2) ................ the 25th. (3) ................ | believe this is your first
iR () covvrrrirrninn Dallas, | will be sending my assistant, Colin, to meet you

| the airport.

| understand your flight is due to arrive (6) ................ around 4:30 pum. It should take
(7} coviciiinnnn 30 minutes to get (8) .ocvvvinnns customs and immigration, so | have
asked Colin to meet you (9) ................ the arrivals gate by 5:00.

We have arranged your hotel and evening meal, (10) .....coccenee. you can relax when
you arrive. Don't feel that you need to bring a tuxedo (11) ................ other formal
wear. We'll take you to a restaurant (12) ................ the comner from the office, where
you can get a taste of the real Dallas.

If you have any questions (13} .....ccccceen.e you leave, please do not hesitate to contact
me.

Paul McCawley

Go to word list and quiz page 189.
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123

Understand parts of

charts, tables and
forms

This will help you
quickly identify the
parts of the
passage/chart/table
where the
information you
need can be found.

Skim the guestions
and passage to find
information quickly
This will help you
identify which part
of the text is
referred to. Then

compare the answer

choices to that part

of the chart, table or

form.
4,
5. |
G.
150

Reading Test
Part 7

Reading Comprehension

Focus: Learning how to answer questions dealing with
charts, tables, forms and double passages

Questions involving charts, tables and forms, and questions involving double passages,
require a slightly different approach. This unit focuses on dealing with these question

types.

1 Test tactic: Dealing with charts, tables and forms

A Below is a list of features which may be found in questions that contain charts,
tables or forms. Match the features (A-F) with the section of the e-mail or the
table (1-6) that it best describes. The first one (A) has been done for you.

A. Background information related to the chart/table/form or the people who
use it

. Details of how information in the chart/table/form is meant to be used

. Information about who the text is from or intended for

. Details/facts/numbers/dates/names

. Extra details that indicate changes/differences to the information
in the chart/table/form

moom

F. The main focus of the chart/table/form
(From: gordon_billings@effron.com
; To: andrew_fisk@effron.com
1. Date:  Feb 11
\E':‘-ubject: March visit
(Dear Andrew,
2. Al During my visit next month, | would like to discuss some of the different
" | | approaches to improving sales that were discussed at last month's sales
Q:nrﬁerence. | would appreciate if you would set aside the whole day on 3 March
so that | can meet with you and your sales staff. | am including the most recent
3. sales figures for last year for you to review before my visit.
See you next month,
Gordon
(_ sales of Effron Vehicles 2005 )
Jan - Mar Apr - Jun Jul = Aug Sep - Dec Total Sales
Excelsior 756 598 899 4g5* 2718
Avenger 1024 1245 995 1523 A4T8T
Townstar 3484 AT56 6498 3156 17894
Pucchino 4735 4986 6512 4720 20953
(_* model discontinued in Ncu'.lember)
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Be careful of the
*small print”
Charts, tables and
forms may include
notes or extra
infarmation at the
bottom. Check this
befare choosing an
answer to avoid
making unnecessary
mistakes.

Watch for
connected
information
between texts

In each double
passage thare will
be at least one
question that will
require you to look
at both texts and
connect the
information.

Double passage
questions

For questions on
double passages, it
is important to read
both passages
befare you answer.

Mow answer the following as quickly as you can.

1. What does the chart show? 4,

(A) The number of vehicles sold
by one manufacturer

(B) Sales figures for four years
2. Who sent this e-mail? 5.

(A) Andrew Fisk
(B) Gordon Billings

Which was the most successful period
for sales of the Pucchino?

(A) July-August

(B) January-March

What happened in January?

(A) There was a sales conference.
(B} The Excelsior model was

3. Which model sold the greatest disoontiueg,
number overall? 6. How many Excelsiors were sold in
(A) Avenger December?
(B) Pucchino (A) 465
(B) O

Follow up: Compare your answers with your partner.

e

2 Test tactic: Locate information in double text questions vi:

f

A Look at the guestions below and quickly identify (by checking the appropriate box) - ="
where on page 152 you should look to find the answer.

1. How did Kelvin Adams find out about the apartment? [ Jad [ | E-mail [ ] Both
2. What feature probably attracted Kelvin to this apartment? || Ad [_| E-mail | | Both
3. How many rooms are there in the apartment? []ad [ ] Email [ ]Both
4. What does Kelvin request? [ ]ad | | E-mail [ ] Both
5. Which of the following is likely to be a problem? [ 1ad [_]E-mail [ ] Both
1. Where did Kelvin Adams see 4.  What does Kelvin request?

the ad?
{A) On the Internet
{B) In the newspaper
(C) In a shop

2. What feature probably attracted
Kelvin to this apartment?
(A) The central heating
{B) The price
(C) The location

3. How many rooms are there
in the apartment?
(A) 2
(B} 5
(C) &

Follow up: Compare your ideas with your partner.

(A) Directions to the apartment
(B} Pictures of the apartment
{C) An appointment in March
5.  Which of the following is likely to be
a problem?
(A) The availability date
(B) The policy on pets
{C) The apartment size

B MNow, look at the answer choices and choose the best answer.
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Questions 1-5 on page 151 refer to the following advertisement and e-mail.

Apartment for rent

e Modern downtown studio apartrment
located 10 minutes from shops and public

transportation

® 2 bedrooms, kitchen, living/dining room,
bathroom, balcony

e Centrally heated (gas)

e Suit young couple or professional
e Part furnishing can be arranged
e Rent $985 per month plus utilities

¢ Deposit + 1 month’s rent in advance
e No pets
e Available mid-March

Contact Karim Patel 555 2345
Email: karim28@s_mail.com

To: karim98&s_mail.com
Cc:
From: Kelvin Adams (kelheart2@s_mail.com)

Dear Mr. Patel

I saw your advertisement in the local newspaper. I'm very interested in the apartment
for my family. We are currently living in Westside, but are looking to move closer to
the town center, by the end of February so this apartment would be ideal. | was
hoping to be able to arrange a visit sometime next week. Monday would be the best
day for us, if this is convenient for you.

In the ad, you mentioned that the place could be part-furnished. We have a small
amount of furniture ourselves, but probably not enough for a two-bedroom place.
Could you possibly tell us what inventory is likely to be included with the apartment?

| would also really appreciate it if you could possibly send us a couple of pictures of
the bedroom and living/dining room, as well as some directions as to how to get
there. Thank you very much in advance,

Yours

Kelvin Adams
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Tactics
checklist

¥l Check what
different parts
of the chart,
table or form
refer to.

I Skim questions
to identify where
to look for
answers.,

/1 Be careful of the
“small print”.

¥l Watch for
connected
information
between texts.

) Read both
passages before
you answer.

3 Tactic practice: Charts, tables, forms and double texts

Use the tactics you have learnt to answer the questions below. After each item,
confirm with your partner the clues that told you the correct answer.

Consumer’s Friend magazine
We do the research, so you don't have to!

and pricing trends throughout the region.

below.

In our efforts to keep consumers informed, we continue to look hard at product

This month'’s report focuses on a year-long pricing study of the 4 largest
supermarket chains in the Greater Altonville area. For this study we surveyed

2 main food staples, eggs and bread, in each chain over a full year. Surveys on
individual products showed little quality difference between each of the four
stores. The main difference was the price, as shown in our comparison chart

Questions 1-3 refer to the following chart.

Price comparisons of major supermarkets

April Eggs (dozen) Bread (sliced
medium loaf)

Floor Mart $1.25 $0.95

5-9 Stores $1.29 $1.15

Leavinson's $1.35 31.35

VFG $1.20 £0.90*

August Egpgs (dozen) Bread (sliced
medium loaf)

Floor Mart $1.26 $1.05

5-9 Stores $1.35 $1.15

Leavinson's $1.39 $1.45

VFG $1.25 $0.95

December Eggs (dozen) Bread (sliced
medium loaf)

Floor Mart §1.26 5110

5-9 Stores $1.40 $1.20

Leavinson's $1.45 $1.40

VFG $1.30 $1.10

* This food item was introduced in Qctober.

1. Who are the intended readers

of this report?

(A) Reporters

(B) Store owners

(C} Researchers

(D) Shoppers

Which company sold the

cheapest bread in the first four
months?

(A) Floor Mart

(B) 5-9 Stores

(C} Leavinson's
(D) VFG

. What happened to the price of

eggs at Floor Mart throughout
the year?

(A) It stayed largely
unchanged.

(B) It dropped slightly.

(C) It rose dramatically.

(D) It matched their
competitors,
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Questions 4-8 refer to the following advertisement and letter.

Suntours Holidays

Experience the welcoming culture of the Greek islands. Suntours Holidays
offers you a once-in-a-lifetime opportunity to visit the unspoiled island of
Kefalonia. Stay at the recently renovated Casa Stanoupolos Hotel, just five
minutes from the beautifil blue waters of the Aegean. Each room has a
balcony with a view of the beach, and a private bathroom. The hotel has two
pools and a jacuzzi, as well as its own highly-rated restaurant, where you can
enjoy some of the island's more traditional meals. You can also visit one of the
local villages, where life continues much as it has for the past few hundred
years.

Holidays include all flights and transfers, as well as a choice of one of two
exciting tours: either a two-hour boat trip to nearby Turkey, or a chance to
snorkel in the pristine waters of the local undersea national park.

Call (415) 555 4873 for more information on this fascinating vacation
opportunity.

132B, West Bayside
San Francisco, CA 94105

24 August

Dear Sir,

I am writing to complain about a recent trip | took with Suntours. | originally signed up
for a two week trip to the island of Kefalonia, as advertised in Newsmonth magazine, and
was looking forward to enjoying the holiday. Unfortunately, 1 felt that a number of things
spoiled the holiday for me. Firstly, | was led to believe that all rooms in the hotel had a
balcony with a view of the beach. However, my room not only did not have a balcony, but
it faced away from the sea. Secondly, only one of the hotel’s pools was open, the other
was still under construction, and the promised jacuzzi was not there at all. The hotel’s
restaurant was excellent, but it was closed two nights a week, meaning that my family had
to walk about 30 minutes into the nearest town to eat, as there was no evening bus
service. Finally, we took the tour to Turkey, but could not leave the boat, as nobody told
us we had to arrange visas in advance. Had we known, we could have chosen the other
option.

| feel very disappointed about the trip, and would appreciate some compensation.
Yours truly,

Dave C/ﬂ/ﬂﬂﬂ

Dave Clayman
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4. How far is the hotel from the beach?
{A) 5 minutes
(B) 30 minutes
(C) 1 hour
(D) 2 hours

5. What is advertised as part of the package?
(A) A suite of rooms
(B) A private beach
(C) A chance to visit a second country
(D) A chance to visit historic ruins

6. How does Mr. Clayman feel about the hotel?
(A) He is unhappy there was nowhere to swim.
(B) He is angry his balcony was too small.
(C) He did not like the size of the Jacuzzi,
(D) He feels the advertisement misrepresented the hotel.

7. What was Mr. Clayman NOT disappointed about?
(A) The view from his window
(B) The quality of the food
(C) The tour to Turkey
(D) The lack of a bus service
8. Which option does Mr. Clayman wish he had chosen?
(A) The visit to the local villages
(B) The trip to Turkey
{C) The snorkeling tour
(D) The visit to Kefalonia
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9 Mini-test

Now apply what you have learnt at the actual test speed with questions 1-12,

Recommended Time: 12 minutes (or less)
Try to spend no more than about 60 seconds on each item; if you don't know the

answer, guess and move on. If you have time at the end review any answers you
weren't sure about,

Questions 1-2 refer to the following bill.

La Traviata Restaurant
Cole Road,
Baton Rouge, LA

unit Spaghetti with Meat Sauce ... . vt 314,95
Seafood Spaghetti ... SRS 3 b 1. &
Pizza with Italian Sausage ... iiciivcmmmmm—————— 16,95
Pizza with Mushrooms and Pineapple s SRS
Sparkling Mineral Water ... 2 @ $03.50 = $07.00
Tropical Fruit Punch — house carafe 2@8%12.85= $25.70
Desserts

(LR st e S0

CNEEBEOAKE ..o ummissimssnsissnspionin 2@ %05.99= $§11.98

Fruit Salad ..ot $04.50

Coffee ... . 4@ $04.95= §19.80
SubTotal o e e %139.77
@ RS s g o o o S1747

RO i RIS e e B ST 24

Service not included

1. What can be inferred from this bill?
(A) Spaghetti is more expensive than pizza.
(B) Three of the customers drank mineral water,
(C) Four people ate a meal.
(D) Only two of the guests had dessert.
2. What single menu item on the bill is the most expensive?
(A) Spaghetti with Meat Sauce
(B) Coffee
(C) Tropical Fruit Punch
(D) Pizza with Mushrooms and Pineapple
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Questions 3-4 refer to the following form.

Holiday Booking Form

MriMrsiMs | Given | Sumame Dep. Date From To Class Holiday
name insurance
Mr Sam  |Fletcher April 25 London Barbados | Economy o
Mrs Ana Fletcher April 25 London Barbados Economy QN
YIN
YIN
YIN
Hotel Room type No. of rooms | No. of nights | Meals Check in Check out
(FullfHalf/BnB)
Montego Bay Twin 1 9 Full April 26 May 5

Special Requests

balcony, private bath

Contact details:

Address: 3, Victor Louis Avenue, Lyon
Tel: (+33 47) 555 1566

Email: sam_fletcher(@apex.com

For office use only

Booking agent: Jim Ng

Package code:

All]2

3|C

3. What kind of room do the guests wish to stay in?
(A) A double room with a balcony
(B) A twin room with a shared bathroom
(C) A twin room with a balcony

(D) A double room with a private bathroom

4. What is the name of the agent who booked the tour?

(A) Sam Fletcher

(B) Jim Ng

(C) Ana Fletcher

(O) Victor Louis

unit

o 0N To T NEXT AcE 2
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Questions 5-7 refer to the following report and chart.

The results in the chart below show that, as predicted, the new interview procedure
has shown a significant increase in the level of education of our new recruits, at no
additional cost. As we refine the procedure it is expected that this positive trend will
become even more pronounced over the coming years.

BO%

50%

40%

3o

20%

10%

Results of the Change in Interview Procedure

Distribution of Recruits Year 1

W Rehires
B Recruited from other companies

[0 Master's degrees
| Bachelor's degrees (only)

@ High school diplomas
[ Others

Old interview results First year,
new interview format

158

5. What does the writer note about the changes?

7.

{A) They need to be refined.

(B) They will be expensive to implement,

(C) They meet expectations.

(D) They are insignificant.

Which group provided the fewest new employees over both years?
(A) Candidates with Master's degrees

(B) Recruits from other companies

(C) Candidates who have only completed high school

(D) Former employees

What is NOT indicated in the chart?

(A) The percentage of university graduate recruits increased.

(B} The percentage of rehires remained constant.

(C) The percentage of recruits from other companies dropped.

(D) In the old interview results most recruits were high school graduates.
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Questions 8-12 refer to the following memo and e-mail.

MEMORANDUM

To: All members of the sales department
Re: Year-end party

From: Annette Derringer

Date: November 26

This is just a quick note to let you all know the
arrangements for next week’s year-end party. As you
know, the party will be held at the Green Vale Country
Club, which we have reserved between 7:30 rm. and
10:00 pm. on the evening of December 21st, 've
received replies from almost all of you confirming
attendance, but if you haven't let me know yet, please
do so in the next day or two. Tickets for all employees
have been covered by the company.

The Green Vale management have asked me to explain
one or two things to those of you who have not been
there before. Basically, there is sufficient parking space
for only 100 vehicles, so they would like to ask those
of you planning to drive, to try to car-pool as much

as possible, Also, the number of lockers available is
limited, so guests should try to keep belongings to

a minimurr.

Thanks in advance,
Anneatte

To: Annette Derringer aderringer@Belway.com
From: Kyle Barwick

Date: Nov 28

Subject: Year-end party

Annette,

This is to let you know that | will be able to attend the
year-end party at the Green Vale Country Club on the
21st although | dan't think | will be able to arrive before
8:30. | was wondering if it would also be possible to
bring a couple of guests? | know it is a bit of a last
minute request, but my brother and his wife are
planning to visit us at that time, and | know they'd love
to see the Green Vale. If it is not a problem, then can
you let me know how much | should pay for their
tickets? Also, assuming this is OK, | was planning to
drive down in a single car, to reduce the need for
parking and also to allow us to keep our belongings in
the car.

I have a couple of days off before the party but I'll be in
my office until the 17th, so could you get back to me
before then?

Thanks a lot,
Kyle

8.

10.

1.

12.

What is the main purpose of the memorandum?
(A) To explain the arrangements for a special event
(B) To encourage people to travel by car

(C) To ask for help arranging a party

(D) To thank people for attending the party

Why does Kyle Berwick write to Annette Derringer?
(A) To ask the price of movie tickets
(B) To explain why he cannot come
(C) To request directions to a hotel
(D) To ask if he may bring guests to the party
Which of Kyle's points is NOT mentioned in the
memo?
(A) Payment for extra guests
(B) Storage of personal items
(C) Parking restrictions
(D) Timing for the evening

What information does Kyle require?

{(A) The date of the party

(B) The location of the Green Vale Country Club
(C) The price of additional tickets

(D) The name of the organizer

By when does Kyle ask Annette to contact him?
(A} By November 26
(B) By November 28
(C) By December 17
(D) By December 21

Unit 28 | Reading Test Part 7
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(® Reading in action

A Read the following advertisements, then discuss the questions below.

Position Available

High-level secretary required for firm located in central Los
Angeles. Applicants should have good communication skills,
reasonable computer skills and be able to type 80 words per
minute.

Ability to speak French and Spanish an advantage.

2=5 years of experience with at least 2 years as secretary to
top management a must.

Applicants should be prepared to work with high-level
contacts while maintaining a calm and pleasant attitude.

Send résumé and cover letter together with two references to

Gt RTS International, Box 1244, Los Angeles, CA.

Secretarial position
available in March

This job involves working lor an
independent lm producer based in

Los Angeles. You should be enthusiastic
and knowledgeable aboul the movie
business.

Minimum 2 years of experience
required, secretarial skills, word
processing, elc.

Send résumé and cover letter Lo

Fanfilms, Box 1553, Los Angeles, CA

I-'I.

What kind of jobs are being advertised?

How much experience is required?

What special skills are needed?

What are the differences between the two jobs being offered?

Pl O

.
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B Now read the following reply to the first advertisement on page 160, Does this
person fit the position?

RTS International
Box 1244
Los Angeles CA

Dear Mr. Williams:
| am writing in reply to your advertisement for a secretarial position, which | saw advertised in the Gazette on Monday,

After my graduation from secretarial school, | worked for a number of local companies for around four years, and developed
my secretarial skills. | can type at 100 wpm, and | speak good Spanish, as well as basic French, which | am keen to improve.
For the last two years | have been the personal assistant of the president of Shop-on, an Internet shopping company. | enjoy
my work, but am looking for more of a challenge. I'm sure your company can provide me with that challenge.

| look forward to hearing from you.

Yours sincerely,
Miricrar Mastems
Miriam Masters
C Complete the following cover letter for a person applying for the second job, using
the words in the box below. Be careful: two of the expressions are not required.
secretarial duties a secretary would like to
have been responsible good at word processing my knowledge of
my enthusiasm for the job very good typist | am writing in reply
very excited to hear
Fanfilms
Box 1553

Los Angeles CA

Dear Sir or Madam:

) — to your advertisement in Movie Weekly. | was (2] ................ about the position.

| have been working as (3) ................ for the past three years, during which time | (4) ................ for writing
letters, answering the telephone and other (5) ................ :

I am (8) oo and have some experience with simple spreadsheets. | am also bilingual in English and
Spanish

| feel that (7) cccovveeerrinns , coupled with (8) ................ the movie industry, make me an ideal candidate for

this job. | look forward to hearing from you.
Yours faithfully,

Consulla. Peruzai

Consuela Peruzzi

0 Further study

Find a job ad or other advertisement in an English magazine or newspaper, and think
of two or three questions to test your classmates. Write a response to the
advertisement. Use your imagination.

Go to word list and quiz page 189.
Unit 28 | Reading Test Part 7 161
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Activity files

Activity files

Activity file 2

Student B

You are Barton Donovan, the Director of Seimex Watches America.
You just sent the following fax to your New York office.
You will get a call from Mr. Carson, as there are some parts of the fax he cannot read.

Task

* Read the fax now and confirm with your partner that you understand what it says.
= Then take Mr. Carson's call and answer any questions he may have.

Fax Message

Important

Re: August 14 meeting

Mr. Carson,

| am writing to let you know that | will be arriving on Tuesday August 13. | am
flying with United Airlines and my plane is scheduled to land at 9:15 pm. Could
you arrange my hotel for me?

The main purpose of my visit is the problem with our Accuron Line of watches.
We have had many complaints about water damage. We must discuss how we
can deal with the problem. Please invite Paul Smith and Mary Davis also.

Barton Donovan

Activity file 8a

When your partner chooses a number, make a sentence to describe the picture. When it's
your turn, choose a number and listen carefully to your partner. If they say one of the words
on your bingo card you can mark it off. The first person to get all the words marked off is
the winner.

Bingo card 1
B I N G 0
holding opening sitting wearing shining




Activity file 8b

When your partner chooses a number, make a sentence to describe the picture. When it's
your turn, choose a number and listen carefully to your partner. If they say one of the words
on your bingo card you can mark it off. The first person to get all the words marked off is
the winner,

Bingo card 1
B I N G 0
standing getting into walking enjoying pushing

Activity file 11a

Read your partner the following business news report.

Your business news report

FHL Electronics announced its sales figures for the last financial year.

The president explained that the decrease in orders would lead to the closure of three
factories.

The president blamed the disappointing results on increasing labor costs in Asia.

He apologized to his shareholders for the company’s debts and promised that next
year would be a much better one.

Activity file 17a

With your partner take turns reading one sentence at a time. They will try to guess the
correct job, location or activity.

1. Sorry, | have to go to Boston on Tuesday. Could we make it for next Monday? (activities
- changing an appointment)

Please open your books to page 20 and look at Unit 1. (jobs - teacher)
3. Would you like anything to drink with your meal? (locations - restaurant)

If you want to go to Bramston, you have to change at Union station to the central line.
{jobs — train conductor)

5. This picture was painted by Samuel Evans just before his death in 1934. (locations -
art museum)

6. Could you tell me how to get to the Miller building? (activities — asking for directions)

Activity files 163
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Activity files

Activity file 15a

When your partner chooses a square read one of the questions from the same number
square below. They must say whether it is “Correct” or “Wrong™. If they are right, they get

the square.

1.

A. The photographer is
carrying the camera.
(Wrong)

B. They are filming a
scene. (Correct)

2.

. The man is holding

the dog. (Wrong)

. The dog is standing

near the cowboy.
(Correct)

3.

. The chef is cooking.

(Correct)

. The woman is

cleaning the kitchen.
(Wrong)

4,

A. The machine is
making a hole.

5.

. The boat is tied to the

pier. (Correct)

6.

. The woman is making

a bookshelf. (Wrong)

A. The truck is plowing
the road. (Correct)

B. The road is clear of
snow. (Wrong)

The man is using the
restroom. (Wrong)

B. The worker has

stopped cleaning.
(Correct)

(Correct) . The ship is sailing . She is reading.
B. The worker is digging. across the bay. (Correct)
(Wrong) (Wrong)
T. 8 9.

. The firemen are

having a break.
(Correct)

. The dog is standing

near the truck. (Wrong)

Activity file 25a

Read out one of the following answers. Your partner must identify the question that best
matches it. If they do, they score 1 point. If not, you have a chance to steal their point.
Continue to take turns reading out all the answers,

Answers to “why" questions

(A) Governments are worried about their safety.

(B) They have decreased in the last few months.

(C) There was a clash with the annual general meeting.

(D) His plane took off late.

(E) The latest model is still under development.




Activity file 11b

Read your partner the following local news report.

Your local news report

The new Milltown Theater will officially open on Tuesday.

The first performance will be a modern version of Romeo and Juliet,

The famous actor, Tom Mason, plays the lead role.

Tickets went on sale one month ago and sold out almost immediately.

Activity file 17b

With your partner take turns reading one sentence at a time. They will try to guess the
correct job, location or activity.

1. The acting was good but there wasn't much action. - (activities — talking about a
movie)

What time does the pool close this evening? - {locations - sports club)
Yes, we have one with the same heel, but in brown leather, - (jobs - shoe salesman)
How much is a pound of tomatoes? - (locations — supermarket)

oo @ oN

I'm not sure | like the color and the sleeves are a bit short. - (activities - buying
clothes)

6. Can you help me copy these? | have a meeting in 15 minutes. - (jobs - office worker)
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Activity files

Activity file 22a

1

[PREPOSITION)
A. The man is on top of the car.
B. The man is leaning against the car.

[SIMILAR SOUND]
A. The woman's hand is touching the box.
B. The woman is turning the handle.

[SIMILAR SOUND)
A. The flight attendant is wearing a red jacket.
B. The door is very light.

[SIMILAR SOUND]
A. The man is re-sitting the test,
B. The man is sitting next to the control panel.

[PREPOSITION]
A. The man is behind the computer.
B. The keyboard is in front of the computer.

[SIMILAR SOUND]
A. The man is cleaning the glass.
B. The man is cutting the grass.

[PREPOSITION]
A. The papers are on the desk.
B. The papers are under the desk.

[PREPOSITION]
A. The skiers are under the snow.
B. People are on the chair lift,

[SIMILAR SOUND]
A. The woman looks at the doors.
B. There are locks on the doors.




Activity file 15b

When your partner chooses a square read one of the questions from the same number
square below. They must say whether it is “Correct” or “Wrong". If they are right, they get
the square.

1.

A. Two men are standing
near the camera.

2.

. The dog is running

near the tires. (Wrong)

3.

. The chef is working in

the kitchen. (Correct)

{Correct) . The man is kneeling . The kitchen is very
B. They are watching a near the dog. dirty. (Wrong)
film. (Wrong) (Correct)
4. 5. 6.
A. The worker is . There is a lot of . The woman is holding
watching the digging. equipment on the many books. (Wrong)
(Correct) pier. (Correct) . She |s standing near

B. The man is fixing the
machine. (Wrong)

. The ship is leaving the

water. (Wrong)

the shelf. (Correct)

ik

A. The truck is pushing
the snow. (Correct)

B. It is snowing heavily,
(Wrong)

8.

The man is washing
the sink. (Wrong)

. The worker is holding

the mop. (Correct)

9.

. The firemen are sitting

on the truck, (Correct)

. The dog is watching the

men. (Wrong)

Activity file 25b

Your partner will read out one of the following answers. You must identify the question that
best matches it. If you do, you score 1 point. If not, your partner has the chance to steal
your point. Next it is your turn to read out an answer. (Check the key in the Tapescripts and
Answer Key to make sure.) Continue to take turns reading out all the answers.

Answers to “how" questions

(F) By contacting the concierge.

(G) Much the same as today.

{H) There are a lot of innovations.

(I} By contacting the emergency number,

{J) Itis a potential problem.
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Activity files

Activity file 22b

1.

[SIMILAR SOUND]
A. The plates are on the counter.
E. The man is counting the plates.

[PREPOSITION]
A. The student is leaning against the locker.

[SIMILAR SOUND]
A. The man is shipping some food.
B. The customer is shopping for food.

[SIMILAR SOUND]
A. The man tastes the food.
B. The man tests the soil.

[SIMILAR SOUND]

B. The people hold umbrellas.

[SIMILAR SOUND]
A. The diners sit around the table.
B. Their dinner is on the table.

[PREPOSITION]
A. The scientist is on the table.
B. The student is in the laboratory.

[PREPOSITION]
A. The people walk along the sidewalk.
B. The commuters are between the buses.

[SIMILAR SOUND]
A. The man is by a sign.
B. The man is going to resign.




General glossary of terms

Terms used in instructions
brainstorm (v)

focus (n)

key words (n)

paraphrase (v)

predict (v)

related (adj)
scan (v)

similar (ad])

skim (v)

tactic (n)

Test-related terms
answer choices (n)

context (n)

denial (n)

distractor (n)

implied (v)

infer (v)

refusal (n)
response (n)

similar sounds (n)

To think of many ideas on a topic
quickly and creatively

The main or most important thing or
things

The most important words in terms
of meaning, usually nouns, verbs,
adjectives and adverbs

To restate something in other, usually
simpler words

To say what is going to happen in the
future. In the TOEIC test this usually
means to guess what you are going
1o hear in the listening section
Connected in some way to an idea
To read quickly in order to pick out
specific information (e.g. looking for
a name in a phone book)

Having some things in common but
not completety identical (e.g. African
elephants are very similar to Indian
elephants)

To read quickly in order to get a
general idea of the contents (e.g.
quickly poing over a movie review 1o
see if it is worth watching)

A method or technique used Lo
achieve an immediate goal

The four possible answers (A, B, C,
D)y you can choose from in the TOEIC
fest

The background events or situation
within which something belongs or
takes place

A negative response 10 a request

An incorrect option in a multiple-
choice question

Something which can be understood
or is suggested without being
directly stated

To use context or related information
to understand something that isn't
directly stated

A statement of an unwillingness to
do something

Something said or written in reply
1o a question or statement

A common type of test distractor
which uses a word or words which
sounds similar to a possible

COMect answer

Grammar terms
noun (n}

verb (v)

adjective (ad])

adverb (adv)

subject (s)

object (o)

preposition (prep)

pronoun (pron)
subject pronoun
object pronoun

indefinite pronoun

suffix

A word which is used as the name
of & person, place or thing (e.g.
John, Canada, pencil)

A word that is used to show an
action, or state (e.g. run, is)

A word that describes a noun or
pronoun (e.g. big, happy), or gives
gxtra information about them

A word that adds more information
about place, time, manner, cause,
or degree to a verb, an adjective, a
phrase or another adverb (e.g. look
carefully, incredibly fast)

A grammatical word describing the
noun or noun phrase that performs
the action in a sentence (e.g. Cats
eat fish - "Cats™ is the subject). Or
in a passive sentence, the noun
that is affected by the action of the
verb (e.g. The tree was blown over
by the strong wind.)

A grammatical word describing the
noun or noun phrase that is being
acted upon or affected by the verb
in a sentence (e.g. Cats eat fish -
“fish” is the object)

A word which is used to indicate
position, or movement in time or
space (e.g The ball is in the bax,
It finishes at 9:00, He is going into
the store)

A word that takes the place of a
noun (e.g. |, you, it)

A word that takes the place of a
subject noun (e.g. he, they)

A word that takes the place of a
noun (e.g. him, us)

A pronoun that doesn't refer 1o any
specific person or thing (e.g.
something, anything)

A group of letters added at the end
of a word that affects the meaning
or use (e.g. “-ed” in “amused”, *-ly"
in “slowly”)

A group of letters added at the
beginning of a word that affects
the meaning or use (e.g. "hi-" in
“bicycle™, “pre-" in “predict™)
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Word list and Quizzes

Unit 1 Unit 2 responsibility (n} an area of work you are in
charge of
briefcase (n) a flat rectangular case for arrange (v) organize or make plans for It's "r;!f respansibility to quality check the
carrying papers, reports etc. something trainees’ work,

She had so many papers in her briefcase,
it was difficult to close.
discuss (v) to falk about a subject with
other people
The people are discussing something,
[ would ke to discuss our summer sales plans,
document (n) written paper which gives
official information
They had all the necessary documents for
the meeting.
keyboard (n) a set of keys used to type on
a computer or word processor
His new computer came with a wireless
keyboard,
While he was typing his essay, he
accidentally spilled coffee on his keyboard.
pick up (v) to lift something from the
ground or floor or another surface
The man and woman are picking up the
wood,
presentation (n) a talk at which a new idea
or information is given to an audience
The sales manager gave an excellent
presentation of the new products.
wave (v) to move something back and forth
The man is waving his arms.
workshop (n) a place with tools and
somatimes machinery where things are
made
There are a lot of toals in the workshop,

1 Complete the sentences with the
following words.

| hﬂ-&uﬂ dlnuu documents |
keyboard pick up presentation
| workshop waved |

1 The computer is silver, but the .....coaima.
is black.

b5 1 isn't big enough for all

these papers.

He dropped his diary on the floor and

quickly bent down 10 ... it

W

We need T.n .................... a salary increase

for our employees,
He had a litte ... where he made
some beautiful wooden furniture,

4
5
= Jll R T at Jane, but she was on the
T
8

other side of the road and didn't see me.
She made an axcallent .................. to the
investors who agreed to back her idea.

| can't find those ... ... .. anywhare and
| need them for the meeting this afternoon.

170 Word list and Quizzes

Could you arrange my hotel for me?
My secretary will arrange the meeting time.
arrangement (n) a plan that has been
made for an event
What are the arrangements for tomorrow?
We made the arrangemant by telephone,
bother (v) to disturb or interrupt someone
I'm sorry to bother you Mr. Donovan, but 'm
afrald we couldn't read your fax propenly.
cheap (adj) low price, not expensive
Where can | buy a cheap air conditioner?
Airfines offer cheap prices to attract new
customers.
complaint (n) a spoken or written
statement expressing dissatisfaction with
a product or senvice
The customer sarvice department deals with
all pomplaints.,
customer (n) a person paying for goods or
senvices
My customers live in Baston,
Why did the customer cancel his contract?
decide (v) to choose to do something after
thinking about it carefully
I haven't decided yet.

I decided not to visit the conference this year,

(give someone a) lift (n) a ride in
someone’s car or other vehicle to a
particular place
Mary gave me a lift.

I asked my father to give me a lift to the
station,

goods (n) items that are produced by a
company that are available for sale,
There's a range of goods,

We plan to expand our range of goods in the
next two years.

notice (n) a sign displayed publicly giving
information 1o a group of people
Have you seen the notice aboul the sheap?
The notice asked people not to smoka in the
kitchen area.

parcel (n) a package, usually wrapped in
paper, to be delivered by mail
What company did you use to ship the
parcel?

The mailman gelivered the parcel at
2 o'clock this afternoon.

profit (n) money made (usually by &
business) above the money they spent
Has the sale improved profits?

The new product caused a profit rise of ten
percent.

{b-u]l receive(d) (v) the way peaple react o
something
How were her findings received?

His presentation was very well received.
repairs (n) work done to fix something that

was broken

How much are the repairs going to cost us?

The building needed a lot of repairs following

the storm,

terrible (adj) very bad, or shocking

Traffic can be territie in this city.
The food at that restaurant is terrible,

1 Choose the correct word.

-

Gy B3

@ = LU

I'm gning to give Mr. Hargreaves a(n)

.................... to the airport.
{A) notice

(B} arrangement

cy

The majority of customers have been
satisfied with the way the company dealt
with their .. -

(A cumners

{B) complaints

(C) notices

I've already made a(n) ..o, 10
meet Howard tomormow.

(A} bother

(B} lift

{C) arrangement

Please don't ......connnmmen me again. I'm

Helen's proposal was .. v by
most people at the currferenoe

(&) well received

(B) got along

(C) bothered

I appliﬂd fora newjub because | wanted
more ..

(&) hnrur

(B) presentation

iC) responsibility

Read the definitions and
unscramble the words.

items produced by a

comparny (doogs)

a package (epracl)

a person wha buys things

a sign {entoci} | AR

work done to fix something
(sparier)

low in price {eaphe)

very bad (ritreibe)

choose to do something
after thinking carefully

about it (eeidcd) | e
make plans to do something
(rrganae) Bt e bk



Unit 3

adapter (n) a device used to change the
power from a socket to match the
requirements of the appliance
You can run it with an AC adapter.
You'll need an international adapter to use
your halrdryer overseas.

appointment (n} an arranged meating,
usually for some business purpose
He has to rush to an appointment.
| made an appaintment to see the dentist
next Thursday.

appreciate (v) to be thankful for something
I'd appreciate the company.
We appreciate your help.

assistance (n) help
She does not request assistance in moving
her van.

bleck (v) to place an object or stand in a
way that nothing can get past
You are blocking the emergency exit for the
theater,
The boxes blocked access [o the emergency
aexit.

branch (n) one of several offices or shops
belonging to a larger group; part of a tree
She is at the wrong branch.
The bank has branches all over the country,
You should cut back the branches, they are
hiding the sign,

company (n) having another person with you
I'd appreciate the company,
You can come with me o keep me
COmpamy.

courler (n) a person, working for a delivery
company, whao is paid to take letters and
packages from one place to another
The couriar s going to pick them wp in
15 minutes.
The fastest way to deliver items is to use @
courier,

criticlze (v) to say what you think is wrang
with something
What did some frainees criticize?
His approach was criticized for being too
aggressive.

feedback (n) information to let people
know about their perfarmance, usually at
work
What kind of feedback did you get from the
trainees?
The boss gives us encouraging feedback,

improvement (n) something that is better
than a previous situation or version
It's an improvement on thelr previous one,
He has shown a steady improvement in the
quality of his work,

included (ad)) part of the contents of a
package, not separate, not requinng
additional purchase
The adapter isn't included.
Batteries are included.

label (n) & note attached to a product
explaining some detail (e.g. the price)
The iabel is incorrect.
You can find the washing instructions on the
label.

participant (n) a person taking part in an
event
Comments from the participants...
3000 participants completed the marathon
this year,

plug (it} into/in (v) 1o connect an electrical
item to a socket
You can plug it into a sockel,
Where can | plug my laptop in?

practical (adj) having a real and clear use
It doesn't have any practical value,
The training showed lots of practical ways to
use the application.

purchase (v) to buy something
Purchase an adapter.
You can purchase tickets online.

replacement (adj) used in place of the
original
give a replacement part,
Since Tony left we haven't been sent a
replacement worker,

request (v) ask for
She requested a vegetarian meal.
She requested assistance,

socket (n) the place you plug electronic
iterns into the wall in ordér to provide them
with power
You can plug it into a socket.
He plugged the television into the socket and
swilched it on.

stock (n) the number or amount of a
product avallable to sell 1o customers
Check the part is in stock.
I'm afraid we don't have any of those in stock
at the moment.

theoretical (ad)) based on ideas rather
than experience; opposite of practical
It was too theoretical,
The lecture was very theoretical, but seemed
to make sense.

1 Use the definitions to find the
words to complete 10

the puzzle. :‘,
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Clues

1 a note attached to something explaining its
contents

to connect an electrical item to a socket
to buy something

a person who |s paid to take letters and
packages

something that is better than it was before
one of several offices or shops

the amount of goods available

something you use instead of something
else

9 to feel thankful to someone

10 a person who takes part in an event

11 has a real and clear use
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2 Complete the sentences with the
following words.

adapter assistance block

company criticized feedbachk

included requesting socket
theoretical

1 The cost of post and packing Isn't
saisissnsreseenens I NG priCE,

2 I your computer isn't working, check the
................... . Sometimes people forget to
switch it onl

3 Pleass don'l ... i, the entrance to
the hospital.

4 | didn't get the job, but they didn't tell me
why, I'm going to ask for some ...

5 I'd like some .................... when | go to
Singapore, | don't want 1o travel alone.

& Don't forget to take your international

winssnsnensnnensens 00 JAPAN, You'll need it for your

laptop.

7 She asked for SOME ......c.ccovveees [N MOVINE
the boxes.
8 Aot of people have .................... plans for

a new supermarket in the area. They don't
think it’s needed.
8 The ......coveeeeeen. part of the exam requires
a good knowledge of the highway code.
10 She received a wedding invitation
seassnneanees DT 10 AtEN.

Unit 4

apologize (v) to say sorry for an action
We apologize far any inconvenience,
He apolagized for being late.

boost (v) to cause something 1o become
better, larger or greater
We aim to boost our sales in this segment.
The good exchange rates have really boosted
EXPOrs.

cancel {v) 1o request that an order or
reservation be stopped
Service to Darby has been canceled for the
foresesable future.
| canceted my subscription fo the newspaper
as | didn't have enough time to read it.

complimentary (adj) offered without charge
W will shortly be serving complimentary tea,
The saunas are offered as a complimentary
service (0 all guests,
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deadline (n) the final date a plece of work
has to be completed by
The deadliine for the Q-com praject has been
moved forward by a week.
I need to ask for an extension to the deadline
to aliow me time to do more research.

getaway (n) a short holiday or place where
you can make a holiday
A perfect spot for a tropical gelaway,
We bought ourselves a little getaway in the
Bahamas.

inconvenience (n) something that causes
trouble or a problem for other people
We apologize for any inconvenience,
The road works caused a lot of
inconvenience to commuters.

interrupt (v) to cause something to be
stopped, to break into someone’s
conversation suddenly
Service has been interrupted due to the
weather.
I'm sorry to Interrupt your meeting, but
thera’s an urgent call on line one,

Isolate (v) to separate something from
other things
Normally, our system would have isolated the
virus.
The islanders were isolated from civilization
for thousands of years.

nelghborhood (n) district where people live
Help keep your neighborhood clean and
attractive.

outline (v) to give a short general
description of something
He outlined their business plans.

patience (n) an ability to wait without
becoming frustrated or annoyed
Thank you for your attention to this matter
and your patience.
His patience was rewarded.

pleasantly (adv) nicely, enjoyably
We were pleasantly surprised.
The evening passed pleasantly.

reduction (n) a change from & larger to a
smaller number or amount
Sales showed & reduction in overall volume,
Workers had o accept a reduction in salaries
due to poor sales figures,

refund (n) money paid back to a customer
for an unsatisfactory product or service
We promise all our customers will be
satisfied or we'll give you a full refund.

representative (n) a company’s agent
Please contact our representative in your
area, if you have any questions.

road conditions (n) the state of the road,
usually due 1o weather or volume of traffic
Adiust your driving to road conditions.

secluded (adj) (of an area) hidden from
sight, away from populated areas
It has miles of seciuded beaches.

target (v) to aim at, to be intended for
The standard computer, targeted at the small
business market, showed a reduction in
sales,

tremendous (adj) very good, or a very large
amount
it has a tremendous wealth of seciuded
beaches.
It was a tremendous effort to build the
factory in such a short space of time,
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1 Choose the correct word.

1 The ... I8 Friday. Applications will
not be considered after this date,
() getaway
(B) disposal
(C) deadline
2 I.:Infuriunﬂtﬂly there has been ain)
.. In profits over the last fow
murlms
(A) Inconvenience
{B) reduction
[C) refund

3 The plane will be dalawd b:.r three hours.

Thank you for your ...
{A) inconvenience
(B) patience

(C) notice

4 The train has been ...........co...... dUE 10
an earlier problem on the track.
(A} interrupted
(B) canceled
(C) refused

5 I'm sorry to .. .. your
cunwlsatiun but m& dlrﬂt:tur would like
to see you.

(A) apologize
(B} interrupt
(C) assist

6 The company is trying 10 ... it
profits this year,
(A] boost
(B) Include
(C) refund

7 The new manager has made a
.................... effort to be friendly.
(A} tremendous
{B) complimentary
(C) secluded

2 Read the definitions and write
true or false.

If you get a refund you get your money

back,

A getaway is a type of airplane,

To apologize means to be angry with

SOMEene.

To assist means to help.

If a beach s secluded it is very crowded.

If something is complimentary it's

expensive,

If your house ks isolated you don't live near

other people.

9 Your neighborhood ks where you lve,

10 A company respresentative works for the
government.

11 Road conditions are the state of the road.

12 If you target a group of people, you avoid
them.

13 Pleasantly means horribly.
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Inconvenience means having an easy time.

Unit 5

accommodation (n) a place to live or stay
The director was very happy with the quality
of his accommodation.

I'm looking for new accommodation, as my
current place is too small,

advantage (n) something that gives you a
better chance than another person of
SUCCass
Graduating from a famous university is an
advantage for fob hunting.

His ability (o speak French gave him an
advantage over the other applicants,

aid (v) to assist people in need of help,
especially by giving money
The fund collects donations to aid local
underprivileged citizens.

The government tries to ald health groups as
much as passible,

(be) considered (v) thought by many people
Adam Antoniotti is considered to be one of
the most impressive designers In the fashion
industry today.

considerable (adj) significant
The rise in steel prices has resulted in a
considerable increase in production costs.

convinee (v) to persuade someone
He convinced me this was the right thing
to do.

courler (n) a person, working for a delivery
company, who s paid to take letters and
packages from one place to another
The courier Is going to pick them up in 15
minktes,

What time does the courier come in the
evenings?

eredit (n) money available to borrow from
banks or other financial institutions
Careless use of credit can lead to trouble
sooner than you expect,

Can | get this an credit?

distribution (n) the way goods are delivered
from the factory to the shops
We can increase our sales margin by
streamiining our distribution system,

The distribution of goods takes only a day or
twi,

donation (n) gift, often of money, o &
charity
The hostel relies on donations from
the public,

downturn (n) a change for the worse,
usually of @ country or company’s
economic situation
Small downturns in the US economy can
have a global impact.

The financial situation took a bit of a

downturn but it has now improved.
efficiently {(adv) well, without wasting time

and resources

They worked very efficiently as a team and

completed the work in recard time.
emergency (n) a sudden and serious

situation

In an emergency, press the red alarm button,

Keep enough money to make a phone call in

case of emergency.

Iimmediate (adj) without hesitation,
connected to now
..there was an immediate need fo improve
COSIS.

Is there any immediate action to be taken?



impact (n) the effect one thing has on
anocther
Small downturns in the US economy can
have a global impact,
The growth of the tourist industry has a
tremendous impact on the environment.
improve (v) to make better
Customer service has improved considerably
as @ resull of the new training programme.
influential (adj) having the ability to affect
others
The news magazine published a list of the
100 most influential people in the world,
Intently (adv) with great concentration
| listened intently to the directions he gave
me because [ didn’t want to get lost,
optimistic (adj) having a positive feeling
about something
They were optimistic about the outcome of
the negotiations.
process (v) o deal with
It took the accounts department a couple of
days fo process the invoice,
reach (v) to communicate with someone by
telephone
Please dial “9°, then the number you wish to
reach.
I've been trying to reach him all day.
recommendation (n) a suggestion,
something thought to be a good idea
I dan't think the consultant's
recommendation will help the situation,
What is your recommendation for the main
course?
retirement (n) time when you stop work
because you have reached a certain age

She was pleased with her relirement present.

roughly (adv) approximately
You have to wait roughly G weeks for
& refund.
select (v) to choose
Select a cell on the spreadsheet by clicking
o it
slgnificant (adj) Important, considerable
He noticed a significant change in his
wellbeing once he started to eat healthily.
simplify (v) to make something less
complicated
We can increase our sales profits by
simplifying our distribution system.
We need to simplify our operations (o reduce
costs,
suggest (v) to put forward an idea, to
propose
I suggest we take a break and come back to
this tomorrow after a good night's sleep,
underprivileged (adj) poor and with less
money and fewer opportunities than most
people in society
The city welfare fund collects donations fo
aid local underprivileged citizens.

Charity should target the underprivileged.
welfare (n) money paid by the government
to help those unable to help themselves
The city welfare fund collects donations o

aid lacal underprivileged citizens.
Welfare payments account for 25% of all
laxes.

work-life balance (n) situation when a
person is happy with the amount of time
they spend at work and not at work
A good work-ife balance reduces stress.

1 Complete the sentences with the
following words.

accommodation advantage
considered credit distribution
downturn Immediate Impact
recommendations retirement

raughly

1 The latest project is .................... 10 be our
most ambitious.

2 Our company has a(n) ... fund
that collects monay for elderly people.

3 Theuseof............. when making
purchases is convenient but should be used
carefully.

4 We hope there won't be a{n) ........coreevvrves in

the economy aver the next few months.

5 The recent bad weather has had ain})
weerrmneneneenennn 1 thie profits of many travel
companies.

6 The director wants more people to receive
our goods, 50 is planning to improve our

T Mr. Green felt there was a(n) ...........c.cc....
need to start a new project.

B This........cw.... iS0'LIn a conveniant
location for our employees.

9 Simon has made several ...........occeeeee
the director has agreed with.

10 Speaking several languages is a(n)
eermerrereeereene WIEN WOrking in the travel
industry.

11 The application form takKes ...
hour to complete.

that

ong

2 Read the definitions and write
true or false.

=

Retirement is an amount of money used to

help workers with health costs,

An attorney is a businessman,

Underprivileged families have very litthe maney,

If you aid somebody, you give them help.

To simplify means to make something simpler,

If you want to reach somebody, you want 1o

et in touch with them,

A courier s @ type of transport,

A company that 5 optimistic is warried

about its future.

9 An emergency is a dangarous or very
difficult situation.

10 Considerable means not very much.

11 If you process something. you don't
understand it.

12 if you select something, you choose it.

W= AWk

3 Read the definitions and
unscramble the words.,

impartant, considerable (ficsigniant)

to propose something (guegsst)

to make better (rompive)

affecting others (alifinluent})

with great concentration (tyinlent)

1o persuade someone (nonveice)

gift, often of maney, to a charity (noedation)
well, without wasting time and resources
(yinefficetl)

0 = O U7 & L b =

Unit 6

audit (n) a financial review of a company,
checking how much maney or capital is
present
Next week will be the annual expenses audit.
The audit discoverad some financial
irregutarities.
complain (v} to express a feeling of
dissatisfaction with something
I am writing to complain about the above
noted large diesel generator.
We have o listen carefully when our
customers comyain,
confirm (v) to state that something is
definitely correct
I am just writing to confirm...
I would like to confirm my attendance at next
week's meeting.
consignment (n) a large amount of goods
to be delivered
This vessel was carrying a consignment for
our client.
We ordered a consignment of paper, but it
has not yet arrived.
damage (v) 1o partially break
We found the camera lens was damaged,
fail (v} to not succeed
The ship failed to arrive as scheduled.
influential (adj) having a great effect on
other people
He was one of the maost influential scientists
of the cenltury.
His ideas were both brillant and influential,
install (v) place something in the correct
place, often used for computer software or
hardware
The generator must be installed by the end af
the week.
He installed a new hard drive to replace the
broken one.
invention (n) a product or idea that nobody
else has thought of before
His invention, the steam converier, was an
important discovery,
His invention was patented and made him a
millionaire.
licensing (n) getting permission to produce
another company’s design
We would like to discuss licensing of your
design.
We are licensing our design to a Chinese
company.
monument (n) a building constructed to
remind people of a person or event
The city is building a monument to this great
marn.
The monument is in need of some repair work,
prompt (adj) done very quickly
A prompt reply would be appreciated.
He gave me a prompl response to my letter.
specification (n) how something s
described, especially a technical product
The brackets were longer than our design
specifications said.
We build all our products to the highest
specifications.
tidy (ad)) clean and well organized
He lived in a small, tidy house.
The desk is very tidy.
vital (ad)) extremely importam
It s vital that we recelve these parts by
Tuesday.

New capital is vital fo our future success,
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1 Choose the correct word.

1
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I'd ke o ........oov..0. @b0UL the poor
service | recelved last week.

(A) evaluate

{B] complain

(C) confirm

Please would you .................... that the
parts will be available next Tuesday?
{A) install

{B) complain

(C) confirm

We were pleased to receive a
s MEONY from the company.
{A) prompt

(B) vital

(C) tidy

Ms. Lloyd i5 VErY .........cceceiens . She has

changed the director's mind about many

Issues,

(A&} influential

(8) tidy

(C) prompt

They are going to decide about
e OUF prEmMises next week.
(A) lcensing

(B) licensed

(C) license

A new air conditioning system s being
(A} reached
{8) installed
(C) carried

Mr. Rawson's desk is usually very
.................... , but today it's covered in

It I8 .iiiinnnnnas that the penerator is
repaired immediataly,

{A) prompt

(B} influential

(C) vital

When the goods arrived they were
(A) damaged

(B) damages

(C) damage

Match the words with the
definitions.

audit consignment customer faill
foreman invention monument
specification

a formal examination of a company’s accounts

if you don't succeed

a large amount of goods which are
delivered to somebody else

a description of something especially
something technical

a person that buys something

a new creation or discovery
something which is built in memary of
somebody

Word list and Quizzes

Unit 7

administrative (adj) associated with the
running of the company, especially
organization of doocuments
He tock an administrative position after
graduation,
Il show you your administrative duties after
you have met everyone.

anticipate (v) to think about how
something will happen
We anticipate complaints from our customers
due to late delivery.
We couldn't have anticipated the demand for
our products.

applicant (n) a person that sends their
information to a company to try to get a
job there
D to the large number of highly qualified
applicants, we have already filled the
position.
Interested applicants should follow the
procedure below o promptly receive their
library cards.

assist (v) to give help with something
To assist customers, we offer a special 50%
discount on Express costs.
The staff assisted us with our luggage
problem,

barcode (n) a series of small black lines
that, when read by a machine, give
product details
Every product has a barcode to identify it.

benefit (v) to receive an advantage or help
from something
Wha will benefit from this?
Local residents will benefit from increased
job opportunities,

certification (n) official documents
He provided certification to prove his
gualification.

consignment (n) a large amount of goods
to be delivered
.cancerning the delay to your shipment,
consignment number SD1278,
This vessel was carrying a consignment far
our client.

enable (v) to give someone or something
the ability to do something
You will receive a libvary number enabling
you to place reservalions.
The extra money enabled them o buy 8 new
car.

facility (n) a building or piece of equipment
used for a particular purpose
Faollow the procedure below to make use of
the full range of facilities.
The venue provides facilities for disabled
visitors.

failure (n) lack of success
We are not responsible for failure to meet
delivery schedules...
The failure to meet the deadling meant we
had to change the schedule.

inquiry (n) a guestion or request asking for
information
Al general Inquiries should be addressed to
the Infarmation Section.
The receptionist handles all basic inguiries,

intend (v) to plan or mean o do something
If your payment s intended for past-due
charges...
How long do you intend fo stay in Australia?

intended (ad)) planned
Who s this shipment intended for?

intention (n) what someone plans or
means to do
Please let us know as soon as possible about
YOUr intentions.
He did it with the best of intentions.
nominate (v) to make a decision and name
it/them
Your card will be available at the branch
library you have nominated.
He nominated Johnson as his successor,
non-payment (n) not paying for something
If your daor has been tagged for non-
payment, you must call 555-0874 to stop
termination of water service.
Non-payment of bills will result In the
telephone being disconnected,
potential (adj) possible
Who would not be a potential customer far
this company?
It is & potential problem.
promptly (adv) quickly or as soon as
possible
Follow the procedure below to receive your
lirary card promptly.
He responded promptiy.
reservation (n) an agreement that a hotel
raom, restaurant table, etc. is kept for the
person who orders it
You will receive a libvary barcode number via
e-mail (enabling vou fo place reservations)
Reservations can be canceled up to 24 hours
in advance.
responsible (for) (adj) being a person’s job
or duty
I'm responsible for the overall running of the
section.
Who is responsible for the maintenance of
the company vehicles?
tag (v) to attach a label to something
If your door has been tagged for non-
payment, you must call 5550874
Tagged items should be taken to the cash
register for removal of the devices.
termination (n) stopping something or
bringing it to an end
If your door has been tagged for
non-payment, you must call 555-0874 to stop
termination of waler Service.
The termination date of the contract is
April 30,

1 Find nine words in the puzzle.
Match them with their meanings.
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something that is built or instalied to sarve
a particular purpose

when something is ended

the opposite of success

the group of spaces, bars and numbers on
something that are used to identify it
when something hasn't been paid

when something is kept back for somebody
Elving something official recognition
request for information

to plan to do something
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Complete the sentences with the
following words.

administrative anticipate

applicants assist benefit
consignment enable intended
intention nominate potential

promptly mmmlhl! tag

Please ... .. somebody for The
e.mpl'uyea nf the raarawan:l

All .. .. for the post of managar
shuulu‘ mplata the following farm.

My ... . i5 to ask for a refund,
All emplwaes mll .................... from the
marketing course,

A credit card will ............ccoere you to buy

q o AR K

8, 3 - Ty AR employees with their
mowing costs abroad.

8 | don't think I'm a{n} ....ovmmemisesenes candidate
for the job as | don't have enough
experence,

g The package didn't amive st S ..........coovnnns
destination. it went to Singapore instead.

10 The marketing director I8 ...........oov for
the problems we've had this vear.

11 if we leave ..., W Should arrive
on time.

12 If your property NBS @ ....cooooiiins on it,
please take it o reception where it will be
ramoved,

1AW e ganiness of goods arrived
yesterday,
14 The order was placed twice due to
. BITOrS,
Unit 8

collect (v) to gather things together and
keep or bring them somewhere
The woman is collecting their cups.
He collects ofg swords and displays them in
his Itving room,
customer (n} a person (or company) who
buys poods or services
Marshall Steel fs one of our largest customers,
guardrall (n} a rail acting as a safety barrier
at the side of a road, or other dangerous
area
The guardrail divides the highway,
His mother told him to hold tightly to the
gBuardrall along the steep mountain path,
hang (v} to put something in a position so
that the top part is fixed or supported and
the lower part is free 1o move
They are hanging their jackets on a hook

harbor (n) a port surrounded by walls or
land
The harbor was full of ships.

hold (v) to keep, carry or temporarily
support something
The woman is holding a coffee cup,
Can you hold this light for me while | fix the
engine?

lie {on something) (v) to be positioned on a
fNat horizontal surface
The snow lies deeply on the farmer's field.
I think | saw your hat lying on the bed.

maonitor (n) a video device used to view
data or images from a computer
The computer monitors cover the wall,
My new computer bas a 19 inch flat screen
manifor.

overpass (n) a road that crosses over
another road
The overpass casts a shadow on the road.
The police car wails under the overpass o
catch speeding cars.

passenger (n) someone traveling in a
vehicle who is not the driver or a crew
memirer
The passenger is getting out of the taxi.
The passengers of the boat were unhappy
about the paor food,

revise (v) to study before an exam; also, to
change something in order to correct,
update, ar improve it
The students met fo revise their notes before
the exam.
Her manager asked her o revise the report
before the meeting.

shine (v) to be very bright or reflect light
The sun was shining over the lake,
The stars were shining so brightly we could
walk without lights.

slq'llmnpm (n) a building that is extremely
1all,
The skyscrapers stand near the docks.
The bank built @ S0-story skyscraper for its
head offices.

tent (n) a portable fabric shelter used for
camping
The tent sits on the beach.

tower over (v) to be much taller than
something nearby
Skyscrapers lower over the harbor,

withdraw (v) to take money out of a bank
account
The woman is withdrawing her money,
I would ke to withdraw $20 from my savings
account,

1 Choose the correct word.

1 Aln) overpass / freeway |s a road that
passes ower another road,

2 A monitor / skyscraper is a very tall
bullding.

3 A customer / passenger s somebody who
travels.

4 A harbor / tent is an-area where there are
boats.

5 To hold / collect means to gather things
together.

6 To revise / withdraw means to study before
an axam.

2 Complete the sentences with the
following words.

customer guardrail holding lie |
monitor shining tent
tower over withdraw

1 need ito s some money for my
haliday,

2 It's a dangerous road and should have a

3 I'mtired and | need 10 .......co..oevnninee down.,

4  The screen on my ... caieee 1B dlirty. |
can't read the Infnrmamn pmﬂErir

o0 Pmaoial L Loa TR
colleagues.

6 The.. .. asked for coffee, but the
waiter bf-cughl. nnm tea.

7 The sun was ., .. 50 we went for a
walk.

B The man Was ........ccceene a bag and an
umbrella.

9 lenjoyed sleepingina. ]
W WERE on hnﬂuaywen !.huu,gh it wasmld.

Unit 9

available (adj) free to do something (for
people), or be used for some purpose (for
objects)
Did she say when she would be available?
Are there any seals available on the fight?

briefcase (n) a kind of bag. usually made of
leather and camed by business people to
hold their documents
This is your briefcase, isn't it?
| left my briefease on the train and had to go
to the lost and found to claim it.

custom (n) a tradition or habit, usually
associated with a country or region
Yes, it's an old custom,
The custom siill continues in local areas,

depart (v) to leave a location, usually by
some form of transportation
No, he's departing tomorrow.
My flight departs at 3 s, so | have to be at
the airport by 1 ra.

detalled (adj) including a lot of information
Yos, it was very detailed,
He gave me a detailed description of the
product,

drive (v} to cperate a motorized vehicle
Can you drive?
| learned to drive when | was 17 and | have
never had an accident,

forget (v) to be unable to remember
Mo, [ forgot to ask her.
I forgat to bring o pen, so can | borrow one
from you?

handy (adj) convenient, or very useful
I thought it was very handy.
The cell phane is a handy toal for keeping in
touch when an the move.

invite (v) to ask guests to attend a party or
other function
Everyone has been invited.
Fam going to invite some of my friends to
dinner tomarrow night,

member (n) a person who has joined an
organization or group
Mo, he's not a member.
I was a member of my schoal’s soccer team.
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mind (v) to feel strongly that something is
not acceptable

Do you think they would mind If | came along?

| don't mind the heat, but | da mind the
humidity.

prefer (v) to like one thing more than another

| prefer pop music.
Would you prefer to drink tea or coffee with
breakfast?

prepare (v} to get something ready 1o be
used

Could you help Laura ta prepare the
documents?

The men are preparing dinner in the kitchen,
probably (adv) likely to be true, also used to

express an opinion in a more polite

manner

You should probably call them first.

He'll probably arrive on the next train.
rearrange (v) 1o make an alteration to a

plan or schedule

Could you rearrange the venue for me?

We can rearrange the meeting for next

Tuesday, if that is convenient?®
{read/go) through (adv) read or say

something from beginning to end

You read through the notes, didn't you?

He went through the process (o show us how

it worked.
top (n) an item of clothing worn on the
upper body
Yes, il's a new top.
Which top should | wear with my new skirt?
understand (v) to know the meaning of
something and be able to follow it
Yes, but | couldn't understand them.
| understood the announcement.
unfortunately {adv) causing someone to
feel regret, or express sadness or
disappointment
Unfortunately, he can't join us because he's
on holiday then,
We bought tickets, but unfortunately we
digdn't win anything.
upstairs (n) the floor above where the
speaker currently is
| think he's upstairs.

The bathroom is upstairs, next o the master

bedroom,

venue (n) the place where an event is to be

held

Could you rearrange the venue for me?
The venue for this year’s general meeting
had to be changed at the last minute.

1 Choose the correct word.

1 I've got a new. black, leather ... .
{A) briefcase
[B] venue
(C) custom

2 |boughta............10go; with my new

outfit.

(A) top
(B} venue
(C) briefcase
3 Ineedto......oone- 8 report for

tomorrow’'s meeting.
(A} forget

(B drive

(C) prepare
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4 ldon't ... doing

5

overtime
sometimes, but | don't like working every
weakend.

(A} prefer

{B) mind

{C) understand

What kind of music do you ..o 7
{A) mind

(B) prefer

(C) rearrange

I iisieiisinnenss- 10 Dty sSome milk. Could
you get some on your way home?

(A} prepared

(B} minded

(C} forgot

VL L J— the meal? I'm busy

ldon't .......cosenneno. What you're saying.
Could you repeat it?

(A) forget

(B) understand

{C) mind

,,,,,,,,,,,,,,,,,,,, the company hasn't done
well this year.

(A} Through

{B) Unfortunately

(C) Meither

10 Let's ......ocinmerensne the document together

after work.

{A) gothrough
(B) do through
{C} be through

11183 .....cccemeverreenn. I OUR Office not to

2

DRI EWEG

wear a tie on Fridays.
(A) briefcase

(B) custom

C) top

Use the definitions to find the
words to complete the puzzle,

5
&l &
3 —

132 4 T

gE

operate a vehicle

on a floor above

ask someone to a party

likely to be true

useful

a person belonging to & group
including a lot of information

a place where an event is held

Unit 10

argument (n) a disagreement that often
Invoives people getting angry with each
other
It turned into a major argument.
They haven't been able to settle their
argument.
attend (v) to go to or be present at a
function (usually farmal)
Why didn't George attend the meeting?
| attended my sister’s wedding.
carelessness (n) not taking care of what
you should be doing
A worker's carelessness.
Carelessness in the factory causes
accidents.
definitely (adv) certainly, surely, having no
doubts
I definitely plan on staying with the company.
It’s definitely not an easy test.
demanding (adj) for people, frequently
asking for attention, usually unreasonably
s0; for jobs, very difficult
My boss is very demanding.
It is a demanding job,
disagreement (n) a difference of opinion
between people (not as strong as an
argument)
There was a disagreement between
attendees.
There is still disagreement about what
caused the dinosaurs to die out.
discount (n) a reduction in price
I would like a discount.
Can | get a discount if | pay by cash?
document (n) a plece of paper that
contains important infermation
Who filed these documents?
I'll need those documents on my desk first
thing tomorrow. morning.
drastically (adv) change by a large amount,
a sudden and marked difference
Stubbs wants to drastically cut hack on the
salas staff.
Sales of the product dropped drastically
following the recall.
file (v) to place documents in their correct
order in a cabinet
He hates ﬁifng documents.
We must finish filing these reports before we
o home,
inexperienced (adj) new to a job or activity,
not having much knowledge about it
The peaple she works with are inexperienced,
Inexperienced divers should be accompanied
at all times.
mileage (n) the amount of gas used by a
vehicle to operate
The gas mileage is very low.
Compact cars tend to get very good mileage.
pushy (adj) often making other people do
what he/she wants them to do, usually
unreasonably so
My new boss is very pushy.
| dan't like pushy people telling me what o da,
receipt (n) a printed record of a cash
transaction, used to prove purchase
He needs o see the receipl.
You'll need 1o provide the receipt in order to
get a refund.
recent (adj) happening in the near past
To discuss a recent argument with employees.
The company has had several recent
resignations.



refund (n) money paid back o a customer
for an unsatisfactory product or service
The woman can have a refund.
We promise all our customers will be
satisfied or we'l give vou a full refund.
satisfied (adj) happy with a situation,
reasonably content
am not satisfied with it
I was satisfied with our sales last year, but
I think we can do even better this year.
seminar (n) a class or lesson where a
group of people discuss a topic
It was a seminar on nalural resources,
The management seminar will be held in
room 202 this afternoon,
shipping (n) rmoney paid for delivery of goods
Free shipping.
Shipping is not included in the price.
situation (n) what happens or happened to
you
I was in the same situation with my dad.
We will try to avoid that situation if possible.
suggest (v) to offer your idea on how to do
something
What does the woman suggest?
| suggest we wall until tomorrow before
completing this project.
turnover (n} the amount of money made by a
company; for people, the number of people
leaving and replaced by the company
Her company has high emplayese furmover,
The company makes a turnover of 33 million.

1 Read the definitions and write
the words.
1 money you get back when you
return an item (furedn) |
2 to be present at a function

(ndtaet) B ey
3 to place documents in their

comect order (efll) e
4 the kind of person who

makes others do what

he/she wants: (usyhp) p-...

5 a reduction in price (cidsuont) d....
6 a printed record of a
transaction (ecirtpe) Tk it

2 Find eight words in the puzzle
which match the definitions In
the next column.

DJIS|A|GIRIE[EIMIE|N|T
E|IS|S|T|H|U|S|WIU|L|E]I
TIHEJUIE|T|Y|IMC|S[S]T
PIIIE|EIGIWIN[A| IIW[A[U
QP X| JA|IG|C|IA|L|IR|T|R
Ul PICIWIQIY|E[E[NIS|[I|N
GIIIE|TIMIAJE|S|NIC|S|O
LINIE[UJIJEIR|[S|T|T|F|V
AIGID|T|OJAIE|O[N|H|I|E
VIE|TIUINIIIT|IE|H|C|E| R
AlE[M|I|DjI|C|D|E|JO|D|H
I|EIM|R|SIE|A|O|M|E[Q[P
UIEIWE|RIBIU|[T[I|PIU]I
S|D|OJCJUIM|E[N|T]E|B|D

1 a class or lesson where a group of people
discuss a topic

a difference of opinion between people
maney paid for delivery of goods

the amount of money made by a company
a piece of paper that contains company
information

to offer an idea about something
happening not long ago

happy with a situation

=~ R

3 Complete the sentences with the
following words.

argument carelessness definitely
demanding drastically
Inexperienced mileage situation

1 Our manager is in a very difficult
.................... because he agrees with the
workers” complaints.

2 He knows a lot about the company, but he's
VETY YOURE AN ...oovivvirnneinns

3 There was a big ...
meeting last nlght_

[ e e ety is dangerous in a factory,

5 I'm.. ... Boing to apply for the job

asmr:m l m ready for a change.

) PR e O OUF New car isn't very
good, 50 we use a lot of gas.

7 Being a department manager is very

a.'t the union

.................... sometimes.

8 They. cerR dropped the price for a
quick sale

Unit 11

bankrupt (adj) of companies or individuals,
to not have enough money to pay
expenses or debts
After years of bad sales, the company was
bankrupt.
It is & bankrupl organization.
boast (v) 1o proudly talk about one’s
achievements; to be proud to possess
We are also proud to boast two funior
regional champions.
He always boasts about his new car,
closure (n) the act of closing a factory,
shop or other business
The closure of factories led to rising
unemployment.
We will need to increase profits to avoid
branch closures.
cordless (ad)) not connected by any cables
It has a cordless telephione handset.
The cordless speakers work by using radio
fec ]
debt (n) money that is owed to another
person or, often, a bank or other financial
institution
He was unabie to pay his debts.
The company accumulated large debts by
unwisely expanding.
delighted (ad)) very happy
I'm delighted to be able to report that sales
are up,
He was delighted with his birthday gift.
double (v) to become twice as large
We almast doubled the number of
customers,
The price has doubled since last year.

elderly (people) (adj) of people, old
There is a home for elderly people near my
house.
Society has a responsibility to take care of
the elderly.
expand (v) to increase in size
Last year we expanded our field of
operations,
The number of Internel users expanded
rapidly in the late twentieth century.
gesture (n) something done to express your
feelings, often to express thanks
It would be & nice gesture fo get him
something for his birthday.
It was a generous gesture to donate your
prize to charity,
mention (v) to tell someone a piece of
news, often in casual conversation
Don't mention this to him.
John mentioned that he was thinking of
maoving to New York.
overall (ad)) total, complete, related to the
whaole thing
It will improve your overall fitness,
politician (n) a government official, chosen
by the people
The pofiticians will meet to discuss the new
tax laws,
Qur local politician will be visiting the
haspital this week,
remarkable (adj) amazing, Incredible,
different to normal (generally used to
express a positive fealing)
It was remarkable.
It is in remarkable condition.
renovate (v) to repair something to a
condition as good as new
It was totally renovated just six months ago.
The house really needs o be renovated.
respond (v} to do something to meet
another person’s needs or request
You will need to be able o respond to
customer needs.
I'd like you to respond to this inguiry.
responsible (for) (adj) being a person’s job
or duty
I'm respansible for the overall running of the
section,
Who is responsible for completing the annual
sales report?
shareholders (n) people that own stocks or
shares of a company
Each shareholder receives a percentage of
the company’s profits.
There is a shareholders’ meeting next week.
spacious (ad)) large, wide, having lots of
space
The kitchen is quite spacious.
There is a spacious office with a view of
Manhattan.
unfavorable (adj) not to someone’s
advantage, bad
Sales wera affected by unfavorabile exchange
rates.
We were unable to ski, due fo unfavorable
weather conditions,
venture capitalist (n) a person that invests
in new businesses, expecting to make
maney in return
We approached some venture capitalists
about support for developing our profotype.
Without venfure capitalist money, the project
would never have been successiul,
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1 Choose the correct word,

1

]

o, LR

=4

8
9

I think it would be a nice ..o, 10
buy lames a leaving present.

(A) closure

(B) gesture

{C) venture

The ... of the factory resulted in
strikes,

{A) tremor

(B) debt

(C] closure

THE COMPEY «.ovsnimemssnsins last year which
means more people will be employed.

{A) rencvated

(B) expanded

(C) struggled

Iam prowd 10 .. a huge
increase in profits for the company.
(A] boast

(B) expand

(C} double

L= T — to the
requests of his or her workers.

{A) boasts
{B} responds
{C) refunds

e 000 i the fact there will
be some job losses next year.

(A) mention

{B) respond

(C) renovate

Our offices are small. We need
Something more .................... ~

iA) delighted

(B} cordless

(C) spacious

There were a few problems, but the
e TEEIINE wWas that the meeting
went well,

(A) overall

(B) delighted

(C} remarkable

Simon is ..., Tor the new project.
(A) depressing

(B} responsible

(C) overall

Read the definitions and write

true or false,

If & price doubles it goes down by half.

A politician is a government official.
Venture capitalists are people that invest in
new businesses,

Shareholders usually receive the whole of a
company's profits.

A debl is money owed to somebody,

If a company is bankrupt it doesn't have
enough monay to continue.

To renovate means to improve the way
somebody looks,

Eiderty people are old,

If something is unfavorable it isn't to
someone’s advantage.

10 Remarkable means amazing.
11 If something is cordiess it is connected by

cables.

12 If you are delghted you are vary happy,
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Unit 12

advanced (adj} including recent technology
I'wish I had bought a more advanced modal,
The machines are the most advanced ones
available,

advise (v) 1o tell someone what you think
thay should do
| advised her ta imvest in steel,
He advised me not to buy now.

alternative (adj) a further choice, ora
differant option
Union leaders agreed (o discuss an
alternative proposal,
We need to find an alternative route o the
station.

applicant (n) a person that sends their
infarmation to a company to try to get a
job there
There are at least fifty applicants for each

Jab.

careless (adj) lacking in attention (Also see
flossary Unit 10, carelessness)
Most workplace accidents are due o
careless practices.
He was charged with careless driving by the
police,

demand (v) 1o make a very clear request
using direct language
I demanded to speak to the manager.
If it is not possible, then [ demand to know
why.

entrée (n) the main course of a meal in a
restaurant
I waited more than thirty minutes for my
entrée to arrive,
Would you Nke meat or fish for your entrée?

evidence (n) something used to connect a
person with a crime
The judge promised to look Into any new
evidence as soon as possible.

gradually (adv) at a slow pace, not quickly
Biack and white television sefs werg
gradually replaced,
He is gradually recovering from his injuries.

impression (n) how something makes you
feel, your initial feeling about it
You will make & good impression at the
canference next month.

limousine (n) a long. luxury car, used to
take {usually rich) passengers from one
place to another
The President’s limousine should be here
007,
We can send a limousine to meet you at the
airport.

principal (adj) main, most important
It appears that our principal rivals are
considering our proposal.
The principal réason is that customers
traditionally stay at home on that day.

questionnaire (n) a series of written
questions to determine a person's
opinions, status or hahits
Passengers must complete an immigration
questionnaire,
Can I ask you to help me with this
questionnaire?

regret (v) to feel bad about something you
have done in the past; 1o wish something
had been done differently

| regret not buying a more advanced camera.

Do you regret leaving your previous fob?

rivals (n) competitors, those trying to

achieve the same goal as an individual or
company

Qur business rivals strongly oppose our
takeover proposal,

Following the takeover, there were no real
rivals in their business,

takeover (n) when one company buys

another company
OQur principal rivals may be considerng a
takeover proposal.
We will resist any attempts al a takeover,

variety (n) choice, selection, many different

things

During winter many people enjoy a variety of
winter sports.

There was a wide variety of wines available,

1 Choose the correct word.

G L see the director immediately,
(A) demanded
(B} demanded to
C) advised to

2 ThE ceesernisinions not spending more

monay on advertising last vear.
(A} demanded o

(8) regretted to

(C) regretied

3 The manager ............. him 10 leave

the company.
(&) advised

(B) resented

C) demanded for

4 Everybody ... beingatthe

meeting.

(A} reseniad o
(B) resented
{C) resented of

5 Unfortunately our .................... applicant

can't come for an interview today,
(A} principal
(B) advanced
(C) careless

6 Our company is planning 8 ..o

early next year.
(A) takeup

(B) takein

(C) takeover

T The new model 5 MOre .......c.ceoven. than

our last one.
{A) advanced
(B} ilegal

(C] careless

8 The accounts department made some

(A) careless
(B) illegal
{C] principal
9 The workers aren't interested in the
proposal, so the manager is going to
diSCUSS SOME .......conenseen.. I0EES,
{A) prior
{B) principal
(C) alternative



2 Read the definitions and write
true or false.

1 A questionnaire is an Intenview with
somebody.

2 An applicant ks a8 manager,

3 Alimousine s a type of car.

4 Police need evidence to catch criminals,

5 People who do a variety of jobs have more
than one responsibility.

6 Your rivals usually get along with you.

7 You would normally eat an entrée at the
end of a meal.

B If you make a good impression, people like
YOU.

9 If something happens gradually, it happens
very quickly.

Unit 13

attentively (adv) paying close attention to
what someona is saying
The audience fistened o the presentation
attentively.
cautiously (adv) carefully, without taking
any risks
-0 begin cautiously moving up the south
ridge.
Drive cautiously in bad weather.
comfortable (adj) pleasant or nice to the
touch
Your new chair looks very comffartable.
Our suits are both comfortable and hard-
wearing.
consistently (adv) without changing
Our sales have been consistently good in the
last three manths.
He has been consistently late since he
started.
convenlent (adj) easy, suiting someone's
plans
It is more convenient to fly than to drive
because of the volume of traffic.
endurance (n) the ability to survive extreme
conditions or very hard work
It was one of the greatest tests of endurance
they had experienced.
Marathon runners ry to develop their
endurance by a combination of training and
diet.
grueling (ad)) hard, taking a long time and
requiring a lot of effort
They reached the summit after a grueling
climb,
The Hawali fron-man is a grueling race.
highly (adv) very
All the candidates for the job seem highly
inteliigant.
input (n) contribution
Your input has been very helpful,
invaluable (ad]) of great value
Your help has been invaluable,
restore (v) to repair something to its
previous condition
The griginal prints have been restored to
modern digital standards,
Painting damaged In the fire were restored
by expert artists.

serious (adj) not to be taken lightly
We have serious problems in our Tokyo
office,
The board had a serious discussion lo decide
the direction of the company.

triumph (n) a great achievement, a
wonderful result
Their cliimb to the summit of Mount Everest
was a triumph of courage and spirnit.
England's triumph in the 1966 World Cup
has never been forgotten by the English,

1 Complete the sentences with the
following words,

comfortable mr;hm
convenient grueling highly
invaluable restored serious

'S Mot ...ooiiinasiaanse TOF M to travel
tomorrow. | have a lot of meetings,

PRS- e, maotivated. He started
work at 6 o'clock this morming.

We couldn't have done it without you. Your
help has been ..

Rising prices are a
the moment.

The beds in the hotel are very ... :
Ms. Howard's work performance has

i o IMproved,

l‘t wasa . three-day journey,
The dsnmwd pinnn has finally been

... problerm at

om & W K e

0o =4

2 Choose the correct word.

1 The difficult climb tested the men's
(&) triumph
{B) struggle
(C) endurance

2 The successful takeover was a
. for the company.
{A} mrsnnm
(B) triumph
(C) comfortable

3 The manager thanked his team for their
Invaluable ........cueeeiin i
iA) durability
(B) input
(C) rival

4 The project is difficult, so we'll continue
(A} cautiously
(B) highly
iC) eagerly

5 llistened ......c.ommiin to what my
colleague said.
A) attentively

(B) strictly
(C) wonderfully

Unit 14

alumnus (plural alumni) (n) previous
student (usually of a university) that has
graduated
A student alumni magazine
He is one of our more famous aiumni.

anticipate (v} to think about how
something will happen
We couldn't have anticipated the demand for
our products.
! was unabie to confirm the anticipated
launch date.

application (n) a formal request, usually
written, for something
We are now open for mambership
applications,
The university accepted applications from
over one hundred different countries.

bulletin (n) a newsletter distributed freely,
especially within a company
A community services bulletin.
This manth’s bulletin contains a lot of
interesting articles,

campaign (n) carefully planned actions or a
series of actions leading to a final goal
We are expecting to confirm a welkknown
model for the campaign shortly.
The President’s campaign took him to each
of the states.

cancelation (n) asking a reservation or
order to be stopped
The effective date of the cancelation is the
date the withdrawal notice is received by
the center.
We must try to prevent the cancelation of
contracis.

cardiovascular (adj) related to the heart
and blood vessels
This new gym features a range of
cardiovascular equipment.
You need to improve your cardiovascular
system before attempting a marathon.

complaint (n) a spoken or written
statement expressing dissatisfaction with
a product
The customer service department deals with
all complaints.
We received a complaint about improper
garbage disposal,

comprehensive (adj) complete, without
anything missing, very detailed
The exercize studio will offer a
comprehensive program of dance...
The software comes with a comprehensive
manual.

disposal (n} the throwing away of waste
products or garbage
Improper disposal of waste materials can
cause pallution,
We recefved a complaint about improper

garbage disposal,
fail (v} to not succeed to do something
| failed my driving test three times.
feature (v) to be included
it's a great film and features the best
Hoilywood actors,
This new Muscles Gym features a fully
stocked workout gym,
further (adv) additional, more
| look forward to discussing this sales
epportunity with you further.
We walked further than last week.
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improper (adj) not correct, not suitable,
impolite
We received a complaint aboul improper
garbage disposal.

He used improper language.

Infer (v) how someone understands
something based on their reasoning
What can be inferred about the New Heailth
product line?

It can be inferred that the company was nof
performing well.

medical (adj) to do with medicine, doctors
or treatment
If there is a medical reason for the request...
He requires urgent medical treatment.

memorandum (n) a written note or
message without the formal address of a
letter, usually distributed within a company
He left a memorandum on your desk,
Did you read the latest memorandum?
anwards (adv) continuing from
From the second lesson onwards,...
Fromn that day onwards, his reputation was
assured.

opportunity (n) a chance
This is a once-in-adifetime opportunity.

I look forward to meeting you and discussing

this sales opportunity with you further.
participant (n) a person taking part in an

event

The effective date of the withdrawal,

regardiess of the date the participant

stopped attending the class.

3,000 participants completed the marathon.
refund (n) money paid back to a customer
for an unsatisfactory product or service

Refunds for fitness programs will not be
processed until...
The woman can have a refund.

regardless (adv) without consideration of
something
The effective date is the date..., regardiess of
when the participant...

Arvone can do il, regardiess of age or
experience,

remittance (n) payments for goods or
merchandise (a formal word)

Cash/Check remittances will be refunded by
check.

Al remittances must be made by the end of
the month.

strategy (n) planning or way of doing
something
I will be coming to London to discuss our
pricing strategies in more detail,

His strategy is to wait for his opponent to
atiack, then counter quickly.

unattended (adj) not participating, not
attending
The way to obtain refunds for unattended
COUTSES.

The gasoline pumps were unattended.
withdrawal (n) decision to stop taking part

in some event

The effective date of the withdrawal is the

date the withdrawal notice is received by

the center.

His withdrawal from the race...
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1 Complete the sentences with the
following words.

alumni applications bulletin
campalgn cancelation
cardiovascular complaints
memorandum participants refund
remittance strategy withdrawal

1 There has been a IonE ......cccovvereens by the
union o improve working conditions,

2 There have been three .........ocooeee from
the class and one person never attended.

3 There was aln) .........cceereenr, 50 1 Was able
to gel a seal on an earlier flight.

4 THere were SBVen ...........-.... N e
company football match.

5 There have been several ........oocoveevs this
month from unhappy customers.

& Hepotasmall.................. for his train
ticket and other expenses.

7 There was a{n) ......osemeeeen--e FEUNIGN a1 the
unmversity.

B The weekly ......ovmmmienn gives information
about stafl benefits.

9 We have had SiX .................... for the job of
foreman.

10 | usually do .........coomeeeen. EXATCISE 8L the
By,

11 We hope our new marketing ...
will Improve sales.

12 Please could you confirm you have received
T covveeernnnnninns SEOL 0N 20 March?

13 | have been unable to download the
software and so would ke 8 ...«

2 Read the definitions and write
true or false.

1 If a meeting is unattended it means a lot of
people were there.

2 If you infer something you say something
clearty,

3 When you anticipate something, you expect
it o happen.

4 To feature means 1o include.

& Medical relates to doctors and hospitals.

& [If a program is comprehensive, it's
incomplete.

7 I you fail to do something, you do not do it.

8 Improper means Inappropriate.

9 If you do something regardiess you aren’t
worried about any potential problems.

10 Onwards means in the past.

11 If you wani to discuss something further
you haven't finished talking.

12 An opportunity is a chance.

13 Disposal means getting rid of something.

Unit 15

backpack (n) a large sturdy bag, worn
on the back by hikers and travelers
The backpack is being filled.
John's backpack was so heavy he could
barely lift it.

brush (v) to clean with a brush
The man fs brushing his jackel.

chef (n) a professional, usually trained cook
The chef is standing by the grill.
The restaurant was popular because of its
famous chef,

discuss (v) to talk on a particular subject
with two or more people
They are discussing the TV program.
| would like to discuss owr sales figures for
May.

draw (v) to make a picture with pens,
pencils or anything other than paint
The children drew funny faces on their
notebooks.

figurine (n) a small, often pottery or wood
figure used for decoration
The wooden figurines are on sale,
He bought his mother a lovely figurine of a
dancing girl.

fix (v) to repair someathing that is broken
They are fixing the boy's bicycle,
I sent the damaged radio back to the
company to be fixed,

focused (adj) concentrated attentively on
one thing
The man is focused on his work.
His goals were focused on completing the
praject by the target date.

forest (n) an area of land coverad with
trees
A forest grows in the valley.
| love to go hiking through the forest in the
spring.

grll (n) a flat metal or barred plate used for
cooking
The chef is standing by the griil.
The cook was cooking bacon and eggs on the
grill,

hiker (n) someone who walks in the hills or
countryside for recreation
The hiker is sitting on the ground,
The mountain trail was packed with hikers
enjoying the nice weather,

pier (n) a long thin structure attached (o
the land that stands in the sea and that
boats can be secured to
The boat is tied to the pier.
| used to fish off the end of the pier.

plow (v) to clear or cut @ path through
something
The truck is plowing the road.
The farmer plowed his fields every spring.

popular (adj) well known or liked by a large
number of people
The seaside is popular loday.
Barry Glimmer used to be a papular singer.

seaside (n) land on or close to the sea
The seaside is popular today,
The couple bought a small cottage near the
seaside.

scene (n) a section of a movie or play
They are filming a scene.
1 like the scene where the detective explains
the crime.

stack (v) to arrange things into a pile
Logs are stacked in the yard.
Can you stack these cans in the display by
the entrance?



steep (adj) with a sharply rising or falling
slope

The mountain is steep,

The chart showed a steep drop in sales for
the month.

studio (n) place where an artist works
The artist paints in his studio every day.
valley (n) an area of low land often
between mountains

A forest grows in the valiey.

The boltom of the valley featured a fast river.

wooden (adj) made of wood

The wooden figurines are on sale,

Wooden canges are heavier than fiberglass
ones.

yard (n) an area of ground used for a
particular purpose

Logs are stacked in the yard,

He parked his truck in the storage yard next
to the factory.

Quiz 15

1 Choose the correct word.

After dinner the children .........c.cccooee. all
the dishes in the kitchen.

(A} ruined

(B} fixed

(C) stacked

Tha path to the top of the mountain was
. 50 we were unable to
r&a-l:h the surnmlt

(A) steep

(B) valley

(C) popular

Please don't internupl. I'm ...ccinccnnnee
an important contract.

{A) discussing

(B) crying

(C} drawing

During exam week the students werg
.................... their revision.

(&) focused on

(B) focused to

{C) focused with

Dur day out to the .. . was
fantastic — we 5wam and walhed along
the beach.

(A} forest

(8) seaside

(C) valley

The s ENjoyed cooking on an
open fire when they reached the
campsite,

(A} applications

(B} figurines

{C) hikers

The Golden Temple is very .,

more than half a million -.r‘rsrb:m go mare
overy year,

(A) wooden

(B) bored

(C} popular

2 Choose the correct word to
complete the definition.

1 Achef/ hiker is a professionally trained

cook.

A valley / forest is an area of low land

between mountains.

A grill / weight Is a flat metal plate that you

can cook things on.

4 |If you draw / discuss something you need a

pencil- and some paper.

A studic / study is usually full of paintings

and brushes.

6 If you brush / spill something you clean it

T Toplow / fix something means to cut a path
through it

W M
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3 Complete the sentences with the
following words.
backpack figurine fixed forest
pier scene wooden yard

1 My grandfather made this old ... =
chair from a tree that fell down in the
yard.

2 My watch is not working properly; | must get

3 I'm going to gel a NewW ...
trip to the Rocky Mountains.

4 We have to move the old desks into the

.. because new office furniture

!s arml.ng lnmﬂrlw

5 Hikers are not allowed to light fires in the
.................... at arry time of year,

& They put the pottery ........c....c.. 0N the
shedf next to the other decorations.

T Let'sgodowntothe.........ccoeen. @nd
watch the boats.

8 The film starts with a very dramatic

. for my

Unit 16

actually (adv) in fact, really, in truth
Actually, we don't have any plans,
I don't actually know.

bank (n) a place whare CUSIOMErs can save
and withdraw money, as well as getting
help with other financial services
Could you tell me where & bank Is?
I have ta get some money from the bank
before we go out tonight.

block (n) an area of town marked by streets
on all sides
If you go acrass the streat and turn feft you
should see a Chinese restaurant about a
block down.
The bus stop is three blocks from here.

boardroom (n) a room in & company used
to hold important meetings, especially
those invalving the president and top
executives
How do | get to the boardroom?
The boardroom Is not avallable this aftermoon.

bored (adj) uninterested or having little 1o do
The man looks bored,
John soon became bored with life on the
farm and moved back to the city.

cafeteria (n) a kind of restaurant where
customers choose their food from a
counter and bring it to the table
themselves

Down the hall, turn left and it's just across

from the cafeteria,
The food in the cafeteria is quite good.

deliver (v) to take something to give to

Someone

The package was delivered about an hour

ago.

My paper wasn't delivered this moming.

drawer (n) part of a piece of furniture

(e.g. a desk) that can be pulled open to
reveal a box into which items can be
placed

In the drawer, as usual.

The knives and forks go in the top drawer,

journey (n) a trip (usually long) from one

place to another
How long did the journey take?
The journey takes twelve hours by plane.

(be) kept (v) be placed in a particular

location

Where is the Ad paper kept?

The transport claim forms are kept in the
bottom drawer,

{be) ordered (to do something) (v) be

made ¢ do something by another person
Yes, they were ardered to do it.

W were ordered 1o Jeave the bullding by the
police.

package (n) an item, usually wrapped in

paper or in @ box, to be delivered by mail
When did the package arrive?
There Is a package from head office on your

desk.

polite (adj) displaying good manners

it's not polite to stare.
The waiter was not very polile o the
customers.,

refrigerator (n) a large kitchen applisnce

used to keep food chilled and fresh
It's In the refrigerator behind the vegetables.
There is no milk in the refrigerator.

several (adj) more than one or two

She's been working hera for several months.
There are several ways to gel to the airport.

stare (v) to look very directly at something

Or Someone
It's not polite to stare,
She Is staring al the goods on display.

Complete the sentences with the
following words.

iﬂﬂ!ﬁ bank hh-:lu._
cafeteria drawer kept ordered
polite several

Walk down three . .............

right into 29th Street.

The holiday request forms are kept in the

TOP wivvsnasnnsnneansees GF the THling cabinet.

You can use your credit card to withdraw

foreign currency at the ..

Fallowing the health irﬁpectbon the:.r were
.. 1o close the kitchen

mmeﬂiar.ely

Let's have [unch in the ... plt's

quicker than going to & restaurant,

I can't find the key to storercom. Do you

krow whera iLES ..o 7

and turn
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T We have .................... new products going
an the market this season.

B We live in the canter of 1oWn, ...........omns
not the suburbs.

L B e 1o greet your neighbors
when you see them.

2 Read the definitions and write
true or false.

You keep food warm in a refrigerator.
You can send & package by mall.

The boardroom is where staff can enjoy
cheap meals.

If you are bored by a presentation, the
speaker has your attention,

To deliver something means to pick it up
from the Post Office.

A journey is a kind of magazine.

To stare means to listen to someons very
carefully,

=l th F= G B s

Unit 17

available (adj) free to do something (for
people), or be used for some purpose (for
objects)

Did she say when she would be available?

The special is only available until 1:30 e,
celebration (n) special occasion

The Kingston carnival is an amazing

celebration.

coach (adj) standard class on American
trains
Coach class is fine.

We traveled coach class.

concenn (n) wWorry
His main concern is that they won't finish on
time.

crowded (ad)) with too many people or
things
The buses get very crowded in rush hour.

deposit (n) the act of placing money into a
bank account (opposite of withdrawal)
Deposits can be made between 9 am. and
3 M,

I'd like to make a deposil, please,
desperate (adj) wanting, or needing to do

something very much

He's desperate to wark overseas.

The local people are desperate o leave the

region,

{have) difficulty (doing something)
(expression) find something hard to do
There was noise all night long. We had
difficulty in sleeping.

disappolnting (adj) not as good as
expected
We had high hopes, but It was a bit
disappointing.

heel (n) the bottom part of a shoe at the
back which raises the foot
We have ane with the same heel.

license (n) a document that allows the
owner to do something otherwise
restricted or controlled by law
You have to pass the test fo get a license,
Could you show me your driving license?

package (n) an item, usually wrapped in
paper or in a box, to be delivered by mail
When did the package arrive?

There is a package from head office on your
desk.
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rare (ad)) uncommon, or limited in number
I think it's quite rare.
Pandas are now very rare in the wild,

reservation (n) an agreement that a hotel
room, restaurant table, ete. is kept for the
person who orders it
I'm sorry, but there is no record of your
reservation.

right away (adv) immediately, without
pause or hesitation
If you get started right away, it shouldn't be
too much of 8 problem.
If we want to get there by six, we'll have fo
leave right away.

run out (v) to no longer have
We've run out of paper.

sleeves (n) the arms of a shirt, j[acket or
other upper body item of clothing
The sleeves are a bit short.

Is it possible to get the sleeves adjusted?
stadium (n) a large building, with seating
all around it, where sporting events are

held
The track finals will be held at the stadium
later tormarrow,
The marathaon runners finish their route at
the Qiympic stadium,

vacancies (n) empty rooms in a hotel,
guest house or trip etc,
Do you have any vacancies for tonight?
We have only a few vacancies left on
LONIONTOW 'S BXCLIFSION.

withdrawal (n) the act of taking money out
of a bank account (opposite of deposit)
The largest withdrawal that can be made in
one day is 1000,
Can | make withdrawals from other
companies” ATMs?

Quiz 17

1 Choose the correct word.
1 The museum section of the !Iklmr:.I has a

o L B e

special collection of ... .. books,
(A) available
(B) rare
[C) desperate
2 The hikers were ... to reach their

destination; they didn't have enough
food, water or medicine,

(A} remarkable

(B) rare

{C) desperate

3 I've booked two tickets ............c.....
to MNew York.,
(A) reservation
(B) available
(C) coach

4 The car hire company needs to see your
driving ........cceeeerve.. B0l @ form of 1D,
(&) license
(B) vacancy
{C) reservation

S Idlike tomake a ...
account.
(&) deposit from
(B) deposit into
(C) deposit around

class

. My Savings

Special weekend rates are L.,
on all rooms - call teday o make a
reservation.

{A) awvallable

(B) rare

{C) vacancies

| couldn’t stay at the same hotel because
they didn’t have any ... :

(A) vacancies

(B} calculations

{C) withdrawals

L=l — for you in this
mormning's mail.

(Al package

(B} deposit

(C] reservation

jacket,

(A) difficulty

(B} concem

{C) desperate

. finding a suitable

10 The toner in the printer has ... -

(A} run out

(8] gone
{C) lost

11 The jacket almost fits but the ..........cceeeee

o~ @,

are a bit too long.
(A} heels

(B) sleeves

(C) concerns

Match the words with the
definitions.

Hﬂm. mw_ m T
disappointing heel reservation
right away stadium withdrawal

a special occasion

part of a shoe

immediately

something you are worried about and think
about a lot

large sporting events are held here

nol as good as expected

taking money out of a bank account

a booking agreement; for example, for

a hotel room, or a plane ticket

Unit 18
adjust (v} change the settings of how

something works or appears

You can adjust the level of resistance.

If the picture is not clear, try (o adjust the
aernal,

ambitious (adj) something done on a large

scale, uswally confidently

It is our most ambitious yet,

We have ambitious plans for the European
market,

apprentice (n) someone who works for a

skilled persen in order to learn a trade
She went from being an apprentice to head
of our design team,

background (n) information about the past

of a person, object or event

I would like to give you some background on
Bill Gates.

We need some more background information.



condition (n) fitness
Are you trying to improve your overall
condition?

delighted (adj) very happy
We are delighted that he has agreed to
speak o us.
He was delighted with his birthday gift.

feature (v) to be included (usually in a
maovie, show or other production)
Indigo Heart, a new movie featuring Andy
Vega.
It's @ great movie that features some of the
hottest new Hollywood talent

imaginative (adj) creative
We are sure her imaginative creations will
push sales bayond target.

latecomer (n) a person that arrives late for
an event
The conference was heid up for thirty
minutes to allow latecomers to find their
seals,

realize (v) to understand something (often
suddenly)
I realize that this is a non-working day.
The staff realized the amount of time that
had gone into the job,

salvage (v) o save or recover something,
e.g. a ship or building, from destruction
The ship was recently salvaged from
Jamestown harboy.
We can Iry to salvage this deal.

schedule (v) to arrange an event on a
timetable
There are three plenary discussions
scheduled for Saturday.
We should try to schedule a meeting next
week,

spectator (n) a person watching an event
Spectators should try to get down to the
Jamestown marina early,
Ten thousand spectators watched the finals.

support (v) to provide help or assistance to
others
He did a lot of things 1o support the
members of his group.
New employees can expect the support of
their colleagues.

target (n) result to aim for, goal
It will push sales beyond target.

waterproof (adj) not letting water through
The waterproof case comes in a variety of
sizes.
My walch isn't waterproof.,

1 Find six words in the puzzle.
Match them to their definitions.
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alnmDp|=n|=<|lc|Dn|=|o|m|o
»mazlzlr|=|ll=m|a|Z=]|=

a person watching an event

a timetable

very happy

to recover something that is badly damaged
1o understand

to be included in a film

O EN B G B
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Complete the sentences with the
following words.

I adjust ambitious apprentice
background condition
imaginative latecomers support
target 'Imtummnf

1 I'mtraining every day 1o try and improve my

overall ..,

He jmned tha wmpan'_.' - i - RS

but was quickly promoted,

We have reached our sales ................... for

this quarter,

Thay are trained to be ..o § They

all want top jobs,

Once the concert has begun, ..o

cannot enter the auditorium until the

Interval.

6 The engineering department provides
tachnical .......ovien. @nd maintains all
the machinery,

T The film's storyling is very

B If you wantto ..

9

n & W N

ma mlm.
simply press ham.
Raincoats are made out of ...
material.

10 IS therg any .................... Information on
this company? We're thinking of buying
some shares.

Unit 19

bankrupt (adj) of companies or individuals,
1o not have enough money to pay
expenses or debts
That company went bankrupt.
After paying the legal expenses he was
bankrupt.

co-supervise (v) two or more people taking
responsibility for a project or departmeant
Jake Thomson and Phil Greene co-supervise
the project.
I co-supervise the sales team,

criticize (v) to say what you think is wrong
with something
The strategy was crilicized for being too
aggressive,
Jon's boss would often loudly criticize him.
dependence (n) reliance, needing
something in order to survive
The company's depentence on a single
supplier caused problems,
Our dependence on tmported parts is costing
us a fot of momey,
disconnect (v) to detach something from
its power source, to remove (especially a
telephone) from the network
The phone company came to disconnect his
line.
You should disconnect the printer before
switching the power on.
document (n) a piece of paper that
contains company information
He hates filing documents,
He realized he had left a key document on
his gdesk at home,
elevate (v) to raise to a higher position
The sculptor intended to elevale the statue
by placing it on a pedestal,
He was elevated to the post of Finance
Directoar,
Identify (v} to find and name someone or
something
A consultant was hired to identify the
company’s main weaknesses.
I cowldn’t identify the man, as he was
wearing a mask.
Impatient (adj) to be annoyed or frustrated
due to an inability to wait
I often get very impatient if there is heavy
traffic when | am in a hurry.
Iam impatient to hear the result of the
election.
intercom (n) an electronic device used to
communicate with people inside and
outside of a room
There is an intercom in each room.
Call me on the intercom and I let you in.
internship (n) a period of work where
students are given professional
supervision
Doing an internship is a good way for
students o get work experience.
Law students usually look for an internship
during their final year at college,
investigation (n) an organized way o find
out information about how something
happened
The stockhalders want an investigation fo
find the money.
The investigation will take at least a week,
mishear (v) to fail to hear something
correctly
Sorry, | think | misheard you,
| misheard the announcement and went o
the wrong gate.
non-refundable (adj) not possible to receive
money back for something purchased
Since the gift was on sale it was non-
refundabie,
All sale ftems are non-refundabile,
overpald {adj) given too much money
After | returned from the shop, | realized |
had overpaid,
| don't believe that miners are overpaid; they
work very hard.
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remove (v) to take away
A plumber was called to remove the blockage
from the pipe.
renovate (v) to repair something to a
condition as good as new
The house needs (o be renovated,
The company spent millions to renovate its
main office.
repetitiveness (n) the feeling of something
being done the same way many times
Many people dislike the repetitiveness of
working in a factory.
| didn't mind the repetitiveness of the work.
soften (v) to make something soft
Cyclists often use pads to soften the seat for
long-distance rides.
Add extra water to soften the mixture,
unwrap (v) to remove the paper layer from
a parcel or gift
The children couldn't wait to unwrap their
presents.
Don't unwrap the parcel until Christmas.

1 Match the words with the
definitions.

bankrupt criticize dependence
document Impatient intercom

internship Investigation
non-refundable repetitiveness

trying to find out the truth about semething
doing the same thing again and again

a two-way communication system that uses
a microphone and a loudspeaker

a file of some kind

@ persan or a company that has terrible
financial difficulties that can't improve
easily annoyed or irritated

when you can't get your money back

a period of work done by a student that is
supervised by professionals

relying on somebody or something to help
you

10 the opposite of praise

W D=~NOm o Ll B

2 Choose the correct word.

1 I'm somy, but we've .............c...... you.,
Could you return the money?
(A} unwrapped
(B disconnected
(C} overpaid

2 We've ... the problem. It's bad
management in the accounts
departrment.

{A) criticized
(B} identified
{C) renovated

3 It's a beautiful old hu]ldlng. but it would
cost a lot of money to ... S |
(A) devastate
(B) resurface
{C} renovate

4 The fallen tree was quIcklY ...
from the road.
(&) removed
(B) placed

184 Word list and Quizzes

(C) disconnected

Bellmust s these new hiking
boots, They hurt my feet.
(A} soften
(B} unwrap
(C} mishear
B Shewsas ...
department.
(A} overpaid
|B) identified
(C) elevated

7 The two managers are currently
- . the takeover.
:_.n]. dmnnec‘tlm
(B} cosupervising
(C) mishearing
B Imusthave.......ccoceeee John. | thought
he said he was leaving the company, but
he isn't.
{A) cosupervised
(B) misheard
(C) eriticized

9 They ................... OUF electricity because
we forgot to pay the bill,
(A) identified
(B} criticized
{C) disconnected

10 The director is going to .. s RS
leaving present. | wnnder what lha','
brought him.

(A} unwrap
(B) disconnect
(C) identify

. o head of

Unit 20

chairperson (n) the head of a company or
the leader of a meeting
I'm meeting the chairperson at 3:00.
The chalrperson called for any questions.
charity (n) organization helping people in
need
She is going to leave all her money to worthy
charities.
employ (v) to give somebody a job, 1o pay
somebody to do a job
How long have you bean employed af your
present company?
The company employs more than wo
thousand people,
facility (n) a building or piece of equipment
used for a particular purpose
Costs at the facility had been rising for some
time.
The laboratary has all the latest facilities.
famed (adj) famous, known by a lot of
people
The famed archestra will be giving a one
night performance.
The town's famed clock tower is the first
place tourists visit.
foreign (adj) from another country
The agricuitural board will increase taxes on
foreign imports,
We are looking to expand into foreign
markets.
fundraising (n) trying to gather money for
charitable purpose
The Animal Welfare Society is having its
annual fundraising dinner.
The fundraising achieved its goal of ten
thousand dollars.

intend (v) to plan
My plans have changed and [ am now
intending to start the course this September,
invoice (n) an official receipt of payments,
usually given to a company
The shipping agent said he will change the
Cargo invoices,
We keep all our involces for tax-calculation
PUIPOSES,
lack (n) to be without something or to be in
nieed of it
The annual conference has been canceled
this year due to lack of money.
We lack experience in this area.
livestock (n) animals on a farm
This year they are hoping to repair the
damage caused to the fence in the large
livestock run...
Livestock arrives at the market every day.
opportunity (n) & chance
This is a once-in-a-ifetime opportunity.
We may not have many opportunities to do
this later.
outline (n) a basic description without
much detail
He hasn't seen the new outlines yet.
Have the design team drawn up an outline?
profitability (n)
Atternpts [o increase profitability and reduce
costs falled.
ralse (v) to collect money, usually for a
charity
This year they are hoping to raise 4500 to
repair the damage
The telethon raised more than three mitlion
last year.
rare (adj) uncommon, ane of only a small
number
Fans of classical music are in for a rare treat
in December.
It was a rare sight (o see him in the office an
time.
refuse (v) to not agree to do something
| have to refuse vour offer of a job for the
coming year.
Our rivals refused our offer to merge,
report (v) to tell people, usually in an
official manner
John Lelghton reparted thal costs al the
facility...
reschedule (v) to change a plan
The workshop will be rescheduled for next
Wk,
rescue (v) to save something or move it
from a dangerous situation
For over 25 years PAWS has rescued...
thousands of animals...
retirement (n) the period of life after
someone has stopped working, usually
from around 60 years old
I am looking forward to my retirement,
Vasily Krampfstein has announced his
retirermeant.
situation (n) what happens or happened to

you
I'm afraid since we spoke, my situation has
changed,
We will try to avoid that situation If possible,
surrounding (adj) in the area, close o a
lecation
PAWS has provided a home for thousands of
animals In distress in Poiville and the
surrounding area,
There are plenty of shops and services in the
surrounding area.



upcoming (adj) due to take place soon

I'm discussing the contract with them at the
upcoming meeting.

1 Read the definitions and write

el ] =~ b [FL )

true or false.

A chairperson runs a meeting or a
COMparny.

Outlines are basic descriptions,

A charity is an organization which helps
people of animals.

If you raise money you collect it.

If you intend to do something, you plan to
doiL.

A facility is a kind of university.

If you reschedule a meeting, you arange |t
for a different time.

Famed means not very well-known.

When there is a lack of something, there's
alot of it.

10 Fundraising means increasing the profits of

2 company.

11 An opporfunily is a chance to do

something.

12 Livestock is farm animals.

2

Complete the sentences with the
following words.

employed foreign Invoice rare
| refuse report rescued retirement
:Ituntlnn lurmmdlni

| am looking forward to my ..

whien | will finally have time fur n'rﬁelf

Our .. .. has changed, so we aren't
gnlng ah&ad wrtn the takeover,

We plan to expand INto ..ot
markets,

I've just e-mailed You My ..........ccoieees for
last week's work.

The COMPENY ... twentylive new
people last year,

Pt .. o do overtime at the
waﬂami I‘ma already made plans.

While the boss Is away | have to ... i
that sales for this quarter are down.

| 5 e T T et that he's late.

Last week, the group ..........co.e.... three
dogs from bad treatment.

10 | know the city and the .................... B8

well,

Unit 21
beverage (n) a drink

the local New Year's Day tradition of
warming up with home made...bean and
bacon soup, good music and beverages,

complimentary (adj) offered without charge

We will shortly be serving complimentary tea,
Put a personalired message on your
complimentary card,

culinary (adj) associated with food and

cooking
One of the county’s original culinary festivals.
His culinary expertise is evident,

the elderly (n) old people
Reduced price for the elderiy...

ensure (v) to make certain of something
To ensure safety...
Please ensure that all arrangements are
made at your end,

explorer (n) a person who tries to go
somewhere that others have not gone to
before
The celebration starts with a light-hearted re-
enactment of the founding of the city by
English explorér Francis Baker In 1879,
The first explorers were amazed to find
buildings larger than anything in the civilized
world.,

festivities (n) celebrations
Festivities at this year's event will include
over 25 local food vendors, a children's fair
and maore.
All guests are welcome (o join in the
festivities.

founding (n) the starting of a town,
company or nation
The celebration starts with a light-hearted re-
enactment of the founding of the city by
English explorer Francis Baker in 1879,
The founding of the city is believed to have
happened before the Romans arrived,

guarantee (n) a promise to cover the
quality of goods or services
Al products come with an unconditional
money-back guarantee,
There is an option o purchase a flveyear
Buarantee.

hiking (n} taking long walks in the
maountains ar countryside
Hiking fs very popular in my country,
The west coast Is a great place (o go hiking.

host (v) to welcome guests or visitors to an
event that the person s organizing
The Bakerstown Polar Bear Club hosts this
The Gilants host the Cougars in tonight's big

game. .
personalized (ad)) made different to suit
each individual
Put a personalized message on your
complimentary card.,
prohibit (v) to not allow or to stop
something according to a rule
Animals prahibited from entry,
It is prohibited fo take any dangerous items
an board.
re-enactment (n) the recreation of a
historical scene by modern actors or
performers
The celebration starts with a light-hearted re-
enactment of the founding of the city by
English explorer Francis Baker in 1879,
The Sealed Knot are famous for their re-
enactments of British Civil War batties.
revised (adj) done again, altered
As promised, here's the revised schedule for
next week's activities,
The revised edition contains fewer errors
than the original.
senior citizens (n) old people, a more polite
way 1o describing the aged
Senior citizens get special rates,
The number of senior cilizens taking up
sports 5 on the increase,
tradition (n) a custom or habit usually
associated with a particular country, region
or group

.ihe local New Year's Day tradition of
warming up with home made...bean and
bacon soup, good music and beverages,
unconditional (ad)) without any conditions
Al products come with an unconditional
money-back guarantee.
The unconditional surrender of arms was a
key aspect of the peace process.
vendor (n) a person selling goods, often
from temporary shops or stalls
Festivities at this year's event will include
over 25 local food vendors, a children’s fair
and more.
Market vendors have a reputation for honesty,

Quiz 21

1 Choose the correct word.

1 Children under 12 are .................... entry.
{A] prohibited from
(B} prohibited to
(C) prohibited

il ... BBt a discount on their
uckem.
(A) Explorers
(B) Vendors
(C) Senior citizens
3 I'dlike toseathe ..........ccoenee for
tomorrow’s course.
(A) tradition
(B} scheduls
(C) beverages

4 This product stilhas a ............c...... 50 1'd
like my money back.
(&) vendar
(B) founding
(C) guarantes

5 Thera isn't gningtn be anr food, but
there will be ..
(A} traditions
(B) re-enactment
(C) beverages

G The show will start with a{n) ...
of the climbing of Everest.
{A) re-enactment
(B) hiking
(C) guarantee
7 The.... . of the city was an
|mpurtam hlslmlcal event.
(A) elderly
(B) founding
(C) re-enactment

8 Theofferis ............. 50 they donot
need to get any licenses,
(A) personalized
(B) unconditional
(C) culinary
9 The food is expensive, but there's a
.................... drink with every meal.
{A) complimentary
(B) unconditional
{C) culinary
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2 Find eleven words in the puzzle.
Then match them with thelr
definitions.

QIRIIE|IN|T|E|EJR] I |N|GIG
ME|K|S|U|R|V|N|B|D|[C|H|F
TILIEJM|R|S|E|J|E|L|A|R|E
U[DIN|FIL|T|G|V|P|O|K|AIS
X[E[P|AIS|D|UIW]I[CIE|V|T
PIR|ITIOJE[M[RID}ZIS|H|I]I
LILIHIEINIS|U[RIE[X|EJJ|V
OlY[V|R|IB|FIE[N|H|R]L]D}I
DIU|TIR|A[D[I|TJI|O|NIE]T
I|CIMIAIE|X|P|ILIO|R|E|R] |
ZIE|IP|IC|Y|V|H|E|ID|S|I|A|E
AlCc|U|L|I|N|A[R]Y|O|FIR|S
PIE|R|S|O[N[A|L|I|Z|E|D|A
KIO|J|V|E[N|D[OIR[T|G|M|H
1 cooking

2 a person who sells things

3 make certain

4 fun events

5 customs and beliefs

6 somebody who discovers new places
T racing across the countryside

8 old pecple

S made for a particular person

10 changed

11 the person holding & party or an event

Unit 22

commuter (n) a person traveling to work
The commuters are between the buses.
Thi train is full of commuters this morning.
control panel (n) a part of @ machine that
allows the operator to use it, or that shows
whether it is functioning correctly or not
The man is sitting next to the control panel,
The warning light on the control panel it up.
counter (n) a flat, raised surface on which
1o place items, e.g. in a shop
The woman is at the counter.
You can leave your bags behind the counter,
customer (n) a person paying for goods or
services
The customer is shopping for food,
The shop assistant is helping the customer,
cycle (v) to ride a bicycle
The woman I5 cycling through the city.
He used fo cyele to work,
decorate (v) to make something beautiful
by placing colorful items, flowers, etc. on
or around it
The student decorates the cakes.
We decorated the hall for the farewell party.
deserted (adj) having no people present
The room is deserted.
The beach is usvally deserted until 10 A
display (n) an arrangement of goods in a
shop designed to attract customers
The guitars are on display.
flight attendant (n} an airline employee
that takes care of passengers on board an
airplane
The flight attendant is wearing a red jacket.
Your fiight attendant will demonstrate the
safety procedures.
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harbor (n) the place where boats are kept
when not in use
The ship is in the harbor.
We can catch the ferry at the harbor,
hide {v) to place an item or yourself, so that
it cannot easily be found
The woman is hiding some clothes.
The children are hiding from their parents.
keyboard (n) an input device for entering
letters and numbers into a computer
The keyboard is on the desk.
Tvpe your name using the attached keyboard,
lean (v) to stand at an angle
The man is leaning against the car.
The Tower of Pisa leans siightly to one side,
locker (n) a container for personal items
that can be fastened with a key or other
kind of lock
The student is looking inside her locker.
He lost the key to his locker.
outfit (n) a set of clothes, usually for a
woman
The woman is looking at the outfit.
She wore her new outfit to the interview.
point (v) to indicate towards something
usually using the index finger
The man is pointing at something.
Several signs point the way to the gate.
raise (v) to lift something
The couple raise their glasses.
The crane raises the crate high above the
ship.
set (v) to place an item In a particular
position
The people are setling the table,
He set the glass on the counter,
sweep (v) to clean the floor, using a broom
or brush
The man is sweeping the street.
The woman uses the broom to sweep the
kitchen.
walkway (n) a passage or path only used by
pedestrians
A moving walkway connects the station to the
shopping center.
Take the pedestrian walkway to get to the mall,

1 Complete the sentences with the
following words.

control panel counter cycling
decorate deserted display
harbor keyboard outfit pointed

raise set
1 The ... .. Is next to the computer,
2 Ineeda new P .. for my cousin's
wedding next momh
3 Please pay for your goods at the
4 Dinner is nearly ready - could you
. the table, please?
5 WHen lhe wmu Cup final was showing on
television, the Shops Were ..........c..coere -
6 Children always get excited when they
.................... the classroom with pictures,
7T Letsgodowntothe ... , 8nd we
can watch all the boats come in.
B S is good exercise,

9 The art projects Were put on ......eemseees 0
the main hall.

10 If there’s a problem, the .................... lights
up and shows you what's wrong,

11 Do you think they will ever ................. the
Titanic from the sea bed?

12 The teacher .................... 1o the capital
cities on the map.

2 Choose the correct word to
complete the definition.

1 A customer / commuter travels to work
everyday.

A Niight attendant / control panel works on
board a plane.

To decorate / sweep means to clean the
fioor with a broom.

You can keep your personal items ina
locker / counter.

A person paying for goods is a customer /
counter,

A walkway / harbor |s used by pedestrians.
When you are pointing / hiding no-one can
SEE you,

To lean / loan means o stand at an angle,

=i o - ] L
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Unit 23

amusing (adj) funny, likely 1o make people
laugh
He really is an amusing speaker.
| saw an amusing program on the television
last night.
appreciate (v) to feel grateful to somebody
because of what they have done for you
Yes, | really appreciated all your help
yesterday.
| would appreciate i if vou could turn the
vialume down.
book (v) to arrange to have something for
a particular time. Similar to reserve
Sorry, we are fully booked for this evening.
Can | book a table for three for nine o'clock?
borrow (v) to take something with
permission, and then return it later
Can | borrow your pen for a moment?
My sister borrowed the car for the weekend,
calculator (n) an electronic device used for
mathematical functions
Do you have a calculator | could borrow?
We'll need a calculator to work out the bill,
deliver (v) to take something to give to
SOmeansa
The package was delivered to the wrong
address,
My paper wasn't delivered this morming.
expact (v) to imagine something, to believe
that something will happen
Harder than | expected,
I was expecting to be met at the airport.
fill out (v) to write in all the details of a
form or questionnaire
Can you show me how to fill out this card?
All passengers have to fill out an immigration
form.
frankly (adv) honestly, truthfully
Frankly, our sales staff isn't motivated,
He spoke frankly and told us exactly what he
fesit.



license (n) a document that allows the
awner to do something otherwise
restricted or controlled by law
You have fo pass the test (o get a license.
maintenance (n) work done to keep
something in good working condition
Call maintenance staff to fix it.
The machines need regular maintenance.
make sense (v) be easy to understand
I dan’t think it makes much sense.
The instruction manual made perfect sense
ta me,
motivate (v) to make others want to try
harder to do something
Frankly, our sales staff isn't motivated.
The management try hard to motivate their
warkers.
opinion (n} a person’s beliefs or feelings
about a subject
What's your opinion of the price quote?

1 don't have a strong opinion about the issue.

policy (n) an idea or set of ideas used to

make decisions, usually decided by politics

or business management
What is your opinion of the new policy?
That goes against company policy.
quote (n) the price someone says they will
charge to do a job
What's your opinion of the price quote?
We chase the company that gave us the
lowest quote.
reserve (v) to arrange to keep something
(e.£. a room at a hotel) for yourself and
nobody else
Can I reserve a table for 8:007
I reserved the room two months ago.
retirement (n) the period of life after
someone has stopped working, usually
from around 80 years old
What do you think about the changes to the
retirement plan?
I am looking forward to my retirement.
terrific (adj) very good
Terrific! it was reaily well done.

That was a terrific speech you gave last night.

upset (adj) to feel unhappy or angry about
something
I'm sure a lot of people will be upset,
What are vou upset about?

1 Choose the correct word.

1 I'dlike to................. & table for four at
B.00 pm,
(A} borrow
(8] guote
(C) reserve

on Friday.
{A) delivering
(B) expecting
{C] motivating
3 They WEre VEry ...
heard the bad news.
(&) amusing
(B) terrific
({C) upset

when they

the shipment to arrive

4 First you need to ... ciens this form
and attach a phntogranh
(A fill
(B} fill out
(C) fill up

5 He spent more time with his
grandchildren after Ris ...
{A) license
(B) maintenance
{C) retirement

& I've changed my .................... about the
new manager; he's not as efficient as |
thought.
(A} opinion
(B) policy
(C) quote

7 Piaasesandthishymuﬁernrﬂhawﬂ

.. by hand.

t-l:- booked
(B) chaired
(C) delivered

8 Students are not allowed to use a

. In the math exam.

II‘J cawmur
(B) committee
(C} license

9 Who calculated these figures? They really
g b AN to me.
{A) bormow
(B) make sense
(C} expect

2 Find eleven words in the puzzie.
Then match them with their
definitions.
RIT|FIR|A|N|K[L|YI|L|R
AIWIEIR|TIY(M|GID|I|E
MIA[I[N|TIE|N[A[N|C|E
UIP|A|S|I|D|F[G|HIE|P
S|IPIE|T{TIOJH[A]I|N|O
I{RIOIQIUIOITI|E|K|S]|L
NIE|I{alD|K|Q{u[1]|E]I
GI|CIU|T[E|JR|R]I|FjI1]|C
RIIY|T|B|DIS|E|R|T|Y
Q[A|T|B|O|RIR|{O|W|Y|U
AlT|IGIM[O|T|I|V]|A|ITIE
TIE|BJU[K|I|O|P|S|E|T

1 a proposed price

2 1o reserve a room or a table

3 asetof ldeas used to make a decision

4 adocument that allows you to do
something

5 funny

& honestly

7 tofeel grateful

8 1o take something and return it later

9 1o make people want to try harder

10 very good

11 work done to keep something in good

condition

Unit 24

alsle (n) passage between rows of seats in
a plane
The aisles were very narrow.

allow (v) give permission for somebody to
do a particular thing
I'm sure they wouldn't aliow it.
We are not allowed to smoke anywhere
inside the bullding.

appliance (n) equipment for a particular
purpose
They sell kitchen applances.

awkward (adj} feeling uncomfortable or
embarrassed
I'd feel a little awkward asking him to borrow
money.
It is an awkward situation,

favor (n) a helpful action
Couid you do me a favor and photocopy this
report?

locate (v) to find
The airline will contact you when they have
located your missing luggage,

notify (v) to inform
Please notify us of your change of address.

merchandise (n) goods
The store has a very good selection of
merchandise,

prefer (v) to like one thing more than another
| prefer pop music.
I would prafer if we could put it off tilf this
evening.

press (v) o use an iron to remove creases
or wrinkles from clothing and get them
ready to wear
Couwld you clean and press these two shirfs?
The hotel staff can press your suit pants if
required.

recommend (v) to make a suggestion as to
a particular choice
Would you recommend it?
| recommend the fish = it is very fresh and
delicious.

suitable (ad)) a good match for the person
concerned, acceptable for the purpose
There are no suitable places left.
| don’t know of any suitable hotels that the
president can stay al.

1 Read the definitions and write
true or false.

1 To allow someone to do something means
to give them permission.

An awkward situation makes you Teel
amused.

You have to write an appliance to get a job.
You probably appreciate it, if someone does
you a favor.

To focate means to lose,

To notify means to inform,
Paople who work 100 hours a8 week do not
have a reasonabile work=life balance.

=i (-t W M
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2 Complete the sentences with the
following words.,

alsle merchandise prefer
pressed recommended sultable

1 We chose a local company to do the work

because they were ................... by @
neighbor,
2 The ploture 15 Not ... for the

brochure; we need something mare
coborful.
3 lcan't wear this shirt - it hasn't been

4 Which wine do you ...........ocovns ? Red or
white?

5 On a long-haul flight, it's a good idea to
walk up and down the ...

& | am returning the enclosed
because it is faulty.

Unit 25

affordable (ad)) not too expensive, at a
price that the customer can pay
We are focused on keeping prices affordable,
The property in that area is generally quite
affordable.
attendee (n) a person that is joining an
event, usually having been invited to do so
Why must alttendees wear their identification
tags?
Alt attendees must register at the entrance.
constant (adj) not changing, staying the
samMe over time
The price has remained constant despite tax
frses,
Ha iz the only constant member of the team.
ensure (v) to make certain of something
To ensure salfety..,
Keep wallets hidden to ensure they are not
stalen.
Impression (n) how something makes you
feel, your initial feeling about it
Thay can create the right impression,
1 get the impression he is not interested in
the project.
organize (v) to make plans for an event, or
be responsible for its completion
I'm helping to organize the shareholders”
meeting.
Can you organize the food for the party?
outlook (n) a prediction for how the futurne
is likely to be
The outiook for the weekend, cold, with
showers..,
The outlook for this profect is not so good,
patented (adj) an idea or invention protected
from being copied by government recognition
You know it's & Seymour suit by the patented
hreathabie lining,
It has a patented anti-lock braking system.
reasonably (adv) fairly, at an acceptable
leved; or to some extent, quite
They are reasonably priced.
It is & reasonably tong walk.
remind (v) to help someone else to
remember sﬂmethlng
The organizers would like to remind
attendees...
She reminded me to bring my laptop to the
presentation.
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slump (v) of people, to lie or fall to the
ground Decause you are very tired or fell ill;
of prices, to drop suddenly
Sales have slumped in the [ast year.

He slumped to the floor.

stable (adj) not likely to break, fail to
operate, fall over or have any other
problems
The new software is much more stable than
the previous version,

Make sure the ladder is stable before you
climb up it.

suspicious (adj) appearing to be dangerous
or ilegal
To report a suspicious package,

A suspicious-looking man has been waiting
near the bank all day.

tolletries (n) products used for personal
cleaning or making the user look beautiful
To purchase toiletres...

I get all my toiletries at the drugstore around
the corner.

{in) transit (n) when traveling, changing
from one plane to another to continue a
journey
We were in transit to Paris,

The goods are currently in transit.
unattended (ad)) left without an owner

present

To colect his unattended bag...

Unattended bags will be taken away and

destroyed.

1 Complete the sentences with the
following words.

. impression patented reasonably
suspicious tolletries transit
unattended

1 Passengers flying on to other destinations
please make your way to the ...
lounge.
Essential ........_..... are provided and can be
found in the bathroom of your hotel room.
Passengers are reminded not to leave their
DABEAER ..vovvieviiisiaane at any time.
Did you notice anmything ...........ccooueee
night? Our neighbor's car was stolen.
Products that are .................... cannot be
produced or sold by other companies.
The price slump has resulted in more

. priced electronic goods.
Al arl irrlaru'iaw, the candidates clothing
Eives an initial .. .. of the type of
person he or shg I5L

last

= & ¢ & W M

2 Read the definitions and
unscramble the words,

to make certain (senrue)

a parson joining an event (etendate)

a prediction about the future (koolout)
to drop suddenly (lumps)

regular, without changing {stocantn}

to make people remember (demim)

to be responsible for arranging an event
(zogirang)

unlikely to have any problems (tables)
reasonably priced (dofarfaleb)

e BRSO S
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Unit 26

attend (v) to go to or be present at a
function (usually formal)
| attended my sister's wedding.

Jane and her new assistant attended the
conference.

capital (n) money used to start 8 business,
buy a house, etc.

The failed project has left us without working
capital,
Selling the property will help to release some
capital.

(high) demand (n} very popular, wanted by
many people
The things the local people make are in high
demand.

The latest games consoles are in high
demand just before Christmas.

function (n) a large formal dinner or other
party
Ms. Smithers will attend the function.

All guests at the function were given a gift.
particularly (adv) specially, more so than

others

The candidate is particularly suitable for the

position.

He is a particularly interesting man.
properly (adv) correctly, done the right way

The watch didn't fit properly.

Be sure to fasten your seathelt propery (o

avoid injury.

realize (v) to understand something (often
suddenly)

I realize that this is a non-working day.
Tha staff realized the amount of time that
had gone inta the job,

reception (n) the place in a company where
guests are greeted
You have to sign in at the reception.

I'll come down and meet you at the reception.
receptive (adj} open and willing o listen to

something

The director was very receptive to your ideas.

The marketing section is always receptive to

suggestions,

repayment (n) paying money back that was
previously borrowed
The bank has requested immediate
repayment of all outstanding debt.

It is possible to spread repayments over two
yEars.

submit (v) to give a required document to
the person that needs it
| had to submit the request three weeks in
advance.

Please submit three photographs with each
application,

(in) transit (n) when traveling. changing from
one plane to anather to continue a journey
We were in transit to Paris.

The containers were damaged in transit.
upset (adj) to feel unhappy or angry about

something

The members were upset that dinner hadn't

been arranged,

| think he was very upset by the news,



1 Complete the sentences with the
following words.
capital demand particularly
properly realize reception
submitted

1 The company Needs MOore ... 10
be able to complete the project
successiully.

All guests will be met by the manager at the

Eupenencedén{ineem are in high

B W W

Three applications for the post of manager

have Been ..o Blready,

5 |erirriiinnonn it's @ good promotion, but |

don't want to live abroad right now.

& | didn't do the report ........coccerriems 50 1 had
to do it again.

A (oo S8 [ L —— suitable for the

job because she is 50 experienced.

2 Read the definitions and write
true or false.

A function is an event.

If you are upset you ane feeling very happy.
A repayment is the return of an amount of
MCNEY.

If something is in transit it's moving.

If you attend an event you don't go to it.

If you renew something you start again.

A receptive person listens o new ideas,

=@ LR e

Unit 27

agricultural (adj) connected to farming
The waters will be channeled for agricullural
PUFpOSES,

delivery (n) carrying or transporting
something. by mail or courier
This has caused a delay in the delivery of
replacement parts.

developer (n) the parson that comes up
with an idea and produces it
We are all excited to hear about your
proposals for the solar electric generator al
the developers’ conference on the 25th.
The site was bought by a property developer.

effectiveness (n} guality of working well
A major goal is o maximize the effectiveness
of our recruiting decisions,

fall (v) to not succeed to do something
He passed the initial interview but failed the
second (nfeniaw.
Only 5 percent of test-takers fail to reach the
required Jevel,

guideline (n) advice
Following these simple guidelings can
improve hiring procedures,

hesitate (v) to pause or stop before doing
something
Don't hesitate to contact me.

keen (adj) interested and excited, very
much wanting to do something
I'm sure you will be keen to attend,
We are keen to show him the new production
fine.

landscape (n) the features of an area,
usually countryside
Channeling the waters of the Wan Hei has
fed to & major change in the landscape,
luxury (n) an expensive and high quality
itam, not usually something neaded
We have the service to suit you If you want to
travel in luxury...
Enfoy the luxury of real silk next to your skin,
manufacture (v) to produce a large number
ar amount of something, usually in a
factory or plant
Qur principal supplier has been experiencing
difficulties at one of their main
manufacturing plants.
The parts are manufactured overseas, but
assembled in our factory here in the US.
plant (n) a factory, or the place where
goods are manufactured
A fire damaged ane of thelr main
manufacturing plants, and this has left us
with a deficit of replacement parts.
The shoes are made at our Asian plant.
recrultment process (n) way of hiring new
employees
A major goal is o maximize the effectiveness
of our recruitment process,
solar (adj) powered by sunlight
We are all excited to hear about your
proposals for the solar electric generaltor at
the developers’ conference on the 25th.
The calculator operates on a solar cell, so no
batteries are required,
suit (v) to match or fit somebody well
We have the service (o suit your...
That new hairstyle really suits you.
transformation (n) changs
The region has undergone a transfarmation
in the tast 50 years.

1 Use the definitions to find the
words in the puzzle.

: 3 5

AlglritfclulL]lTURAJL

To produce
Advice
Hiring
Countryside
Factory

[ - LN

2 Choose the correct word.

1 There should be 8N} ....cccoocaeeiriin of
parts to the factory this Friday.
{A) delivery
(B} developer
{C) industry

2 There are several ................... Who have
new plans and ideas for the company.
(A)] plants
(B) industries
(C) developers

3 Ajob as a receptionist would really
(A) confirm
{B) fail
(C) suit

4 Im ot soc i Eoing 1o the
movies; | prefer going to the theater.
{A) keen
(B} keen on
(C) keento

5 We assemble the monitors at this

(B} investment
(C} plant

6 The prize is a fourtean-day ...........cccoee
crulse around the Mediterranean.
(A) deficit
(B} luxury
{Ch solar

T Please don't..........ccoern.. 10 85K me any
questions.
(A} hesitate
(B) seek
(C) suit
8 We need to improve the ... of
our decision making.
(A} effect
(B) effectiveness
(C) effective

Unit 28

appreciate (n) to feel grateful to somebody
because of what they have done for you
I really appreciated your heip.
| would appreciate some compensation,
compensation (n) money paid to apologize
for disappointment with goods or services
| would appreciate some compensation,
We demanded compensation for our lost
luggage.
confirm (n) 1o state that something is
definitely correct
| am just writing to confirm...
I've received replies from almost all of you
confirming attendance, but...
constant (adj) not changing, staying the
same over time
He was the only constant member of the
team.
The number of rehires remained constant.
enthusiastic (adj) very interested, keen and
excited about something
You should be enthusiastic and
knowledgeable about the movie business.
Enthusiastic students can hope to keam in as
little as four weeks,
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knowledgeable (ad)) understandin
something to n{gréat degree = 2 Find six words in the puzzle.
You should be enthusiastic and Then match them with their
knowledgeable about the movie business. meanings
He is very knowledgeable about cars. ¥
(be) led (v) caused to think something,

persuaded

Firstly, | was led to believe that all rooms in

the hotel...

| was led to think that there was no future for

me in the business,
mere (adj) only, a smaller than expected

amount

8 mere five minutes from the beautiful blue

walers of the Aegean.

He wrote his first piece when he was a mere

seven years old.
misrepresent (n) not show, or indicate

correctly

The advertisement misrepresented the hotel.

recruit (n) a person hired by a company to

do a job

mie|—|=|(c|3|y|m|= |0 |2 |Z |-
ZNLIC|0=|0|»|0|2M|Z (>0
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Recruits from other companies.
The number of recruits fell last year.

rehire (n) a person hired again o do the
same job
The number of rehires remained constant,
Rehires are often sought after, as they
require less fralning.

renovate (n) to repair something to a
condition as good as new
The house really needs (o be renovated.
Stay at the recently renovated Casa
Stanoupolos Hotel.

secretarial (ad)) associated with the work
of secretaries, administrative work
Segretarial position available starting March,
Secretarial skills are essential in this line of
work.

unspoiled (adj) not damaged, altered or
affected (especially by tourists)
- Wisit the unspoiled istand of Kefalonia.
It is an unspoiled area with few hotels,

1 Complete the sentences with the
following words.

payment

oW employes
keen

be thankful for
untouched, perfect
regular

@ B W R

confirm knowledgeable led
mere rehires renovated |
misrepresents secretarial [

1 r'dliketoapply forthe ...
position. | have good computer skills and
can communicate well,

2 The farm buildings have Deen ...
at last.

3 Wewereall .......cuiiiaee... 10 believe that
thene would be an increase in our salaries
this year,

4 The hotel 58 ..., Tve-minute walk
from the beach.

& There have beon several .................... this
month. It's great 1o bring their experience
back into the company.

6 Helen is very ...........cccevnr. » She has
researched the company well,

T The brochure ... the holiday.

B Can You .................... that the oreer will
arrive on Friday?
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Quizzes key

1

1 keyboard 2 briefcase 3 pick (it) up
4 disouss 5 workshop 6 waved

7 presentation 8 documents

2
b
1C.2B,3C.4A5A6C

2

1 goods 2 parcel 3 customer 4 notice
5 repairs 6 cheap 7 terrible 8 decide
2 arrange

3

1

1llabel 2 plug 3 purchase 4 courier
5 improvement & branch 7 stock

B replacement 9 appreciate

10 participant 11 practical

2

1included 2 socket 3 block 4 feedback
5 company 6 adapter 7 assistance

8 criticized 9 theoretical 10 requesting

4
1
1C.2B. 3B, 4B, 5B 6A. TA

2

1false 2true 3false 4 false 5 true
G false 7 false B true 9 true 10 false
11 trpe 12 false 13 false

5

1

1 considered 2 retirement 3 credit 4 downturn
5 impact & distribution 7 immediate

8 accommaodation 9 recommendations

10 advantage 11 roughly

2

1false 2 fatse 3 true 4 true 5 true
Gtrue 7 false 8 false 9 true 10 false
11 false 12 true

3

1 significant 2 suggest 3 improve

4 influential 5 intently & convince 7 donation
8 efficiently

(-1
i |

1B,2C.3A4A5A 68, 7TC.BC,OA

2
1audit 2 fail 3 consignment 4 specification
5 customer 6 invention 7 monument

T

1

1 facility 2 termination 3 failure 4 barcode
5 nonpayment & reservation 7 certification
Binquiry 9 intend

2

1 nominate 2 applicants 3 intention

4 benefit 5 enable & anticipate 7 assist
8 potential 9 intended 10 responsible
11 promptly 12 tag 13 consignment

14 administrative

B

|

1 overpass 2 skyscraper 3 passenger
4 harbor 5 collect G revise

2

1 withdraw 2 guardrail 3 lie 4 monitor

S tower over 6 customer 7 shining 8 holding
8 tent

8

1
1A,2A43C 48, 58,6CTB. 88,98, 104,
1B

2

1 depart 2 drive 3 upstairs 4 invite

5 probably 6 handy T member B detailed
9 vanue

10

1

1refund 2 attend 3 file 4 pushy 5 discount
6 receipt

2

1 seminar 2 disagreement 3 shipping

4 turnover 5 document 6 suggest T recent
B satisfled

3

1 situation 2 inexperienced 3 argument
4 carelessness 5 definitely 6 mileage

7 demanding 8 drastically

11
 }
1B, 2C 3B 4A5B.6ATC.8A. 98B

2

1 false 2 true 3 true 4 false 5true 6 true
7 false B trug 9 true 10 true 11 false

12 true

12
1
1B 2C 3A4B 5ABCTABASC

2
1false 2false 3true 4 true 5true B false
7 false B1true 9 false

13

1

1 convenient 2 highly 3 invaluable 4 serious
5 comfortable & consistently 7 grueling

8 restored

2
1C.2B.3B.4A.5A

14

1

1 campaign 2 withdrawals 3 cancelation
4 participants 5 complaints & remittance
7 alumni 8 bulletin 9 applications

10 cardiovascular 11 strategy

12 memorandum 13 refund

2

1false 2false 3 true 4 true 5true 6 false
Ttrue 8true ©true 10 false 11 true

12 true 13 true

15
1

1C.2A3A.4A5B.6C.7C

2
1chef 2valley 3 grill 4 draw 5 studio
G brush 7 plow

a
1 wooden 2 fixed 3 backpack 4 vard
& forest 6 figurine 7 pler 8 scene

16

1

1 blocks 2 drawer 3 bank 4 ordered
& cafateria & kept 7 several 8 actually
9 polite

2
1false 2true 3false 4 false 5 false
G false T false

7

1

1B, 2C.3C.4A 5B, 6A TABA DA
104,118

2

1 celebration 2 heel 3 right away

4 concern 5 stadium 6 disappointing
T withdrawal 8 reservation

18

1

1 spectator 2 schedule 3 delighted 4 salvage
5 realize & feature

2

1 condition 2 apprentice 3 target

4 ambitious 5 latecomers 6 suppart
7 imaginative 8 adjust 9 waterproof
10 background

19

i

1 investigation 2 repetitiveness 3 intercom
4 document 5 bankrupt & impatient

7 nonefundable 8 internship 9 dependence
10 criticize

2
1C, 2B, 3C.4A5A6C 7B, 8B,9C, 10A
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20

1

1true 2true 3true 4true 5true 6 false
T true 8false 9false 10 false

11 true 12 true

2

1 retirement 2 situation 3 foreign 4 invoice
5 employed 6 refuse 7 report 8 rare

9 rescued 10 surrounding

21
1

1A, 2C 3B, 4C.5C.6A, 7B, 8B, 94

2
1 eulinary 2 vendor 3 ensure 4 festivities

5 tradition 6 explorer T orienteering & elderly

9 personalized 10 revised 11 host

22

1

1 keyboard 2 outfit 2 counter 4 sat

5 deserted & decorate 7 harbor 8 Cycling
9 display 10 control panel 11 raise

12 pointed

2

1 commuter 2 flight attendant 3 sweep
4 locker 5 customer G walkway 7 hiding
8 lean

23
1
1C 2B, 3C4B8,5C6ATC,8A,98

2

1quote 2 book 3 policy 4 ficense 5 amusing

G frankly 7 appreciate B borrow 9 motivate
10 terrific 11 maintenance

24
1

1true 2false 3false 4 true 5false 6 true

T true

2
1 recommended 2 suitable 3 pressed
4 prefer 5 aisle 6 merchandise

25

1

1 transit 2 tolletries 3 unattended

4 suspicious 5 patented & reasonably
T impression

2

1 ensure 2 attendee 3 outlook 4 slump
5 constant & remind 7 organize 8 stable
9 affordable

26
1

1 capital 2 reception 3 demand 4 submitted

5 realize © properly 7 particularly
2

1true 2 false 3 true 4 true 5 false
6 true T true
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27

1

1 manufacture 2 guidelines 3 recruitment
4 landscape 5 plant

2
1A,2C3C4B.5C6B.TA.BB

28

1

1 secretarial 2 renovated 3 led 4 mere

5 mehires 6 knowledgeable 7 misrepresents
8 confirm

2
1 compensation 2 recruit 3 enthusiastic
4 appreciate 5 unspoiled & constant



Alphabetical Word list

A

accommodation (n)
actually (adv)
adapter (n)

adjust (v)
administrative (adj)
advanced (adj)
advantage (n)
advise (v)
affordable (adj)
agricultural (adi
aid (v)

alsle (n)

allow (v)
alternative (adj)

alumnus (plural alumni) (n)

ambitious (adi)
amusing (adj)
anticipate (v)
apologize (v)
appliance (n)
applicant (n)
application (n)
appointment (n)
appreciate (v)
apprentice (n)
argument (n)
arrange (v)
arrangement (n)
assist (v)
assistance (n)
attend (v)
attendee (n)
attentively (adv)
audit (n)
available (adj)
awkward (adj)
B
background (n)
backpack (n)
bank (n)
bankrupt (adj)
barcode (n)
benefit (v)
beverage (n)
block (n)
block (v}
boardroom (n)
boast (v)

3, 23,

10,

11,

194 Alphabetical Word list

16

BRhokab o

27

24
24
12
14

23
14

wunwnbEBwERE S

book (v)
boost (v)
bored (adj)
borrow (v)
bother (v)
branch (n}
briefcase (n)
brush (v)
bulletin (n)

C
cafeteria (n)
calculator (n)
campaign (n)
cancel (v)
cancelation (n)
capital (n)
cardiovascular (adj)
careless (ad)
carelessness (n)
cautiously (adv)
celebration (n)
certification (n)
chairperson (n)
charity (n)
cheap (ad;)
chef (n)
closure (n)
coach (adj)
collect (v)
commuter (n)
company (n)
compensation (n)
complain (v)
complaint (n)
complimentary (adj)
comprehensive (adj)
concemn (n)
condition (n)
confirm (v)
considerable (ad))
considered (be) (v)
consignment (n)
consistently (adv)
constant (adj)
control panel (n)
convenient (adj)
convince (v)
cordless (adj)
co-supervise (v)

i6
23
14

14
26

BER S

2,14
4,21
14
17
18
6, 28

counter (n)
courier (n)
credit (n)
criticize (v)
crowded (adj)
culinary (adj)
custom (n)
customer (n)
cycle (v)

D
damage (v)
deadline (n)
debt (n)
decide (v)
decorate (v)
definitely (adv)
delighted (adj)
deliver (v)
delivery (n)
demand (high) (n)
demand (v)
demanding (ad))
depart (v)
dependence (n)
deposit (n)
deserted (adj)
desperate (ad))
detailed (adj)
developer (n)

3,5
3,19
17
21

2,8, 22
22

11

22

10

27

26

10

19
17

17

27

(have) difficulty doing something

{expression)
disagreement (n)
disappointing (ad))
disconnect (v)
discount (n)
discuss (v)
display (n)
disposal (n}
distribution (n)
document (n)
donation (n)
double (v)
downturn (n)
drastically (adv)
draw (v)

drawer (n)

drive (v)

17
10
17
10

22
14

1, 10,19

11

w5 &5 o



E

effectiveness (n)
efficiently (adv)
elderly (n)
elderly (people) (ad;)
elevate (v)
emergency (n)
employ (v}
enable (v)
endurance (n)
ensure (v)
enthusiastic (adj)
entrée (n)
evidence (n)
expand (v)
expect (v)
explorer (n)

F
facility (n)
fail (v)
failure (n)
famed (adj)
favor (n)
feature (v)
feedback (n)
festivities (n)
figurine (n)
file (v)
fill out (v)
fix (v)
flight attendant (n)
focused (ad))
foreign (ad))
forest (n)
forget (v)
founding (n)
frankly (adv)
function (n)
fundraising (o)
further (adv)

G
gesture (n)
getaway (n)
goods (n)
gradually (adv)
grill (n)
grueling (adj)
guarantee (n)
guardrail (n)
guideline (n)

H
handy (ad;)
hang (v)
harbor (n)

27

21

19

20

-

21,25

ERER 8

23
21

6, 14, 27

=4

W

21
15
10
23
15
22

o b B h

21
23
26
20
14
11
12
15

21

27

8,22

heel (n)

hesitate (v)
hide (v)

highly {adv)
hiker (n)

hold (v)

host (v)

I

Identify (v)
imaginative (ad))
immediate (adj)
impact (n)
impatient (ad))
impression (n)
improper (ad))
improve (v)
improvement (n)
included (adj)
inconvenience (n)
inexperienced (ad))
infer (v)
influential (adj)
input (n)

inquiry (n)
install (v)
intend (v)
intended (adj)
intently (adv)
intention (n)
intercom (n)
internship (n)
interrupt (v)
invaluable (ad))
invention (n)
investigation (n)
invite (v)
invoice (n)
isolate (v)

J
journey (n)
K
keen (adj)
kept (be) (v)
keyboard (n)
knowledgeable (ad))
L
label (n)
lack (n)
landscape (n)
latecomer (n)
lean (v)
led (adj)
license (n)
licensing (n)

17

oo woe N

21

19

5,26

19

12,25
14

L

o
2B vowwBowboa

2B wbab

27

28

20

27

22

28
17, 23

lie (on something) (v)
lift (give someone a) (n)
limousine (n)
livestock (n)
locate (v)
locker (n)
luxury (n)

M
maintenance (n)
make sense (v)
manufacture (v)
medical (adj)
member (n)
memorandum (n)
mention (v)
merchandise (n)
mere {adj)
mileage (n)
mind (v)
mishear (v)
misrepresent (v)
monitor (n)
monument (n)
motivate (v)

N
neighborhood (n)
nominate (v)
non-payment (n)
non-refundable. (ad))
notice (n)
notify (v)

0
onwards (adv)
opinion (n)
opportunity (n)
optimistic (ad))

14,

ordered (be ... to do something) (v)

organize (v)
outfit (n)
outline (v)
outline (n)
outlook (n)
overall (adj)
overpaid (adj)
overpass (n)

P
package (n)
parcel (n)
participant (n)
particularly (adv)
passenger (n)
patented (ad;)
patience (n)
personalized (ad))

Alphabetical Word list

16,

12
20
24
22
27

17

14
26

25

21

195



pick up (v)

pler (n)

plant (n)
pleasantly (adv)
plow (v}

plug (it) into/in (v)

point (v)
policy (n)
polite (adj)
politician (n)
popular (ad)
potential (adj)
practical {ad))
prefer (v)
prepare (v}
presentation (n)
press (v)
principal (adj)
probably (adv)
process (v)
profit (n)
profitability (n)
prohibit (v)
prompt (adj)
promptly (adv)
properly (adv)
purchase (v)
pushy (adj)

Q
questionnaire (n)
quote (n)

R
raise (v)
rare (adj)
read through (v)
reach (v)
realize (v)
rearrange (v)
reasonably (adv)
receipt (n)
receive(d) (be) (v)
recent (adj)
reception (n)
receptive (adj)
recommend (v)

recommendation (n)

recruit (n)

recruftment process (n)

reduction (n)
re-enactment (n)
refrigerator (n)
refund (n)
refuse (v)
regardless {adv)

4,10, 14

20

196 Alphabetical Word list

regret (v)

rehire (n)
remarkable (adj)
remind (v)
remove (v)
remittance (n)
renovate (v)
repair (v)

repairs (n)
repayment (n)
repetitiveness (n)
replacement (adj)
report (v)
representative (n)
request (v)
reschedule (v)
rescue (v)
reservation (n)
reserve (v)
respond (v)
responsibility (n)

responsible (for) (adj)

restore (v)
retirement (n)
revise (v)
revised (ad))
right away (adv)
rivals (n)

road conditions (n)

roughly {adv)
run out (v)

S
salvage (v)
satisfied (adj)
scene (n})
schedule (v)
seaside (n)
secluded (adj)
secretarial (ad))
select (v)
seminar (n)
senior citizens (n)
serlous (adj)
set (v)
saveral (adj)
shareholders (n)
shine (v)
shipping (n)
significant (adj)
simplify (v)
situation (n)
skyscraper (n)
sleave (n)
slump (v)

11, 19,

T

5, 20,

28
25
14
28

20

26
19

20

20

20
17

L]

socket (n)
soften (v)
solar (adj)
spacious (adj)
specification (n)
spectator (n)
stable (ad))
stack (v)
stadium (n)
stare (v)
steep (adj)
stock (n)
strategy (n)
studio (n)
subdivide (v)
submit (v)
suggest (v)
suit (v)
suitable (adj)
support (v)
surrender (v)
surrounding (ad))
suspicious (adj)
sweep (v)

T
tag (v)
takeover (n)
target (n)
target (v)
tent (n)
termination (n)
terrible (ad;)
terrific (ad))
theoretical (adj)
through (read/go) (adv)
tidy (adj)
toiletries (n)
top (n)
tower over (v)
tradition (n)
transformation (n)
transit (in) (n)
tremendous (ad))
triumph (n)
turnover (n)

u
unattended (adj)
unconditional (ad))
underprivileged (adj)
understand (v)
unfavorable (adj)
unfortunately (adv)
unspoiled (adj)
unwrap (v)

25,

14

19
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upcoming (adj)
upset (adj)
upstairs (n)

v
vacancies (n)
valley (n)
variety ()
vendor (n)
venture capitalist (n)
venue (n)
vital (adj)

w
walkway (n)
waterproof (adj)
wave (v)
welfare (n)
withdraw (v)
withdrawal (n)
wooden (adj)
work-life balance (n)
workshop (n)

Y
yard (n)

14, 20
23, 26
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