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3 B Cross — cultural considerations

who -kdo

what -kaj

where -kje, kam
why -zakaj

when -kdaj

what time -ob kateri uri
how -kako

how much

samostalnike)

how many
samostalnike)
how long -kako dolgo
how often  -kako pogosto
how far -kako dalec
since when -od kdaj
which -kateri
whose -cigav
Primeri:

What do you do?
Who do you work for?
How much does the ticket cost ?

How long does it take to get to Maribor?

Exercise 5

Ask your partner :

- kako se pise

- kje stanuje

- ali je v sluzbi

- ali hodi v Solo

- koliko je ura

- kateri dan je danes

- kje so njihovi poslovni prostori

-koliko (e stoji za njo samostalnik v ednini oz., ¢e gre za nestevne

-koliko (¢e stoji za njo samostalnik v mnozini oz., e gra za Stevne

I'm a production manager.

| work for Media Market.

It costs around 2,000 SIT.
It takes around an hour and a half.
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3 m Cross —cultural considerations

- kdaj zjutraj vstane

- kaj pocne ob koncu tedna

- kdaj gre v sluzbo

- kdaj se vrne domov

- ali gre v sluzbo z viakom

- kdo je njegov/njen sef

- za kaj je odgovoren

- komu je odgovoren v sluzbi

- kaksen avto ima

Exercise 6
Complete the questions with the correct word.

Where do you work?
the time?
do you do?
department do you work in?
do you start work?
is your boss?
do you get to work?
do you take a break?
people work in your company?
do you come to work?
is your surname?
is your nationality?
language do you speak?
does it cost?
does Maribor train leave?
is the exchange rate for 1 Euro?
_is Koper from Ljubljana?
is the most convenient time for you?
are your premises?

20



3 m Cross— cultural considerations

Exercise 7

Vstavite ustrezno vprasalnico.

[T —— are you going?

2. iiieseanensnen.. @r€ you Vvisiting?

B ccvevommssis are you going to do?
S —— are you leaving?

L I——— are you staying?
R — are you travelling?

5 SR are you returning?

Exercise 8

Form guestions.

LAV 7= |

Exercise 9

QUESTIONS

A) Direct Questions

To Paris.

Our main French client.
To discuss prices.

On Monday.

Two days.

By train.

On Tuesday.

? I'm looking at some conference

brochures.
o ? | work as a consultant in Gorenje.
prasil | use GQGillette shaving foam. It's
lovely.

? She's good-looking, but very

unpleasant.
? It's called a 'spade’ in English
? It's a Porsche.
? She's French.
? | think they are arriving at 22:00.
? It's January 29",
il It's for scraping paint off windows.

Ask gestions for the underlined words / phrases.

Example: |spent ayear in Scotland to improve my English.

Where did you spend a year to improve your English?

21



3 W Cross — cultural considerations

1. We placed the order with Johnson Electronics.

2. The International Trade Conference was held in Paris last year.

w

We were concerned about the quality of our product as we received complaints

from more than 30 customers.

Mr Whitcomb is going to visit business friends in Japan.

In this position you would have to travel abroad at least twice a month.

The company has 34 subsidiaries in Europe.

N o o &

In their last meeting the board decided to _cut the number of staff by ten per

cent.
Mrs White worked in Madrid for eight yvears.
Further investments depend on the success of our marketing strategy in the

Netherlands.
10. The CEO was accused of corruption.
11. They have been doing business with Morton & Morton for more than 15 years.

12. The complaint has to be sent to our Dresden outlet.
13. A complete set of equipment costs only $15.000.
14. Stephen Whitfield told me to get in touch with Gibson's as soon as possible.

15. I'm Catherine Fisher and I'm employed by Siemens.

16. They always send their consignments by rail.

17. Peek & Cloppenburg don't sell foodstuffs.

18. The accounts are being checked by the auditor.

19. We haven't raised enough capital to build the new premises.

20. They already sent us a fax a week ago.

B) YES / NO Questions
Make questions to ask whether the following statement is true.

Example: Many students think that they have to spend too much money on course
books.

Do many students think that they have to spend too much money on course books?
1. This company provides investment advice.

2. A merger will be announced to the press tomorrow.

3. These letters must be signed by the CEO.
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Application forms

Complete this job application form with appropriate words from the box. The first one has been done for
you asan example.

absence ® absent e address e approach e assessment e attended ® college e contact
dates ® Degree ® Diploma ® dismissal e duties ® education ® email ® employer
arployment ® examinations e false e firstname ® history ® home ® llness ® information
leaving ® offer ® present ® postcode ® qualifications ® reason ® referees ® suitability
surname e title ® training © university

Application for (1) _employment as: Tetesates PHanager

2 Gheppard (3) (s gric ﬂgﬁn
(4) 136 Wrenhsnse Street, Endham, Berkshire.
G5 Ree7 66gH
(6)___ details
(7). telephone: or788 87991 (8) - ericshep @ frccmnif.ao.nk
(9) and (10) :
Last school(11) _ : Eriarevoed Seeondary, gm‘[ﬁam
(12) or (13) : North Lovedon [ niversity, Hoetlovay Road, Lowder.
Contral Busiiess Sehool, A Adingshury
(14) and (15)
A -Levels: Eeovomics, History, GFeography
BA (16) in Bousiness A Aministration (L pper second evith Honours)
=EA (17) e Business JT.
Employment (18)_ . Safenet Insurance, Linit 76 FRiLlsfarm £state, [ ottenfitm, Loowndor Y17
(19) employer and sYT
(20) of employment. 2062 - Present.
lob(21) o A ssistant telesales marnager and coordivator.
(22) : Cold-calling potential clients for Dnsurance schime. VHonitoring other telesales operafives as
part of yuality controt.
5 for(24)_ T eopndd Like to A..:.w{o)u ey pnrmrid( b sales and am’rkccinfp antd Aave meore
responsibility.
(25) ;
Please give the names of two people who can give an (26) of your (27) for this job (one
of whom should be your present (28), )
: _ 2. Alice \nPangh (Ex-arllengus)
* Mhr an{ Vipatto ﬁﬂmmfu} Eurrett and ﬁan-v(&n{ Trnsurance
| Gafenet Jusnramnce < S T ¢
[ A Adrass above) 714 Searle Street
' R}g.-{mﬁnry HE:z ”JTE
No (29) will be made to your present employer before an (30). of employment is made to
You.
If you have had an (31) in the last two years which has caused you (32) frarm waork,
please give details with the number of days you were (33)
| confirm that the above (34) s correct to the best of my knowledge. | accept that deliberately
providing (35) information could result in my (36)

® Bloomsbury Publishing Plc. For reference see Dictionary of Human Resources and Personnel Maragement (ISEN 0 1475 6623 2)

LComirmmmas A s Aa



topic vocabulary

The recruitment process

This text about the recruitment process below has been divided into three parts. Complete each part with
the words and expressions in the boxes. The first answer for each part has been done for you.

Part 1

affirmative recruitment e applicants ® appointments *® benefits
description e  disabilities e discrimination e egual opportunities
experience ® externally e institutional agency ® increments
internally ® jobcentres ® journals ® leave * personal qualities
private recruitment agency ® qualifications e recruitment agency
rewards ® situations vacant ® wacapey

When a company or organisation has a 1. vacancy for a new member of staff, it usually advertises the
post. It does this 2. (for example, in the company magazine or on a company natice board)
or 3. , either in the 4. or5. section of a newspaper, in specialist
trade 6, or through a 7. which helps people to find employment. There are
two main types of agency. The first of these is the 8. , usually found in a school or university.
These work closely with employers to let potential employees know about the jobs that are on offer (also
included in this category are 9. , which are provided by the state, and which can be found in
most main towns in Britain and other countries). The second is the 10. . which are
independent companies, and employers have to pay these agencies for each employee they successfully

provide,

A job advertisement has to give an accurate 11. of the job and what it requires from the

12. (the people who are interested in the post), These requirements might include

18 (academic, vocational and professional), work 14. in similar lines of work,
and certain 15. (for example, it might say that you need to be practical, professional and
have a sense of humour). The advertisement will also specify what 16, (basic salary,
commission, regular 17. , etc) and 18. (paid 19. , free medical
insurance, company car, etc) the company can offer in return, The advertisement must be careful it does not
break employment laws concerning sex and racial 20, s sorme companies emphasise in their
job advertisermnents that they are 21. employers (or 22, employers in the USA),
which means that they will employ people regardless of their sex, skin colour, religion, 23.

etc.

{5

@ Bloomsbury Publishing Plc. For reference see Dictionary of Human Resources and Personnel Management (15BN 0 7475 6623 2)




topic vocabulary

Personal qualities

At job interviews, candidates are assessed on their suitability for the job they are applying for. In addition to
their qualifications and experience, interviewers have to look at the other qualities that make a candidate
suitable for a job or not.

The same qualities are also considered when staff receive appraisals and assessments.

Use the nouns and adjectives in the box to complete the sentences. One word can be used twice. The first
one has been done for you.

abrasive ® ambition e conceited e confidence e confrontational ® critical
decisive ® impulsive ® industrious  udgement e motivation obstinate ® pepdias
practical e professional ® punctual ® rapport ® relationship ® reliable ® reserved
sensible  ® sensitive ® selfish ® sociable ® willing

—

She's very popular - everybody likes her, and enjoys working with her.

2 She isn't very good at making decisions. She's not very

3. He works well with everyone: he has excellent with his colleagues.

4. He always arrives on time. He's very

5. He's always to cover for others when they need to take time off.

6. If you ask her to do something, you know she will do it because she's so

7. She's always pointing out people's faults. She's so

8. He quite , and gets upset when people point out his faults.

9. She's very to the needs of others, and will always help people if they have problems.

10, She deals with problems well and makes good decisions, and in that respect she's very b

11, He shows excellent when making difficult decisions.

12. She seems o be rather and doesn't mix well with other members of staff,

13. His main problem is that he is extremely . and rarely thinks carefully before making
impartant dedisions.

14. He's extremely , and almost never takes others' advice.

15, He never shares information, and never helps others. | think he's basically

16. She's a very worker, and really enjoys spending time with her colleagues both inside and
outside the office.

17. He's very . and always works steadily and hard.

18. He has a very approach; he's clearly well-trained and good at his waork, and always does a
good job.

19, She's rather - she thinks she's much better than everybody else.

20. He clearly has . and is keen to move up the company ladder.

21. | think he lacks sufficient - he doesn't seem very keen, and always has to be told what to
do.

22 She's always arguing with everyone. She has a very poor with her colleagues.

23, One of his main problems is that he lacks - he always seems worried and nervous, and
always has to check that he's doing the right thing.

24, He has a very manner when you speak to him, and as a result people don't go to him
with their problems.

25, People complain that he's very . and is always starting arguments or making people angry.

© Bloomsbury Publishing Plc. For reference see Dictionan of Human Resourtes antl Fersonnel Management {ISBN 0 7475 6623 2)




Writing a Curriculum Vitae in English — Feedback
Most of the CVs were very good, but there were some things many people could improve. This sheet lists them.

» Sentences can often be abbreviated into “telegraphese™. For instance, I have graduated and obtained the title of
Bachelor of Science™ can become “Graduated with Bachelor of Science”. This sounds more formal and is
shorter. There's a saying “don't use two words where one will do™.

« It's better to lay out your c.v. with short sections, each looking like a table. Some people wrote their c.v. like a
story (1 was born on ... I attended school ... I am studying ...”). This is hard for the reader — they will want to
Jump back and iorward 1hrnu9,h the text to llnd what they want. The story form is also too informal.

» Educational results — when you have got your final marks, it's worth adding these to the Education section.

» Itis very easy to write an exaggerated claim — try not to! Examples are “experience with all types of computer™
(all? spacecraft computers? old ones build before 1960?) or “perfect knowledge of Linux™ (no-one in the world
knows more?) Describing vourself as perfect is normally a mistake.

o [f the name of your University course is short, such as “Automatics”, it is worth giving more detail. The reader
may not know whether this is electronic engineering, software, mechanical engineering or a mixture of them.

» Your University degree is the most important part of your education. but it is also worth giving your final
school results, e.g. “Slovene (C). Maths (B), Chemistry (A). ...”

« It is not a good idea to talk about your bad points. Comments like “in spite of my lack of work experience™ are
better left out. It sounds as if you don't really think you are good enough for the job.

= Many people have some work experience. Unless it was very short, it is worth saying how long, for instance 2
months working for Vega™.

+ Many people prmled the c.v. on a printer with poor print quality. It doesn't matter for this exercise, but when
vou go for a job it is worth getting good quality printing. You can probably get a friend to print it on a laser
printer — very few ink-jets are as good. If you want colour, of course, you may have to use an ink-jet.

o When you write a covering letter, don't write as if you are giving the reader an order. Words like 1 will call to
arrange an appointment™ assume that the reader is willing to meet you. It sounds arrogant and may offend
people.

» A few particular points of English:

I. We talk about “work experience™ (singular) not “work experiences”.

2. For computer programming, both British and American English use “program™ with one 'm' at the end.

However, it is “programming” and “programmer” with two 'm's.

Things like names begin with capital letters, e.g. “Faculty of Electrical Engineering”.

Languages are the same: English (not english), Spanish. Croatian, ...

Two particular names: Faculty of Electronic Engineering, University of Ljubljana (“of” not *in™).

In English, electrical engineering means things like motors; electronic engineering means things like

transistors and communications. For your studies, Electronics is a better translation than Electrical of

Elektrotehnika. Automation (not automatics) is a good translation of avtomatika.

7. Some technical words: we use communications and telecommunications in the plural (with an S on the end).
We also “know the basics™ of computing/electronics/software/etc. (again with an S).

8. When a verb ends in L. or R (such as model, refer). this letter sometimes becomes double when you make
the participle (deleznik), such as modelling, modelled; referring, referred. It is random which words do -
check unless you're sure, (NB- American English often doesn't double these letters.)

o It's ||11Pnrtm11 to check (proof read) the c.v. carefully. This needs to be done several times. It's very easy
tdLmls.tdkes especially in a foreign language. Readers normally notice mistakes, and they make you
look stupid.

» Don't be ashamed to use a spell-checker to check your English spelling, but remember that it won't catch all
mistakes. For instance: “Studied form 1999 to 2000 “form™ should be “from™, but both are English words.
Also, check that you have the correct dictionary (British or American English).

Some last comments:

When you look at the English on your ¢.v., and what [ have written on it, you may be depressed and think T will

never have perfect English™. Well, no-one in Britain has perfect English :-)

Also, remember this: you will probably be using your English with Slovenes, Germans, Italians and others. T l‘l(.)

will not have perfect English either. If you say something like “I worked on a firm” when you should say *1

worked in a firm”, they will probably not notice :-) They will certainly understand you.

C‘\U::L._L.a

Dr Chris Trayner 2004 April 7



| europass

10 m Grammar B

10.3.3 Europass jezikovna izkaznica

Europass jezikovna izkaznica

Del Evropskega jezikovnega listovnika, ki ga je razvil Svet Evrope

s
O BubceY DL Iotoes

Ime in PRIMEK
Datum rojstva
Materni jezik(i)
Drug(i) jezik(i)
JEZIK

Samoocenjevanje
jezikovnih znanj

Evropska raven

Diplome, spricevala ali
certifikati

Jezikovne izkugnje !

JEZIK

Samoocenjevanje
jezikovnih znanj

Evropska raven "’

Diplome, spriGevala ali
certifikati

Jezikovne izkusnje !’

s

JEZIK

Samoocenjevanje
jezikovnih znanj
Evropska raven

Dipt~me, spri¢evala alj
certifikati

Jezikovne izkusnje "

N~

|
-

L

RAZUMEVANJE GOVORJENJE PISANJE
Slusno Bralno Govomo Govamo
__razumevanje razumevanje sporazumevanje sporofanje
| | ] | | |
| ]
L
Naziv diplome, spricevala ali Ustanova podeljevalka Obdobje Evropska raven
certifikata 9
Opis B Od Do
RAZUMEVANJE GOVORJENJE PISANJE
Slusno Bralno Govormo Govomo
razumevanje  razumevanje  sporazumevanje sporocanje
[ | ] |
— — | .
S R I
Naziv diplome, spricevala ali Ustanova podeljevalka Obdobje Evropska raven
certifikata "
- Opis - Od Do
RAZUMEVANJE GOVORJENJE PISANJE
Slusno Bralno Govomo Govorno
razumevanje razumevanije sporazumevanje sporocanje
Naziv diplome, spri¢evala all Ustanova podeljevalka Obdabje Evropska raven
certifikata =
~ Opis N 0d o




> Meetings

INVITATION A CHAIR
- time (runs the meeting)
- date

- venue

MEETINGS A SECRETARY

e (writes the minutes)

THE MEETING CAN

BE:
- organised
- PARTICIPANTS

postponed
cancelled (attend the meeting)

|

AGM

MS
THE AGENDA ITE (Annual General Meeting)

presence and

absence of the
participants
- minutes of t
previous Me®e
- matters arisi’
- AOB (any oth®
business)

eting

5.1 Language summary
@

A BEGINNINGS ) )
call a humber of points I'd like to make.
» There are three / seve

o | would like to begin bY

N
B ASKING FOR AN OPINI©
« What's your opinion of . -~ -
e
e What's your position / view
G GIVING AN OPINION
e | believe/ think / feel that -~

¢ In my opinion / view . -

SPEAKER
D BRINGING IN ANOTHER



e I'dlike to call on Mrs Kelly to present her views on . . .

e Allow me to give the floor to Ms Miller .. .

E AGREEING
» | agree entirely / completely.

o | think we are in agréément on that.

5.2 Meetings: Key terms

The process

Before the meeting takes place, it is important to invite participants to propose items or points for the agenda.

.Drawing up the agenda is usually the responsibility of the secretary or the chair. When the chair opens the

meeting, it is usual to ruf through the agenda quickly. The first item is usually Matters Arising, to allow

participants to go through the minutes of the previous meeting. After this, the discussion of the other points can

begin. During the discussi
d for a whole day, it is typical to take breaks and to adjourn for lunch. Of course, it is

on, participants make recommendations and proposals in order to solve problems. [f

the meeting is schedule

necessary to resume (start again) after lunch. In the middle of the afternoon, participants often ask for a time out if

they are feeling tired. At the end of the meeting, the last or next-to-last point is often AOB (Any Other Business)

which gives participants the opportunity to raise other issues not included in the main agenda. During the meeting

someone is nominated to take the minutes and after the meeting this person will write up the minutes for

circulation to the other particfpants before the next meeting. Finally, the chair will close the meeting.

Note:
A chair = chairperson —

To chair a meeting

chairman — chairwoman

Exercise 1

Answer the questions:

Who is responsible for the meeting?

What's secretary's jOP”

What information is Usully on the invitation?
What items are on th€ agenda?

What does AGM gtand for?

What does AOB stand for?

L2 I 4 | - R R

Translate:



O ~N Do obs W N =

[{a]

10
11
12
13
14

Kdo vodi danes sestanek?

Sestanek je prelozen na 20. marca.
Sestanek je odpovedan zaradi bolezni.
Preidimo k togki razno.

Vi imate besedo gospod White

Lahko nekaj predlagam?

Ne strinjam se z vasim predlogom
Mislim, da nimate prav.

Ali si Ze dobil zapisnik prejsnega sestanka?
Kdaj je skupscina Telekoma?

Preidimo k drugi tocki dnevnega reda.
Kakino je vade mnenje o predlogu....?

Mislim, da bi se $e marali pogovoriti o tekocih problemih.

Njegov predlog je bil zavrnjen.

15 Cas je potekel.

-
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In the dialogue below Celine Perez (C1) calls Maurice

CCassidy (MC) on his direct line.

VIC: Maurice Cassidy

Cp: Hello Maurice, this is Celine Perez speaking

MC- Celine — how nice to hear from you! How are things
over in Paris?

CP Fine. fine. Maurice — Is this & good tire Lo talk? Are
youl in the middle of something 7

ME: No, naw s good. Just let me close dowt this
dacument ve been working on. OK - what can [ o
for you?

CP The reason I'mcalling s because of the first quarter

sales figures. Have you seen them?

Yes: | have. Sales in France were below target, nght?

P Exactly. The sales report doesn't give any explanation
for tf | thought you rmight have some ideas
MC: 1 do have same ideas, but 1'd like to speak to Anna in

Marketing about it. Can | get back to you tamarrow

abiout this?

SUTE

ledve it with me. 'l call you tomorrow afterncon

Great — I'd appreciate that. Thanks for your time: Bye.

Notice how Maurice starts the gonversation in a fricrdly
way al line 3.

Notice how Celine checks that the other person has time
to talk

Notice at line 14 how Celine uses indirect language

(i past forms: Hhowglit/might) 1o encourage MC to pive
information — she deesn’t want him to feel under any

P EESUTS,

I the second dialogue below Monika phones a company 1o
ask abot their market research services: She speaks first o
the receplionist.
Receptionist: Goad morning, 1ICT Communications. leresd
speaking. How can | help you?
Monika: Oh, good merning. I'd like to speak to someane

in your market research departme

Receptionist: Can | have your nat

vionika Webe

el

Receptionist; OK, Manika, please Iold while | ry 10
connect '-,."l)ll

Glanfranco: Market Research, Gianfranco speaking

Manika Oh, hello: My name s Monika Weber from

|

alsout your market research services.

er Media and I'm calling to ask a few questions

[} Y
INTHIRL

O course, Manika, How can | help you?

Ciraanirandaon

Mormba 1'd ke Lo know

taking calls

Notice at line 1 how the receptionist gives a very full
answer,
Notice at line 9 how Gianfranco answers his internal

phone

The phrases you need

fial

(receptionist) Good morning, ICT. T speaking. How

can | help you?

Hel

rtment. LNk

internal phone) He [ Salas Dey

Hamilton

Plaase hold while | try to connect vou

Ul try her nusmber for you

This s

. speaking | My name is
This 1s

(here)

Can [ speak to .., please:

el like ¢

to speak to spmeone about .
The reason I'm calling is
I'm calling to ask a few guestions about

I'm calling in connection With

Hello! How are youl!

Henwe nice to heat from vou! How are things in Pars?

Oh! | cieln't recognize your Voice

]

Thanks for calling - did you get my email

Is this a good time to talk?
Are youin the middie of something?

Do you have a second?

Is there anything else | can help you wath taday?
Thanks for calling / It's been nice talking to you. Bye
Thanks far vour time

0K feave it with me. 'f call you tamorraw afternoon




Exercises

Cover the opposite page with a piece of paper.
Now try to remember the words below. (The last letters
have been given.)

(. Maurice, s is Celine Perez 0

2 e to r from you!

: o @10 talk? Are you in the @ of
something?

4 Just let me wrt this document I've been working
on

5 The on I'mi calling is se of the first guarter

sales figures

& The sales report doesn't give any explanatian for that
| ght you aht have sorne ideds
/7 Can f ck oyou (= contact vou again) tomorrow

about thus?

2 0K, v |l th me
a Great —1'd ate that

Remove the paper and check your answers.

At line 5 Celine checks that it's a good time to talk.
Put the words below into order to make similar phrases.
1 have you a second D!

e Do want later you to back ca

3 now nght you Are busy?

We often use a past tense to make our language
polite or indirect (to make the other person feel they are
under no pressure).

[ wantzd to speak to someone aboul my order

atiout the sales frguyres

I thaught you

It have somededs

(= Do you have any ideas?)

Rewrite each sentence using one of the structures above.
1 ' calling to see if everytiing's OK for Friciay.
2 I'dlike to

A5k you a fuastion apout Siumon

3 | know you'll be interestad in this

39 TELEPHOMING - MAKING AND TAKING CALLS

Cover the opposite page with a piece of paper.
Underline the alternative in italics below that is more
natural.

1 Good morming, ICT. Teresa speaking, Can |l help you: [ How
can I help you?

2 [ want to speak ! I'd like to speak fo sameone i1 your
markel research department.

3 Please can | have your name? [ Can | please fave your
name? [ Can | have your name, please?

4 J'm s Momika Weber

5 QK, please hold / wait in line while | try to connect you

6 Granfranco speaking /! I'm Glantranco.

7 I'm calling to know / ask a few questions of / about your
market resparch services.

& Of course, Monika. How can /would 1 help you?

Look at phrases a-e then mark the statements
below True (T) or False (F).
a l'd like to speak to .
b Can | speak 1o

¢ Could [ s

o | must spear to

e | need to speak o

1 In practice, phrases a—~C are more or less the same

the listener probably won't even notice. T/ F
2 Phrase d 15 direct and urgent, but 1s OK in business. T/ F
3 Phrasé @ 15 direct and urgent, but s OK in business. T/ F

Look at phrases a-d then answer the questions
below.
a The reason I'm calling is
[ Perhaps you could help me. I'd like to speak to someone
ADOUL
I"ery callig m conmection wilh
d 1 don't know if I'm through to the nght department, but I'm

alling to ask a few questions aboul

1 Which two phrases immediately give the reason for

your call?
Which two phrases ask tar help or general

information?

Read the dialogues on pe
a'‘colleague (changing role

Ll you're Huent

&% 1 speaking practice! listen and repeat. Repeat
each phrase you hear and then listen to check.

[
Ty




Complete the conversation below using phrases a-
from the previous exercise. The conversation is betweern
bagk  for  from: N a receptionist (R), secretary (S) and caller (0).

on  on outof  over with

Write the phrases in full (rather than just the letters) - i
1 v calling conAechion your job will help you to remember them.

advartisement R Good afternoon, Pharma International. How can | help you

- Can | speak to Roberta Jarvik, please?
[l try he

haled? tor-a moment

} Mol nice to hear vou!

o number for you Sarry, theres no answel

Thanks calling

4 Can | put you

while | try another extension N, still no dnswer

5 Sorry, she's the office
her secretary?

& Sorry, she's anather call

3 i Yes please

7 Can you ask him to call me

& s that 1" as taly? 5 {Good atterngon, R&D department

9 Let me read that o you C: Oh, hello, is that Ms. Jarvik's secretary?
10 Can | ust go that again’ 51

C: lwas hoping to speak fo Ms. Jarvik today. Do you Know

e for for into of when she will be available?

off on  un  up with  with 5 'y atraid she's out of the office all day
Just bear me P rmoment C Yes, please. Can you tell her that Yi Sang called, from Se
12 Canyou speak an Hospital, Its about your new feart drug.
13 1% 3 biad line You keep breaking S CLan you give

AT ¥ T aT " i ned -
4 \Wegot cu Vivhere me your name again please?

- What time would be goord

Yesg, it's Yi Sang. That's Y-, new word, SeA-MN-0

16 What time are you thinking / 5. QK. got that.And the message?
17 Canyou leave it rme? C1'd like to talk to her about your new heart drug. The one
g I'll ool itand gel o you that has just passed phase three clinical trials. We might b

getting mwolved in phase tour trials. | need te

ed to check and see what's going

19 | ne

send a replacement S cial delivery speak to her personally abioutl this
S Right. " Yi San

Match each phrase 1-8 with a phrase a-h with a
sspital about the new heart drug. It's

similar meaning.

called from Seoul t

; about the phase four dinical trials
I Yes, this is fyour name) here -

2 Please wait @ moment %

.. Dees she have your number?

3 1'll ask her to ge ek to you
3 ask her to get ba ) Wi C: Yes, she does
4 Would vou like to speak 1o ! c

L 3 PR L 5 Fine tomorroy

Can | take a me e

- Thank you very much for your help. Goodbye

6 Can | just repeat everything to chack?
7 Canyou repeat that? When you finish, read the conversation aloud. Do it by

& vyes, that's right yourself, or with a colleague (changing roles at the enc
Practise several times until you're fluent.

i that back to you

a Let me justre
b Shall | put you through to

¢ Just bearwith me

ry, | didn't catch that

¢ Would you like to leave a message?
I Speaking

6 'l ask her to call you back.

I Exadctly

| i




Complete the conversation using the words in
brackets. Nikos (N) calls Mr Slavicek (S). The receptionist
(R) answers.

R Good rmorning, Nutrfrois il spedking
> (how / help)

M [/ ke fepeak) to Mr Slavicek, please

e hold Cavhule /iy connect)

5 Milan Slavice
M Hello Mr Slavicek. This is
Shipping

5 Nikos! thow / mice /|

Nikos Karouzoes trom Seven Seds

tromi!

(haw / things / Athens}?
M Fine, fine And o

tthe moament — lots of new

Good. We're ve

business. [t seems that wants frunt from Croatia

‘;}II-_'

N: That's good to h

|.‘.|l.|i. (this. /

qood time Do you have a second?
S (just./ give / moment) while | firsl
sornathing. Ok, tahead)

=

s

=gs0n / calling) because at your nexl

=nt that we're handling Its for four containers, at the

ovember

N {thought 7 might) interested n a
way to save a bit of money
10 - al i " . oy
S (course), Mikos, |'m always interested

ng mc

N We have a small-ship leawing Dubrovnik aone week carlier
We have some space on that ship for your containers

5 {let 7 just check £ understand). Are

VoL savira that 11 we can send the containers one week
) ¥ -

Ik
| he

garlier, there

n the garler ship,

actly. For every contamner

aive vou a 2% discount an the price we quoted

g 1 {just/ go over / again)? You mean

that if we send all four containers in mid Novernber, we will

get & 1otal discount of |

5. (OK, that's very interasting, but [ can't give you an answer
el = ¥

rictht now 11/ el back /fyourm 4

J-
gay or wo

need to discuss while

vod're on the line?
N: No, Ldon't think so. That's all.

0K, Nikas (thanks / calling). Nice

Lalki g 10
Nt

(% / mice / tatkang / too). Bye

When you finish, read the conversation aloud. Do it by
yourself, or with a colleague (changing roles at the end).
Practise several times until you're fluent.

44 TELEPHOMNMING HEMVIEW

Read the dialogue about arranging a meeting. Choose
the best word/s to fill each gap from A, B, C or D below.
Anns Hibim = Ann
Jim Hi
Anns Jim —we need to meet up sametime to discuss the

Frankfurl Trade Fair
fim: Ok, What time ? be good for you?

Ann What about ° WMonday?

lim~ Let me sae. No, sorry, | can't then. Could we
meel on Tupsday :

5 auite on Tuesday, but I'm

the alternoon

lim  OK What time would

Ann: F we say Bpm? Or is that oo late?

Arnn

you best?

if you don't

Jirm: Well, it is really, I'd preter a bit earli

ann: s Hye QK7
lim: Yes, that ¥ fine, That's much better
Ann- Perfect

lim.  OK calling

| | £
I s2Na an srpail to confirem,

8 This is C Here is

0 Speaking

B could  would [3 can

B at next C on next [ naxt

4 A make

5 A alternative B n place

B make 1t C he [ arrange
T insteac) D instead of

6 A full B occupied C complete D engager

7 A convenient B st C prefer [ advan
& A will B shall C how [ whal

9 A mind B care C waorty D trouble

10 A could be SERImS Me C feels D souncdls

[
11T Al B l'd C Il DI'm
[0 MNice

12 A Thanks for B Thanks forvour  C | thank




7 Correspondence

7.1 Pisma in elektronska posta: sploSna pravila

1. Pri datumu so okrajSave 1st, 2nd in 3rd izginile, tako da veéinoma piSemo:

+ 3 October 2001 ali October 3, 2001.
* V ZDA je seveda na prvem mestu mesec: 10/3/2001.
* To je tudi posledica rabe racunalnikov in sporocil po elektronski posti.

2.V zacetku pisma piSemo:

» Dear Sir(s)= spostovani, za viadne ustanove in banke
.° Dear SirlMadam=spostovani, za podjetfa

» Dear Mr Jones = spostovani gospod Jones
Za vsemi temi zacetki ne pisemo vec vejice, Americani piSejo dvopiéje. e.g. Dear Mr Jones:
3. Zakljucki

* Yours faithfully, ce je zacetek Dear Sir(s) ali Dear Sir/Madam
« Yours sincerely, ¢e je zac¢etek Dear Mr Jones

- Best regards, Ze nadomesca zgoraj omenjena pozdrava

+ With best regards, bolj vijudno kot Best regards

4. Za Mr in Ms ne piSemo

. vet pike:

* Dear Mr Jones
5. Zenske na splosno
nazivamo z Ms:
+ Ms Marina Stros
6. Vi ne piSemo z veliko zacetnico, kot je to v navadi v italijansc¢ini in nemscini!
We are writing to you
We are writing to inform you... Uporabimo Present Contionous

7. Elektronska sporocila ne zahtevajo toliko odstavkov kot uradno pismo, ceprav je sporocilo uradno.

8. Elektronska sporocila so prijaznejsa in v njih Se bolj uposStevamo pravilo kiss = keep |t short and sweet.

h3
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8 Attachments

A Ineach gap there are two possible answers from A, B, C or D. Write both answers. The

first one has been done for you.

1

~J

10

Please B/L.. my report. Hope it’s useful.

A find artachment C find attached

B hnd enclosed D see artached

Here is my report. [f there are any problems, ... me know.

A please let C please to let

B make D just let

This report has just arrived. I'm ... it to you. Hope it's not too late.

A moving C replying

B forwarding D sending

I'm sending various forms for you to complete. Please ... special attention to AF200.
A give C make

B pay D rtake

Please complere the artached forms, and return them to me ... 3 June.
A by C before

B until D to

As agreed, 'm sending the pre-meeting notes. Ler me know if there's anything else we can do

before we meet.

A from our part C on our side

B from chis end D on this way

['m attaching the Business Plan Review. Please ... ... that several alterations in dates have been
made.

A look C note

B appuint D be aware

Please find artached my report. .. .. if there are any problems with deadlines etc.

A Ger back with me C Ger back to me

B Getin wuch D Make a touch

Please find arrached my report. |

A Let me know what you think. C Let me have what you think.

B Ler me have any comments. D Make me have any comments.

Here is the irinerary for Sri Lanka. Please | that | have included everyching you want in it
A check C control

B igree D confirm



B There is one mistake in each of these sentences. Correct it.

Here’s the report — hope you liit:e,{{’Z

Actached are the two questionnaires — please return them me by 24 September.

I sending the report as an attachment,

'm sorry you couldn't open the document — [ have attach ic again.

Hope you'll be capable to open the document this time!

Please check the attached document careful and let me know if you have any questions.
[ be grateful if you could complete the attached form and return it asap.

Sorry, [ forgot send the attachment!

O O =1 O W P W b e

l attach my report like promised.

ot
o

Here's a copy of Leslie’s report ~ what you think?
Thanks for sending me the report - [ let you know what I think.

i
| o

I'm returning your original document with my comments inserted with red.

C Complete the emails by writing one word in each gap. There may be several possible
answers.

Email 1

| “ Please ™ ...
‘ ‘ you have any questions.

attached myreport, @ itsnottoolate.®  meknowif

Email 2

‘ ‘/ 'm0 various forms for you to complete. Please pay special @ tothe expenses

Email 3

| M. agreed, I'm sending the pre-meeting notes. Let me know if there's anything

f. @ ... wecandofromthis®  before we meet.

Email 4

| Sorry, [ . ... tosendtheattachment!® itis. Please get® . tomeif
| you can't open it.

Email 5

| I .. begratefulifyou® complete the attached form and return it asap. Please
‘ ®) . ... that | have changed my email address.

T

i




NMarija Novak is h:i\kmy_ tor a job throueh an online -

recruttment agency. She sends an email with her CV and a

few comments:

LSI0

a ackthe

erning It you 27 | }
cndor i f

AN YOU BE

ook Tgrvard 1o hearifg Fam vor Tharnks lor yvaur hel
3 Mk Re > Tegsa
-
:'|:|'i 1
e
A recruitment consultant replies
~
-
Yo =
i
el s etramely cormipetitive e
ations tor our vacan 15
| e pleEa don'l
ek with 1 Lting!
- = >
The emails above use polite, formal language. C ompare them These last two emails are friendly and informal, but note
with the emails between Marija and a friend on the right how Marija starts paragraph 3 of her email lo Steven - she

uses polite, formal language with her friend because she's

asking for a tavour

The phrases you need |

First line Dear Sir or Madam / Dear (name) Hi ../ (just the name} / (nothing at all)
Friendly open It was @ graat pleasure to mest you in How's it going 2 | | hope you're Wil

Great to hear from you again!

Previous contact Thanks for your email

Following your call,

Reason for writing  /'m writing with regard to 5 15 just a quick note to say/ ask for

I'm wiiting to find out more information about . Re your email t
Request I'was wondering if vou could

Fwould be grateful if vou could Can vt .7
Offer help Would you like me to .7 Shatl ... 2

it vou wish, | would be fiappy to £ you weant me to

Final comments

Ay __’.'\Illr'f.llu_w_,- ‘,gw\.ul,":_._al\,a-..-.f i ease o't It [Vle) ] ,:;..ﬂ,y more nformation. .”"r‘" let me

O contact me Know,
ae fo contact me (f you have any Just' give me a call if you have any questions
questions
Friendly close Hook forward to hearing fiom you See voul seon. f Thanks for vour help
Give'my regards (o Good luck wi / Best wishes to

ols / Best wishes Best wishes | All the best / (just the name)

Last Hine Yours sincerely 1 Kind reg




Exercises

451 Cover the opposite page with a piece of paper.
Now make phrases by matching an item from each

column.

{first twa emails)

1 1I'm writing
Please feal frae

3 | look forward

A4 Thank vau very much

5 It | can offer any

second two emalls)

& | hope you e

S LSt a

8 1 was wendearnng |f
9 |'d really

10 Great to

11 Shall |

tor hearnng from you
furt

e, niease

to contact me Il
with regard to

for sending your CV

you could help me

hear from you age

wel|

cuick note to

appreciate |

45.7 Look at the numbered paragraphs in the four
emails opposite. Write one of the paragraph types in the
box on each line below. The paragraph types can be used

more than once.

Bodly of amal

Friendly open

Rieasan for wi

First email
151 para

2nd para

3rd para

Ath para

Second email
| _:Jl. [..:l':‘-r'l

Znd para

ird para
Third email
Ist para

2nd para

3rd para

5th para

Fourth email
Tt para
nd para
Ird para

Ath para

Notice haw the bady of the ematl

pitenng help ete) s framet

1 v

ciosing paragraphs. 1t Is rare

with no Tramimg

Final comments

Offer help

ciry aither sk

Friencly close
Praviaus contact

iting  Request

{including requesting and

+ by the apening and

have only the body ef the email

45 EMAILS - BASICS

Complete the three emails below with words from

the box.

1 altachment  as requested  don’t hesitan

do you want  further assistance  get hatx prapetul don

great pleasure hearnng fram  please e

relation to usefu! discussion  very impressed

worder j,r'“} it with regeard

Wit viund for india
Dear Mr Abdullah
11
Dhataar last rmonth, Your hos -
1o your plans to set up an
nitia Alter our vary -
wy Naecd 2 litle more Dackgrall ¢l inlormation
| was vou could sen
the nonsolidated ascounts for your group ol COmMPEr s ? 3, |
watlld be avry information that you have
et facuation of the Dubar S1ock Exchiang
| descie frarwared W0 WL SG0H
Saray Gulatl
Sanay Suiati
Dt i
[Dear San|ay
Mary thanks for yaur gmall and for s |
pleasure for us 10 welctme you
I'rmis ny of o
|
accounls as i
! gl ST wEbhEie 15
e andd s bas all iha infarmatun you need
Please | vy aertact medd! e ool s
Abdullah
hALbkE]
Acatiniits f otk (it
MUk es] o otk b et 1w ] AL
IS s &l rme e e il Lo rer 2tk bwato
e eyt el el
P ey e oy et
leaving this to you v v Do oot and e Wy
l TR R L A R P PR R AR TI [R B
O toe el il 1
I R L T LN
1]
i { i I griting Loasd




Fill in the gaps with verbs from the box.

contact to feel  hesitare Know  iote
el postbone  remind  shall  take  wonder v el
] free to
me if you have any questions
we reschedule the mesting for
Maonc
3 | ityou could give me same

rmation?
4 It | car any turther advice o

assistance, please dor torcontact
(Rl

Iust & guick note to yolr that it's the
end of the quarter and the sgley figures are due

6 Let

me it there's anything else | can

A like 1o the

opportunity to tell you about an Iimportant staff change.
would yalr help with this,

B Please that 1 will be away from the

affice for the whole of next week.
10 I'm sorry to tell you that | have to iy

VISIT T yor i__l_'.fl'_'F_"_'u NEXT wWaeek

Continue as before.

cant ACK el assure  ehick ISCHss msist

FHafice ariar rEsoive SE fake wiedioy it

LT Can | call yvou in a day or two? | would

the opporn

Linity to

your needs in more cdetal

roples af the ‘,|]|IJ_I[_.\!|]f1

13 wraenl action to
this matter
I ] an your website that you can

personalize desk and wall calendars

you we dre doing everything we

16 We do quantity discounts for large
orders

14 must that you give this matter vour
urgent attention

e For fuether information please on the
Itk Tieliow

1 Pl receipt of this orde)

O Plegse my sincere apologies for any

e onvenience caused.

Write the numbers of sentences 1-10 from exerci
50.1 in the boxes below.

1 Three phrases used (o give information (a fadt of some

b Two phiases used as part of a reques|

¢ Two phrases |

d for making arrangements
d Three final, fnendly comments

Now do the same for sentences 11-20.

e Onephrase used in a cust
f Thre

gLy

s inttial enguiry

shrases used in the suppher’s reply to this intia

o Two phrases used by the customer after they have decider
o by

S uset] by a ¢

b Two phras imer ds part of a complaint

1 Two phrages used vy a supplier as part of a reply tora

omplaint

Complete this internal email and the reply with th
words in the box.

attached  attend  ciulate ca-0peration dane

finalized  gst hack  m

gt e remimnd

-

ust a quick tor all e man

L Yo Ihat the arr JETIET

I I'.” l'l"-'\g' Le =

leez 1 Al

full detaiis are *

Thug * s part of our onnoing stat!

levelonment | CiHzaaE 21 IrEgE people |

':rl_ iy | il
meaan th
-
-
thag fear {1 it
ol of wark into ¢
1" |
|
th
AN Yo T || [ lir
nsure there Will be a ot of il
Thanks aegain, Yo 've | a arest ob




s

Match each formal phrase 1-14 with an informal
phrase a-n.

I 'm writing with regard toyour last emall

2 Further to our earher conversation

3 Twould like to apologize fo
ful i you could send me

4 Twould be gr
[ far vou?

S mext Friday convenis

Jse don't hesitate to contact me if

7 Thank you for the kind invitation

g | was wondering if vou could 7
8 | would be very pleased to corne
10 Twould like to remind svervone that

[T Twill.contact again in the near future

12 Wewish you every success i the fitl

Please find attached

T T would like to thank very much for | really

appreciate it

Tha e Lo . -
I'hanks o Kina me

b Good luck wit]

" you

d Please contact

b

me

& Rewyour last email,

'l get back ta yo

o Sorry ab

h Following up vour earlier ¢ A1l

f you can make it next Friday

Let me know
| 1'd love to come
your help. Much apprecialed

raming you' that

[ Pil‘rl"n—_' 'Jt'llll'i Tye

Fill in the gaps with words from the box.
about al 54 back
'r.’ g mn " mn i i 0yt iy

Gver fa to fox Yy

T I';m

ret. no. TH729

wiriting 1ob vacancy

I writinn relation 101 vacancy

ref, no TH7

3 Many tha
41

on this

all your heip

suld be gratefy any infarmation vou have

5 Have a aood look at the report and qget

ne if you have any

(questions.

Attaeh Lty Cathise

It sure that | can count

commitiment
We will contact you again
I have been looking
Interested

ordiarng some office

50 1 Al e view

Yawdr contasneg

(= during) futore o,

Ui et [t
your welbite amd

i,

particular, | negd paper and cartridages suitibl

Lanon phe
I'm writing to comiplain

recelved

sthcapiers,

'.'[‘.l‘ [HOOT SENGIDD W W

YOUur caormpany

the meantime, please don't hesitate to contac

me If you have any questions
We are still waiting

parts

The qoods must be deliverar
April the |atest

|
Good luck

lease call me

”g:_)I!\v.l;.ary thesp

1o Busan oort

my direct line, 123 456 7890

everything

Complete the sentences by putting a verb in the
box into either the -ing or the -ed form.

get  ge  hear  make

You can find further details by

welsiig
| \."\.'Ifu'l..':
A Irm
HCCOLnts;

This has

INconvenence

CONTCErn r_;"{:

requiest LISE

if youcould help

follow

forwardd

WA der

o Sur

sending you a copy of aur

us cansideralyle

olr recent conversation, please find

attached our orde
We look forward to

with you in the future

more business

| it clear when | spoke to you last

week that we hold you responsible

ook forward to

We recommend

YOUr carrier

I weas very

delivery of ihe parts you arde
Thank you for

We are interested 1n
organizations such as yoursely
| !|.'i\-"l.'.‘ o

Your emall was

from you
DHL, UPS o FedEx as

to learn about the late
ad from us
back to me 5o U l._ly

from Fanrtracle

copy of aur brochure

10 us

i 49




Underline the correct or most likely answers.

b Um waitingli've been varting here far ages

2 I'll join you i the réstaurant. 'm warting/l've been waiting for my eagues

have hadl

3 The markets had a sharp 1all last we

4 The markets have haclthad a sharp fall thisw

It you need the instruction marnual ['ve lo# It an your desk

& [l'we left! left the instruction n anllal an ve sk yesterday

AT How long are WO WOTK i 1have you b

S VWior e Fera
=1 working here

AbGUL two years. | joined the Lompany when they opened this branch

a8 A How lona are you workingfhave vou be

g here?

B About twe wee I me all over the w

ks, Then it 50n to Chi ago Head €

“the deposi!

9 We can't supply the aoods he ause the

haven't padid

ecause they haven't paididicdn't pay the

3 e e
I I'mowa ting for Sue When haye vou last seenidid vou last

Fm walting for Sue, Haye YO seenff

Cross out the mistake in each sentence and write the correction at the end.

1 She s sending emails

all week byt hasn't placed an order vet

2 We have started this course three Weeks ago
3 A 'What have you been domg all morniiig 8. 'I've been written letters

fou arrived?

1 When hav

5 You have ey

er been to Iidia?

& Paula Has been organized the press canference for Friday at n

aales have been nsing since three maonths

8 llive in this city since | was born

9 | wait here a long time. Wheare have vou bean?

iG | didn’t ¢ =ntation before, so 'ma bit naruous

1T At last! I'm walting for this phone call all Mormmag

12 How lang do you waork here?

Complete the sentences with the time expressions in the box. Several answers may be possible
but one solution uses each expression in the most appropriate way.

O7len

never alre so far Just

Vet 1o

I I've lved in'my city-centre flat 2009, | love It there.

2 Thanks for the present! I've wanted 4 gold Rolax!

candidates this morming, and none of them is really suitable for

nteryiewed tour

the jab

4 Hawe yOL worked ahbroad

rvbacly!

I've heard that we've N the contract! Congratllations everybe

& Hurry bup! Haven't yvou finished

vorked iy this con any over five years row

7 Nina has

been to a karaoke bar betore It's cerlainlv an inte
2 I've pas

10" We've been very busy an the stand this maorning

J ng &2

d this building, but this is the first time | 20 Ins|de

L away over 200

brocnures




Complete the second sentence so it has a similar meaning to the first sentence. You may need a
new verb, or a time expression like those in Test 3.3. Use contractions where possible.

1

lan doesn’t work at this campany now
Jein this comparny
This 1s the first ume 've been to the United States

he United States before
- e

Thats strange! My copy of Business Gramimar Builder isn't here!

That's stranoe! My copy tisapps
| saw a frend of yours a few maments age

a friend of vours
'y still weriting this report

this report yet.

started working here three years ago

e heen three years

this-yaur first

Have you before?
It's @ long time since | spoke to Goran

to Goran for a long time
g Ancasstill out of the office?

Has bhack "_.f""’l ?

I'm sorry, but Rachel Dawsan isn't her

['rm sorry, but Rachel Dawson has out.

[ since 2008.
came to hve here three months ago

ve een three months

Howw stupicl ot el iy aptop 1s st Il int

il the

car. | hopet's

stuplid of mel | my laptap in the'car | hope it's still there!
I'm still reading this report

[ reading this repart yel

laft the | wlding a morment afit

has the building
Have you been to Scandiriavia at any Lime?

Have you to Scandinavia?

['ver lvad English Ipssans at my company since January

I've heen English at my company since January

t's ages since we last had an order fram C

A

YW an arder trom CWP tar ages

s 15 the tirst time 've eaten I!'-_'Ifll.ll'-._'l steak
[y reindeer steak betore

s about six manths ago

| started |-:.1-_‘r|'i.|‘.

ahoul six months
len's phone numbet

Heler's phone numier
Marguernite was Maonday.

Maonday




Cross out the mistake in each line and write the correction at the end.

o0 the area of innovation in online retailling

I'ret rzally i
They say they'll finish the new shopging mall until the end of the year
seter has been working very hardly on the C-Plan project

baught & blue lovely silk te

We had d great fime on haliday, The people were too frien: [y

This magazine: article 15 extremely exc 1t - it's worth reading

the wihale | hi ||_||._|}'=1 the mead 1 Went very qo il

Using my PC for a long time makes my eyes feel tiring.

Never we give discounts on these products — we just don't need to.
Are you interesting in eéxtending the walranty 4

There 15 too much new information that I'm still a little confused

tey

I was 50 a nsky project that we degidec

In my opinion thelr management team is nol enough expenenced

don't nave time: er now — can it wait until next we

sugh to do

Therr company s larger as ours
Their company is just as large than ours
[t's the better price | can offer,

king In this company simce three months

I've lh.-rf'l WL
The negotiation was such tense we had to call a short Lredk
When | will get back, 'l give you a 1ing

| have to go out to mail this package until the post office closes
You work much harder as they do — you deserve the promaotion
I Y QRINAN our prces are o Fugh i relation to our competitors,
I

Golf 1sn't a5 good [ar fitness and health than swimming

Last v ‘s meeting was very productive, but this one was little useful

I'll weait Here by skx, then I'll assume you're net coming

Complete the sentences with a time adverb or preposition. Choose from: in, on, at, for, since,

during, while, ago, afterwards, after, then.

Al go out for a meal my birthday?

g |
Shall we

He started work ¢ here four years

He's been working here faur y

He's been working here leaving Lniv
The flight arrives [iesday atterneon fowr thirty
afternoon

I arrved at the meeting time to chat with some of the other participants

Lets try to start the maeting Line

My presentation will finish at midday, so we could meet for lunch
Il give my presentation, I'l need a httle time to relax.

Don't wors }.-! YOLUT [aresar vation Yol Il be able to relax

I've been waiting rmore than an hous
Ve make up our accounts the end af every quarter
We have three shifts in the factory, including prie that works iight

| haven't heard Trom them three we

| Haven't haard from them last week

my presentation the projector suddenly stopped working

[ was talking the projector suddenly stopped warking

the summer we usually have a sale. (hwo answaers)

~—

~




word/s in brackets.

4

24

Yolr speech was really excellent, (spoke)

You

orking on the proect 0 January. (working/sincel

= ag mvestment banking. (maore)

Retal banking sn't as protita
tment banking

Y wreful worker. {works)

onica left Paris in July istayed)

Wanica

Do you find opera interesting?
AFa
Al

The meetmg had a positive finish. (finished}

This last w

een harel work for yvou. (worked

ar. (plays gaolf)

ee s a good golfer (plays golf)

Could vou not 1alk so fast, please? (slowly)
Could you

The Chinese market is bhigger than the Indian market. (as)
The Indian marze!

Alain sells the same number af products as Thierry (just)

Alain sells

The other members ol the team are more ex

Complete the second sentence so it has a similar meaning to the first sentence and contains the

this last week

please?

anced than Romy. (least)

While they were interviewing me | noticad & stain on my shirt, (the interview)

| noticed a stai

| started this job in 2008 {(doing/since)

Diane (s on holiday She's back next week (away on holiday)

Diane 15

Thetram arriyed

1t was supposed to. (timel

The train af

His intervention was too late 1o save the negotiations. 1Hime)
He chign't intérvene

| need vour report an Friday at the latest (hy)

| negd

we gy IVE LD, LBRH

WA e Ward Bt fialiv
We tried hard bul fina |:_-

tried hard but

puilding this prototype for tour months. (started/ago)

e oand 've been warting for you since ten. (two

waiting foun YOI

on my shirt

Mexi

Wepk

Friclay

hours.




Complete the sentences with a preposition. Choose from: at, in, on, over, to, under.

back? I'm the rudelle of a meeting

the city centr

e landing

one hand, and his golf clutbs B other
O Godown the corrdor and my.office & the right

There's a fire escape the back of the Buileding

g well and the doctdr serit he hospital
| the phone right now — can [ ask her ta call you back

CHrg the wall

g the bettom of the pane

12 In the fore the tunnel was built, you had to drive the Alps
13 | have six junior managers worl Ing e
14 1'll bewworki it harme for maost of TEMMIar o

15 Hello. This js Ulrike speaking. I'm Paris the Hotel Versallles

Susanna's just rung. She's the restaurant having a dririk

17 Susanna's just rung. She's the bus stop.

L& Jim gave me a lift the station RIS car

| met Kati terday

20 Stratiord (5 the river Thames

Who is going to be the chai the next meeling?

2 Our offices ars the fourth floo

LL 25 df

Decide which preposition from the box goes with each verb.

out (x2) agamnst  for («3)  fram (x2)  in (x2) inta of (x2) o (%3) With (x2)

1l must apologize baing late.

Welcome ( ||.|JI"!:||| |

I'd just like to add sometiing what lawad just said

4 s thie factory msured

tyau're looking

» The cost? Well, it depends

6 The whole package consists the man unit plus these faur ac

I I've divided my presentation three mamn parts

iy 1o prevent us becoming Loo dependent on just one product

& need to diver

o, let me pay this

10 Ve can supply yvour outlets a tull range of sizes

staurant and hotel sactors

clalize catering equipment far the re

canything the market In the Gulf states?

3 He congratulated us ting the contract

14 Lishon rermunds me a bit San Francisco: the bedge, the hills, the weather
irme

15 Please remind me e birthcay nearer the

16 | =10l YO

17 Does ths bag belong anyane her
18 In the next mesting | think we should focus the planning schedule

and a few years later | had almast nathing left

19 Tinvested all my savings stocks in .

=tlow problem and had 1o borrow money the hank

d a temporary ca




Underline the correct word in these adjective + preposition combinations.

1 Areyou certain tofabout/from that?

2 | 'hope their workers don’t go on stnke. We're dependent offon/by them lorour pantlh,
3 Thus lime s very popular forftolwith custormers looking for value for money

4 OUF con

intry is lacking in/offfar energy resources — we have to import all our o1l and v

5 Ourcountry 1s nchndoffor energy resources — we export a lot af oil and ga

6 Arevol awal

byfal just how serlous this problemn is?

A g Ar § Try 4
{ Are you Interest

ed infforfof long-term capital growth or regular income?

o I'm annoyed withfforfabout therm with/for/about being so inflexikile

9 Wheat guarantees can you give about your qualiy? [t's Important toffortby us

10 Qur network solution will keep you safe agamst/for/from hackers and viruses
1T My job s very unpredictable —you have 1o he ready forfabout/to anything
12 Ielt sory forfabout/to Edi when he got the results from the hospital

13 Let me t

+a calculator 'm not very good at/ffor/by maths

14 15 often good orfby your career |f you work abroad for a few
15 I'm respansible forltadof a team of six consultants

of the CEQ

& Itanything goes wrang, I'm directly responsible far/tol

Complete the sentences with a noun from list A and a preposition from list B,

A: advantage

pessimisi price reason  reply solution substitute  trouble

yice compliance inerense nvestiment lack matter

(1 or I 1 i ol ol on 18] 18] with with with

I AL the moment the oll 1s about $75 a Barrél

you 2l me the tne delay? We've been waiting a long tin

3 The mair proposal B 1s that it's much cheaper

A The sropasal A s that Its very expensive
I ¥ )

She looks rather upset

& your last email?
I There's g expensgnce at senior management level

a ['msure we can find a this problem, but it may take some time

advertising 15 no goad guality at a reasonable price

10 This year we're making & major new technology

i1 Can you give me some the bestway to nvest my savins?

12 Ev

13 The tender has ta be an open and transpatent process, in EU requlations

YONE'S WOITEC ¢ ibout the future. There's a lal of he economy

4 Last year there was an operating ¢o

Complete the text with the prepositions in the box.

aurass at(x3)  do made:  near next to off  on(x3)  opposite 1o

the driver and

Liz left eatly to go to her joby interview. She got ' the bus, paid het fate to

amarn and started chattn

She sat down hey

discovered they = both going * thesame stop. "'ve got an intervigwy

d place called Park House,” said Liz. “Is it " the stop where we get oft?’ "Yes, it's not far
You walk the park, Forhes Road, and It's 7 the right,

the end of the road,” the woman rephed. 'In fact, | live 1 the ather side of
the road, just 500 can show you the way." When they arrived therr stop

together




NEGATIVE PREFIXES

Translate:

1. neudoben stol

2. neprimerno vprasanje
3. nevljudno pismo

4. cenen izdelek

5. nepotrpezljivi uéenci

6. nemogo¢ nacrt
nelogi¢en odgovor

o =

neprimeren ¢as

9. nezaklenjena vrata

10. neposten gost

11. neodgovorno osebje

12. nepremegljiva sku$njava
13. nezadovoljni gostje

14. nepoznano mesto

15. netocen vlak

16. neodvisna drzava

17. nenadomestljivo umetniko delo
18. negotov obcutek

19. nepotrpezljivi gledalci
20. nehvalezan otrok

I. Ne strinjam se z njim.

2. Napak smo izracunali vsoto.
3. Ne zaupam mu.

4. Narobe si ¢&rkoval ime.

5. Podatki so izginili.

6. Ne verjamem mu.

7. Ostal sem brez besed.

8. Ta teko€ina je brezbarvna.
9. Operacija je bila brez boleéin.
10. Sem ¢iso brez denarja.

I1. To je neverjetna zgodba.



: B Name:

A. Synonyms. Find another expression for: 5p
a) regarding e YR e S T A L s
b) put off B R TR S mem e e e et
c) pick up = R R R RN Ko et
d) delivery T e R R R R e
g) cancel T e L T R R

B. Correct the mistakes. 10p

a) You have to pay on advance.

b) We are apologise for the delay.

c) The manager is on a meeting.

d) Please replay by the end of the week.

e) | didn't see him for two years.

f) Congratulations for your marriage.

g) We are sending you the latest price list.

h) Further with your telephone call yesterday ...
i) | look forward to hear from you.

J) We would regret to tell you that ...

C. Find the prepositions. 10p
a) e Friday morning

o[- a meeting

5] . 2001

d) night

| - Dunajska 8

B cmuscesn: Bled

) e summer

h) by Thursday ..... the latest

i) ... writing

j) <oiieeeoien. phone

D. Translate. 20p

a) Prosim, odgovorite do konca tedna.

b) Zal vasega plaéila $e nismo prejeli.



c) Sestanek je odpovedan zaradi bolezni.

d) Zelela bi potrditi svojo rezervacijo.

e) Lahko pustim sporocilo za gospoda Hilla?

f) Potrjujem prejem vasega dopisa.

g) Koliko je Solnina?

h) Kdo vodi danasnji sestanek?

i) Kje so prostori Visoke komercialne Sole Celje?

J) Me lahko vezete z interno 347

E. Find the missing words.

a)Achairleadsa .................

b) The mistake was due ........... a clerical error.

¢) If you need any further information, donot .......................... to contact me.
d) The meetingis...................... because of illness.

e) Thank you for your enquiry .................. 6 June.

f) Looking forward 10/ ... .convwapmomin mas you soon.

g) Today thereareseven .............................. on the agenda to discuss.
h) Could you please tell me the ......................... of today's meeting?
DWe ...................... receipt of your order dated 15 June.

j) I am writing to confirm the reservation .......................... of Mr Ronson.
kyWearegladto ...........................you know of the good news.

I) Does Tuesday ..................... you for the appointment?

m)Where ........................... from?

n) During the meeting the secretary keepsthe .................................

o) | look forward to ..........cccvevieciiienin ..o from you.

F. Read the answers and ask questions.

BN iwrsssinesiiins sk v o s T R A s A R s N R S R S e e

Mr Hill wants to speak to you.

| was born in Ljubljana.



| called you yesterday.

He came on Sunday.

R T

| started working at this company seven years ago.

G. Choose the correct word to complete each sentence.

a) | go to work by / with car.
b) Thank you for your letter from / dated 3 Nov.

c) In the letter please find attached / enclosed the latest catalogue.
d) If you need any more information contact me in / by writing.

e) The customer denied / refused to pay for the goods.

f) | call / am calling to postpone my appointment.
g) This is an interesting / interested contract.

h) What's on / at the agenda?

i) Where do you come / are you coming from?

j) amin job / at work eight hours per day.

H. Choose the best responses.

1. Can you give me a quotation?
a. This price is competitive.
b. We haven't got any in stock.
c. They cost 20 euros each.

2. Are those your lowest prices?
a. No, we have plenty more.
b. No, we can reduce them.
c. Yes, they are very important.

5. We are thinking of buying your products.
a. Share prices have been falling lately.
b. Business is doing well at present.
c. Then take advantage of our introductory offer.

3. Can | speak to the manager?
a. Hang on.
b. Stay a moment.
¢. Wait.

4. | was asked to call Mr Thomas this morning.
a. But there is no person of that name here.
b. Do you know his area code?

c. Sorry, but | think you've got the wrong number.

10p

5p



l. Telephoning. Fill in the missing expressions. 20 p

Assistant: Office Supplies. How .. . e ?

Caller: Good morning. Debra Brlghton speakmg | d hke to w.......to your sales
manager .. .. my order,

Assistant: . amoment I|I ...................... CYOU e

Sales: Margaret PROGI, oo saminnmiaaioss

Caller: Good morning. I'm .................. regarding my order ......... 18 Sep. | would like
........ ask you to cancel it.

Sales: I'm . U . but we can't cancel it.

Caller: 1 would be very grateful 1f you . caveinves e RGP MG

Sales:  Well, I'll see what .. Canlyou back, Ms
Brighton?

Caller: Ohpsansmmnarimnes

Sales: : . please?

Caller: My telephone number is 2 521 5598.

Sales: caiscanl

Caller: Yes, of course, My is 8.

Sales: [lllcallyou ............... half an hour to tell you if anything can be done about
your order.

Caller:

Sales: You're welcome.

J. What is the English expression for? 10 p

vezati odpovedati

nemudoma naslov

prejetje poCakati na zvezi

preloZiti zapisnik

biti odgovoren v imenu (mojega

nekomu sefa)

K. Write number with words. 5p

25.03.2008 -

0.408 -

1,235 —

7am-=

325 -

L1. Complete this letter. 14 p
.. Sir/ Madam

We are interested in ...................... your products as advertised ................. 23 Oct 2007

...your moenthly newspaper for furniture. Could you please send us your

.. catalogue and price list .......... the furniture presented on page 677

INCASE vovviwseon B somovismnmuswasanes PIEASEHOIIOL .c.cvimmmmmmrmios 1O CONECEMBL o

writingor ................... telephone.

We. .. .......................forwardto.......................... you soon.




YOUFS vovvon v o

Tanya William

L2. Write a letter. 18 p

Write a formal letter of complaint to Harvey Norman, 5 Oxford Street, Sydney, Australia.

You complain about the poor quality of your HI FI. Explain what is wrong with it and ask for
compensation or return of the appliance by post or to the shop in Ljubljana. It's a formal
letter, which must be 90-100 words long!



Name and Surname:

A. Read the answers and ask questions. 10p

She is responsible for quality control.

Doris Day starts work at 9 a.m.
We have been living here since 1991.

It takes me 20 minutes to get to work.

The shops open at 9 a.m.

B. Fill in the correct verb. 10p

Hi, July. | (write) to let you know that | (get) you e-mail
yesterday but | still (not be able) to open the attached report yet. You'll have
to tell me which program you (use) when you (do) it. |

(try) to open up the document with different programs, but none of them

(work) so far. | also think we need to discuss one or two things before the

meeting. | agree with you what you (say) in your e-mail about the department
training budget being far too small. | told Chris that ages ago but he still (not
do) anything about it. Anyway, | (write) to you again tomorrow to report

you about what's new.

C. Negate the sentences using negative prefixes. 5p
1. He spelled his name.
2. Are you literate?
3. Ifyou are satisfied with the design, send it back.
4. Her angry outburst was typical; she usually isn't like that.
5. The figures are accurate.
D. Translate. 20p

1. Koliko to¢k je na dnevnem redu?

2. Pigem Vam v zvezi z Vasim dopisom z dne 13. marec 2007
3. Cesa se bojis?

4. Nisem opravil sprejemnega izpita.

5. Ali si prebral zapisnik prejsnjega sestanka?

6. Prostori nasega podjetja so na Dunajski cesti.

7. Samo izbrani kandidati so povabljeni na razgovor.

8. Predsedujoci je presel na tocko razno.
9. Hvala v naprej.
10. Podatkov Se nismo preverili.
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EXAM Multimedije A Name and Surname:

E. Correct the mistakes. 10p

1. This is typical for Slovenes.

2. We need more informations,

3. The analysis are accurate.

4. | am writing in connection with your letter from 10 May 2008.
5. James Dobson is on a meeting.

6. I'm dealing with a very unsatisfied customer.

7. Can you lend me pencil?

8. He congratulated me for my recent success.

9. Please send us your newest price list.

10. I'd like make an arrangement.

F. Fill in the correct preposition. 10p

I'mgood __ basketball but I'm bad other sports.

You have to pay _ advance.

I like it when people sing Christmas Day.

Peteris coming ___ Tuesday 3 o'clock.

Jackson is not available the moment. He is a meeting.
How can you let me down? | was counting you.

Please, be there time. | hate delays.

HOookwN >

G. Write these numbers. 5p

65%
3.456
8,632
3+5=8
19t

H . Complete this letter. 10p

........................ , Ms Lessing
| am writing in connection with the interviews forthe ..................." of IT manager. They are
happening next week, and Personnel have just sent me information ...................... ? all the

candidates. | thought we should get together to discuss the CVs and the questions we are

going to focus ..........." in the interviews.
Vil 0 500000 oo “ there is a need for someone with a good knowledge ............... 3
systems integration, becausethe .............................. ® with our current IT system is that

all the parts work separately. | hope we can find a candidate who has shown success
........... " dealing with all the processes in their previous job, but Perscnnel have already
warned me thatthereisa ................... ® of really strong candidates.

What do you think? It is up to you — | am free for a meeting most mornings next week.

WIth B8t .. v o s
Franc Zlafadur



EXAM Multimedije B Name and Surname:

A. Read the answers and ask the questions. 10p

a)

David has been living here since 2003.
b)
The restaurant opens at 11 a.m.

c)

She is responsible for answering the phone.
d)
John Garland works at the facuity.

e)

| paid $2000 for the car.

B. Put the verbs into the correct tense. 10p

Hi, John. It's Maggie. | (get) you e-mail yesterday, but | (be

not) able to open the attached report yet. You'll have to tell me which program you
(use) when you (do) it. | (try) to open up the

document with different programs, but none of them (work) so far. | also think

we need to discuss one or two things before the meeting. | agree with you what you

(say) in your e-mail about the department training budget being far too small. |

(tell) Chris that ages ago but he still (not do) anything
about it. Anyway, | (write) to you again later to let you know what's
happening.

C. Fill in the correct preposition. 10p
1. I'work the faculty.
2. | never spend too much money cars.
3. lam writing reply you letter.
4. Thatlift is of order.
5. Peter is very much afraid big snakes and spiders.
B. She send us a letter 22 February, 2009.
7. The chair demands the report Monday the latest.
8. Why didn't you borrow the book somebody.
D. Write these numbers: 5p
85%
5,553
6.532
7

4X5=20




EXAM Multimedije B Name and Surname:

E. Translate. 20p

1. Se zanimate za nase izdelke?

2. Komu ste odgovorni?

3. Prosim, potrdite rezervacijo pisno.

4. Koliko tock je na dnevnem redu?

5. A: Interno $tevilko 425, prosim. B: Linija je zasedena.
6. Porocilo morate oddati najkasneje do torka.

7. Nisem $e Sel delati izpita iz anglescine.

8. Kako dolgo mora biti sprejemno pismo?

9. Klicem vas, da prestavim sestanek v Cetrtek.

10. Rad bi pustil sporocilo za gospo Brown.

F. Fill in the sentences using negative prefixes. 5p
1. When did Slovenia become dependant?
2. The reasoning was extremely logical.
3. Don't be so patient. You'll get what you need soon.
4. Have you learnt the listof ___ regular verbs yet?
5. The aircraft is designed to be visible to radar.
G. Correct the mistakes. 10p

1. | look forward to receive your reply.

2. How many information did you give them?

3. This is typical for Slovenes.

4. What's the solution for our problem?

5. Friday doesn't suits me.

6. Please confirm in written.

7. 1 work for Petrol for 12 years.

8. He congratulated me for the success.

9. | think this is unlegal.

10. Stephanie is very good in designing new jewellery.

H. Complete this letter. 10p
(1) ......Mr Barton

(2) .... to your letter (3) ... 24 May 2007, we (4) ...... to (8) ....... you that the photocopier DCS98 you
ordered is currently out of stock. May | suggest you consider upgrading to the DCS 1007

Please find (6) ...... our latest catalogue with the above mentioned DCS100 and other types we have
in stock. Ifyou are (7) ......... in any of them, | would be happy to send you further details.

Please (8) ........ me know if you need any (9) ......... .

Yours (10} .........

). Garland

Jane Garland
Customer Services Department

(o1
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Translate:

a) ob 14.00
b) pred pol ure

c) med 18. in 20. uro

d
e) med sestamkom

po 14, uri

f) tocno

g) za veliko no¢

h) 29. januarja
iy 2007
j) ob koncu feb.

K)

na Copovi 15

) v 3. nad.
m) v sejni sobi

n) brez zamude

o) v Celju

2.

10. Where do you come from?

Answer:

1. What's the time?

2. What's the date today?
3. What's the day today?
4. What do you do?

b.
6
7
8
9

Where do you work?

. How are you?

. What is your citizenship?

10 m Grammar B

. How long have you been working here?
. What are you doing at the moment?
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3. Write at/on/in

10 m Grammar B

| WO | 6 June Cone e i A s 24 September 13.....cin Friday
morning

A the evening Bomsmqnsiee Thursday [ SRR Saturday
night

Bl half past two 9, i aupscaneosnisin 11.45 i SR, night
Ao Wednesday [ Christmas Day 16......ccccccenee the end of
the day

Blasasisuwaisau 1987 [ DR Christmas [ the
weekend

; September |2 IO R—— the morning 18 winter

4. Too many words:v vsakem stavku je ena beseda odvec. Poiscite jo.
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Would you like a coffee?

| thank you for meeting me.

Did you have had a good journey?

Can | to go to my hotel first?

I'm sorry I'm in late.

To what time did you arrive?

How long was your flight

My name is Peter Bell.

?

Vstavite ustrezno vprasainico.

......................... are you going?

.......................... are you visiting?

To Paris.

Qur main French client.

.......................... are you going to do?To discuss prices.
On Monday.
Two days.

........................... are you

........................... are you

leaving?

staying?

........................... are you traveling? By train.

........................... are you returning? On Tuesday.

Uporabite vljudnejsi nacin

(pogovor po telefonu)
Who are you?

What do you want?



e ——

10 ® Grammar B

He is not here.
Wait.

What?

What's your name?

o o &~ W

7. Uporabite Present Contiuous za dogovorjena dejanja v prihodnosti:

Peter Brown and his colleague Anna work for Euro Hotels. They................ (visit) the

Canary Istands next month for a four-day business trip.

TheY i ( arrive) in Grand Canaria at 10.16 am. and ... (give)
presentation on the company's plan to local managers in the afternoon. On day two
Baler vamvaamesms ( travel ) to Tenerife and ........coceeee (visit) the company's hotel
there. Anna ....................... (not accompany) him.
8. Explain:
a) clo f) OSCE
b) Attn. g) VAT
c) a.m. h) R.S.V.P.
d) cc i)i.e.
e) encl. i) e.g.
9. Translate:
exchange rate contract
unemployment rate most convenient
interest rate premises
a fare a break
signature to remind
to sign

10. Translate

a) Z veseljem vam sporoam, da . . .

b) Na zalost vam moram sporo¢iti, da . . .

c¢) Prosim, da potrdite rezervacijo pisno.

d) V zvezi z najinim pogovorom vam sporo¢am, da . . .
)

e) Zelela bi povratno vozovnico za London, 14. februarja 20086.
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10 m Grammar B

f) Pisem vam, da vam sporoc¢im nas novi naslov.
g) V roke nabavnemu oddelku.

h) V pri¢akovanju vasega odgovora vas lepo pozdravljamo.

11. Write at/on/in

1. Goodbye! See you ....on......... Friday.

2. Where were you ..........cc..ee.. 28 February?

8. ligotiupicaianmmad 8 o'clock this morning

4. |like getting up early ............ the morning

5. My sister got married..........c.c.ccceuee May

6. Diane and | first met ............... 1979

7- Did you goioul: e Tuesday?

8. Did you go out......cccccoinnnnn Tuesday evening?

9. Do you often go out......cccceevecnnnne the evening?
10. Let's meet.....ccoeeeiiininnns 7.30 tomorrow evening.
11. loften go away.......cccuvvveneeeecens the weekend.

12. I'm starting my new job........ccccorreimrraeeens 3 July.
13. We often go to the beach......cccccooeivinnnnn summer.
14. George isn't here............... the moment.

15. Julia's birthday is .......ccoveerrecnnnenns January.

16. Do you Work ......ooceeiiiiiiiiennn Saturdays?

17. The company started..........ccooeeeeierinnnes 1969.

18. | like to look at the stars............cooeeueene night.

19. I'll send you the money..........cccoeveeneen. the end of the month.

12. Underline the correct word in each sentence.

Jan and Karmen live/lives in Madrid.

Joze watch/watches television every evening.
| usually go/goes to school by bus.

It never snow/snows in this city.

Suzana live/lives in that house.

- O OO O O

Katja get/gets up early every day.

o

All the buses leave/leaves from this bus-stop.
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13. Write a question or a negative sentence.

a Jan—getup at 7.00.......cocoiiiiininns
Daes Jan get Up &E 7.00...........cccmiisissisisiaiasinii ?
b Ana and Miha - walk t0 WOrK. .....ooiieiiiiiiiiii e ?
c iz T e B D0 coravssmivmmsnins ussso srinccs s s s o e S s s SRR ?
d Ana and Miha — refax in the evening. ... cens
e Ana and Miha — not/like tennis ............. Ana and Miha don't like tennis................
f Jan — not/where school UNIfOrM.. ... e cen e e e
g Ana and Miha — Not/USE COMPULETS. ...c..iiiiiiiiiiiciieie s
h Jan — not/do his NOMEWOrK.......coo ot e

14.  Ana in Bojan meet in a bar. Bojan usually says the wrong thing. Correct
his mistakes.

ANA: Good evening.
BOJAN: Good day.
ANA: How are you?
BOJAN: Terrible. I've got a bad cold and ...
ANA: It's my birthday today.
BOJAN: Congratulations.
ANA: Would you like a drink?
BOJAN: No, thank you. Coke.
ANA: With ice?
BOJAN: No, please.
ANA; Here you are. Cheers.
BOJAN: Bless you.

{ X

A. Translate the following sentences.
1. Rad bi govoril z g. Millerjem, prosim.
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10 m Grammar B

3. Lahko me vezete z g. Adamsom, prosim?
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10 @ Grammar B

20. Anglescino imamo v predavalnici 210.

B. Correct the mistakes.
1. Mr Brown works in Intereuropa.

2. He is doctor.

3. Catherine live in London.

4. How often you travel to Germany.

5. lcall to arrange a meeting with Mr Smith.

6. Thank you for your letter from 4 April.

7. | work here for 5 years.

8. I'm writing to place an order for . . ..

9. We would be appreciate it if you could . . .

10. This is owing to the government has increased sales tax.
11. Are you looking for someone?

12. | need to speak to Mr Miller.

13. They are wanting some more time think it over.

14. I'm agreeing. | think it's a good idea.

15. Helen deals with John's clients whlile he’s on holiday.
16. | think about changing my job.

17. He can't answer the phone. He has a shower.

18. Which beer are you preferring?

19. That's ridiculous —we're not believing it.

20. I'm sorry, | don't understand what you say.
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10 @ Grammar B

C. Put in the prepositions,

Y o the afternoon 7} . a business frip
2 T—— night 5 R a meeting

) — Thursday — Friday at the latest
| I May 1 3 | S——— 3 o'clock

D) Form questions
1) Mr Collins is writing a letter of complaint.

E) Fill in the missing words.

1) ThE i leads the meeting.

2) During the meeting the secretary keeps the .......ccccvviviiiiiiiinininiein, ;

3) Could you please tell me the date and ...........cccceeeeeinnn. of the meeting?

4) The meeting will take place on 15 May instead of 13 May. It has been

5) Today there are five items on our ... to discuss.

6) Ms Brown will contact you directly to arrange a .........cccccocviiiiiininn time for her
visit.

7) 1look forward to ......ccccciiiiiiiiiicininiins from you soon.

8) Thank you for your enquiry ............... 12 June.

T to your recent advertisement in PC HIT, | would be
grateful if you could send me details of your business software.

10V WO suissammanansbansossssosss receipt of your order dated 17 September 2001 for . . .

F) Choose the correct word to complete each sentence.
1) We are delighted / friendly to hear that the conference was a success.

2) Please find the attached / enclosed euro prices as requested.
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3) This is Peter Smith speaking / talking.

4) Heis in charge of / for receiving visitors.

5) Would / Could | have your name again, please?

6) Excuse me /Sorry for being late.

7) 1 would like to apologise about / for the delay.

8) Please let me know if you want / need any further information.
9) Most of the items are on / in stock.

10) Ijust /1 have just finished the report.

G) Telephoning. Fill in the missing expression.

Assistant: Galaxy Computer Supplies.

Gallal: | cccnvssiesnsmsssmesssss 277, please.

Assistant. s o] R b | FPORRp——— PRORK s roanansomenmmuvesvarisesss .

Sales: Overseas Sales. Linda NOOMN ... .

Caller: Good morning. I'm interested ............. your firesafe cabinets. ............
you have a sales office in Spain?

Sales: [ T, we don't, but | can arrange for a sales visit from
our agent.

Caller: No, no. That's not necessary. ........ccccoccceeenain. you quote me a price for
20 BZ11 cabinets?

Sales: Could you ... your name, please?

Caller: Oh, Jose Rosales.

SRIBE: oo e D s Ve DR S AR G N SRNAE , please?

Caller: That's R-O-S-A-L-E-S.

BAIEE i i e T SR A AN SN eSS ?

Caller: My fax number is 1 430 6687.

SABE! s R R AR s RIS RS ?

Caller: It's Telefonica Espania.

Sales: Telefonica Espania.

Caller: Right.

Sales: I'l work out the price and fax it ........... youl.

(0= =1 SO .

Sales: Bye.

H) Synonyms. Find another expression for:
1) connect you D wemseneass ssqesxn s A L E i TSR e A S

2) postpone S e S S A R S S
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10 ® Grammar B

3) forthcoming 5 pessresreessenpessmmmmenitr R AR Y
4) further details B e R R A R N B

5) shipment T m———
)] What is the English expression for:
provizija udeleziti se
dobavitel] oklevati
predstavnik v imenu
blago cimprej
prejeti zaseden

J) Choose the best responses.
1. I'd like to speak to Mr Gibbs, please.
a. Yes.
b. I'm afraid he's not here at the moment.

c. Well, you can't.

2. Can | speak to Mr Gibbs, please?
a. Hold on, please.
b. Don't go away.
c. Allright.

3. Miss Lucas asked me to call this morning.
a. Sorry, your number is the wrong one.
b. Do you know the area code?

c. Butthere is no person of that name here.

4. Could | speak to Mr Gibbs, please?
a. Who's calling?
b. Who are you?
c. What's your name?
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5. Can | ring you back later?
a. Yes, ring me.
b. Yes, please do.
c. Of course ring, yes.

K. Letter writing
Fill in the prepositions.

ALL SPORTS
LTD

St Patrick's Rd. 32
Amsterdam 5AG

Nederlands

23 March 2001

The Sales Director

VELA ITALY

Corso Vannucci 46

Pisa

ITALY

Dear Sir

We read your advertisement ................. the current edition ........... » Sailors for fun« and are
interested ............ your products, particularly ............. sailing boats' equipment.

We are a large retail company ................ shops throughout Northern Europe and would like your

catalogue and price list, quoting Amsterdam prices.

Please let us know your terms ........cceia. trade, including quantity discounts, delivery dates, and any
credit facilities you are prepared to offer ............. large orders.
We look forward ................ hearing ................ you soaon.

Yours faithfully
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EXAM Name:

A. Synonyms. Find another expression for:

a) immediately e

b) postpone m e T

d) answer 5 s T e s

)
)
c) wait B e NS S O S S  SR SEETA
)
)

e) in accordance with B i enneseei e e Y e K s SR AR T AR

B. Correct the mistakes.

1) | like to thank you for your help.

2) This mistake is typical for Germans.

3) | congratulate you for your promotion.
4) | confirm receive of your letter.

5) | am apologise for the mistake.

6) Do Friday suit you?

7) | am look forward to seeing you.

8) Please reply by the end of the week in the latest.
9) He is at a business trip.

10) Thank you on advance.

11) Please response as soon as possible.

12) Contact me in written.

C. Find the prepositions.

a) Please contactme ............ phone;

b) Do you start work ............ 7 o'clock?

c) We hope to see you ............ April.

d) My bossis ............. a meeting.

e) | will call you back............. half an hour.

f)y We need to know your answer ............... least one week
g) | have been working here ............... 1999.

h) Our headquarters are ............ Dimiceva.

i) I'm not here for pleasure, but ............ business.
|) Please reply as soon .......... possible.

k) Mr Milleris .......... a conference.

advance.

Sp



D. Translate. 18 p

a) Sestanek je bil odpovedan.

E. Find the missing words. 16 p

a) There has been a decrease in the price of raw materials ............ 9 per cent.

b} Please NG c.avnnmmesyies our latest catalogue.

c) We are extremely sorry ............... losing your order.

d) People UBHIANY «conismswnsmvnanisis atthe age of 60 or65 and receivea ........................ :
EPWe oo a lot of business with the Japanese.

f) Good morning. | have an ..o with Mr. Jones at 10 a.m.

Q) HOW TRERY wovmammomsumuesaessomsivgs are there on today's agenda?

b WoUldBR s if you could send us details of your software.

i) I'm sorry. | didn't hear you. Could you ............cooieninnnin that, please?

1) | would like to make a reservation .............ocoivieioiniiencninnn of Laura Thomson.

k) We hope this has not caused YOU @ny ........cccccoviieiemnimmmvnimme e .

) Please .......oocveeveereveeeeeennnn our apologies once again.

m) We require payment ..........oocoovieninnn. 30 days.

1 e R SR SR T , we have not yet received the goods

O) toorieeie e to our telephone conversation this morning. . .



F. Read the answers and ask questions. 10p

The banks in Kranj close at 5 p.m.

G. Choose the correct word to complete each sentence. 8p

1) He is responsible of / for receiving visitors.

2) Would/ Could | have your name again, please?

3) Excuse / Sorry for the mistake.

4) I'd like to make / do a reservation.

5) We are writing to reply to / in reply to your enquiry.
6) | am writing in behalf of / on behalf of Mr Miller.
7) Canyou do/make me a favour?

8) | am calling / call to cancel the meeting.

H. Telephoning. Fill in the missing expressions. 20p

Assistant: Office SUPPHES. HOW ...uoovvuiviuiiiiiiiiiemmiisesmmsssssossees 'you? _

Caller:  Good morning. Hillary Newton ................ s s MO TB sue suszse s "to your

sales Manager ......................... " my order.

Assistant: ..o SN 14 L | I SYOU oo E,

Sales: Kate Benson ............c...occecviviiieiacas :

Caller: Good morning. I'm calling ................... Ymyorder........ "2May. | .............. i
like to cancel it.

Sales: M. .......onmssisais "? but you can't cancel it.

Caller: ..................... Plleave a ..o " for your sales manager then?

Sales: Yes, Of ....oooocooeinn. M Could you ...oooiiii "% your surname, please?

Caller: Yes, my surname is Newton.

LS. ' please?

Caller: My telephone number is 015556661. Please tell your manager to call me as soon
as possible.

Sales: lllmakesurehe ...........cooovvvvvvnnn '® your message.
Caller: ... " you.
BRIIE] s R T w0



|.Translate the verbs and make nouns. 10p
1)OBVESHE covvvviviemieniriiieeciseisieese easseeseneeseseees e e ssea e s
2)8VBtOVALL  ..iiiiiiiiiiiieieriniee eevemeeeeesese sy ea e e s
e § 757015 1 AU o5 e o o S e
BYEBIEE. e s SRR S ISR DAL A
)

SYPIBIEH  enreeossmmmenresrane s RS SR U e

J1. Complete this letter. 10p

Dear Ms Lane

Thank you ............. "your letter ............. 19 March 2008, ............. * which you enquired
............. our Autocomm car phone.

We * our latest catalogue and price list. We can give you a discount
............. “10% .

We would like to suggest thatone ............. “our representatives visit you to demonstrate the
exceptional guality of our product. Our regional representative will .............. "in
Philadelphia during the first half of April. If you need more information, contact me .......... g
email.

Please do not hesitate to contact us to arrange @ ...........ccoocvvveiciiiicninnnn. ¥ date and time
for a demonstration.

We look forward to ..................... " business with you.

Yours sincerely

Sylvestor Danni

Managing Director

J2. Write a letter. 18 p

On 19 May you received a letter from James Miller asking you to send him your
catalogue and latest price list. Reply telling him that you can send him the price list,
but you cannot send the catalogue, because . . . (Think of a reason).



