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T :
itroductions

Excuse me, are you Brian Stevens?  I'm a marketing manager.
Yes, | am. I'm with Hyundai.

2 Youandyourcompary

What company does she work for?  Where is the head office?

She works for IBM. It's in Seoul.

3 \/iSi’[iﬂg a client 16 3.1 Arriving for an appointment
I have an appointment at 9:30. I'm here for the trade conference.
Please come this way. I think Mr. Yasuda is expecting me.

4 Businss actis '

first, then, next, after that, finally ~ always, sometimes, never

First, | check the sales figures. I always carry a cell phone with me.
Review ' P 28
5 le' ﬂg an ap po | ntment 29 5.1 Arranging to meet 5.2 Speakingto reception
an Friday, at 9:30. Could | speak to someone in sales?
this week, next week. I'd like to speak to ..
6 Req uests and offers 35 6.1 Placing an order 6.2 Requests and offers
Could you deliver them by the 25th? Could you send me a catalogue?
Would you like me to..? I'm sorry, that's a little difficult.
7 Company and personal Q1 oy e Lo B L
: What happened? What happened in 19827
histo ry Canon started up. When did they go bankrupt?
8 Makin g p} ans 47 8.1 Announcing company plans f§l 8,2 Talking about company
' ; = i objectives
I'm pleased to announce .. What objectives do you have?
Our objective is to .. : We want to expand the chain.
Review 53
= Opl nions and prefet’ences 54 9.1 Choosing the best candidate | 9.2 Making comparisons
Personally, | like ... Which one do you prefer?
He's younger than Ming. This one. It’s lighter than the Toshiba.

10 Directons and invtations
directions

Take the west exit out of the station.  Can you tell me how to getto...?
Go past the coffee shop on the left.  Make a left onto Hibiya Street.

11 Entertaining 66 11.1 Offering food and drink

Can | get you something to eat? What would you like to eat?
Would you like something to drink?  I'd like some salad, please.

12 Saying goodbye 2

It was a pleasure to meet you. You have my number, right?
Thanks for all your help. I'll e-mail you when ...

Review 78

Information gap 79 TOEIC® practice s Listening scripts 109



1.3 Numbers 1-10; 1.4 Who are you? 1.5 Interviews 1.6 Culturefile
telephone numbers

Could you repeat that, please? Speaking practice Listening practice Greetings
I'm sorry. | didn't catch that. Speaking practice
activities
What do you do? Listening practice Listening practice Socializing
| manage the website. Speaking practice : Speaking practice
addresses g
Formal and informal language next to, across from, between Speaking practice What'’s your office like?
How's it going? Pretty goad, thanks.  on the left/ on the right Listening practice 7
activities
How do you market Gatorade? Listening practice Speaking practice Office life
First, we do market research. Flight numbers, departure times Do you ..?

5.3 Fixinganappointment 5.4 Numbers - ordinal numbers; § 5.5 Telephoning 5.6 Culture file
dates

Could we meet next week? 1st, 2nd, 3rd ... Speaking practice The right time
How about Tuesday afternoon? Dates, months, years Where should we start?

6.3 Decimals, exchange rates 6.4 Checking information - 6.5 Ordering by phone 6.6 Culture file
email and website addresses

What's today’s exchange rate? Could you repeat that, please? Listening practice E-commerce
What was the first word, please? Speaking practice

7.3 Issey Miyake: 7.4 Numbers 10,000-1 billion 7.5 A family business

7.6 Culturefile

Listening practice Large numbers Was he born in 19012 Job mobility
Speaking practice Yes, he was. / Mo, he wasn't.

8.3 A business trip 8.4 Numbers - percentages B.5 A newproject 8.6 Culturefile

I'm visiting Hong Kong next month.  Listening practice We plan to open in three years' time.  Business travelers

I'm coming back on the 27th. That's not going to be a problem.

9.3 Agreeingand disagreeing | 9.4 Numbers - dimensions and 9,6 Culturefile
weight

| agree with you. How wide is it? ‘Speaking practice Interrupting

I'm afraid | don't agree. How high is it? i

10.3 Apologiesandinvitations [ 10.4 Numbers - travel times 10.5 Howdo | get there? 10.6 Culturefile
I'm really sorry I'm late. How long does it take to get there  Speaking practice Airport transfer
I'm afraid | couldn’t find a parking by bus? :

space. It takes twenty minutes.

11.3 Atarestaurant 11.4 Numbers - prices 11.5 Ordering food and drink 11.6 Culturefile
Are you ready to order? Two ninety-nine. Speaking practice Entertaining clients
What's today’s soup? Twa dollars and ninety-nine cents.

12.3 Talking about the future 12.4 Numbers- 24-hourclock [ 12.5 Itineraries 12.6 Culturefile
By the the way, this is for you. 1910 hours Speaking practice Gifts

Thanks again. Don't mention it. ten past seven Reading practice

Answer key 119



FIrst meetings

designer

: = = . = engineer
1.1 Meeting aclient - introductions il 1.2 Talking about yourself 1.4 Who are you? exchange business
Excuse me, are you Brian Stevens? I'm a marketing manager. Speaking practice cards
Yes, | am. I'm with Hyundai. ot
I'm Jun Nakamura. 1.3 Numbers 1-10; Listening practice Enr:r?;ger
This is Mr. Ueda. telephone numbers Speaking practice marketing
Pleased to meet you. Could you repeat that, please? 1.6 Culturefile sales

I'm sorry. | didn't catch that. Greetings

MODULE 1.1 Meeting a client - introductions

SPEAKING Look at the photo. Describe the situation.

LISTENING 1 ©02 Jack Adams is arriving for a meeting. Listen to two conversations.
How many people does he greet? Who has he met before?

2 ©02 Listen again. Check (V) the expressions you hear.

Conversation One Conversation Two
Good morning.
Pleased to meet you.
Good to see you again.
Welcome to Osaka.
Did you have a good flight?

CHOOOaN
Hnnnn

Excuse me.
3 ©O03 Listen to this conversation at the airport. Complete the conversation.

A Excuse me, are you Brian Stevens?

B Ves, 1. Hello.

A Nicetomeetyou. 2 Jirawan Nittaya. Welcome to Thailand.
B Thank you. Good to meet you, Jirawan.

SPEAKING Greet the other students in your class. Use your own name. You can also use
these phrases:

Good morning / afternoon / evening.
How are you? I'm fine, thank you / Good, thanks.

4 UNIT 1 First meetings



MODULE 1.2 Talking about yourself

SPEAKING 1 Read the information in the chart.

Alana Price In-Chol Park | Mia Cheng Shinji Abe
from Sydney Pusan Taipei Osaka
lives Singapore Seoul Hong Kong New York
company | Apple Hyundai lkea Sony
job marketing manager engineer accountant sales manager

2  Work with a partner. Ask and answer questions about each person.
For example:

A B
Where's Alana Price from? She’s from ...
Where does she live? She lives in ...
What company does she work for? She works for ...
or
Who is she with? She’s with ...
What does she do? Shesa /an ..
LISTENING 1 ©04 Alana Price and In-Chol Park are at a conference. Listen and complete
the conversation.
A Where . ! from, Mr. Park?
B I'm from Pusan, but now | live in Seoul. And you?
A I'm from Sydney.
B Whatcompany —_ Zwork for?
A I work for Apple. I'm a marketing manager. Who —_ 3with?
B I'm with Hyundai.
A Oh, really? What 4 do?
B ['m an engineer.

2 Practice the conversation with a partner.

3 Practice again. Use the information about Mia Cheng and Shinji Abe.

UNIT 1 First meetings 5



MODULE 1.3

LISTENING

SPEAKING

Numbers 1-10; telephone numbers

© 05 Listen and complete the chart.

Elightno. Dg_a_s_ti_natii_'m Time Status

FR 509 Dublin 10:30 Gate closed
a | VS043 Las Vegas 10:45 Boarding, gate
b | IB 5801 Bilbao 10:55 Boarding, gate
¢ |AF 167 Paris 11:05 Boarding, gate 45
d [LH49 Frankfurt 11:50 Delayed

©@ 06 Listen to the telephone messages. Check (v') the numbers you hear.

a [ 10353217745 [ ]0352317754 ¢ [ ]02293 5065 [ ]02993 5065
b [ 1026013592 [ ]026913952  d[ ]069341115 [ ]069324 1115

© 07 Listen to the conversations. Complete the forms below.
a b C

Message for room 30| Message for room 245 Message for room |22

Please call Mr. Aoki from :_ Jirn Baker from IBM called. | Mr. Garcia will be in the
Miteubichi acap Hope you had a good flight. | lounge at 3:00 p.m.
tel. no. Please call him at His no. ie

Student A Turn to page 79.
Student B Look at the useful telephone numbers for visitors to Japan.
Complete the information. Start like this:

A What's the telephone number for Narita Airport?
B It’s.... What's the number of the US Embassy?

Useful':l_tele_-phqne numbers for tourists

Transportation: Haneda Airport

Narita Airport 0476-34-8000

Kansai Airport

JR East 050-2016-1603
Embassies: UK Embassy 03-5211-1100
US Embassy

Work with a partner. Ask for their cell and home telephone numbers (you
can use imaginary numbers if you prefer). Write them down. You can use
these phrases:

What’s your cell / home phone number ?

Could you repeat that, please?
Did you say 669 or 6657?

UNIT 1 First meetings



MODULE 1.4

SPEAKING Work with a partner. Choose one of the people below. Take turns asking
each other questions and find out your partner’s name. The first person to
guess correctly wins. Ask yes/ no questions only. For example:

A Are you from New York?
B VYes, | am. Are you from Tokyo?
A No, I'm not. Do you work for Toyota?
B Yes, | do. Are you from Seoul?
A Yes, | am. Are you an accountant?
B Yes Iam.
A Are you Ms. Jones?
B VYes. You win. Let’s try again.
Mr. Scott Ms. Iwasaki Ms. Seok
= New York = Tokyo = Seoul
= Toyota » Samsung = Samsung
= manager = gccountant = manager
Ms. Lin Mr. Murata Ms. Jones Mr. Baek
= Taipei = Tokyo = New York =« Seoul
= Toyota = Samsung = Toyota = Nike
= manager = manager = accountant = executive
Mr. Han Mr. Huang Mr. Wilson
= Seoul = Taipei = New York
= Nike = Microsoft = Microsoft
= designer = executive = executive

Mr. Tseng Ms. Hwang Mr. Ishii Ms. Lai

= Taipei = Seoul = Tokyo = Taipei

= Microsoft = Samsung = Nike = Toyota

= designer = gccountant = designer = accountant

Ms. Garcia Mr. Ogata
= New York = Tokyo

= Microsoft = Nike

= designer = executive

UNIT 1 First meetings 7



MODULE 1.5

LISTENING © 08 Listen to the interview at a job agency. Complete the data:
Name:
From:
Company:
Job:

Phone number:

SPEAKING 1 Interview someone in your class. Ask and answer questions to
complete the data below. Talk about your job, or one you would
like to have. Start like this:

Hello, good to meet you. I'm ...
Name:

From:

Company:

Job:

Phone number:

You can use these phrases:

What’s your work number?
I'm sorry, could you say that again, please?

2 Join another pair. Make introductions and find out three facts about the
other students. You can use phrases like these:

This is Mr. Hsu. He works for HSBC.
She’s from Chiba, but she lives in Tokyo now.
He’s an executive with Kookmin Bank.

8 UNIT 1 First meetings



MODULE 1.6 Culture file - Greetings

READING When people meet in your country, how do they greet each other?
Check (v') the correct boxes.

friends co-workers strangers

shake hands

bow

hug

exchange business cards
kiss (on the cheek)

use first (given) names

0
oo gdd
OO0 n0nn

use last (family) names

SPEAKING 1 Now compare your answers with a partner.

2 How do people greet each other in other countries? Talk about three other
countries you know well. You can use phrases like these:

In my country, we usually ...
In the USA, I think they ...
In Australia, they ...

UNIT 1 First meetings G



You and your company

What company daoes she work for?
She works for IBM.

What does the company do?

IBM makes computers.

Where does he work?

At the headquarters in Seoul.

conference
develop
2.1 Introducing your company 2.2 Company activities 2.4 Numbers 11-100 help with
Where is the head office? Listening practice make
It's in Seoul Speaki i IATEE
5in : peaking practice organize
2.3 Departmentsand daily activities il 2.5 Starting a conversation plan
What do you do? Listening practice product
I manage the website. Speaking practice Eerﬁwde
I work in Human Resources, 2.6 Culturefile work for /in / at
Socializing

MODULE 2.1

SPEAKING
LISTENING

SPEAKING

10

Introducing your compan

Look at the photo. Describe the situation.

© 09 Two speakers introduce themselves at a conference. Listen and

check (v') the correct answers.

He / She: Sung Su Huang Emma Clark
works for IBM.
works for Samsung.
is a technical training manager.
is an IT consultant.

works at the headquarters.

N
Hinnnnn

works in Ontario.
His / Her company makes:

consumer electronics (telephones,
MP3 players, etc.).

]
]

computer hardware and software.

Work with a partner. Take turns asking and answering questions about Sung
Su Huang and Emma Clark. Use these words:

What / company / work for?  What / do?
Where / work? What / company / do?

What company does Sung Su Huang work for?
Where does Emma Clark work?

UNIT 2 You and your company



MODULE 2.2

SPEAKING

LISTENING

Company activities

Look at the chart below. Write the missing words into the third column.
Use provides or manufactures.

Match the company to its business activity.

Company Country Business

Telstra Australia

Ricoh Japan 1 telecom services
Kookmin Bank South Korea 2. — banking services
Toyota Motor Japan 3 office electronics
China Mobile (HK) China 4 food products
Bank of America USA 5 cars

Unilever NV Netherlands

Work with a partner. Ask questions about some of the companies, e.g.

Where is Toyota’s head quarters? In Japan.
Is it an American company? No, it's a Japanese company.
What does it do? It manufactures cars.

Talk about other companies you know in the same way, e.g. Microsoft, KT,
Fuji Photo Film, National Australia Bank, Hyundai Motor, etc.

&

FUJIFILM 5ooa

m DENSO

© 10 Use the words below to complete the sentences. Then listen and check

your answers.

Head company engineer offices Singapore international

My name’s Yeong Min Lee and I'm from Korea. 'man . I work
for Foster Wheelerin 2 Next year I'm going to work in the
UK 3 Office. Foster Wheelerisan ' engineering and

construction Swith ¢ all over the world.

Tell your partner about your company. Where is it from? What does it do?

UNIT 2 You and your company 1



MODULE 2.3

READING

LISTENING

WRITING

12

Departments and daily activities

Look at the jobs listed below and match them to the correct department.
Complete the chart.

sales representative marketing manager accountant

IT consultant personal assistant helpdesk advisor

| Human Resources Sales

Customer Services Marketing

Finance Technical Support

© 11 Listen. Where are these people? Check (v') the correct answer.

|:| party D conference D training course

© 17 Listen again. Match each name to the correct department and job.

Naine Department Job

Mark Nakamura customer service organizes training courses
Grace Wu sales deals with customer problems
Ken Lee human resources manages the company website
Maria Martinez IT checks customer orders

What do these people do? Match the job with their daily activities.

] open the mail.

a I'm a web site manager. I _
[ ] design web pages.

D demonstrate new products.

b I'm a sales representative. I .
[] manage the company website.

[ ] plan my boss’s schedule.

¢ I'm a personal assistant. I -
|:] visit customers.

Write one or two sentences about your job, or a job you would like to have.
Then ask other students about their jobs. For example:

A What do you do?

B [I'm an office clerk. | do the photocopying and answer the telephone.
How about you?

A I'ma/an..

UNIT 2 You and your company




MODULE 2.4

LISTENING

SPEAKING

Numbers 11-100

Before you listen, practice saying these numbers.
11,12,13,14, 15,16, 17,18, 19, 20
© 12 Now listen and check.

© 13 Circle the room numbers you hear.

a 13 thirteen 30 thirty d 18 eighteen 80 eighty
b 17 seventeen 70 seventy e 15 fifteen 50 fifty
¢ 14 fourteen 40 forty f 19 nineteen 90 ninety

© 14 Write the numbers you hear.

a N - e B
b . f =——-o. f

Student B Turn to page 79.
Student A Complete the information. Complete the company names (1-6)
first and then the number of employees (7-12). Start like this:

A What's the name of the electric utilities company?
B It's Tokyo Electric Power.

B How many employees work at Tokyo Electric Power?

A 40,000.

You start.
Company Country Business Number of

employees

1 o Japan electric utilities 7 40,000
2 National Australia Bank Australia banking services |8
3 Japan machinery 9 60, 000
4 Korea Electric Power South Korea | electric utilities 10
5 N China finance 11 220, 000
6 JP Morgan Chase USA banking services |12

Useful language:

Could you repeat that, please?
Could you spell that, please?

UNIT 2 You and your company 13



MODULE 2.5

LISTENING

SPEAKING

14

Starting a conversation

© 15 Listen to this conversation at a conference. Complete the conversation.

A Mr. Lewis? My

Thank you. Who are you
I work for City Network, in
Oh, really?

Yes, I'm in the

And what do you do?
| Squality egntrol.

P WP ®E > ®

people below.

' Michael Hsu.
| really enjoyed your presentation.
% Mr Hsu?

* department.

Now practice the conversation with a partner. Choose from the business

KEIKO ODA
COMPANY Mitsui and Co.
CITY Osaka
DEPARTMENT Sales

ROLE check customer orders

MIKE GREEN

COMPANY HSBC

CITY London

DEPARTMENT Human Resources

ROLE develop training programs

LINDA GOH
COMPANY Hanoi Star Travel

CITY Hanoi
DEPARTMENT Customer services

ROLE handle customer enquiries

PETE LUCAS
COMPANY AMP

CITY Sydney
DEPARTMENT IT
ROLE collect data

2 Practice again with other students in the class. Use real or imaginary

information about yourself.

UNIT 2 You and your company



MODULE 2.6 Culture file - Socializing

READING When you meet someone for the first time in your country, what can you
talk about? Can you ask these questions? Check (v') the correct boxes.

not OK  possible

[]
L]
[]
[
[]
[]
[
[]
[
[

How old are you?

Are you married?

Do you have any children?

Where do you come from?

Do you live in a house or an apartment?
How tall are you?

How much do you earn?

Why aren’t you married?

Do you dye your hair?

N O O
OOOO00004tt

Do you like your job?
SPEAKING 1 Now compare your answers with a partner or in small groups. Do you agree
with each other?

2  Where do you like to go after work to socialize with your colleagues? A
restaurant, bar, golf course, café, or somewhere else?

3  Where would you take an overseas visitor to your company for socializing?
Think of three different venues near your workplace. Do the people in your
group agree?

UNIT 2 You and your company 15



