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g?.q LISTEN TO THE AUDIO, THEN
NUMBER THE EMAIL ADDRESSES
IN THE ORDER YOU HEAR THEM

..1 . 2 i].’ ™
fireRee
0 cjjones@global-execcom
0 joetworldmailcojp

(3 cjones@giobal-exec.com

@ jayjones@globalmail.com
O globalmail@jonesbrothers.com

Six people are giving
their contact detalls 1o
someone they have mat

@ cjjones@global-exec.cofr

7.5 CROSS OUT THE INCORRECT

. WORD IN EACH SENTENCE

‘ Just myadE / give me a call when you're ready,

" @ Doyou do / have a website | ean losk up?

o Your joh title / name isn't listed hare.

€ Just fall / drep me a line for more details.

O How can | reach / touch you to follow up?
& Isthis your phone number / address?

@ Here's my contact / business card

@ Say / Call me to arrange a meeting.

O Drop me a line / word 1o follow up next week,

LU

D 7.6 LOOK AT THE BUSINESS CARDS AND ANSWER THE QUESTIONS

McKay & Sons is a travel agent. True
@ McKay and Sons has a website. True
© Steven McKay is a Web Designer.  True
© MNancy U has a website True
@ City Zoo is on Madison Avenue.  True
@ MNancy works in Human Resources, True
@ Nancy has an emall address True

| False [/

False
False | |

_ False |

False |
False |

False |

| Nancy Li
Aoniivetnd Lo lemglhar

1808] Ta0-44a7
smney i =trannany
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E 8.1 CROSS OUT THE INCORRECT WORDS IN EACH SENTENCE

He doesn't have / as a typing qualification.
D she have / has an excellent résume.
€} | has / have good people skills
&) They don't have / don't got much time,

D Do you has / have previous experience?

e

£} He's got / haves excellent keyboard skills.
O | doesn’t have / don't have my awn affice.
@ Doss he have / got any training?

D They having / have a can-do culloolk.

© You don't have / hasn't his number, do you?

-u)),

E 8.2 REWRITE THE SENTENCES, PUTTIMNG THE WORDS IN THE CORRECT ORDER

he || experienee | this Has for | get | job? enaugh
Hay be qat emough experience for tius jub?
© degee || you ][ in || have | [ business? | Do ][ higher J[_a ]
© | Business || has || He the MBA | | Schoal, frem | Boston | an

© [_smesptionist ) [_don't (o) flbme J( hwe J( _They
O | exellent | have || accistant Dees résume? an | your
Like Vs Dislikes

10.3 LISTEN TO THE AUDIO, AND MARK WHETHER THE SPEAKER LIKES OR
DISLIKES THE ACTIVITY IN EACH PICTURE
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O 14.5 MATCH THE BEGINNINGS OF THE SENTENCES TO THE CORRECT ENDINGS

The new camputer system < more helpful then the ofd one.
O  The newintem s  faster than the old ones,
© | Our hours are laniger is mare efficient than the last one
O | Thenewcompuersae T r——
© | |feel bettar than those in Hi_eGetmm brmzh._
0 Our mﬁh:?de;p R,  are more sxpensive than they used to be,
@ {[ Tt sk ( Is more modem than the previous one.
© | iy raise i (_ more interesting than st year.
O | My training this year was Since we merged with our competitors.
o ihe office is busier : srmialler than hl.stftn's. |
1 nd

14.6 LISTEN TO THE AUDIO AND ANSWER THE QUESTIONS

Anne and Patrick are taliing about
the new effice they ve just moved to,

it

Patrick says the new office s more modern
True " Falke | Motpgivem |

) Ha thinks the old office was mare comfortable,
True _ False | Notgiven _|

@) He says the new compulers are faster.
True | False | | Notgiven |

© He zays the saftware i more complicated,
True  False | | Wotgiven |

1) Patrick [tkes the mivwe café i the bulldmg
True | False | | MNotgiven | |

£ He says the building & closer to his apartment.
True | | False [ | MNotgiven | |

I} Ha travels to wark on the train,
True | | False | Mot given | |

0 Patrick is going to a Chinese restawrant far linch
True | False | | Notgiven | |

D Anne has been 1o the restaurant before.
True | False [ | Notgiven | |
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