2.1 Location
}1 Complete the text using the words in the box.

cose convenient lab leisure |
| links porr studios warehouse |

Our new HQ will include three more design
and a new innovation ’
will alsofindsportsand®___ facilities. which
we believe our employees will really enjoy using. The
new location is atso * to the airport and
other transport * -As you know, our central
f ———— isalready near the motorway which goes
straight to the main . This is very

8 because we ship most of our products
from there.

2.2 enough and too

2 complete the text with the words in brackers and
{not) enough, too, too many and too much.

Unfortunately. the factory we [ooked at is small and

reallyis® (bigifor us to consider, We would
need 1o make ? {changes) for it to be
suitable for our company. it was also !

(munqu for its size. Additionally. the car park was
(small} and the location was®

(far) from the motorway Weneed _________ (space)
for three separate production lines and several offices,
and there must be ” (parking spaces)

for evenyone.

Functional language

2.3 Checking and clarifying

3 Complete the missing words.
A: S0, we need to talk about the second interviews.

B: Canljust'c _ _ . we've now got full details for

all the candidates we interviewed?
and there are four for the second

—— — —— —

__?Ithought we said six.

others not suitable?

A: Well whatlsm_ _ __is. only four have both the
qualifications and personality_

B OK_Sowhatyoure’s _____ _ _ isthat personality
i5 MOre IMPOrtant than experience”

A: No, but it is very important. We need all three -
qualifications, experience and personality.

. Inthe building you

2.4 opening a meeting, referring to the
agenda and stating purpose

A Complete the conversation using the words in the
box. Some are pot used.

add agenda busy tch copy item minutes
reason see start  time-keeper volunteer

A: Morning!Niceto ' everyone [oes
&yeryone have ajn) of tha? ?
Good. Right. now | know Marta isn't here yet. but
I'dlike o * on time. As you know. one
forthe meeting is to introduce you all to
mhe new member af our team, Holly

B: Hello, everyone.
C: Welcome to the team, Holly.
A !*hw.muﬁdlhi;na{nl“' to take the
D: Sure I'll doit.
A mnn&mu And All, can | 35k you to be
7 Make sure we finish at 10 30,
C: Of course.
A: Does anyone want to ®
the agenda? No? Then let’s look at @
one - Matters Arising.

anything to

2.5 short communications

Write the abbreviations in full.
WFH

gTw

ASAP

TBC

ETA

N oo oo ow o W

Cross out the words you can leave out to make
the sentences shorter.

| am very sorry | can't come to the meeting.
| will be with youin 15 minutes.

We know other suppliers are interested.
John sent a message to the boss yesterday.
F'm reading the document now.
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