A. Reading + Vocabulary. Complete these sentences with the prepositions from the

list.
about at back for  forward in on to
1. Hello, I'm calling arrange a meeting at your hotel.
2. Ii's our appointment at four today. Something's come up.
3. Is Tuesday any good you?
4. Sorry, but I'm not free one. Maybe later in the day?
5. I'm afraid | can't come Thursday.
6. I'm busy next week, so can we move it to the week after?
7. Instead of the afternoon, why don't we bring it to the morning?
8. Can we make it later the week?

B. Listening: Listen to their meeting and complete the gaps. You can listen 3 times.
Extract 1

Chair  Don, ? You wanted to say something about the

implementation period, | believe.

Don Yes, | did. Thanks. The key thing is how we manage this changeover. What | think we
need to do is make sure that all departments ...

Silvia | don't think the main challenge is implementation ...

Don Silvia, please ?

Silvia Sorry, | didn't mean to be rude.

Don That's OK. What | was going to say is this. We need to make sure that all departments

understand the key deadlines for implementation. We all have to ...

Extract 2
Don John, ?
Chair . What did you want to say?

Don Thanks. | just wanted to say something about technical support during the
implementation phase. We need to appoint technical experts who will support their
colleagues.

Silvia

Don Why not? Why won't it work?

Silvia Because they have their own jobs to do. We can't give them extra responsibilities

during this implementation period.
Don OK. Well, how about if we reduced their normal responsibilities during this period?

Silvia but it will need to be managed well.
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Extract 3: Listen to the recording and choose the correct answer. You can listen 3 times.
1, What is the purpose of the meeting?
A. A change in the project
B. A retirement or a colleague
C. A change in the board of direction
D. A change in management team
2, When is the replacement?
A. At the end of this week
B. At the end of the next month
C. At the end of this month
D. At the end of this year
3, What will happen next month?
A. Some improvements about car park
B. Some improvements about car license
C. Some improvements about leased cars

D. Some improvements about car policies

D. Writing: Translate the following sentences into English.

1. Write an email to confirm a meeting following the note below.

Remember!
Send email o David:
wnﬁrm‘. mmll'!'j} (fﬂ
distuss problems with
cleaning contract)

« Wednesday, 29th June
« 10, 20a.m.

. L My ﬁ_ﬁ%c _/
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2. Write a formal email to postpone a meeting.

Dé: Yéu Cau Hoan Cuéc Hop
Ong Jazz than mén,
Téi hy vong 6ng khoe. Tai viét thu nay dé yéu cau hoan cudc hop d3 1én lich cla ching ta vao

Thir Hai ngay 9. That khéng may, do nhirng trwdng hgp khéng lwdng tredc dwoc, tdi sé khdng
thé tham dy cudc hop nhw da dinh.

Téi mubn dé xuét rang ching ta sép xép lai cudc hop vao mét ngay nao sau nay ma thuan tién
cho ban. Tdi s&n sang gap ban sém nhét vao tuan tdi va tdi sdn sang linh hoat véi lich trinh cta
minh dé phu hop véi sw sdn ¢6 cha ban.

Vui long cho t6i biét liéu diéu nay c6 phiu hop véi ban khéng va néu co, vui long dé xuét mot sb
ngay va gid phu hop véi ban.

Téi xin 16i vi bat ky sw bét tién nao ma diéu nay cé thé gay ra va téi mong sém nhan dugc phan
hdi tir ban. Cam on ban da théng cam.

Tran trong,

Emily

usLIVEWORKSHEETS



