A. Vocabulary: Complete the sentences.

missed + say catch + say understand + explain
follow + go get + clarify lost + run
1. Sorry, | don't __. Could you again please?
2. Sorry. ldon'tquite you. Could you _ over it again.
3. Sorry, | didn't that. Could you slower?
4. Sorry, | don't __ point 2 from the agenda. Could you it?
5. Sarry. | you on that. Could you ___ through it again?
6. Sorry, |l that.Couldyou___________ itagain?

B. Reading: Read the email below and complete the task.

To: Hien Pham <hpham@ngoc.com

From: Theresa Griffin tgriffin@thongsoftware.com
Subject:  Information

Date: September 20

Dear Mr. Pham:

Welcome to Throng Software. We are pleased that you are joining the company. On your first
day of work, Monday, October 3, please report to building 14 at 8:45 A.M. You can check in at
the front desk, where you will be given a temporary ID badge. | will meet yot there, show you to
your office, and then take you on a tour of the building to introduce you to your colleagues. You
will then go to Information Technology (IT) to receive your laptop, passwords, and security
information. When you are finished, someone will guide you to Human Resources in building 12
so0 you can fill out payroll and benefits forms.

Please join me and several colleagues at 11:30 A.M. We will take you to one of our favorite
restaurants near the office. The rest of the afternoon will be free for you to get settled into your
office and review the information you receive during the day. | will stop by your office later in the
day to make sure you know where all the office equipment is.

| look forward to seeing you then.

Sincerely,
Theresa Griffin Human Resources, Throng Software

1, What will happen on October 3?
A. New laptops will be issued to employees.
B. A luncheon will be held in the cafeteria.
C. Tours of a renovated building will be given.
D. A new employee will start work.

2, Where will Mr. Pham complete some documents?
A. In building 12
B. In building 14
C. In his office
D. Inthe IT office
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3, The word "rest’ in paragraph 2, line 2, is closest in meaning to?
A. majority
B. remainder
C. break
D. purpose

4, What will Mr. Pham do in the afternoon?
A. Test some equipment
B. Visit Ms. Griffin's office
C. Review some project proposals
D. Learn where equipment is located

C: Listening: The Scandinavian company KYM has a budget deficit. Each region has been
asked to cut costs. Three regional customer service managers (Jens from Denmark. Matt from
Finland, Anna from Sweden) are meeting to discuss where savings can be made. The meeting is
led by Sinead, a consultant brought in to oversee the measures.

Listen to their meeting and complete the gaps. You can listen 3 times.

Sinead Today, I'd like to establish where we think we can cut costs. We can discuss actual
figures when we've considered what's possible. Jens, could you start us off, please?

Jens  Yes, well, , we'll see that our costs for personnel are very high ...
Anna Yes, but we've discussed lay-offs before.
Sinead , let's hear what Jens has to say about personnel before we reject the topic.

Jens  You're right, Anna, but I'm not talking about reducing the number of employees.

. They're here in black and white, and they're costing
us a lot of money. The fact is we need to keep these to a minimum to save money.

Sinead Matt, ?

Matt What Jens says is right. The thing is, we need to look at why we have so much
overtime and if it's realistic to try to reduce it.

Anna If we do reduce i, it'll mean dramatic savings. We could set up a programme ...

Sinead ... That all sounds pretty positive. a country level and discuss it
again at our next meeting. office resources? Anna, this
was your paint. ?

Anna Yes, what | mean is paper, office supplies, that sort of thing. | think if we look closely at
what we actually use, we'll find there's a lot of waste. A classic example is printing
emails out on expensive copy paper.

Matt monitoring the office supplies and making
sure we're not using too many or wasting too much?

Anna Exactly.

Jens . As far as I'm concerned, we'd make hardly any savings
compared to the personnel costs.

Matt The drawback is, it's quite labour intensive to keep a check on this. ... But it could be a
project for one of our work experience students.

Anna Yes, we're actually in a position ...
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Sinead ... | don't want to spend too long on this point. We should set up the project Matt

mentioned with the student — and see how it goes. There are plenty of other areas we
could consider. , customer expenditure.

Matt If you ask me, we should look carefully at client travel expenses and entertainment

costs.

Jens  Absolutely. We spend far too much money on clients. The expense accounts aren't

taken seriously enough ...

Sinead Anna, you've been very quiet.
Anna Yes, | was just doing some calculations ... Matt is right. But | think it would be crazy to

Sinead Good, we seem to be getting somewhere.

cut expense accounts. In my opinion, we should introduce tighter guidelines.

D. Writing: Translate the following sentences into English.

1

That tuyét khi dwoc gap moi ngudi. Trwde khi chiing ta bat dau, téi cé thé gidi thidu Phil voi
tat ca cac ban dugc khéng? Anh 4y dén tlr cong ty Factfour - day 1& mét trong nhikng khach
hang cla ching tdi va anh &y sé trinh bay cac ké hoach cho nam téi. Chao mirng, Phil.

. Téi nhan dwoc I&i xin 161 tlr Sophia va Mari. Sophia khéng thé & cung chiing ta hém nay vi c6

&y c6 mot khoa dao tao. Va Mari cling khéng thé dén duoc vi cé 4y bi m.

Chung ta can dua ra mdt sé quyét dinh quan trong lién quan dén ké hoach ngay hém nay. Vi
vay, moi ngudi hay c6 mot sb suy nghi rd rang, mang tinh xay dung. Phai. Bay gi& ching ta
hay bat dau.

Hay cho ching t6i biét ban nghi gi vé diéu nay.

C6 ai mubn néi gi vé& didu dé khéng?

Ngay mai tdi sé& goi cho ban dé cap nhat...

Téi sé theo doi sau mot tuan dé dam bao rang...

Ban c6 thé ké cho 16i biét chinh xac chuyén gi da xay ra khong...

VAn dé chinh la...

10. Lwa chon cda chidng téi 1a gi?
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