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Change the form of the word in brackets and complete these 
sentences. For example: 

 
He manages one of the biggest football clubs in the country. (manage) 
The new manager improved moral in the department. (manage) 
 
Increasing salaries is only one way to increase ____________________. (motivate) 
 
Fear of ____________________ is another way to inspire staff. (fail) 
 
Many managers believe ____________________ cannot be trusted. (employ) 
 
I have _______________ with my six subordinates today. (appraise)  
 



Change the form of the word in brackets and complete these 
sentences. For example: 

  

He manages one of the biggest football clubs in the country. (manage) 
 The new manager improved moral in the department. (manage) 

 
Increasing salaries is only one way to increase MOTIVATION (motivate) 
 
Fear of FAILURE is another way to inspire staff. (fail) 
 
Many managers believe EMPLOYEES cannot be trusted. (employ) 
 
I have APPRAISAL with my six subordinates today. (appraise)  
 



 

 

Change the form of the word in 
brackets and complete these sentences.  

 
 
Did you hear about the basketball ____________________who 
strangled a subordinate? (coach) 
 
We’re in danger of setting our ____________________too high. 
(expect) 
 
The board of  ____________________ meets four times a year. 
(direct) 

verb  



 

 

Change the form of the word in 
brackets and complete these sentences.  

 
 
 

 
Did you hear about the basketball COACH who strangled a 
subordinate? (coach) 
 
We’re in danger of setting our EXPECTATION too high. (expect) 
 
The board of  DIRECTORS meets four times a year. (direct) 
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Vocabulary. 
Complete the sentences with a, b, or c 

 
1- Nike was ___________ in the seventies. 

 a) designed  b) founded  c) branded 
 
2- We’re still profitable but have a hierarchical structure which is a  

___________ in this century. 
 a) weakness  b) weapon  c) strongpoint 

 
3- The expansion of markets in Asia offers incredible 

_________________ for everyone. 
 a) performances   b) ranks  c) opportunities  

 
4- Our production ____________ are from twelve to eighteen 

months. 
 a) cycles  b) workers  c) lines 
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Vocabulary. 
Complete the sentences with a, b, or c 

 
1- Nike was FOUNDED in the seventies. 

 a) designed  b) founded  c) branded 
 
2- We’re still profitable but have a hierarchical structure which is a  

WEAKNESS in this century. 
 a) weakness  b) weapon  c) strongpoint 

 
3- The expansion of markets in Asia offer incredible OPPORTUNITIES 

for everyone. 
 a) performances   b) ranks  c) opportunities  

 
4- Our production CYCLES are from twelve to eighteen months. 

 a) cycles  b) workers  c) lines 
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Vocabulary. 
Complete the sentences with a, b, or c 

 
5- Our women-only store will be a completely new __________ for 

our customers. 
 a) weapon   b) concept  c) trend 

 
6- The _____________ group makes all our clothes and shoes. 

 a) marketing  b) sponsor  c) apparel  
 
7- The biggest ____________ we face is global change. 

 threat  b) delay  c) aspect 
 
8- The danger from competitors __________________ us into 

finding a solution. 
 a) made  b) impressed   c) galvanised 

 
9- The problem is to keep up with  _________________ trends 

which are constantly changing. 
 a) shift  b) fashion  c) creator 
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Vocabulary. 
Complete the sentences with a, b, or c 

 
5- Our women-only store will be a completely new CONCEPT for our 

customers. 
 a) weapon  b) concept  c) trend 

 
6- The APPAREL group makes all our clothes and shoes. 

 a) marketing  b) sponsor  c) apparel  
 
7- The biggest THREAT we face is global change. 

 threat  b) delay  c) aspect 
 
8- The danger from competitors GALVANISED us into finding a 

solution. 
 a) made  b) impressed  c) galvanised 

 
9- The problem is to keep up with  FASHION trends which are 

constantly changing. 
 a) shift  b) fashion  c) creator 
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Vocabulary. 
Write in the missing vowels (a, e, i, o, u) in these 
sentences. 

 
1- My s__n__ _r manager is very __ct__v__. 
 
2- The IT r__v__l__t__ _n never stops! 
 
3- We had __ct__v__sts outside the company and received lots of 

bad p__bl__c__ty. 
 
4- I don’t know where these d__s__gn__rs get their __nsp__r__t__ 

_n from! 
 
5- C__st__m__rs choose us for our r__p__t__t__ __n. 
 
6- We need to re-__n__rg__s__ our entire br__nd. 
 
7- R__t__ __l__rs are reporting m__s__r__bl__ sales results this 

year. 
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Vocabulary. 
Write in the missing vowels (a, e, i, o, u) in these 
sentences. 

 
1- My sEnIOr manager is very ACTIVE. 
 
2- The IT rEvOlUtIOn never stops! 
 
3- We had ActIvIsts outside the company and received lots of bad 

pUblIcIty. 
 
4- I don’t know where these dEsIgnErs get their InspIrAtIOn from! 
 
5- CUstOmErs choose us for our rEpUtAtIOn. 
 
6- We need to re-EnErgIsE our entire brAnd. 
 
7- REtAIlErs are reporting mIsErAblE sales results this year. 
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Complete the phrases from presentations with these 
verbs. Change the verb form if necessary. 
 

 
bring / hope / give / like / ask / see / discuss 

 
 1- I’d ________________ to start by telling you about my company

  
 2- Do you mind ________________ that question at the end? 
 
 3- This ________________ me to my next point. 
 
 4- This chart ________________ an idea of the problem. 
 
 5- I’ll ________________ each point and then make a 
recommendation. 
 
 6- On this slide you can ________________ our results. 
 
 7- I ________________ you have found my comments useful. 
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Complete the phrases from presentations with these 
verbs. Change the verb form if necessary. 

 
bring / hope / give / like / ask / see / discuss 

 
 1- I’d LIKE to start by telling you about my company   

 
 2- Do you mind ASKING that question at the end? 
 
 3- This BRINGS me to my next point. 
 
 4- This chart GIVES an idea of the problem. 
 
 5- I’ll DISCUSS each point and then make a recommendation. 
 
 6- On this slide you can SEE our results. 
 
 7- I HOPE you have found my comments useful. 



Word-formation 

Adjectives in -al, -able: promotional, 
practical, fashionable, reliable 

Adverbs in –ly: promotionally, 
practically, fashionably, reliably 

Nouns in -ship, -er, -ation, -ist: 
economist, promoter, relation, 
relationship   

 



Word building 1 
Complete the table with the missing words 
 
Noun    Adjective 
_______________   luxurious 
Fashion    ________________ 
_______________  industrial 
Creation    ________________ 
Commerce    ________________ 
Economy    ________________ 
Fame    ________________ 
_______________  talented 



Word building 1 
Complete the table with the missing words 
 
Noun    Adjective 
Luxury_________   luxurious 
Fashion    fashionable  ______ 
Industry________  industrial 
Creation    creative _________ 
Commerce    commercial  ______ 
Economy    economic ________ 
Fame    famous __________ 
Talent _________  talented 



Phone&cs	2	

/'bærɪə/ 	 	 	 	/kən'sjuːmə/	
[lɔːntʃ] 	 	 	 	/prə'məʊʃn/	
/'væljəbl/	 	 	 	/ə'piːl/	
/'prɪːmɪəm/ 	 	 	/'ædvətaɪz/	
/'spɑnsə(r)ʃɪp/'spɒn-]	 	/kən'sɪstənsɪ/	
/bɒm'bɑːd/ 	 	 	/'kwɑlətɪ	/'kwɒ-/	

17	



Phone&cs	2	

/'bærɪə/		BARRIER 		 	/kən'sjuːmə/		CONSUMER	
[lɔːntʃ]			LAUNCH 	 	/prə'məʊʃn/		PROMOTION	
/'væljəbl/ 	VALUABLE	 	/ə'piːl/			APPEAL	
/'prɪːmɪəm/		PREMIUM 	/'ædvətaɪz/		ADVERTIZE	
/'spɑnsə(r)ʃɪp/'spɒn-]		 	/kən'sɪstənsɪ/	
SPONSORSHIP 	 	 	CONSISTENCY	
/bɒm'bɑːd/		BOMBAR	D 	/'kwɑlətɪ	/'kwɒ-/		QUALITY	

18	



 

 

WORD BUILDING p.78 

    
     VERB  NOUN  PERSON 

 
 
1.  MAKE A FORMAL REQUEST    APPLICATION 
 
2.   TEST OF SOMEONE’S SKILLS          EVALUATE 
 
3.   ASK A CANDIDATE QUESTIONS     INTERVIEWER 
 
4.   MAKE A PLAN FOR SOMETHING    DESIGN 
THAT WILL BE BUILT    
 
5.  EVALUATE     ASSESS 
 
6.  PROCESS BY WHICH PEOPLE 
EXCHANGE INFORMATION    TRANSACTOR 
 
7. CHOOSE SOMEONE FOR A POSITION   EMPLOY 
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Language 
1 Sentences 1-7 each contain one mistake with 

relative pronouns or commas. Add, change or 
delete relative pronouns and commas where 
necessary. 

1  The process what we set up for testing quality 
simply isn’t working properly. 

2  Mike is the Human Resources Manager whose hired 
you. 

3  Enron, which is an American company was one of 
the biggest financial scandals in history. 

4  It’s reading all the CVs, that takes up all the time. 
5  The people that who qualified haven’t accepted our 

offer. 
6  All the interviews which incidentally took all day and 

all evening, were a complete waste of time. 
7  We didn’t even bother to read those who CVs didn’t 

include the minimum requirements. 
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1  The process which (or that) we set up for testing 
quality simply isn’t working properly. 

2  Mike is the Human Resources Manager who hired 
you. 

3  Enron, which is an American company, was one of 
the biggest financial scandals in history. (add second 
comma) 

4  It’s reading all the CVs that takes up all the time. 
(delete comma) 

5  The people who qualified haven’t accepted our offer. 
(delete ‘that’ or ‘who’) 

6  All the interviews, which incidentally took all day and 
all evening, were a complete waste of time. (add 
first comma) 

7  We didn’t even bother to read those whose CVs 
didn’t include the minimum requirements. 
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Vocabulary 
2 Complete these sentences with the word in 

brackets. Change the form if necessary; e.g. 
apply – application – applicant 

 
8  Usually we begin by putting an  

________________________ in the newspaper. 
(advertise) 

9  Then we spend a week or so studying each of the 
________________________ . (apply) 

10  Without the right 
________________________ the CV is thrown 
away immediately. (qualify) 

11  We make ________________________ with 
each of the successful candidates for an initial 
telephone interview. (appoint) 
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8 Usually we begin by putting an 
advertisement in the newspaper. 
(advertise) 

9 Then we spend a week or so studying 
each of the applications. (apply) 

10  Without the right qualifications the CV 
is thrown away immediately. (qualify) 

11  We make appointments with each of 
the successful candidates for an initial 
telephone interview. (appoint) 
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12  We can ________________________ 
someone’s basic communication skills this 
way. (evaluate) 

13  The best ________________________ 
are then invited for a face-to-face 
meeting. (interview) 

14  We speed up the whole process by 
creating ________________________ 
files on the computer. (person) 

15  The whole 
________________________ procedure 
takes just over three weeks. (select)  
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12  We can evaluate someone’s basic 
communication skills this way. 
(evaluate) 

13  The best interviewees are then 
invited for a face-to-face meeting. 
(interview) 

14  We speed up the whole process by 
creating personnel files on the 
computer. (person) 

15  The whole selection procedure 
takes just over three weeks. (select)  
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3 Match the verbs in 17-21 to the nouns a-f. 
 
16_______17_______18_______19_______20_______2
1_______ 

16 fix 
17 attend 
18 take 
19 make  
20 evaluate 
21 complete 
a  a formal request 
b  a form 
c  a test 
d  performance 
e  a deadline 
f  a conference 
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16 e / 17 f / 18 c / 19 a / 20 d / 21 b 
 
To fix a deadline 
To attend a conference 
To take a test 
To make a formal request 
To evaluate performance 
To complete a form 
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3 Terms in 17-24 refer to money in or money out on 
a Profit and Loss statement. Match the terms to 
the two categories and write their number below. 

!   MONEY IN: ______ ______ ______ ______ 
!   MONEY OUT: ______ ______ ______ ______ 
17 Sales revenue 
18 Overheads 
19 Interest receivable 
20 Interest payable 
21 Turnover 
22 Gains on fixed assets 
23 Salaries 
24 Dividend 
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3 Terms in 17-24 refer to money in or money out on 
a Profit and Loss statement. Match the terms to 
the two categories and write their number below. 

 
 
!   MONEY IN: 17, / 19, / 21, / 22 
!   MONEY OUT: 18, / 20, / 23, / 24 
17 Sales revenue 
18 Overheads 
19 Interest receivable 
20 Interest payable 
21 Turnover 
22 Gains on fixed assets 
23 Salaries 
24 Dividend 
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Useful phrases 
 

4 Re-order these words to make phrases for 
referring to visuals in a presentation. 

 
25 you from this graph as can see… 

 ____________________________________________________ 
26 on it’s this obvious slide… 

 ____________________________________________________ 
27 this here to the see figures led you. 

 ____________________________________________________ 
28 notice table from you’ll this … 

 __________________________________________________ 
29 shows what chart clearly this I mean 

 ____________________________________________________ 
30 a this flow look at take chart. 

 ________________________________________________ 
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25  As you can see from this graph… 
26  It’s obvious on this slide…/ On this 

slide it’s obvious… 
27  This led to the figures you see 

here. 
28  You’ll notice from this table… 
29  This chart clearly shows what I 

mean. 
30  Take a look at this flow chart. 







ARTICLES 
ALWAYS WITH SINGULAR 
COUNTABLE NOUNS 

NEVER WITH UNCOUNTABLE NOUNS 

a boy, the chair, the scholarship, the man, 
a student, the environment 

time, money, food, choice, globalization 
Ex: MONEY IS INDISPENSABLE; TIME IS 
MONEY; I NEED FOOD TO SURVIVE 
 
But:  
- The money you gave me yesterday is not 
enough.  
- I like the food they serve in that 
restaurant. 
- They think with pleasure about the time 
they spent with us in California 

NEVER WITH PLURAL COUNTABLE 
NOUNS 

-  This article is about brands 
- Students don’t like studying 

But….  
- The students in our class are very nice 
-  The brands sold in that shop are 
outdated 



C
O

R
R

EC
T 

TH
E 

M
IS

TA
K

ES
 



G
oi

ng
 to

  
1.  Are 

2.  Are 

3.  His 

4.  Is 

5.  To 

6.  They are 

7.  To 

8.  Are you 







Will                          do 
 
                                                    will                   
make 
 
 
                        won’t last 
 
                              will be 







Sell 
Lose 
Borrow 
Lose 
Pull 
Fail 
Remember 
Turn off 
Receive/get 
Find 
Leave 
Learn 





        start                                 will come 
   will be                        don’t tell 

don’t write               won’t remember 
Will                call                          get 
 
        ask                                 will help 
won’t pass           don’t study 





1. If you see Max, will you tell him I want to talk to him? 

2. If they don’t come home soon, their dinner will be cold 

3. Your mother will be worried if you don’t call her 

4. If you don’t leave now, you’ll miss the train 

5. Your manager won’t be very happy if you go to work in 
 those clothes 

6. If we find a nice restaurant, we’ll tell you about it 

7. we’ll be in NY by 8.00 o’clock if there aren’t any problems 

8. If you don’t sleep well tonight, you won’t feel goon in  
the morning 





1. If I pass the exam, I’ll get the place at the university I want 

2. I’ll ring you tomorrow, if I see him 

3. we’ll get a new car if he gets a new job 

4. They won’t be happy if they don’t go to the party 

5. You’ll see her on the news if you turn on the TV at 9:00 

6. You won’t be cold if you take your jacket 

7. I’ll use the computer program if you teach me 

8. If you see him tomorrow, will you tell him the news? 





  WOULD BUY                                           HAD 
 

   KNEW                                           WOULD PHONE 
 
 WOULD LEARN                                 WORKED 
 

        STAYED                                                 COULD 
 

  WOULD SEE        LIVED 
 

WOULD GO                                             WERE 



1.  IF I WERE BETTER AT FOOTBALL 
2.  IF SHE WEREN’T SO BUSY 
3.  IF SHE KNEW HIS NUMBER 
4.  IF I DIDN’T ALREADY HAVE A DOG 
5.  IF HE ATE MORE 
6.  IF I LIVED IN HONG KONG 

A.  I WOULD GET A CAT 
B.  HE WOULD NOT BE HUNGRY ALL THE TIME 
C.  I WOULD HAVE TO SPEAK CANTONESE 
D.  SHE WOULD HAVE TIME TO SEE US 
E.  I WOULD PLAY IN THE FIRST TEAM 
F.  SHE WOULD CALL HIM 

1.E. 
2. D. 
3.F. 
4.A. 
5.B. 
6.C 



1. I WOULD LEARN 

2.  IF 

3.  IF I HAD A HOLIDAY 

4.  WE WOULDN’T DRIVE 

5.  IF IT WERE POSSIBLE 

6.  WOULD YOU MISS IT? 

7.  IF I HAD THE CHANCE 

8.  IF I WASN’T/WEREN’T  





1. WHAT WOULD YOU DO IF YOU LOST YOUR 
WALLET? 

2. WHAT WOULD YOU DO IF YOU WON THE 
LOTTERY? 

3. WHAT WOULD YOU DO IF YOU FOUND SOME 
MONEY IN THE STREET? 

4. WHAT WOULD YOU DO IF YOU HAD MORE 
FREE TIME? 

5. WHAT WOULD YOU DO IF YOU COULD SPEAK 
PERFECT ENGLISH? 





                                          finds 
will leave 
                  would get 
 worked 
                       exercise  
 live 
               left                                                                 would miss 
 
             start 
                       will be / is 
                                is 
    dance 
                                             is 
      eat 

              used                                                   wouldn’t get 
 





      were fast enough, she would play for the team 
 
    would drive to your house if we had a car 
 
       would pass the exam if they studied 
 
         wouldn’t be so easy if I didn’t have a supportive family 
 
    had the money I would love to buy that house 
 
would write to my friends if I weren’t so 
 
        watered your plants regularly, they wouldn’t look so dry 
 

       would help if their mother asked them 

     didn’t work on Sundays, I would come to the BBC 





                                            _______ 

        ______ 

 
     ___ 

                                 _______   
                ___ 

               ______ 

             ______ 

   ______ 
          _____ 

  ____     
         ______ 

               _____ 





                                           ______ 

                     ____ 
     ____ 
                                                 ____ 

                                                                  ___ 
     ____ 

                               ______  

            _______ 

                          ______ 
  ______ 

       ________ 
                        _____ 

    _____ 
       ______ 





did not recognize              had cut 
             phoned                  had left 
          turned on                    had finished  

     didn’t lend     hadn’t finished 

     failed    hadn’t studied  

 got     had broken 





hadn’t been    wouldn’t have missed 
 
 

had studied        would have passed  

had arrived         would have seen 
  had gone     would have woken 

 

had become           would have recorded 





 had gone                would have become 
 
 
    were born      would have learned 
 
 
      had gone          would have studied 
 
 
     hadn’t gone       wouldn’t have met 
 

     had taken       wouldn’t have gone 


