Page 14 and 15
What are some different ways to express numbers and figures? 13 percent, $1.34 billon, approximately 1/6 of our national currency lost value the euro, 3% increase.
What are the consequences of mistakes in figures? The recent financial crisis was very bad. First we lost a huge fraction of our business approximately 1/6 of our national currency lost value the euro is now stronger than the dollar.
[image: image1.jpg]L~ B

e

™

c
MmO 0O

Wwor




[image: image2.jpg]get ready!

gefore YoU read the pagy,

o these questions 9 ay <
: of
1 A . - Way OF:“, o
: o
: - - & : 1 e
o ,
Reading
d Listen and read thig ox _ fo
0 b.:]$|ness memo Then. choé':fl‘,\ .." 2
answers. How much do the "y ?
increase their sales by tq , g,
of sales In the previous Yeary ™
g g 4
1 yhat ©SS TOPOM Mo A
A pe res g
B a: rease .
C rea aff is be
D how the A List
2 whe o sbout g | @ &
A It de T 1ts bus . £
, than $1
{ pres il 1
C Itis to double itg «a
D Ite at the E
3 Which roblem for the gy
A their e
5 B_the As <et
. L A é(‘,“the S ast
'D their Ires C
C
. {
Vocabulary ‘
€) Choose the word that is closestiy
meaning to the underlined par.
1 The boss wants the official numbers n:
report today
\A figures B curency C fom

the year.
A percentage B forecast

Lo ok

hIA

2 The worst time was the last three mo

~

\ \c{/, G\la':

3 Many countries uge-their own fom &
A fracton (B cumrency C&*




Page 16 and 17

How does technology help people stay organized? He key to your success is effective scheduling. Your schedule. For example, a paper diary or electronic planner-Not a wall calendar. Make a to-do list in order of priority.
Have you ever forgotten about an appointment? I never forgot an appointment, because I remember well.
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¢ Listentoa telephone conversation
oy petween two colleagues. Mark the

following statements as true (T) or false (F).

Sy 1 The man called to confirm the results of a

report
2 T The woman has not completed the report yet

[ The companys market share increased

3

¢ Listen again and complete the
conversation.

Hello e

Hello, Phyllis. Lucas 1

Oh, hi Lucas. What can | do for you?
I'm actually calling about your sales
report for the 2 .lsitready?
Almost, Il finish it later today. | can
send it to you by this PR
Great. How about the 4
they look good?
Amazing! Our sales figures are
better than 5 - And our

Colleague ¥:
Colleague 2
Colleague 1:
Colleague 2:

Colleague 1:

? Do

Colleague 2:

Colleague 1:

market share is 3 percent | SRS
than last quarter.

Colleague 22 Wow! That is great news.

Speaking

o With a partner, act out the roles below
based on the dialogue from Task 6. Then
switch roles ;

| @ salest

1 e market

| I

Writing
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notes.

Bentley's Sales Def
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Report Complet
Due date

Sales results for the Q\ arter
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What are some phrases used to mark time? Please meet me in the boardroom at a quarter to eight. Then, how about a coffee break at quarter past nine? The presentation stars at 10 am sharp. Also the presentation is scheduled to finish at 1 pm. do you want to have lunch afterwards? Let´s book a table for half past 1.
What are your impressions of people who are early or late to meetings? It's really important that everything runs smoothly. So, let´s start early and make sure we don´t waste time.
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Do you think you should have more or less public holidays in your country? I think also we are ok

How much vacation time do people get in your country? Well enough , for example they are the long vacation , two weeks of Christmas and New Year , the two weeks of Holy Week and Easter and the holidays apart.
How does that compare to other countries? Not as if other countries have less or more holidays , but I think we 're fine.
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What are some things that can affect that price of a product? Quality or competence
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How can you get the best price on a product?  Knowing the product quality or prices cometencia
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