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I 
A conference is a gathering 
of important people who 
singly can do nothing, but 
together decide that nothing 
can be done. 

Fred Allen, US comedian 

How often do you 
attend or take part in 
a conference? 

Learning objectives: 
Unit 1 
Business communication skills 
Describing people; Discussing 
appropriate conversation topics; 
Keeping the conversation 
going; Fluency: Networking 
with colleagues and business 
contacts 
Reading A blog about 
conference attendance 
Listening An extract from a 
business travel programme 
on conference venues; People 
gossiping at a conference; 
People socializing at a 
conference 
Vocabulary Conferences 
Grammar Present Simple and 
Present Continuous 
Phrase bank Networking 

Making contacts 
1 Your boss tells you she's sending you to a three-day international conference. 
Which of the following cities do you hope it's in this year? 

Abu Dhabi Barcelona Budapest Buenos Aires Chicago Edinburgh Johannesburg 
Milan Moscow Mumbai Prague Rio de Janeiro Shanghai Stockholm Sydney 
Tokyo Toronto Warsaw 

2 Explain your preference to a partner and tell them what you'd like to do if you could 

add one extra day onto your trip. 

3 The blog below was posted on a business travel message board. A business traveller is 
asking for advice. Write down two or three tips for him. 

2 October 2014 
3.56 pm 

3 replies 

52 views 

Any advice for a first time conference-goer? 
I'm going to my first conference next month, and am looking for 
some general tips and advice from experienced conference-goers 
on how to get the most out of it. The conference is in Rome, 
which I've never been to, so I'm quite excited about going. I'm 
generally a bit shy in large groups, but would like to try and use 
the event as a networking opportunity as well as a learning 
experience. It's a three-day event with a reception afterwards. 
I'm the only person representing my company at the conference. 
Fortunately, I'm not giving a presentation! But my boss has told 
me to come back with some useful contacts. Help! 

4 Swap and discuss tips with a partner. 

5 Read some of the replies this posting received. Speaker A see page 126. Speaker B see 

page 139. Compare the tips one by one with your partner. Which advice sounds the best 
to you? 

Conference venues 
1 1.01 Listen to three extracts from a business travel programme. 

Which venues below do you think the extracts refer to? 

Venue A = Extract __ _ Venue B = Extract __ _ Venue C = Extract __ _ 



Venue A 
a unique..........,_ 1 activities 

2 1.01 Listen again and match the figures to each venue. What do the figures 
refer to? 

a 321 Venue □ d 2,300 Venue □ g 170-780 Venue 

b 426 Venue □ e 10-30% Venue □ h 95 Venue 

C 27th Venue □ f 3,000 Venue □ 200 Venue 

3 What other facilities does each venue have? Match the collocations below. 
They were all in the extracts you just listened to. 

Venue B Venue C 
a 24-hour 1 club a central 1 deluxe suites 

□ 
□ 
□ 

b convention "-- 2 atmosphere b health 2 service b flight 2 location 

c team-building 
d banqueting 

e golf 

f exhibition 

3 centre c car rental 3 room service c spacious 3 connections 
4 tournaments d express 4 pools d Internet 4 restaurant 

5 space 

6 facilities 

e exclusive private 5 checkout e world-class 5 views 

f outdoor 6 beach f spectacular 6 access 

4 Your company agrees to send you to an international conference at one of the venues 
in 1. Which would you choose and why? 

Who's who? 
1 One of the main reasons for going to conferences is to meet the right people. 
Complete the following questions and answers with the prepositions in the box. 

at (x2) by for in (x2) on to with 

Who's that guy/woman over there ... 

a standing ___ the entrance? 
him/herself? 

b the long dark hair? 
the loud voice? 

d 

the corner? 
the blue suit? 

the bar? 
the table in the corner? 

h . ? e talking ___ t e waiter. 
those people? 

~~~. Oh, that's Kim Lane. (I think) she/he ... ~ 

is ___ financial services. 

works ___ Chase-Manhattan. 

is staying ___ the Hilton. 

is giving a talk ___ globalization. 

2 Use the model in 1 to make new sentences with the phrases in the box. 

her back to us negotiating skills pharmaceuticals Renault the awful tie the buffet 
the conference organizer the glasses the Hyatt the Italian accent the long dress 
the moustache the ponytail 



3 1.02-1.05 Listen to some delegates chatting at a conference reception. Decide 
which four people in the photo they are talking about and complete the information below . .. D 

Name: Karl Schelling Name: William Hall 

Company: ________________ _ Company: ________________ _ 

Position: _________________ _ Position: _________________ _ 

Based in: ------------------ Based in: _________________ _ 

Hotel: __________________ _ Hotel: __________________ _ 

Subject of talk: ______________ _ Subject of talk: ______________ _ 

Gossip: ------------------ Gossip: ------------------

D D 

Name: Irena Stefanowitz Name: Margo Timmerman 

Company: ________________ _ Company: ________________ _ 

Position: _________________ _ Position: _________________ _ 

Based in: ------------------ Based in: ------------------

Hotel: __________________ _ Hotel: __________________ _ 

Subject of talk: ______________ _ Subject of talk: 

Gossip: ------------------ Gossip: ------------------



Taboo or not taboo? 
1 Work with a partner. You meet some 
business people at a conference for the first 
time. Which of the following topics are: 

• interesting? 

• safe? 

• conversation killers? 

• a bit risky? 

• taboo? 

books clothes family food and drink 
gadgets how work's going jewellery 
movies music people you both know 
politics religion sport 
the city you're in the hotel you're staying at 
the news the weather your country 
your health your holiday plans 

2 1.06-1.10 Listen to some people socializing at a conference. 
What are they talking about? Do they get on with each other? 

Topics of conversation Do the speakers get on? 

a 
b 

C 

d 
e 

Keeping the conversation going 
1 1.06-1.10 The expressions below were in the conversations you just listened to. 
Write in the first three words of each expression. Contractions (it's, you'll, I'm, etc) count 
as one word. If necessary, listen again and check. 

a 
b 
C 

d 
e 
f 
g 
h 

j 
k 

m 
n 
0 

___________ first visit to Russia? 

__________ do, by the way? 

___________ you a drink? 

___________ business are you in? 

___________ these - they're delicious. 

___________ somewhere before? 

___________ me, I have to make a phone call. 

----------- talking to you. 
___________ your talk this morning. 

___________ enjoying the conference? 

___________ awful? Half a metre of snow this morning, I heard. 

___________ me a moment? I'll be right back. 

___________ go and say hello to someone. 

___________ many people here? 

___________ you anything from the buffet? 

2 Look at the expressions in 1. 

a Which would be good ways of opening a conversation? 

b Which would help you to keep a conversation going? 

c Which could you use to politely end a conversation? 

01 MAKING CONTACTS 9 



So, who / work for? 

first time I Paris? 

At a conference party 
Work as a class to keep the conversation going at a conference party at Disneyland®, Paris. 
It's a warm summer evening and the place is full of delegates. The conference theme is 
Web 2.0: Business in the connected economy. 

1 Invent a fantasy business card for yourself! Include the following information: 

• name (You could change nationality!) 

• company (You could choose a company you've always wanted to work for!) 

• brief contact details (mobile phone, email) 

2 Write the questions below. Think of possible answers for each and make notes in the 
space provided. 

How/ business? 

know many people here? 

And what / do there? Can/ get/ drink? 

How/ enjoying / conference? So, where / staying? 

Where / based? Where/ from originally? 

giving / presentation? Can/ get/ anything/ buffet? 

10 01 MAKING CONTACTS 

3 When everyone is ready: 

• mingle with the other people in the class. 

• introduce yourself to as many people as possible and show interest in what they tell you. 

• use the questions in 2 to try to keep the conversation going. (Remember that you can 
talk about other people in the room as well as yourself.) 

• exchange business cards and fix appointments with anyone you could do business with 
- see how many cards you can collect! 



01 Making contacts 
Vocabulary 

Conferences 
When business people get together, they often just talk about work. This is called 
'talking shop'. Complete the sentences with the pairs of words in the box. 

down + factory 
out + product 

for+ contract in + distributor of+ job 
to + office under + takeover up + plant 

a A I hear G EC are setting _____ a new 
_____ in Warsaw. 

B Warsaw? I thought it was Prague. 
b A I understand you're _____ talks with a local 

_____ in Naples. 

B Yeah, that's right. In fact, we've already reached an 
agreement. 

c A They say GM are laying _____ 5,000 
_____ in the UK. 

B Is that right? Well, I knew they were downsizing. 

d A Someone told me Sony® are bringing ____ _ 
a new _____ in December. 

B Yes, I heard that too. Some kind of multimedia 
entertainment system. 

e A I hear you're thinking _____ leaving your 
_____ at Hewlett-Packard. 

B Well, yes. Just between us, I'm moving to Sony. 

Grammar 

Present Simple 

off + workers 
with + supplier 

f A I understand you're being transferred ____ _ 
head _____ in Stockholm. 

B Well, it's not official yet, but I'm going after 
Christmas. 

g A They say they're _____ threat from a hostile 
_____ bid. 

B Really? It's the first I've heard of it. 

h A Someone told me they're doing a deal ____ _ 
a _____ in Tel Aviv. 

B Well, that makes sense. They do most of their 
business there. 

A I hear you're bidding _____ a new 
_____ in Singapore. 

B Yeah, we are. The negotiations are going quite well. 
A Someone told me they're closing _____ the 

Liverpool _____ _ 

B It doesn't surprise me. From what I heard, they're 
trying to centralize production. 

About half of all spoken English is in the Present Simple. You use it 
to talk about actions and states which are always or generally true. 

Affirmative Negative Interrogative Spelling changes 

I I 
You 

work. 
You don't Do 

We We work. Don't 
They They 

He He 
doesn't Does 

She works. She 
work. Doesn't 

It It 

1 Correct the conversations using the information above. 

a A Works he for the BBC? 

B No, he don't work for them anymore. He work for 
CNN. 

b A Where work you? 

B I works for a design company in Frankfurt. 

c At our firm, we doesn't work on Friday afternoons. 

d On Mondays our CEO usually flys to Oslo. 

2 Match the sentences (a-h) to their functions (1-4). 

a I live just outside Munich. D 
b He runs five kilometres every day. D 

I verb he/ she/it 
you 

work? 
go goes 

we watch watches 

they push pushes 

he miss misses 

she work? fax faxes 

it try I tries 

c Your presentation is this afternoon. D 
d The United States has the world's strongest economy. D 
e That's a good idea! D 
f She works on Saturdays. D 
g I love Vienna at Christmas. 0 
h My train leaves at 7.30. D 

1 describes habits and routines 

2 refers to schedules and timetables 

3 expresses thoughts, feelings and opinions 

4 refers to long-term situations or facts 

01 MAKING CONTACTS 11 



Present Continuous 
You use the Present Continuous to talk about current situations in progress and future arrangements: 

• They're staying at the Hilton. 

• He's giving a talk on globalization at three o'clock. 

Affirmative Negative Interrogative Spelling changes 

I'm 

You're 
We're 

working. 
They're 

He's 

She's 

It's 

3 Read the conversation. 

A Alison? 

B Yes. Who's calling? (a) 

I'm not 
Am 
Aren't 

You aren't 
Are 

We aren't 
working. Aren't 

They aren't 

He isn't 

She isn't 
Is 
Isn't 

It isn't 

A It's Paco ... About our appointment, we're meeting (b) 
on Thursday, right? 

B That's right. Are you flying (c) to Heathrow? 
A No. I'm working (d) in Zaragoza this month. So 

Gatwick's easier for me. 

B Fine. Oh! The batteries are going (e) on my mobile. Can 
I call you back? 

In the conversation, find examples of the following. 

1 something happening right at this moment D D 
2 something happening around the present time D 
3 a future arrangement D D 

Present Simple or Continuous? 
Some verbs are not 'action' verbs and are not usually used in 
the continuous form. 

be believe hear know like mean need 
see seem think understand want 

4 Choose the best alternatives in the following conversation. 

A What (a) do you do I are you doing? 

B (b) I'm I I'm being an electrical engineer for Siemens. 

A Really? Here in Munich? 

B That's right. (c) Do you know I Are you knowing Munich? 

A Oh, yes, great city. So, how (d) do you enjoy I are you 
enjoying the conference so far? 

B Well, it's all right, (e) I guess I I'm guessing. (f) Do you give I 
Are you giving a talk? 

A No, no. (g) I only come I I'm only coming to these things 
to get out of the office for a few days. Where (h) do you 
stay I are you staying, by the way? 

B At the Avalon. (i) I usually stay I I'm usually staying at the 
Bauer Hotel in Miinchenerstrasse, but it was full. 

A Well, if (j) you don't do I you aren't doing anything later, 
do you want to go for something to eat? 
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I 
verb -ingform 

make making 

you come coming 
we 

working? 
run running 

they drop dropping 

n;- forget forgetting 

I 
~he lie lying 

lt 

Phrase bank: Networking 

Match the sentence beginnings (a-k) to the pairs of 
endings (1-11). 

a Whatdoyou 

b Who do you 

c Where are you 

d Howareyou 

e Isn't this 

f Who's the guy 

g I think he's 

h Can I get you 

1 introduce you to someone. 

give you my card. 

2 enjoying the conference? 

getting back to your hotel? 

3 nice talking to you. 

a pleasure meeting you. 

4 based? 

staying? 

5 with the beard? 

in the dark suit? 

6 work for? 

know here? 

7 a drink? 

anything from the buffet? 

8 a moment, I'll be right back. 

I have to make a phone call. 

Let me 9 do, by the way? 

think of the venue? 

If you'll excuse 10 an amazing place? 

me weather awful? 

k It's been 11 in logistics. 

giving a talk on PR. 

a0b0c0d0eDtD 
g0h0i0j0k0 



Our telephone answering 
system has broken down. 7his 
is a human being. How can I 
help you? 

Anonymous customer service 
representative 

How often do you use the 
telephone at work? 

Learning objectives: 
Unit 2 
Business communication 
skills Receiving calls; 
Leaving voicemails; Roleplay: 
Exchanging information on the 
telephone 
Listening Planning a telephone 
call; Voicemail messages; 
Telephone conversations 
Vocabulary Telephone 
expressions 
Grammar Past Simple; time 
adverbs ago, before, during, for, 
in, over 
Phrase bank Telephoning 

Making calls 
1 How comfortable are you speaking English on the phone? Work with a partner. 
Complete the questionnaire with the verbs in the box in the correct form. Then discuss. 

have keep lose misunderstand shout sound try want wish 

BE HO 
Can you remember a time when you 

totally ______ what someone said on the phone? 

Oh, yes No 

really 

Oh, yes 

rude and unhelpful because you were busy? 

No 

constantly ______ to ask the other person to repeat what they said? 

Oh, yes No 

just ______ putting off a call because you didn't want to speak English? 

Oh, yes No 

actually ______ at someone on the phone? 

Oh, yes No 

completely ______ track of the conversation? 

Oh, yes No 

just _____ you could talk to the other 

person face to face? 

Oh, yes No 

even ______ pretending you were 

out to avoid taking a call? 

Oh, yes No 

really _____ to kill the person 

on the other end of the phone? 

Oh, yes No 

Making phone calls in a foreign language requires planning. It's especially important to 
know what to say right at the beginning of the call. 

2 1. 11 Listen to the phone call. Why does the caller get angry? 

3 1.12 Listen to a better version of the same phone call and complete the following 
opening phrases: 

-----~accounts ______ Marius Pot _____ _ 

4 1.13 Now listen to another phone call. Why does the caller sound so 
unprofessional? 

5 1.14 Again, listen to a better version of the same phone call and complete the 
following phrases: 

____________ Ramon Berenguer ______ Genex Ace Pharmaceuticals. 

______ ------· ____________ Catherine Mellor, ______ ? 

____________ an invoice. 
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6 A lot of the English you need on the phone is just a small number of keywords used 
in different combinations. Work with a partner. How many telephone expressions can 
you make in two minutes using one word or phrase from two or more sections below 
(e.g. Can I have your name, please?)? Write them down. 

ask please 
check about it 
speak to 

who's 
again 

take with me 
see if 

me 
with you 

help 
you 

back to me 
have 

he/she 
I called 

give 
him/her 

within the hour 
Can speak up 

your name 
to call me back 

you 
hold on 

a message 
a few details 

get 
someone 

on that 
tell 

something 
is there 

leave 
a moment 

for me 
it 

say 
that 

later today 
spell calling 
read when he'll/she'll be back 
get back to a message 

7 You overhear a colleague say the following things on the phone. What questions do 
you think she was asked? Use some of the telephone expressions you made in 6. 

a Yes, I'd like to speak to Ifakat Karsli, please. 

b Yes, it's Ivana Medvedeva. 

c M-E-D-V-E-D-E-V-A, Medvedeva. 

d Yes. Can you just tell her Ivana called? 

e Yes, I'll tell him as soon as he gets in. 

f Of course. Your reference number is 45-81099-KM. Okay? 

g Sorry, is that better? 

h Around three, I should think. 

Can we make that two hours? 

j Certainly. Can you give me your number? 

k Sure. When can I expect to hear from you? 

Sure. Just a minute. Where's my pen? Okay, go ahead. 

8 1.15 Listen and check your answers. 

Voicemail 
1 1.16 Listen to six 
voicemail messages. Take 
notes. Which message is 
about: 

a an order? □ 
b some figures? □ 
C a meeting? □ 
d a deadline? □ 
e a report? □ 
f a reminder? □ 



fliqk.f-de-lt-ttj - lt-t.f-e
.for ru.e,e,.f-ittq. 

&f-t-tr.f-wi.f-k i.f-e,ru. 2 
ott t-tqudt-t. 

Will joitt t,tSt,tp. 

pls = please 
asap = as soon as 
possible 
rgds = regards 
HQ= headquarters 
Q3 = third quarter 

:t1l,,,"1h' 

2 1.16 Listen again and answer the questions. 

Message 1 How many times did Cheryl phone yesterday? 

Message2 
Message3 
Message4 
Message 5 
Message& 

What's the good news about phase one? 

What did Zoltan include in his report? 

When was the delivery? 

When was the estimate due? 

What do you think is happening at three tomorrow? 

3 1.16 The messages in 2 contain the following verbs. 

a phoned, corrected, faxed d talked, despatched, delivered 

b wanted, finished, explained 

c started, emailed, included 

e called, discussed, expected 

f tried, waited, booked 

I 1111 

The -ed endings of regular verbs in the Past Simple can be pronounced in three different 
ways: /d/, It/ or /Jd/. Listen to the messages again. Which verbs take the /Jd/ ending? Why? 
Put them in the third column of the chart. 

Id/ It/ /id/ 

Now put the other verbs in the correct column. 

4 The following messages were taken by your secretary. Work with a partner. Can you 
recreate the original voicemails? The first one has been done for you as an example. 

Hi, it's Svetlana. Listen, my ff.ight's been delayed and it looks like I'm going 
to be late for the meeting. Can you start with item two on the agenda 

and I'll join you as soon as I can? Thanks! See you later. 

D 
Seiji (t../~o;i(;\) 

WegofotiOV\S going well - deoolocl<ed 
OV\ price Mhoriz.e l'f7o discOl.lnt OV\ 

50,000 W\its? 

9 
Ton~ 

5-tl.lCK iV\ meeting M \-tQ. Conference 
C\rre\ngernents progress? Pis cOV\tC\Ct 
spookers to cOV\.firrn. 

B 
URG-EWT\ 

Alicie\ 
Weeds T t¥iV\ report - tornorraw pm 
IC\test\ Call rod( if problems 

9 
URG-Et../T\ 

Jim (Expa iV\ ~bliV\> Lost MeMOY"J 
s+icl< for presenfation\ Pis ernl\il 
PawerPoiV\t slides O..SC\p\ 

D 
KC\te (Sel\ttle > 

1.V\toT~ ~ing CX¥ iV\voice for 
Q.3. AsK C\CCCJLlnts to checl< .fi9t¥es + 

reiV\voice if V\ecessl\~ 

MiKe 

\-tru C\ppOiV\frneV\t here Vri. 
Mee+? Coffee? 

1.C\V\ seV\ds his r9ds 

5 1.17 Listen to the original voicemails and compare them with your answers. 
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