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Present simple and continuous
- Present simple and adverbs of frequency
[3 Communication strategies Requests
2 Interaction Networking

Building
network

a Look at this chain of friends and acquaintances. How
many countries do the people come from?

Cont i n UOUS a Work in pairs. Ask and answer these questions about

each person in the chain.
1 Where does he/she live?

2 What does he/she do?

3 How does he/she know the other people in the chain?

Present simple and

Listening: A chain of acquaintances

n Shake hands with some other students in the class and

introduce yourself. Make sure you know everyone's name. n ))) 1.1 Listen to three different people in the chain
answering questions. For each person decide who is talking
and which person they are talking about.

Six degrees of separation is the theory that any two is true, on average, it takes just six people to make a
people in the world are connected to each other through  chain. Take Gudrun in Germany and Chuck in the USA,
a short chain of friends and acquaintances. If the theory  for example. Look at how they are connected.

Prema is training
for a marathon.

Gudrun works for Sameer’s niece is She goes running
the same software studying Maths at a with Christine.
company as Sameer university in the UK

Gudrun Hohner Sameer Advani Prema Ghuptah

‘Waldorf, Germany Bangalore, India Edinburgh, Scotland

Financial controller Trainer Student

N

Rob takes his Christine belongs 4
car for service to to the same
Chuck’s service professional /
- station. organization as Rob.
Chuck Bridges Rob Shaw They ofien meetat  Christine Cowper
Cherry Hill, USA Philadelphia, USA conferernces. Edinburgh, Scotland
Service station owner Doctor Medical researcher



B 3)) Listen again. Are these statements true (T) or false (F)? Correct the ones
that are wrong.

1 Christine and Prema go running on Thursdays and Saturdays.
Prema is training for the New York marathon.

Gudrun works closely with the offices in India.

Sameer is working in Delhi at the moment.

Rob’s waiting for the service station to call him.

o AWM

Rob pays Chuck by credit card.

Grammar: Present simple and present continuous
a Look at the table below and answer the questions.

Present simple and present continuous

She lives in Waldorf.
They run on Tuesdays and Saturdays.

Present simple

Present continuous  We're working on a project together.
Rob is waiting for his car.

1 Which tense do we use to talk about:

a short-term or temporary activities?

b long-term situations or regular activities?
2 Which tense do we form with the verb to be and -ing?
3 When do present simple verbs end in s?

4 Find more examples of these two present tenses in the chain.

>> For more information on the present simple and present continuous,
see pages 164 and 165.

ﬂ Complete this text. Use the present simple or present continuous form of
the verbs in brackets.

It's 4:30 p.m. in Edinburgh and Prema 1_is training (train) for the London
marathon. She 2___tries __ (try) to run for three hours every day. Her friend
Christine sometimes 3 (come) with her but Prema is alone today.
Christine 4 (attend) a conference in the United States.

Christine 5 (go) to medical conferences five or six times a year. Today
she’s in Philadelphia, with Rob. It's 11:30 a.m., they é (have) brunch
together and Rob 7 (ask) her questions about her research.

Meanwhile it's 10:00 p.m. in Bangalore and Sameer 8 (check) his
emails. There's a message from Gudrun but it isn't urgent. It's 5:30 p.m. in
Germany and Gudrun ? (get) ready to go home. Sameer can answer
her message in the moming. He 10 (want) to go to bed now.

ﬂ Do you know people in other parts of the world? What time is it for them
now? What do you think they are doing?

Speaking: Finding connections

ﬂ Work in pairs. Find out more about
each other and find connections.

1 Tell each other about where you live
and your job.

2 Tell each other about a project you
are working on now.

3 Find some things you have in
common. For example, interests you
share or organizations you both
belong to.

m Report back to the class. Which
pairs have most in common?

* Do you think the ‘six degrees of separation’ theory is true?

® Are you connected to anyone famous?



Present simple and adverbs of frequency

Reading: Animal networks

n Look at the photo in the article below. What do you think

the article is about? Think of some words you expect to read
in the article.

a Read the article and find out if you are right.

- How does an ant change jobs?

e all know the benefits of

meeting new people and
having contacts. When there’s a
problem, we often know someone
who can help, and life is usually
more interesting if we have lots of
friends and acquaintances. But it's
not just people who network. Ants
network, too.

Ants always live in colonies*
and they do different things. Some
work on nest maintenance and
some carry food. An ant rarely
changes its job. But sometimes
things happen — rain damages the
nest or some ants find extra food.
When the colony needs more
maintenance workers or food
carriers, some ants change jobs.

Ant colonies don’t have managers.
The queen ant is the biggest ant and
she lays eggs. But she never gives
orders and nobody is in charge. So
how do ants know what job to do?
They network. If an ant meets a lot

B Find words in the article that mean the same as these
words and phrases.

1 good things, advantages
2 people you have met but do not know well

3 meet and communicate with new people, especially
people who can be useful in your job

4 the place where ants live (birds live in these places, too)
5 affects something so it doesn’t work properly

6 work we do to keep something in order and working
properly
7 continue to live, don't die

n Answer these questions about the article.
1 What two benefits of networking does the article mention?

2 In what situations do ants change jobs?
3 Does the queen ant tell the other ants what to do?

4 How do ants know when to change jobs?

of food workers, then it becomes a food worker, too so it changes jobs. The
colony doesn’t need a leader because the ants network. The system is very
successful. Colonies survive for many years and ants cover the Farth.

colonies: groups of animals or plants of the same type that live and grow together

a Discuss with a partner.

How do organizations survive a long time in your industry? Do
they need ...

e leaders who give orders?
e employees who network?

e something else? (what?)

Grammar: Present simple and adverbs of
frequency

u Look at the article again and find examples of these
things.

1 Two question forms

2 Two negative forms

3 Six frequency adverbs (words that tell you how often things
happen)



a Complete the rules.

Present simple

+

E Where do we generally place frequency adverbs: before or after the verb?
Write these frequency adverbs in the correct spaces in the table below.

to the verb with

Speaking: Questionnaire

a Work in pairs. Complete the

questionnaire below and find out if
you are good networkers. Ask the
questions and make a note of your

to form partner’s answers.

Ants live in colonies. Add 1

The queen ant lays eggs. he/shefit.
Ant colonies don‘t have Use 2
managers. negatives.

The colony doesn't need a leader.

How does an ant change jobs?
How do ants know what to do? el

sometimes usually rarely often

Frequency adverbs

Ants always live in colonies.

always

Use a question word and 3
to form questions.

L) Tum to File 6, page 140. Add up
your partner’s score and read your
results together. Do you agree with
them? How important is networking in
your job?

m Tell the class two things your
partner does that are good ways to
connect with other people.

She never gives orders.

never

100%

0%

>> For more information on the present simple and frequency adverbs,
see pages 164 and 165.

Are you a good networker?

1 Do you belong to any professional or social
organizations?
a No
b Yes, but I don’t have much time forthem.
¢ Yes and I take an active role,

2 When you go to a social event, how many
people do you tallkto?
a I try to talk to everyone if possible.
b I usually talk to a lot of people.
..c Idon' talk to many people. It’s difficult to

end conversations.

3 Do you remember people’s names?

a Yes, I always try to learn them.
b I can never remember names.
¢ I remember faces but not names. .

4 When people give you their business cards,

what do you do with them?

a Iput themma.boxsolcanfmdthem:fl
need them.

b I usually put their information on
my computer.

¢ Idont keepthem. I just throw them away
or lose them.

TALKING POINT

5 What do you say when someone asks you: “What do
' you do?
~ a Itell them my job title.
b Isay a sentence or two about my job.
¢ Iexplain who I work for and what I do, and I ask
them about their job.

6 When you leave a job, do you keep in touch with your
colleagues?
a I try to keep in touch with a lot of them.
b Itry to leave on good terms but I don't stay
in contact.
¢ If Idont like someone or something, I say so when
I leave.

-7 How often do you carry business cards?

a Always. I have some with me now.
b Idon't.use business cards.
¢ I'sometimes take them to business and social events.

8 What do you usually do on Friday night?
a I go home and turn on the television.
b I usually go out. Therelsofbananevent ora
party somewhere.
¢ Itry to get home early and spendt!mewuth
my family.



1 Communication strategies | Requests

Reading: Learning from children

n Answer these questions.
What are some useful things that ...
1 parents can teach their children?

2 parents can learn from their children?

B Look at the article. What does the writer think parents
can learn from their children? Do you agree?

How children get

what they want

Children are very good at getting what they want.
Take this example:

‘Mum, can [ go out and see Timmy for an

hour?’

“Yes, of course.’

I called Timmy and he’s going swimming.

Could I go with him?”’

‘Oh, OK then.’

‘I don’t have any money to get into the

swimming pool. Could you give me some?’

‘Well, all right then.’

“Would you give us « lift there?’

‘I suppose so.’

‘And could you possibly pick us up later?’
Hang on a minute! What’s going on here? First
they ask for something small and then they build
on that to get big things. And it works because
after we say ‘yes’, we want to think we did the
right thing. We don’t want to contradict ourselves,
so we continue to say ‘yes’.

So here’s something we can learn from our
children: how to manipulate people and make
them do what we want.

\. /

a Find words and phrases in italics in the article which mean
the same as these phrases.

1 say something different from what you said before
2 go and collect someone or something
3 arideinacar

4 make someone do what you want by influencing or
deceiving them

5 wait

n Discuss these questions.

1 Are children good at making their parents do what they
want? How? Why?

2 Think of someone you know who is good at getting what
they want. How do they do it?

Listening: Please

B 3)) 1.2 English and American parents teach their children
to say ‘please’ to be polite. But when do English speakers
actually say ‘please’? Listen to four people asking for things
and match the conversations to the pictures. Then answer
these questions.

1 What do they ask for?

2 Do they say ‘please”?

u ))) Listen again and complete these extracts from the
conversations. Write in the missing words.

Conversation 1
1 your name, please?

Conversation 2

A: Sorry to 2 you, but I've gota 3 ... need to
leave now. 4 cover for me?

B: Yes, 5

Conversation 3

A: OK, & sign here, please?

B

Conversation 4
A: | need to take some 8
There's a trolley over there. ?
| borrow it?

B: Not 10

up to the third floor ...

o

L



B Do English speakers normally say ‘please’ if they make small requests or
big requests?

ﬂ Does your language have a word like ‘please’? When do you use it?

ﬂ When English speakers make big requests, they often explain or apologize
first. Find examples of this in exercise 6.

w Read the requests and responses and answer the questions.

A B

Can I go out for an hour?
Could I go with him?

May | have your name, please?
Do you mind if I use it?

Can you sign here, please?
Could you cover for me?
Would you give us a lift?

Could you possibly pick us up?

Saying 'yes' Saying ‘no’

Of course. Well, all right then. | I'm afraid | can't.

Certainly. No problem. I'm sorry but ... (+ a reason)
| suppose so.

1 Which request forms (A or B) do we use to ...
a ask people to do things?
b askif it's OK to do things?

2 Look at all the request forms. Which ones do we use to ...
a make big requests.

b make small requests.

3 Look at the different ways to say ‘yes’. Which ones sound most positive?

Notice the reply to this question.
*  Q: Do you mind if | borrow it?
A: No, not at all. =1'm happy for you to borrow it.
If we don't mind something, we'll be happy with whatever happens.

Word focus: lend and borrow

m Complete these definitions with lend or borrow.

1 Iyou something from someone, you take something that belongs
to them, use it for a short time and then give it back.

2 Ifyou something to someone, you give it to them so they can use it

for a short time.

@ Complete these sentences with lend or borrow.
Doyoumindifl____ this pencil for a moment?
This book looks interesting. Canyou  itto me?
Mayl__ these headphones for a moment?

| didn’t bring my hairdryer, wouldyou ____ me yours?

Could you me $207 I'll pay you back tomorrow.

o W N &

Could | possibly your car this afternoon?

Speaking: Asking for help

m Work in pairs. Take turns to make
and respond to requests in these
situations.

1 You want to borrow your friend’s
English dictionary for a day or two. You
also want them to lend you €50 so you
can buy a new English textbook.

2 You want a friend to give you a lift to

the gym. You also want them to stop at

the post office and wait while you post a
letter.

3 You want your assistant to work late
tonight. You also want them to go to the
dry cleaner's in their lunch hour and pick
up your shirts.

4 You're going on holiday for a week.
You want your neighbour to water your
plants. You also want them to feed your
cat.

5 You want a colleague to show some
visitors around your workplace. You also
want them to pick the visitors up from
the airport, and take them back to the
airport at the end of the day.

wn
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1 RO Interaction  Networking

We use the present simple to talk about

Grammar reference
pages 164 and 165

long-term situations and regular activities.
My friend works with computers.

Remember there are some verbs that we
do not usually use in the continuous.

Examples: want, like, need

We use the present continuous to talk
about short-term or temporary activities.

I'm working on a new project.

Listening: Perhaps | can help

n Where do you sometimes meet
new people? Add more places to
this list.

e private parties
e conferences

e the gym or sports centre

a ))) 1.3 Listen to three people
meeting at a party. How are they
connected? Answer these questions.

Who ...
is Lucy’s neighbour?

is Lucy's cousin?
is finishing an MBA course?

is looking for a job?

is a financial analyst?

thinks they need a holiday?
wants to go to France?

is trying to find a translator?

0 o N oW N =

speaks Spanish?

Paul

a ))) Complete the missing words. Then listen again and
check your answers.

1

A: So you're an MBA student?

B: Yes, |1
C: Paul’s 2

2

A: | think she's a 3 .
B: Oh, I'm not. But | think | 4 a holiday.

Al to go to Paris for a few days. Do you ¢ to
with me?

this summer.
a job.

A:I'm7 find someone who can translate for
us. The person who speaks Spanish is &
B: Paul ¢ Spanish.

n Think about some things you want to do. Complete
these phrases to make true sentences about your life.

1 I'mtrying to ...

2 Ineed...

3 lwantto...

4 I'm looking for ...

Speaking: Personal networks

B Work in pairs. Follow these instructions and talk about
some of the people you know.

1 Write the names of three of your work contacts in the
diagram. For example, the names of your boss, a colleague, a
customer or supplier. Then explain to your partner what each
person does.

Maria's my boss. She’s responsible for ...

2 Write the names of three family members in the diagram.

For example, the names of your husband/wife, sister/brother
or son/daughter. Then ask and answer questions about each
person.

A: [s Johan your brother?
B: No, he’s my son.
A: Really, how old is he?

3 Write the names of three other friends or acquaintances
in the diagram. For example, the names of your friends or
neighbours. Then explain how you know these people and
how often you meet.

Tom’s my neighbour. We sometimes play squash together
at weekends.



u Read some problems with your partner.

1 Choose three of the problems and think of someone you know who can help.
For example, one of your colleagues, a friend, a neighbour or a relative.

2 Tell your partner who can help and why. . : —

Nina needs to speak to Pete. Pete’s ' .
my neighbour and he runs an Sven

import-export business. He often |
employs interns.

-

| Nina

‘ [ can’t take my daughter to her
piano lesson next week. I'm looking

| want to find someone who works ‘ f )
with computers. | have a problem VT; Zom?ne who's free'at 4p.m. on |
‘ with my internet connection and ednesday and can drive her there.

need help. | — J

My 18-year-old nephew is trying

to get some work experience. I'm
looking for someone who can offer
him an internship.

- | ZhiPeng

\ o PN ‘

Jean-Claude

I need more exercise. I'm trying to
find someone who wants to play
tennis or go cycling with me.

[ want to go to New York next
| summer. I'm looking for someone
who knows the city and can tell me

| about hotels and things to do. J h g
I'm trying to find a native English -
speaker. | want to write an English Writing: Keeping in touch
version of my resumé and need
some help. B You received an email from a friend yesterday. She

\ started a new job this week and says it is going well. Write a

reply. Complete the message below with your own ideas.
ﬂ Network with the class. Show your personal network

diagram to some other students and look at theirs. Ask and ]
answer questions about the people you know. : (=
Try to find... Hi ... 9o

1 someone interesting — someone you'd like to meet. Great to hear from you. It’s good to know that ... .

2 someone useful — someone who can help you with one of

At the moment, I ... . I wantto ... .
your problems.

.. is very well. He/She ... . He/She is trying to ... .

Hope to hear from you again soon. Take care and
keep in touch.

= I RSN Interact



will for offers and decisions

Emails
[3 Communication strategies Apologies
[2) Interaction Solving travel problems

Trouble-
shooting

will for offers and decisions

Listening: Calling tech support

n Who do you ask for help when you have a
computer problem?

Tech support.

3 5) 1.4 Listen to someone asking for help and Can | have
your employee

follow the conversation in the chart. What is the
number,
problem? please?

| (! II | ! !II\
! | | i
Yes, a group |‘|| '
Where are you? of us have the
 same problem.

Are you sure B LB
it's the network |Ye5’ e 24072,]"! |
and my name’s | |

and not your Chris Orth.

Bring it to the
lab and we'll
take a look.

What's the
problem? doesn’t work.

OK, I'll look The wireless | Al IRe o I'mhaving | |||

IIn a meeting l Fine. See yvou QK, I'll cnr:lni'e ||. 'gl |
room on the into it and get lnetwork isn't. | How can | help ttrouble with my 1 y i ov:r il

third floor. | back to you. working. you? computer.

’1

Ah, they're

1 I I, . i I!; 118
| RETOf i I'm having | | | With your If
You're Il wait to |h‘exau*h dOI.I"I o et trouble 1 laptop or .h!y deslftdp B You're
maintenance - _ It's running very
welcome. from you, then. vk Gitieite reaching the desktop iy welcome.
| HR site. W computer? Y-

I[f | ‘l i i LR [ RAE
] \ IIE-{ | |
L4 ;
So is the site |.| | b il
e i connection
; OK?

OK. I'll send
someone over
to take a look.

LU Yes, I'll get
[Thenksfmilill back to you as
much.
soon as | can.

N 1hfl
LI e
That's great. I'||I |
Thanks a lot.

{1 i
How soon can| | 4
they be here? |

"l

OK. 1 just need
to wait, then. |

. ST
| ( ||I!I","
Can you call | (il
Ime back on my

mobile?

Yes, try again

in 15 minutes
and let us know
if you still have
problems.

Yes, but it'll be
back up and
running soon.

hOCRITORT SR |l find out and
site down? ||| | MEEGIEGETY

Yes, no
problem.




B Work in pairs. Take turns to be tech support and Chris
Orth. Use the chart to make up more conversations.

n Match the expressions with similar meanings.

1 I'm having trouble with it. a I'll work out what the

2 Iillokintoit problem is.

3 1ll find out what's wrong. b I'll call you back with the

information.
4 I'll get back to you. ,

¢ I'lltell you as soon as | can.
5 [I'll let you know as soon , . "

. d I'm having a problem with it.

as possible.
6 Itll be back up and e It'll work again soon.
running soon. f Il investigate.

Grammar: will and ‘Il

B Read the information about will and ‘Il in the table. Then
find more examples of decisions, offers and promises in the
chart in exercise 2.

will and ‘Il

The contracted form of will is ‘Il. We often use it when
we're deciding what to do.

I'll wait to hear from you, then.
We also use it to offer and promise help.
OK. I'll look into it and get back to you.

>> For more information on will, see page 169.

u Work in pairs. Take turns making some more tech
support calls. Use the problems below.

1 You can't log on to the system.

2 You can't connect to the printer.

3 Your computer is running slowly and you think it has a virus.

4 Your German colleague changed your keyboard settings
so now, when you type the letter *Y", you get the letter 'Z'. You
want to change the settings back.

Word focus: Verbs with back

ﬂ We can use back after many verbs. Look at the examples
below. Then complete the sentences with the verbs in
the box.

Call me back on my mobile. (Return my call.)

I'll get back to you as soon as | can. (I'll reply soon.)

He'll be back in the office on Friday. (He'll be here again.)

send go phone put bring be write come

1 Ifit's not the right size, it back here and we'll

change it for you.

2 MrHarris isn't here at the moment. Can | ask him to

you back?
3 The doctor says he'll back and see me again
tomorrow.
4 Some of these goods are damaged so we'll them
back to the supplier.
5 The system is down at the moment but it'll back
up soon.

6 The new system of processing orders isn‘t working. Do you
think we should back to the old system?

7 Please the files back on the shelf when you finish
with them.
8 Isent her a card last month but she didn't back.

Speaking: Quick decisions

ﬂ Work in pairs. Practise making decisions, offers and
promises. Take it in turns to read a situation to your
partner. They should respond and say what they will do.
Student A: Turn to File 18, page 142.

Student B: Read the situations below.

A: Your shirts are dirty.
B: I'll take them to the cleaners.
1 Your mother rang while you were out.

2 It's very hotin this room.
3 The wastepaper bin is full.

4 The gas company sent us ancther bill today
(a red one).

5 I'd like to speak with your manager.
The sweater you bought is too big.
This light doesn't work.

There aren't any taxis.

0 0 N o

| can‘t find my house keys.
10 Help! The building’s on fire!

* How good are you at fixing computer problems?

* Do you ever help to solve other people’s computer problems? If so, whose?



Reading: What's in your inbox?

n Discuss these questions.

1 How often do you check your email? For example, every hour?

2 Approximately how many emails are in your inbox right now?

a Terri Mahler has six messages in her inbox. Which ones

need urgent action?

: )

]

Just a quick message to say I'm working at
home this afternoon. Tan Keung Yam is manning
the office.

? )

Hi all,
FYI today is ‘National Leave-The-Office-Early

r

Day".

s )

Hi Terri,

Re your visit next week, can you send me your
flight details ASAP so I can organize transport
from the airport?

. O

Terri,

I just got your voice message. I'm attaching the
answers to some FAQs about uploading files to
the website.

5 )

Dear Terri,

I'm writing to confirm that we're expecting to
ship your order for European plug adaptors Ref.
No. 437281 on Friday. We're just waiting for one
part to arrive.

6 )

Dear Ms Mahler,

Thank you for your enquiry. Yes, we have a
room available for the 30th. The rate is $150 per
night and we will require your credit card details
to make a reservation.

B Look at the endings to the emails. Match them to the
correct beginnings in exercise 2.

A

We're looking forward to seeing you on the 15th.
Thanks a lot and have a safe trip,
Jan Svensson

If you need to speak with me, feel free to call me
here on 215 555 9436.

Cheers,

Elly

See question 4 - I think it will solve your problem.
I hope this helps,
Aleksy

We apologize for the delay and thank you for your
patience.

Best wishes,

Enid

If you have any further questions, please do not
hesitate to ask.

Kind regards,

Emily Dickson

Why are you still here reading this?
Agostina
P.S. Have a great weekend!

n Answer these questions.

1 What's Jan Svensson looking forward to?
2 Whats Elly doing today? And what about Tan Keung Yam?
3 What's Aleksy attaching to the email?

4 What’s Enid expecting to do on Friday and what's she
waiting for?

5 Where does Emily Dickson work?
6 According to Agostina, why is today a special day?

B Find all the abbreviations in the emails. What do they
mean? Then check your answers: Turn to File 8, page 141.

u Match these two subject lines to the correct emails. Then
suggest subject lines for the other four emails.

1 Request for flight information
2 Website upload problem



Word focus: wait, expect, look
forward to

ﬂ Match these phrases to the meanings
below.

We're looking forward to ...
We're waiting for ...
We're expecting to ...

1 you think that something will happen

2 you're doing nothing until something

happens

3 you think that something good will
happen; you're excited and you're thinking
about it a lot

a Complete these sentences with one of
the phrases from exercise 7.

1 the bus. It's five minutes late.
2 see a rise in inflation this year.

3 The exhibition starts July 19th.
meeting you at our stand.

4 complete the project before the
end of the month.

5 Have a good trip.
about it when you get back.

hearing all

6 There’s nobody at the ticket desk.

someone to come and serve us.

After expect we use an infinitive form
* (to do):
We're expecting to see you soon.
After look forward to we use an -ing form
(doing):
We're looking forward to seeing you soon.

Speaking: Starting and ending emails

a Look at the emails in exercises 2 and 3 again. Which two are more
formal? How do you know?

m Discuss these questions about English emails.
1 When do we use the titles Mr, Mrs, Ms and Drin English?

2 Look at the closings below. Which ones are suitable for an email to a ...
a professional contact you don't know well?
b friend or colleague you know well?

(Some are suitable for both.)

-
Email closings

Kind regards

Thank you for your patience.

Best wishes

| hope this helps.

If you have any further questions, please do not hesitate to ask.
We're looking forward to seeing you on the 15th.
Look forward to seeing you on Friday.

Cheers

Thanks a lot.

Have a great weekend.

Feel free to call me.

No closing — just sign off with your name or initials
. "y

m Answer these questions. Then turn to File 9, page 141 to find out how
British and American speakers start and end emails.

1 How do you normally start and end emails in your language?
2 Do you ever start an email without a greeting (like Dear ..., Hi or Hello)?

3 Do you ever end an email with no closing?

E Work in pairs or groups. Decide how to start and close English emails in
these situations.

1 You're organizing a large meeting. You need to ask the guest speaker
what equipment they need for their presentation.

2 You need one of your employee’s expenses claims. The end of the month
is approaching so it's urgent.

3 A customer wrote and asked if your products come with a guarantee. The
answer is yes. Attach your warranty terms to your reply.

4 You're going to England next week. You need to email all your work
contacts to tell them you will be out of the office.

Dear Dr Davies ... Kind regards, Jo Hall

Writing: Emails and responses

m Work in pairs or groups. Write one of the emails in exercise 12 together.
One person writes; the others check spelling and grammar.

m Swap your email with another pair or group and write a reply.

What will the next email you write be about?



2 Communication strategies = Apologies

Reading: Sorry! Listening: Sorry to interrupt

n Discuss these questions. n Answer these questions.

1 Think of some different situations where people might say 1 Do people ever interrupt you when you're working? Who
'sorry’. interrupts you and what for?

2 Would you say ‘sorry’ to someone if you accidentally 2 What do you do when you don't want to be disturbed? Do
bumped into them in the street? How about if they bumped you ever take your phone off the hook?

into you?

B Read the article and find out about English customs. Do
English people say 'sorry’ in the same way as you?

‘Sorry’ is a very common word in British
English. In fact people probably apologize more
in England than anywhere else on Earth. The
anthropologist* Kate Fox did some experiments
to find out just how automatically English

people say ‘sorry’. She bumped into passersby 5 3)) 1.5 Here is one half of a telephone conversation.

in busy, crowded places like train stations and What do you think the other person is saying? Complete the
shopping centres and counted how many people conversation. Then listen and find out if you are right.
apologized. Even though the ‘accident’ was A: Jean Pierre Moreau.

clearly her fault, about 80 per cent of English B: 1

people said ‘sorry’. Then she tried the same
experiment on people from the USA, France,
Belgium, Poland, the Lebanon, Scandinavia,
Italy, Russia, Spain, Japan and Australia. Most
people said ‘Careful’ or “Watch out” and many B:d__
were very nice about it and held out a hand to A: Thanks. Bye.
help her. Only people from Japan came close to
saying ‘sorry’ so often. But she found it difficult
to experiment on Japanese people because they a s this a good time to call?
were very good at jumping out of the way.

A: Hi, Rosemary, Look, can | call you back?
B: 2
A: Yes, I'm in the middle of something.

u Look at these phrases. Then answer the questions.

o

Look, I'm really busy right now.

anthropologist: someone who studies people and their ¢ Have you got a minute?
origins, customs and beliefs d I'm sorry, but I'm in a meeting.
e Can | call you back?

B Answer these questions. f Are you busy?
1 Who did this experiment and what's her job? g lIsitimportant?
2 Who caused the accidents: the passersby or Kate? h Sorry, but it's not a good time.
3 Do Americans say 'sorry’ as often as English people? Which phrases can you use to ...
4 Why was it difficult for Kate to experiment in Japan? 1 stop people interrupting you?
5 Why do you think English people say ‘sorry’ so much? 2 checkit's OK to interrupt people?




