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A visitor to BOS
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Exercise 1 OQverseas sales staff

Make up 8 sentences about the overseas sales staff using these words:
boss — secretary — assistant

Jacques de la Plaine Chantal Dubois
Sales representative oo—o——-_- Secretary

Marie-Jo Braun
Sales assistant

Marie-Jo is Jatques’ assistant.

dacques ...........ocooiiiiiiiiiiiiiiiin, boss.
Jacques ......... Chantal’s ...............
Chantal ...........ccoiviiiiiiiiiiiiiiniieeennnes
Lorenzo Magnani Francesca Albarosa
Sales representative ... Secretary

Marisa Balzarini
Sales assistant

......................................................

......................................................

......................................................

......................................................



Unit 1

Exercise 2 Countn‘eé

There are 19 countries hidden in this wordsquare. They are hidden
horizontally, vertically and diagonally.
Find the countries and complete the sentences.

C|H|F|I|N|L|A|N|D|S
A|E|E[I[T|U|S[S|R|W
U(G|N(B|R|A|Z|I|L|I
SIY[G|E|L|R|L|E[S]T
PWL|L|F[G|G|Y|w[Z
R|TVAYG|R|E|E|C|E]E
I |[M{NNITA[N[R[J[D[R
AIN[D[INNIT|M[AJE|L
O{Z|IDM|C|I |A(P|N|A
U|S|(A|I|E|[N(N|A|A|N
C/H|I|N|A|[A[Y|N[M|D
1 He is Argentinian. He’s from Argentina.
2 1 am Austrian. 'm from ......... e,
3 She ........ Belgian. She’s .....................
4 They ............ Brazilian. ....
5 You ........... . Chinese. ...............coevni.
6 We .... Egyptian. ... ...
7 He ........ English. ...,
8 You ............ Finnish. ........................l
9 We ............ French. ...........................
10 1 ......... German. ............cccciiiiiiiiininnnn.
11 She ......... Greek. ...
12 They ............ Indian. ............ooeeiiiiil.
13 He ........ Italian. ....c.oovveeviiiiiiieinnn,
14 You ............ Japanese. ........................
15 We .. Spanish. ............c
16 1 . Swedish. ..........c.coovvviiiiinnnn.
17 She ......... SWISS. .o,
18 He ......... American. He’s from the U.........
19 They ............ RUSSIAN.  veveveeeeeeeeeeeeen,
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Exercise 3 Greetings and introductions
Who is saying what? Decide which person is saying which sentence.

_){ Pleased to meet you, Simonj 2L Jaogues 1z
@ 8. It's 8ood to 886 you.

Fme thanks. Andydu'?‘©

Answers:

1 2 3 4 5 6 7

Exercise 4 A/an

Write a or an in front of these words.

It is a Brazilian office. 5 Itis ...... Egyptian office.
Itis ...... Indian office. 6 Itis ...... English office.
Itis ...... Austrian office. 7 ltis ... Greek office.
Itis ...... Swiss office. 8 Itis ...... Japanese office.



Unit Two

il A newcomer

Exercise 5 Word puzzle

kol

What are these words? Each letter is always the same number. The
pictures might help you.

8 [4, 16 [0 ™[4 |2 18 3
PIAFPFFFAFPTE] PP
|
012|§14',§2|'§1o 312 —
e
D ——
5 7 3 8 3 4 [0
A et
\
0
5 [0 3 [14 18 [1B [4 2 1"
T Ia \\“*
\
Now answer this quesfion:
14 [13 |2 14 [0 2 12

i3 1 4A|f2r‘

<
3

Al

.....................
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Exercise 6 Calculations
Write the answers to these calculations.
Two X nine = eighteen

Twenty~four= ..o,
Seventeen —three= ..................... R,
Eleven+eight=................c.oooiiiiiiniinn...

Sixt_een —thirteen= .......c.ooeviriiiiiiiiin,

Twelve +siXx= .. ..o,
Fifteen—ten= ..........ccccociiiiiiiiiiiiinininnnnn,

SevenN + 0NE= .. ..ottt e
Exercise 7 Jumbled words °

Can you make twelve or more sentences from these words?
this desk under what is a in
are  your office that the ? on
telephone books - these those

What is that?

Those are your books.
Is this a telephone under the desk?

R I R R N I R I I I I R T R N I N I R A R R R N N R Y]
..............................................................................................
D A N R I R R L I R R R R N A RN R NN X
.............................................................................................
..............................................................................................
.............................................................................................
.............................................................................................
.............................................................................................



. Unit2

Fxercise 8 | Business letters

Put these addresses, names and dates in the correct places in these two

letters:

8) Mrs E Lant
31 Ilford Road
London SW1 2XJ

”

b) Mrs Lant,

c) E Lant (Mrs)

d 31 Ilford Road
London SW1 2XJ

6) Sales Department
London Geqds Ltd
12 Martindale Road
London SES5 6BA

Dear 4

I saw your advertisement in the
Daily Sun and I would be grateful

1f you would send me a copy of
your catalogue.

Yours 5

y mmmm@

London SES 6BA

g) Sirs,

h) Philip Gallagher
Sales manager’

i) 16th October 1931
J) 21st October 1981
k) faithfully,

) sincerely,

Dear 10

Thank you for your. letter of
16th October. I enclose our
catalogue as requested.

Yours 11

10 12




J Unit Three
(@ The BOS building

Exercise 9 Ordinal numbers

White the abbreviations for these ordinal numbers in the boxes.

1 His office is on the eighth floor. 8th
2 Thank you for your letter of July twenty-firstt.
3 Room 405 is the second door on the left. oo
"4 Her holiday is in the fourth week of August.
5 This is the sixth letter from BOS this week. oo
6 The file is in the third drawer down. o
7 The meeting is on fifthJuy.
8 That is the twentieth mistake today. @~ o
Exercise 10 Office plan
Here is the plan of two floors of an office building. Read the description
and write the names of the rooms in the boxes.
1 { stairs 2 5 < Jlﬂrs 6
3 8 4 7 8 8
g > reception j E
N
GROUND FLOOR FIRST FLOOR
When you come into the building, the reception is the first door on the
right. The second door on the right is the typing pool and the second
door on the left is the office manager’s office. The post room is opposite
reception. When you go upstairs, the first door on the left is the sales
office. The room above the office manager’s office is the personnel
manager’s office. Next to the personnel manager’s office is the managing
director’s office. Opposite the managing director’s office and above
reception is the sales manager’s office.
Answers: 3 6
1 4 reception 7

2 5 (8

23—1044 7




Unit 3

Exercise 11 What are you doing?
1 I am having lunch.

Exercise 12 A memo

Rewrite this memo with the correct punctuation and capital letters.

RAND Bi-i hter
MEMO M Offfce

Supplies

TO: allstaff
FROM: howardspencerpersonneldepartment
DATE: 30october1981

Subject: appointmentsystem

iamnotavailabletoseestaffonmondayandwednesdaythis

weekbecauseiaminterviewingnewstafficanstillseestaff
byappointment

RAND Brighter
MEMO M Ofngce

ro. Supplies

. Limited
FROM:




Unit Four

Office routine

Exercise 13 Times

How many different times can you make with these numbers?
0925 - Twenty-five past nine.

0529 — Twenty-nine minutes Past ................coeeviieiiiiieiniviinirvinerennn. .

2059 - One minute to......... U U RN

o0 0 R R N O I I I R R A R R I N R LR X
see e R R R R R I T R N L R R R AR A AN

........................................................................................

2* 9



Unit 4

10

Exercise 14 Transport pdzzle

The words in this puzzle are all means of transport. What are they?

/./!Q\“ =
ﬂ)‘iﬁﬂ'—? B ]
°T

Exercise 15 A timetable

Read this description of the train timetable from Liverpool Street to
Stortford and fill in the times on the timetable.

Trains leave Liverpool Street for Stortford three times per hour, at 5 minutes
past, 28 minutes past and 53 minutes past every hour. The 0.53 train is a
through train (it does not stop at Seven Sisters or Harlow). The 0.05 train and
the 0.28 train are stopping trains, but the 0.28 train- does not stop at Seven
Sisters. The journey from Liverpool Street to Seven Sisters takes 10 minutes.
The journey from Liverpool Street to Harlow takes 42 minutes. The whole
journey from Liverpool Street to Stortford takes 50 minutes for a through train
and 55 minutes for a stopping train.

I.l;ilverpool Street | Seven Sisters |Harlow Stortford
11.05
12.10
12.15
12.28
13.43

What time does the 12.05 from Liverpool Street arrive at Stortford?

You are in Harlow. Your meeting is in Stortford at quarter to one. Which
train doyou want? ...,



Unit4

Exercise 16 Present simple and progressive tenses
Underline the correct form of the verbs in brackets:

Joy is very bad-tempered today. Usually she 1 (works/is working) in a
large office, but today she 2 (works/is working) in a small office. The
decorators 3 (redecorate/are redecorating) room 102. Joy does not like
anything in the small office. She 4 (types/is typing) on a manual
typewriter, but usually she 5 (has/is having) an electric one. Her filing
cabinet is in room 102, so she 6 (goes/is going) through to the big office
every hour to do the filing. The decorators are not very happy either.
Usually they only 7 (paint/are painting) the walls and ceilings, but here
they 8 (paint/are painting) all the doors and window frames too. Luckily
the room is nearly finished.

Exercise 17 A personal letter

Janet is replying to Joy’s letter on page 32 of the Students’ Book, but
the lines are in the wrong order. Write out the letter with the correct format.

)‘15 Li].‘c isa't very cxo'v“nj at fle
3|st Oclober 198!

Janet »

2 Greaville Drive

Thank You very much Forjou! lefier. ['wn
momenat. |'m in bed | because I'm nol
Love,

Dear Toy,

Vu‘:j well.

Sure gouw lfe 1sat really boring.
I'm looking forward. to your visit next
Bournemouth BHE 26H

week and Lo He wedding .

11
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Unit Five

Ordering stationery

Exercise 18 Plurals — pronunciation

Look at these plural words. What is the sound of the final ‘s’? Put the
words in the correct columns: pens — desks — offices — rulers — boxes —
graphs — pencils — days — paper clips — glasses

/s/ /z/ /iz/
ballpoints shelves telexes

.................................................................................
.................................................................................
.................................................................................

------------------------------------------------------

Exercise 19 Word puzzie

Simon wants these from the stationery cupboard. What does he ask
Charlie? Each number is always the same letter.

i 4A1z 10 F—_[s‘ 13 15 E‘ 4A7 3
lm |4A]14 Fo Iil 6 Iil‘lz i3 |T |?

What does Charlie reply?

8 i0 |6 10 4 ) 10 |7 8 4 7 3

Exercise 20 Questions

Make questions from these sentences, like this:
Mary needs 6 pencils, (How many) How many pencils does Mary need?

Simon works at BOS. (Where) ............ccoviiiiiiiiiii e,
Simon travels to work by train. (How) .............ccccooiiiiiiiiiiiiiiinn.
Joy is in a small office. (Why) ........ccoiiiiiiiiiii e,
The order number is 6752. (What) .............ccc.c.n.... b

Joy makes coffee at 11 o'clock. (When) .............ccooiiiiiii i,



Unit &

Exercise 21 Adjectives puzzle

All the words in this puzzle are adjectives which describe these items of
stationery:

Exercise 22 Numbers crossword

The answers to these clues are all numbers.

Across

a A hundred+a dozen
¢ Four dozen—a couple
f Two thousand —a pair

Down

Six pairs

Two dozen

Six hundred + four pairs
A score — one

® QAo p

13
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Part one

Write these sentences in the plural, like this:
He has got a file. ' They have got some files.

His secretary works in Harlow. ................cooooiiiiiiiiiiii i,
Is this your paper clip? ...........ccooeeviiiiiiiiieeennn. ST
The bookisontheshelf. ................. i,
What does she do?........................... e e e e e e

The stationery is in the drawer. ................. e, SRUUTTOTRTUOS

Part two

Look at the description of this picture
and fill in the missing prepositions:

The notice board is (1) ............ the
desk. The book, the calculator and the
telephone are (2) ............ the desk.
The calculator is (3) ............ the
book and the telephone. The letter is
4) ... the drawer and the
wastepaper bin is (5) ............

the desk.

Part three

Write these times in full, like this:
1915 It is quarter past seven.

0930 e, e e e e e,
2318 et —
0785 oo e,
1830
2026 e e e,



Test A
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Part four

Here are some facts about B. Write the question A asks B, like this:
Fact: B needs six pencils. ,

A: How many pencils do you need? B: Six.
Fact: B has got some glasses.
Al B: Yes
Fact: B drives to work.
Al B: Yes
Fact: B is a sales representative.
Al B: I am a sales
representative.
Fact: B is not married.
A e B: No
Fact: B is typing.
Al e B: I am typing.
Part five
Write the correct ordinal number in these sentences, like this:
It is on the (3) floor.. third
It is the (9) door on the right. ...
It is on the (2) shelf. et e ra e e s
My birthday is on (12) May. ... -
It is on the (8) floor.
You are the (20) person. e
Part six
Choose the correct word to complete these sentences, like this:
Whois ...... a...... boss? a) your b) him c) Mary
- are your books. a) This b) That ¢) These
............ name is Mary. a) His b) Her c) Their
Have ............ got any paper? a) you b) he c) Simon
Does ............ drive towork? a)you b) him ¢) Simon
Itis ............ office. - a) their b) them c) they
A 15



Unit Six

Joy’s lea.ving party

Exercise 23 Offers

Write Anne’s answers to Simon’s questions in the right places:
(a) I'd love one. (b) Yes. Coffee please. (c) I'd love to. (d) I'd love some.
(e)-A piece of cake please.

G‘/oulo( you like Sc;mcakﬂ iM\AL would gou Lke to Cﬂf-iJ Woudd uou e Lo g0 tofke comema’

Exercise 24 Description puzzle

The answers to the puzzle complete these sentences. The sentences
describe these two people.

She has got (2) ............... L (6) hair and she wears
(1) i She is wearing a (7) ............... dress. He has
gota(B) ...l anda(4) .................. He has got
8) .. 3) hair.

16
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Exercise 25 An invitation
Can you find eight mistakes in this invitation?

15 Mowbray road
Newcastle NE2 3PA

2th November

Dear Susan,

I is having a dinner party 21st
november for a few friends. It

starfs about 8. Would like come?

I'd love to see you again.

Yours sincerely,

C am‘jr\

Exercise 26 One

When you know what someone is talking about you can use one instead
of the singular noun. Rewrite these sentences usmg one.

That is the seventh phone call. That is the seventh one.

She is typing a letter. ~ Sheistyping.......................
He hasgotanoldcar,. ... B TS
I am looking at a man. ] , ...... SUUUUUUURRRRUUR
Would you like a cigarette? ’ ..................... e
She is making a cup of coffee. ’ .................................
That is a pencil. - : ' frare et

It is next to a book. T TR
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Exercise 58 Comparing situations

Mary and Helen are comparing their situation with Anne’s. Mary’s
situation is the same as Anne’s, but Helen’s is different. Fill in this table
with Helen’s comments about Mary’s situation and Mary’s comments
about Helen’s situation:

ANNE SAYS: HELEN SAYS: MARY SAYS:
[ don't like using the telephone. Nor does Mary. Helen does.
L [ can't swim. Nor can Mary. Helen can.

I didn’t go to work on Monday.

I haven’t been to Egypt.

I don't cycle to work.

I'm not going out to lunch today.

[ wasn't given a pay rise.

| wouldn't like to leave BOS.

I haven't got any more holiday this year.

I'm not very busy.

Exercise 59 Problems

There were two men on a train. The older man said to the younger man,
‘How old are you?’ The younger man said, ‘The day before yesterday I
was eighteen and next year [ will be twenty-one.” On what date did the
two men meet?

A rich businessman died and left his seventeen factories to his three sons.
He left half his factories to his eldest son, a third of his factories to his
second son and.a ninth of his factories to the youngest son. The sons did
not know what to do. They did not want to break up any of the factories.
Another rich businessman helped them to find an answer. What was it?

ANSWBT, ot e e e e

.............................................................................................

.............................................................................................
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Unit Fourteen

Telephone mesee,ges

Exercise 60 To do/doing

Cross out the word(s) in brackets which you cannot use in these
sentences.

Could you (16 type typir@) those letters please?

The phone has stopped (to ring ringing).

Why don't you (to go going) home?

We look forward (to hear hearing) from you.

You should (to work working) harder.

[ have got (to ring ringing) Mr Smith.

Would you like (to go going) to the cinema on Thursday?
I do not like (to do doing) the filing. |

I want (to earn earning) more money.

[ will (to see seeing) you on Friday.

Exercise 61 Rhyming words

Which word in the first column rhymes with which word in the second
column?

Answers:

1 weigh a are weiah d
2 do b day g d
3 car c wear do
4 know d my car
5 chair e her
6 floor f through know
7 near g gdo chair
8 1 h There
9 were i your floor

near

|

were

39



Unit 14
Exercise 62 Word puzzle'

How many words can you find in this word puzzle?

T|A|P[E[H|L|M[E]A
PIE[N[C|I(L|O|L[D
AIM|L|T[O|O|A|N|D
PIE[E|E/B[O|X|B|G
E|s|TKSTPK|N|O|W
R|S|T|PNANH|C|R|M|
B/A|E[A[NYIO|I A
A|G|R[E|L|B]A|N|K
DIE|S|K[I]|K|T|GIE

..............................................................................................
.............................................................................................
.............................................................................................

.............................................................................................

.............................................................................................

..............................................................................................

Exercise 63 Reported speech
Here are six sentences in reported speech. Write the actual words people said:

=

She said he liked typing. He likes typing.’

She says she likes typing. Tlike ......... ’

He said he did not want to @o. . i
He said she was going to visit him. ...
He says Helen is not having lunch today. .............cccoceiiiiiiiiiinennnn.

She said they were having a meeting.  ....... e

B o 0 o w N
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Exercise 64 Shoft responses

Write short responses to these statements to express polite interest in what
someone is saying.

I’'m going to improve my typing. Oh are you?
I didn’t see him. Oh didn't you?
I'll go next week. fer e ebe et ieatente e e ara e aanees

've got to do a lot of typing.

I must work late.
[ can’t speak Russian.
I want to leave work early today. ...,
[ was very busy yesterday. L,
Twon'tdoit.

Pve never been there. e

Exercise 65 Going to/present progressive

These sentences are about the future. Write the verbs in the correct form.
BOS (open) a new branch. BOS are going to open a new branch.

I (meet) him at 10 o'clock. I am meeting him at 10 o’clock.

I (not come) to Work tOmMOITOW.  .....oviiiie e e e et e

They (have) ameeting. ............ccviiiiiiiiiiin e
What's he (do)? ... e e

41



‘Unit 16

Exercise 66 Word stress.

Write the stress pattern of all these words and then link each word from the first
column with the word with the same stress pattern in the second column.

oo Oo Ansuwers:
1 information a direction ) ;
information | preposition
2 photocopy b precise photocopy
3 roundabout \ ¢ supermarket roundabout
around
4 around d handsome
apostrophe
5 apostrophe personnel
agenda
o 0o0o
6 agenda f preposition housework
7  housework g redecorate understand

8 understand h anywhere

Exercise 67 The news

The words in this puzzle are all words to do with newspapers.

/ 1 2
E|A | E
E

A|
0 B
E

E| [0 o




Exercise 68 A worker’s quiz

Find out how many hours you work a year.
There are 365 days in a year. There are 24 hours in a day.

How many hours are there in a year?

You sleep for 8 hours every day. How many hours do you
sleep in a year?

How many hours are left? (A minus B)

There are 52 weekends of two days. How many hours is
that? "

How many hours are left? (C minus D)

You have an hour for lunch each day. How many lunch
hours do you have in a year?

How many hours are left? (E minus F)

You have three weeks’ holiday every year. There are 7 days
in a week. How many hours’ holiday do you have?

How many hours are left? (G minus H)

You have an hour free in the morning and four hours free in
the evening every day. How many free hours do you have in
a year?

How many hours are left? (I minus J)

You have a half hour break every morning for coffee and half
"an hour for tea in the afternoon. How many hours is that in a
year?

How many hours are left? (K minus L)

You are ill for about 34 days per year. How many hours is
that?

How many hours are left? (M minus N)

There are usually about 8 days of national holidays per year.
How many hours is that?

How many hours are left? (O minus P)

You spend 9 hours ayear at the dentist or out of the office for
other reasons. You work for the rest of the time. How many
hours a year do you work?

...............

...............

...............

...............

...............

...............

...............

...............

...............

...............

...............

...............

...............

...............



Part one

Here are some facts. Write the questions A asks B about the facts, like this:
Fact: She has not met him yet.
. A: Has she met him yet? B: No.

1 Fact: Tea is grown in Sri Lanka.
A B: In Sri Lanka.

4 Fact: They closed the Newcastle branch last December.
Al e B: Last December.

5 Fact: Helen’s typewriter is the oldest.
A e B: Helen’s.

Part two
Write the actual words people said yesterday, like this:
He said it wasn’t signed. It is not signed.’

Pt

_They said they were leaving. - ................c.co e
Mary said she would ring him.  “ .................c.l. el
I said he wenttowork by bus. ... T

He said she could not doit.  “....oiiiiin e

a AW N

She said it was her office.  “ ..ot s '



Test C
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Part three ‘

Write the past participle of the verbs in these sentences, like this:

Have you (take) shorthand before? " taken

The book was (write) by Jane Smith. B VR UPUUTT
The desk was. (break). . e ———
I have not (send) the telex yet.
Coffee is (export) from Brazi.. ,
Have you (see) him?
Part four

Write short responses to these sentences. Your situation or attitude is the
same as the person speaking. Like this:
I'm working late tonight. So am L.

I love learning English.  ............ 4 Imnotverybusy. ............
Icantdrive. =~ ... 5 TIve gotto gonow. .....

I must leave early today. ............

Part five

Write these figures out in full, like this: 20p twenty pence

221% e, e et s
B 72D e
$6,204
300 e e
8,000,000 .o e
Part six

Write the comparative of the adjectives in these sentences, like this:

My typeuwriter is (heawy) than yours. heavier

This one is {expensive) than that one. ...

I'm (big) than you.
My boss is (intelligent) than yours. ...
John earns (little) money than Peter. ...

This photocopier is (easy) to use than that one.  ...............
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11
12
13
14
15

Part one

Choose the correct word to complete each sentence, like this:
Last week he did not ...... a...... to the office. a) go b) went c) been d) gone

Itis ......... book. a) there b) theirs c) their d) they're
He always ......... to work. a) is driving b) are driving c) .drive d) drives
At the moment they ......... a) is typing b) are typing c)‘ type d) typed
They are going ......... the station. a) close b) to close c) closing

d) to closing :
llook forward ......... fromyou. a)tohearing b) hearing c) hear d)to hear

......... typewniter is that? a) His b) Who c) Whose d) Who's
......... man has got a moustache? a) Which b) Who c) Who's d) Why

They are giving ......... a prize. a) him b) she c) its d) they

Itis ......... Monday moming. a) in b) at c) on d) to

Haveyou ......... to London before? a) been b) gone c) go d) went
Part two

In the next five sentences, choose the only answer which is not correct, like this:
...... d...... you write to Mr Donaldson please? a) Can b) Could

c) Would d) Have
oo to go to the post office. a) must b) have got c¢) have d) want
Have you seen ......... new boss? a) his b) your c¢) mine d) our
He said they were ......... a) working b) delivered c) come d) busy
| S not go to work. a) did b) have c) do d) will

I would love ......... a) any b) one c) some d) to



WE MEAN
BUSINESS

We Mean Business is a one-year course at elementary level, for
students who need general English with a commercial bias. It is
particularly suitable for students at school or those beginning
further education, who plan careers in business.

We Mean Business is activity- and skill-based, with a strong
element of structure revision and consolidation. It introduces, in
realistic settings, English for clerical, secretarial and
administrative work and concentrates on office practice,
organisation and routine, correspondence and telephoning. Its
companion volume, We're In Business , covers a wider range of
international business activities, such as trade, import/export,
finance, with related documentation, at a slightly higher language
level.

The two books can be used together, to form a two-year course, or
used separately, depending on student needs.

We Mean Business comprises:

¢ Students’ Book

e Teacher’'s Book

® Workbook

e Students’ cassette of dialogues and listening exercises
e Language Laboratory drills (Set of 2 cassettes)

» M
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