6 | Practice file

Working with words Business communication

1 Complete this menu with words from the list. 1 Underline the correct phrase in italics to complete the
conversation.

A Hello, I'm Rachel, "Can [ join you? / Can 1 help you
“Yes, of course. / No, [ don't

[ hear you work for / Is this your first time at the congress?
Two * __foronly €12.00 or three for €15.00
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No, | was here last year. “What do you think c

laxke a seat

A It's really interesting and nice to meet new people

' 2 _ 2 Each phrase in italics has an extra word. €rossitout:

A Hi, I'm Mia Pieczek from Slovakia. '7 hear you do we

bl Fin | Muotorola

| B “Yes, that's is right

| A You're my customer in Slovakia! “Would you like get

| another coffee?

and ice cream B “No, you're thanks. I'm fine

mousse A OK. Well, I'd like one, so I'll : see me 'y
trudel and cream

B Yes. "Nice to talking to you.

Please _atthe bar it ;
’ 3 Put the words in the right order

1 join / can/you /]
Z Complete these sentences with a, an, or some. ’

1 1'd like olass of still water, please 2 vyou / hear / 1 / for / KPMG / work

Would you like vegetables with that?

o]

3 Could | have side salad with my steak, 3 something / get / can / you / 1

__ avocado salad, please 4 vyou / think / exhibition / what / of / the / do

5 Wed like extra portion of French fries, _ 04

please 5 me / please / exc
6 Could [ have parmesan cheese, please?
7 Would you like __ sgtarter?

8 I'llhave ___ glass of red wine, please.

3 Put these conversations in the right order.
A a Would you like a side dish with that?
b Yes, I'll have a four seasons pizza, please
c Are you ready to order?
d No pr¢

e No thanks, but I'd li}

2m

B a How was your meal?
b Would yvou like a dessert?
c And could | have the bill, please?
d Sure

e No thank you, but we'd like two coffees, please

Very nice, thanks



Language at work
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Past simple: irreqular verbs

Many verbs are irregular and don't take -ed in the past simple.
go * went
come * came
have —+ had
take —+ fook
For a list of irregular verbs and their past simple forms, see
page 102.
For how to form sentences and questions in the past simple, see

Practice file 5 on page 87.

Time expressions

Use time expressions to say when something happened in the
past.

four years ago

in 2008

on 26th January

last night
last Tuesday
last week
yesterday when I was in Japan

two days ago
Time expressions are usually at the end of the sentence

[ left my job in 2007

I flew to Milan yesterday.

We didn't finish the report last week.
Time expressions can go at the beginning of the sentences to
give them more importance.

Yesterday I was so busy, I didn't have a break.

1 Match verbs 1-10 to their past simple forms a—j.

1 do a went
2 take b took
3 give c met
4 spend d left
5 meet e gave
6 go f had
7 fly g spent
8 have ___ h did
9 leave i saw
10 see _ j few

Past simple: irreqular verbs

[ime expressions
2 Complete this email using the past simple form of the
verb in brackets.

Subject: Trip to Hawaii - I'm back!

Hi Timo,

I'm back from the trip. It was great. We '_ (fly)
with United Airlines in Business Class! Julio _
(meet) us at the airport when we arrived. We

(spend) two weeks visiting customers which was very
interesting. Then we * (have) a short holiday
and®___ (do) some sightseeing. We

(not see) Heike unfortunately — we (leave)
before she (come) back from her holiday.
Anyway, can you tell me what happened in the company
in the last three weeks?

Thanks,

Clio

3 Look at this diary. Complete the sentences using the
past simple and the time expressions in the list. Today
is the 11th.

1 1 toWarsaw___

2 1 ____apresentation to the Board

31 Warsaw —
I Jakob forlunch ___ =

5 1 thenew Bond film _ -
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