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АННОТАЦИЯ

«Книга студента» к учебному фильму «Person to Person» предназначена для работы студентов, изучавших английский язык 250-300 академических часов, над языковым курсом «Кросс-культурное общение».

В соответствии с тематикой десяти частей фильма книга поделена на десять уроков, каждый из которых имеет разделы «Class Aid» и «Home Page» с заданными по деловой переписке для самостоятельной работы.
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ПРЕДИСЛОВИЕ
Видео-курс "Person to person" предназначен для студентов младших курсов, изучавших английский язык не менее одного года (340 часов).

В соответствии с видео-курсом книга для студентов разделена на 10 уроков. В каждом уроке два раздела. Первый раздел ("Class Aid") помогает работать над фильмом в аудитории под руководством преподавателя. Второй раздел ("Home page") предназначен для выполнения заданий вне аудитории самостоятельно.

Вторые разделы уроков представляют собой введение в курс "Коммерческая корреспонденция", к изучению которого студенты факультета МЭО МГИМО (У) приступают на третьем году обучения.

Видео-курс "Person to person" и данная книга ставят перед собой задачу научить студентов пользоваться английским языком (письменно и устно) в официальном, полуофициальном и неофициальном стиле в их будущей деятельности специалистов в области международных экономических отношений.
Introduction
The Nature and Purpose of the Course

The course “Person to Person” is specially designed and   adapted for the students of the International Economics Faculty, MGIMO University, who have passed the elementary level of English (about 300 hours) and acquired comprehensibility in their speech and writing. The course (about 40 hours of classwork) will take students up to a point where they can begin to use English adequately in formal, semi-formal and informal situations. It will also introduce them to the basic technique of business letter writing well before the ESP course in Business English becomes compulsory.


There is a considerable variety of lesson design and activity types; great importance is given to the systematic teaching of vocabulary and grammar; some reading and listening material is deliberately pitched well above the productive level of the learners. Students will work through a variety of functions (asking for information, giving advice, offering apologies, etc); notions and skills (listening for gist, speaking fluently, writing personal and formal letters, etc)


ORGANISATION OF THE COURSE

The course consists of

· a one-hour video-film,

·  Teacher’s Book,

· Students’ Book

The Teacher’s Book is designed to help the teacher organize class-work for an “average” group, though, of course, the time taken to work through it will depend on the students’ mother tongue, motivation and various other factors. The Students’ Book provides the learners with some visual aid for work at the lesson and assignments for practicing business letter writing at home.

VALIDATION AND FEEDBACK
The course has been extensively piloted before publication, and everything in it has been tried out successfully in a variety of teaching situations.

UNIT 1

GREETINGS AND INTRODUCTIONS
1. The video-film is about a day in the life of several people who are connected with Acme Bicycle Company, known as Acme Bikes, a small company producing quality bicycles both for the UK and for export. Some people work for Acme Bikes, others are friends and relatives or visitors to the company.
1. Watch the introduction (Students’ Book). You will hear the sentences:

· Ladies and Gentlemen. It gives me great pleasure to welcome you all to Acme Bikes.

· Hello. I’m Carol Simpson.

· Hello there.

· Hi. Nice to meet you.

· How do you do.

· I’ll see you later.

Are these greetings formal or informal? Where and when would you use each expression?

2. Watch Unit 1 and answer:

· Who meets Henk at the airport?

· Where does the girl on the telephone work?
· Does Henk go to the hotel or the office first?

· How many people does Henk meet in FG’s office? What does FG do?

· What does Frank deliver to Acme Bikes?
· Is the Brookes’ party formal, semi-formal or informal?

SCENE 1

AT THE AIRPORT

1. Henk Jansen arrives at the airport. What do you know about him? (>businessman from Holland)

2. Watch the scene and match the people and the situations (Students’ Book).

3. Henk has never met Mr. Brookes before. Is their meeting formal or semi-formal?

Read the examples of how to introduce people formally, less formally and informally (Students’ Book) and introduce people in the following situations:

· Introduce your new secretary, Carol Jones, to your boss, Mr. Rossi.

· After Carol Jones has been with you for two weeks, introduce her to another secretary, Janet.

· Introduce your wife, Helen, to Mr. Rossi, your boss.

· You are having a drink in a pub with your friend Harry. Another friend, Mike, comes across to you. Introduce Harry to Mike.

· The same evening you hold an informal party. After an hour you introduce your English friend, Robert, to Madame Dupont, a neighbour.
4. Christine doesn’t seem to like being formal. But Henk doesn’t know it. Is his greeting formal or semi-formal? Does Stephen introduce them formally or informally? Why?

5. Imagine, that on a plane, the passenger next to you says, “Let me introduce myself. I’m David Statham from Vancouver”. What will you answer? Which expression from the scene will fit here?
6. Watch the scene again and act it out.
SCENE 2

ON THE PHONE

1. Watch the scene, match the people and the situations (Students’ Book)

2. What is Mary doing? (> answering the telephone call). She says, “Extension seven, five, three. Hello”. Why does she give the extension? (> In Britain it is common when answering the phone to give your phone number, or in this case, your office extension number).

3. Rearrange the sentences into a telephone conversation in which the telephonist puts the caller through to the person he wants (Students’ Book):
- O.K. Bye. (10)

 - Hello, Joan. Andrew here. (7)

- Oh, listen. I’m a bit busy at the moment. (8)

- Yes, this is Joan Lewis. (6)

- Hello? Extension seventy three. (4)
- Hills Development Corporation. Good afternoon. (1)

- Putting you through. (3)

- Hello. Is that Joan? (5)

- Thanks for calling. (11)

- Extension seventy three, please. (2)

- Could you call me back later? (9)

4. Act out the scene.

SCENE 3

OUTSIDE ACME BIKES

1. Watch the scene. Match the people and the situations (> Students’ Book).

2. Henk says, “I’m looking forward to the party”. Which party is he looking forward to going to? Has he been invited?

3. Act out the scene.

SCENE 4

IN FG’S OFFICE

1. Watch the scene. Match the people and the situations ( Students’ Book).

2. We have five people in the scene. What are their jobs?

( >- Mr. Francis Green, FG, - Managing Director of Acme Bikes;
    - Carol Simpson – FG’s secretary;

    - Jane Selby – a technical consultant from the US;

    - Henk Jensen – a Dutch businessman;

    - Stephen Brookes – Sales Manager of Acme Bikes)

3. FG and Mr. Jensen exchange greetings. Are they formal? Why? Watch and find the answer.

4. FG introduces Jane Selby to Henk. Watch it.

Is the introduction formal, semi-formal or informal? Why?

Act out the introduction,

5. Imagine that you want to introduce your friend Jim to Margaret, one of your colleagues. What will you say? (> Allow me to introduce ..,)

SCENE 5

IN THE RECEPTION AREA
1. Watch the scene. Match the people and the situations. (Students’ Book)

2. Betty is in the reception area. What’s her job? (> receptionist). What does she say when she answers the phone? What must she do? (> to put through)
3. Does Frank work for Acme Bikes? Why has he come? (> to deliver the picture).

Betty didn’t know Frank’s name. What did she say? Why didn’t she call him by his first name?

4. Watch the scene again and act it out.

SCENE 6

AT THE PARTY

1. Watch the scene, match the people and the situations (> Students’ Book)

2. Peter Carter is a young friend of Stephen’s. Who is he introduced to? Is the introduction formal?

Act out the introduction.

3. Imagine that at a party the hostess says, “Let me introduce you to…” Just then someone turns the record player very loud, you can’t hear. What will you say? What did Carol say in a similar situation? (> I didn’t catch your name).
4. Jane is leaving. What does she say to the hostess? (> Thanks very much for a wonderful party). Why did she have to leave?

There are different ways of thanking people.

For example, somebody you don’t know very well offers you a lift home from a party. You can say, “Thank you, that’s very kind of you”.

Now, you thank people in the situations:

· On behalf of your colleagues, thank Mr. Green who has given you a talk on marketing. (> Mr. Green, we’d like to…)

· You are leaving your friend Mary’s house after an enjoyable dinner party. (> Thanks for …)
· You are leaving the home of your new neighbours after an enjoyable dinner party which was your first social contact with them. (> Thank you so much. It’s been a most…).

· You deliver your son Franco to some neighbours who have offered to look after him while you go to the theatre. (It’s really kind of you to…)
· You leave the tourist information office, where the clerk has been very helpful in finding you a hotel. (> Thank you very much for …)
· Imagine that you leave the party which you enjoyed very much and thank the hostess as you go.

5. Act out the conversations: Christine – Carol – Peter;

Jane – Christine. 
2. Read and write (Students’ Book, Class Aid)
Dear Martin, 

Just a short note to thank you for a most enjoyable party last Wednesday. It is always difficult to get to know people when you arrive in a foreign country but you made me feel most welcome and I was able to meet a lot of interesting people. I hope I’ll have a chance to invite you both to my house in Italy some time.

Thank you again for an enjoyable evening.

Yours sincerely,

Giorgio Muti

Henk Jensen is a Dutch businessman. On returning home he wrote a letter of thanks to Mr. Green. Write this letter for him. Use the standard phrases in the letter above, but also mentioning what you specially liked about the visit.
---------------------------------------
Listen, learn, write: - Unit 1, scenes 1 – 6 (acting out)
· (Students’ Book) Home Page – to prepare for a discussion

UNIT 2

ASKING FOR INFORMATION
1. Act out the scenes discussed previously.
2.

1. Watch the introduction. You will hear the following expressions:

· What time does my train leave for Manchester?

· How long does it take?

· How do I get there?

· Where is this picture supposed to go?

· Sorry, I don’t know.

· This drink‘s lovely. What’s in it?

· I’m not sure.

Where and when would you use each expression?

2. Watch Unit 2. Decide whether the statements are true or false and why. 
Start your answer in the following way: The statement that …. is true/false because …

· Christine asks where the florist’s is.

· Mary is happy that Jim phones her.

· Betty and Carol know where the picture is supposed to go.

· Stephen and FG recommend a restaurant.

· Henk is worried about how to dress at the party.

· Christine made the drink for the party.

SCENE 1

IN THE DEPARTMENT STORE

1. Watch the scene and choose the right ending to the sentence (Students’ Book)

2. Christine says “florist’s”, the shop assistant says “the flower department”. What is the difference? (> florist’s – the usual way of referring to a shop that sells flowers; flower department – a department in a department store).
3. Christine wants to find the florist’s. What question does she ask? (> Excuse me, where’s the florist’s?)

Imagine that it’s your first morning in Britain. Ask for information in the following situations:

· You want to buy stamps at a post office. (> Excuse me, where’s …)

· You need to go to the station, but you don’t know how to get there. 

· You arrive at the bank, but it is closed. You ask somebody what time the bank opens.

· You pass an interesting old church. You want to know what it’s called, so you ask someone.

· You’ve forgotten the way to your hotel, Park Hotel. Ask someone where it is.

·  In a store you’re looking for a cafeteria, so you ask an assistant where it is.
4. Act out the scene.

SCENE 2

ON THE PHONE

1. Here we see Mary Saunders talking on the phone. What’s Mary’s job? (> a clerk with Acme Bikes).

2. Watch the scene and choose the right ending to the sentence (Students’ Book)

3. Was Mary really busy? What was she doing? Did she want Jim to come? Why?

4. Watch the scene again and act it out.

SCENE 3

IN THE RECEPTION AREA

1. In the reception area there is Carol and Betty. We remember that Betty is a receptionist at Acme Bikes. What’s Carol’s Job? (> FG’s secretary).

2. Watch the scene and choose the right ending to the sentence (Students’ Book).

3. Betty didn’t know what the picture was there for. What question did she ask? (> Where is the picture supposed to go?) Did Carol answer the question? Why did she say “Manchester”?

4. Carol was looking for the timetable. What did she need it for? 
(> FG is going to Manchester tomorrow). Since she knew where he was going, what was she going through the timetable for? (> “Which station do trains to Manchester go from”).

5. Call at the British Rail office in Oxford Street to enquire about trains to Cambridge. Don’t forget there are several stations in London. You want to get to Cambridge around midday. You need to be back in London in the early evening.
SCENE 4
IN FG’S OFFICE

1. Watch the scene and choose the right ending to the sentence ( Students’ Book)

2. A hotel room has been reserved for Henk. Where is it? Has he been to it yet? Has he ever stayed at the hotel? (> “What’s it like?”)

3. Jane says she is a stranger there herself. What does she mean? Where is she from?

4. Sometimes you can’s give people information they want (Students’ Book). They say:
I’m a stranger here
I’M SORRY    followed by

I don’t know

I’ve no idea
Now you respond:

· Can you tell me where the station is, please?

· Where’s the information desk, please?

· Who’s in charge here?

Instead of saying “I’m sorry, I don’t know” you can also say 

“I don’t know, I’m afraid”
Respond in a similar way:

· How much is it? (> I don’t know, I’m afraid)

· How do I get to the cathedral, please? (> I’m a stranger here, I am afraid)

· How long will it take you to get to Bournemouth? (> I’ve no idea, I’m afraid)

5. What expression from the Unit will fit here?

-  Imagine that you are walking through a town you don’t know, when someone asks “How do I get to the centre, please?”

-  Your friend has a new secretary and you want to ask about her.

6. FG is leaving for Manchester. Does he know the time of his departure? What did he ask Carol? (> What time does my train leave for Manchester?)

Is Carol an efficient secretary? What did she do in advance?

7. Complete the dialogue, then compare your version with the video unit (Students’ Book).
8. Henk asks “How much does it cost to hire – er – rent one?”
What’s the difference between “hire” and “rent”? (> “to rent” is American English. In British English it is usual to say “hire” for a short period of time and “rent” for a long period).
9. FG is talking on the phone. Listen to what he is saying. What is he discussing? What is he saying?

10. Act out the scene.

SCENE 5

AT THE PARTY
1. Watch the scene and choose the right ending to the sentence (Students’ Book).
2. At the party there’s a problem of making “small talk”. What is “small talk”? (> this often means asking questions to which you already know the answer).

Watch the scene and find what they asked each other to make “a small talk”?

3. What questions does Henk ask Betty about the tie? Would you want to wear a tie at such a party? 

How does he begin the question? (> Tell me …)

What’s Betty’s answer? (>Yes. But – well, you could take it off, I suppose). Does she think the problem is as important as Henk thinks it is?

4. Act out the scene.
3. Read and write
1) Complete the letter (Students’ Book, Class Aid) by choosing an appropriate expression from the column on the right to fill each space.
(> Dear Mr. Brown,

My friend and I saw your advertisement for a holiday cottage. We are thinking of spending a couple of weeks in Scotland and we would like some more details. First, can you tell us how much it costs per week? Also how many people could sleep and does it cost more in July and August? Secondly, as we don’t have a car we’d like to know how far it is from the nearest station or bus-stop. And how far are the nearest shops? We’d also like to know if electricity, hot water etc are included. Does the cottage have a bath, or shower or both? 

We look forward to hearing from you soon.


Yours sincerely,
Ulrike Newbert)
2) You are planning to visit England and you have been given the name and address of a camp site. Write to the proprietor and ask for information about it. (You want to bring your dog and you like swimming)
………………………………………………………….

Listen, learn, write

Unit 2, scenes 1 -5 (acting out)

Home page: read, learn, write.

UNIT 3

ADVICE AND SUGGESTIONS
1. Act out the scenes discussed previously.
2.
1) Watch the introduction. You will hear the sentences:

- I need your advice.

- What do you recommend?

- What would you like me to do with this picture?

- Try putting it in Mr. Green’s office.

- What about a game of tennis?

- Good idea.

- Shall we try it?

- Why not?

Where and when would you use such expressions?

2) Watch the unit and decide who makes the following suggestions and recommendations. ( USE: to suggest, to suggest that someone should do something, to suggest doing something)

                                  SCENE 1 
                      OUTSIDE ACME BIKES  
1) Watch the scene and decide whether the statements are true or false. More than one alternative may be true or false (Students’ Book). 

Start your answer in the following way: The statement that …. is true/false because…
2) Jane says “Going downtown for lunch?” What’s “downtown”?
 (> American English for ‘into the centre of the town’)

3) Jane says “I need to buy some gifts for friends back home in the United States”. Why doesn’t she say “at home”? (> ‘back home’ is American English for ‘at home’ or ‘back in the US’).
4) What expression will fit the following situation:

 You’ve been invited to a party. So have the other English-speaking people you are with. Suggest going to the party together. (> Why don’t we go to the party together?).

5) Jane wants advice and Carol gives it. Watch the scene again and act it out.

                                          SCENE 2

                   IN THE DEPARTMENT STORE
1) Watch the scene and decide whether the statements are true or false (Students’ Book). Start you answer like this: The statement …. is true/ false because …

2) Christine says ”How  super”. What do you think she may mean? 

3)  Imagine that it’s a sunny morning. Someone suggests going for a walk by the sea. Agree enthusiastically. (> Oh, good idea. How super!)

                                  SCENE 3

                       ON THE PHONE

1) Watch the scene. Decide whether the statements are true or false (Students’ Book). Start your answer in the following way: The statement that… is true/ false because…
2) Both Jim and Mary have a suggestion to make. What do they say?
 (> What about a game of tennis? How about going to the cinema instead?)
3) Which expression from the scene will fit in the following situation:  Your English friend asks you “What shall we do this Saturday?” Avoid making any suggestions by asking him to suggest something first. What will you say? (> I don’t know. You decide).

4) Act out the scene.

                                       SCENE 4
                   IN THE RECEPTION AREA

1) Watch the scene. Decide whether the following statements are true or false (Students’ Book). Start your answer in the following way: The statement that … is true/ false because …
2) Frank puts forward his suggestions delicately. What does he say?

 (> Why don’t we put it on the wall there, above your desk?)

3) Read the examples illustrating different ways of making suggestions (Students’ Book).

Practice making suggestions:

· It’s raining outside. Suggest watching the tennis on TV.

· In a restaurant suggest trying the roast beef.

· Your friend wants to go swimming. Suggest doing your shopping first.

· You’re planning your holiday. Suggest going to the Highlands in Scotland.

· You and your friend are looking for a cheap restaurant, but they all seem rather expensive. Suggest eating at your place.

4) Betty says, “It’s worth trying, perhaps. But…” What was she going to say?
5) Act out the scene.

                                      SCENE 5
                        IN FG’S OFFICE

1) Watch the scene. Decide whether the statements are true or false (Students’ Book). Start your answer like this: The statement that …is  true/ false because …
2) FG says, “ If I were you I’d…” What was he going to say?

You can also give polite advice by saying “If I were you I’d…”
Give advice in the following situations:

· Your friend has been feeling ill for several days. /see a doctor/

· Your colleague’s car keeps breaking down. /sell it /

· Your nephew can’t decide what to do after he leaves school. /go to university/

· One of your colleagues has been offered a better job. /accept it/

· Your secretary wants to go to the Antarctic for a holiday. /don’t go there/

3) Henk is very formal. He says, “Have you thought of modifying the seat?”

What will you say if you mean to be informal? (> Why don’t you modify the seat?)

Say the following suggestions in the more formal way:

· Why don’t you ask the boss for advice?

· Why don’t you go to Scotland next summer?

· Why don’t you ask them round for dinner?

Say the following suggestions in the less formal way:

· Have you thought of phoning her?

· Have you thought of driving there?

· Have you thought of asking the bank for a loan?

4) Which expression from the film will fit here: You have developed a terrible stomachache after an unusual dish. Ask your companion for advice. (> I need your advice)
5) Complete the dialogue (Students’ Book) and compare your version with what people really say in the unit.

6) Act out the scene.

                                  SCENE 6

                 IN THE RECEPTION AREA

1) Watch the scene. Decide whether the statements are true or false and why. (Students’ Book). Start your answer like this: The statement that …. is true/ false because …
2) Betty doesn’t know where the picture is supposed to go. She wants Mr. Brookes’ advice. 

If you were Betty how would you ask for advice? How did she ask for it? (> We want your advice, MR. Brookes).

3) “You’d better do something” is used twice in the scene. Quote these phrases.

                                   SCENE 7

                          AT THE PARTY

1) Watch the scene and decide if the statements are true or false (Students’ Book). More than one may be true or false. Prove your point by using the beginning: The statement that … is true/ false because… 

2) There’s the sentence here, “Do you know any decent restaurant around here?”

What’s ‘decent’? (> restaurants of a reasonable standard). Is Peacock’s a decent restaurant? Why?

3) Complete the dialogue (Students’ Book) and compare your version with what people say in the video unit.

4) Act out the conversations: Henk – Christine; Peter – Carol.

5) Was any food served at the party? Why was Carol getting hungry?

                                        SCENE 8
                          AT THE RESTAURANT
1) Watch the scene and decide whether the statements are true or false and why (Students’ Book). Start your answer like this: The statement that …is true/ false because…

2) There’s the sentence here: “That’s one of the specials for today”. 
What’s ‘specials’? (> food specially recommended by the restaurant). What was the special for that day? (> mullet) Is it fish or meat? Was there any other special? (> sole)

3) Carol and Peter decided to have a starter. What’s ‘a starter’?

(> a small dish before the main meal, sometimes called ‘an appetizer’)

Was there a choice of starters? (> avocado vinaigrette, taramasalata)

Had Carol ever tried taramasalata? Why? Did Carol make a choice? What did she say? (> I’ll give it a try)

4) Which sentence from the unit will fit here: 

You are with English visitors at one of your favourite restaurants in your native home town. Recommend what you think is the best dish and advise against one you think they won’t like. (> Take my advice. Try….
If I were you I would avoid the …
5) FG makes two pieces of advice to Carol and Peter. Which is the  stronger of the two?

6) Act out the conversations: Peter – Carol; FG – Carol.

7) In Unit 3 we see FG on and off duty. When is FG at his most formal: on the phone, with his colleagues or in the restaurant? Give examples to prove your point.

3. READ AND WRITE (Students’ Book; Class aid)
1) Study the letter:
Mr. James Harrison

Editor

Waydown Publications Ltd

1 Pall Mall

Birmingham 16

England

Dear Mr. Harrison,


Thank you for your letter of January 3rd, in which you ask us to suggest a mutually convenient date to meet in Birmingham.


Might we suggest the first week of March? Please feel free to choose whichever day suits you best.

We would appreciate it, it you could recommend a comfortable hotel situated not too far from your office.


Finally we need your instructions on which pictures to include in the brochure, in order to bring a sample copy along for your approval.


I look forward to meeting you in Birmingham.

Yours sincerely,

Anton Vogeli

2) Compose a similar letter from the information below.

TO: Stephen Brookes, Sales Manager, Acme Bikes, 13 Kings Walk, London W5, England
You reply to his letter of 3rd March. He wants to suggest a place and date for a meeting. Offer two alternative dates and suggest a place convenient to you. Ask what documents he thinks you should bring along with you.
……………………………
Listen, learn, write: Unit 3, scenes 1 – 8 (acting out)
                                 Home page: read, learn, write

                UNIT 4
         OFFERS AND INVITATIONS 
1. Act out the scene discussed previously.
2.  
1) Watch the introduction. You will hear the sentences ( Students’ Book):
- Can I help you?
- Can I get you some tea?

- Oh, that’s very kind of you.

- Shall I pick you up at the office?

- Would you like to come to lunch on Saturday?

- I’d love to, but I’m sorry, I can’t.

2) Watch the unit and decide whether the statements are true or false and why. Use the phrase ”The statement that… is true/ false because…; The statement that …is false because it was…who …):

- Jane offers to give Carol a lift.

- Christine decides to take the flowers home herself.

- Jim offers to pick Mary up at her home.

- Jane accepts FG’s offer of a job immediately.

- Frank accepts Carol’s offer at once.
- Frank invites Henk to play tennis.

- Henk invites Christine to Holland.

- Henk plays both tennis and golf.

- Peter is ready to order when the waiter comes.

                            SCENE 1

               OUTSIDE ACME BIKES

1) Watch the unit and choose the right ending to the sentence (Students’ Book).

2) If you are driving a car and somebody is traveling your way what can you offer? (> a lift) What can you give the person then? (> give a lift)

Was this expression used by Jane? (> ‘Let me give you a ride’)

What’s the difference between ‘to give a lift’ and ‘to give a ride’? (> British English – American English)
3) Before meeting Jane, Carol planned to go by bus. How did she put it? (> Betty and I were thinking of going by bus)

4) Act out the scene.

                                      SCENE 2

                 IN THE DEPARTMENT STORE

1) Watch the scene and choose the right ending to the sentence (Students’ Book).

2) In the conversation the shop assistant says, “Would you like us to deliver this afternoon?” This is an elliptic question. What would the question be in full? (> Would you like us to deliver the flowers to your home this afternoon?)
Is this an offer or an invitation? Study the examples (Students’ Book) and make offers or invitations in the following situations using ‘would you like’:
· Invite a foreigner you have just met to the party you and your wife are giving.

· Offer to pick her up at the hotel.

· Invite her to play tennis on Saturday.

3) Watch the scene and act it out.

                       SCENE 3
             ON THE PHONE 

1) Watch the scene and choose the right ending to the sentence

 (Students’ Book).
2) Jim makes offers. What are the wordings? (> How would you like to meet before we go to the cinema this evening?

> Would you like me to come round to your place?)

3) Mary said, “ Don’t put yourself out. I’ll come round to you at about seven”. What does she mean by ‘don’t put yourself out’? (> don’t trouble yourself)

Where and when did they arrange to meet during their previous conversation? (> a quarter past seven at the box office)

Where will Mary come round to at a quarter past seven?

4) Act out the conversation.
                                  SCENE 4

                       IN FG’S OFFICE

1) Watch the scene and choose the right ending to the sentence (Students’ Book).
2)FG told Jane that he would be with her in a moment. Does it mean that he is leaving the office? What does it mean? (> I’ll come and talk to you in a moment)
3) FG is signing the letters that Carol has brought. What does he say 
after he has signed them? (> Fine. That’s the lot, Carol, thank you) 
What’s ‘That’s the lot’? (> That’s all we have to do). When could he join Jane?
4) FG makes several offers and invitations. Watch the scene and find them. (> Offers: 

- Would you like some tea or coffee?                         

 - Would you be interested in a permanent job with Acme Bikes?

- I’d like to offer you the new post of Development Manager.

> Invitations:
· Would you like to have lunch on Saturday? )

5) Read the sentence (Students’ Book): “Would you like to come round to our place on Sunday?) and give invitations in a similar way:
- Invite a friend to your place on Sunday.

- Invite a colleague to play tennis on Saturday.

- Invite your secretary to have dinner with you and your wife/husband on Friday evening.

- You see some friends having dinner in the same restaurant as you. Invite them to join you and your friends for coffee afterwards.

- On the golf course a friend wishes he had his golf clubs with him. Invite him to borrow yours.

- Invite a client to visit your factory.

6) What kind of offer did FG make? (> a permanent job with Acme Bikes, the new post of Development Manager). FG made an offer. Was it a formal offer he made? How will a formal offer be made? (> in writing)
Did Jane accept the informal offer? (> it’s very tempting). What did she need before she accepted or declined it? (> ‘I’d like some more details)

What did FG promise to do? (> We’ll have to go into everything in detail)
Jane pronouns [de‘teilz]  and FG – [´deteilz]. Which is correct? (> American English – British English)
7) Jane couldn’t accept FG’s invitation to have lunch on Saturday. Why? (> I’ve got another arrangement for Saturday)

“To have an arrangement” is in American English. What’s it in British English? (> to have an engagement). 

In what case will she be able to have lunch with FG? (> if she can cancel the previous engagement).

8) FG invites Jane to have lunch on Saturday.
Make the following invitations:
· Invite your boy/girl friend to a disco.
· The whole class has decided to take the teacher out to dinner. Give the invitation to Mr. Smith, your teacher.

· Your boss invites you to lunch. Accept it. (> Oh, I’d love to)

· Your boss invites you to his party. Unfortunately you have a previous engagement. (> I’d love to, but I’m sorry, I can’t. I’ve got another engagement for…)

9) Act out the scene.

                                        SCENE 5

                    IN THE RECEPTION AREA

1) Watch the scene and choose the right ending to the sentence (Students’ Book).

2) Carol is offering everyone tea or coffee. 

- Offer tea or coffee to Betty, Frank Murphy.

- Watch and note how she puts it. (> Would you like tea or coffee, Betty? Can I get you some tea, Frank?)
3) The picture was heavy. Carol thought Frank needed help. What did she ask? (> Do you want any help?)

What was she going to do if he needed help? (> get someone to help him with it).

Carol thought he might need a ladder. What did she say? (> Let me get you a ladder)

Frank needed neither help nor a ladder. How did he put it?

(> - That’s very kind of you to offer. But no. I’ll be perfectly all right, thank you.
- No, really. I’ll manage. Thanks.)

4) Carol’s answer was “All right, if you say so”. Did she welcome the refusal?

5) Act out the conversation between Carol and Frank.

                                    SCENE 6
              IN STEPHEN BROOKES’ OFFICE  

1) Watch the scene and choose the right ending to the sentence.
 (Students’ Book)

2) Stephen invites Henk to play a game of tennis on Saturday. FG invites Henk to lunch on Saturday. What did each of them say?

(> - How would you like a game on Saturday? You must come to lunch afterwards.

      - My wife and I would like to invite you to lunch on Saturday)

Henk accepts one and declines the other invitation. How did he do it?

(> - That sounds great, Stephen.

     - I’d really like to, Mr. Green, but I’m afraid I’ve just accepted an invitation to lunch with Stephen)

3) Does Henk refuse FG’s invitation? Is he happy about it? What will he say in response to FG’s question “ Tell me, do you play golf?”

4) Complete the dialogue. Compare your version with the video unit (Students’ Book)
5) Imagine, that at the end of your course, your class is planning a celebration drink in a pub. Invite your teacher. You are not sure if he/she is married, but would like to invite his/her partner as well. Which expression from the scene will fit here?

6) Act out the scene.
                                        SCENE 7

                           AT THE PARTY

1) Watch the scene and answer:

Did Christine accept the invitation to come to Holland?

2) Henk was invited to come to lunch with the Brookes on Sunday earlier that day. Who was the invitation made by? Can you recall the sentence? Does he confirm his acceptance of the invitation now? What are his words?

3) Henk made Christine an invitation to come to Holland. What did he say? (> Yu must come and visit me in Holland some time)
Christine can neither accept nor refuse the invitation. What way out did she find? (> I’d love to. When I can get away from being a housewife. You must talk to Stephen about it.)

4) Stephen and Christine are the hosts. They have to look after all the guests. What did they say before leaving Henk? (> Well, if you’ll excuse me, I must look after the other guests; let me help you, darling. Excuse me, Henk)

5) What sentence from the scene will fit here:

A friend who comes to your place, looks very cold. Offer him/her a nice hot cup of tea/coffee. (> You look as if you need a hot cup of…)

6) Act out the scene.

                                      SCENE 8

                      IN THE RESTAURANT

1) Watch the scene and choose the right ending to the sentence (Students’ Book)

2) Carol and Peter were offered to order a drink from the bar first. What did they order? Why didn’t they order their meal at once? (> We haven’t made up our minds yet)

Did FG and Mrs. Green order any drinks? What did they order?

3) Act out the scene.

3. Read and write ( Students’ Book; Class Aid)

1) Read the letter

Dear Bob,


Thank you for your letter. It doesn’t look as though Carlo and I will be able to come to England this year. We were wondering if you and Alice would like to come and stay with us some time in August or September. You could spend a week with us in Florence, and if you like, you could stay in our villa for a week or two, as we won’t be using it in September.


Please, let us know soon if you would like to come, as we’ll need to make some arrangements. 


Hope all is well with you.

Yours sincerely,
 Teresa

2) Write a letter to a British friend of your age, inviting him to stay with you or your family this summer.
3) You and your friend want to give a party for the whole class, including the teacher. Before the lesson he gives you permission to make an announcement to this effect. Write the announcement that you would make.
…………………………………

Listen, learn, write:

Unit 4, scenes 1 – 8 (acting out)

Unit 4, Home page: read, learn, write

                                         UNIT 5

 REQUESTS AND INSTRUCTIONS
1. Act out the scenes discussed previously.
2.
1) Watch the introduction to Unit 5. Notice how people make requests and give instructions. You will hear the sentences (Students’ Book):
· Will you do me a favour?

· Could you come and help me, please?

· Excuse me. Could I possibly ask you not to smoke?

· Come over here, will you?

· Could you please make less noise?

2) Watch Unit 5 and decide who wants the following things. Use the pattern: Frank wants/ expects/ would like/ etc Mary to help him.

· a dress exchanged
-   a bag for the purchases

· to buy food for supper

· a report on the new bicycle

· a hammer

· a folder with sales figures in

· to  help with the party

· some mineral water

                       SCENE 1, 2

          IN THE DEPARTMENT STORE

          ( Dress Department, Food Hall)
1) Watch the scene and decide if the statements are true or false
2) (Students’ Book). Start like this: The statement that… is true/false because…
2) Jane says,”Could I have a larger one, please?”

How else can you make a request? Read the examples (Students’ Book).
Practice making requests in the following situations:
· Ask your friend to pass the salt.

· Ask someone in the shop to hold the door open.

· Ask another motorist to move his car.

· Ask a waiter to take your plate away.

· Ask a delivery man to put the parcel in the corner.

· Ask someone to turn the record player down.

3) Betty made her request even more politely. What did she say? (> I was wondering if you could change it?)
· Make requests in the same way in the following situations:

· Ask a stranger if he can change a ₤50 note for you.

· Ask a friend to lend you 50p until tomorrow.

· Ask a colleague to post a letter on the way home.

· Ask a fellow traveller to help you with a heavy suitcase.

· Ask a shop assistant if they can exchange a faulty camera.

· Ask a cashier if you can cash ₤500 in American Express traveler’s cheques.
4) Imagine that in a restaurant a person at the next next table asks “ Could you pass me the salt, please?” Which expression in the scene fits for the answer? (> Yes, of course)
5) Act out the conversation between Betty – assistant; Jane – assistant.
                                   SCENE 3

                          ON THE PHONE
1) Decide if the statements are true or false (Students’ Book). Start your answer in the following way: The statement that… is true/false because...
2) Mary wanted Jim to buy something for supper. How did she make the request? (> Will you do me a favour? Could you buy something for supper?) How else could you make the same request?

3) Jim says, “Not again!” What is the sentence in full? (> You aren’t asking me to do it again, are you?)
Why do you think he may’ve said it?

4) Who was going to do the cooking? Who was going to do the shopping?

5) Act out their conversation.

                                          SCENE 4

                           IN FG’S OFFICE

1) Watch the scene and decide if the statements are true or false (Students’ Book). Start the answer in the following way: The statement that… is true/false because…
2) FG makes three requests. What are they?

(> I’d appreciate it if you could write a short report on the prospects for the new bicycle.

> Would you mind asking Mr. Brookes to let me have the latest sales figures?

> Would you kindly tell them to stop making that noise outside?)

Now you ask people to do things for you:

· Ask the service station attendant to wash the windscreen. (Could…?)

· Ask a good friend to pass the pepper. ( Pass…)

· You are watching the TV news with a group of strangers in a hotel Ask someone near the set to turn the volume up a bit. ( Could someone…?)

· A tall person blocks your view at the cinema. Ask the person to move a bit. (Would you mind…?)

· Ask the wine waiter to bring you the wine list. (Bring…)

· You are in a restaurant. Ask the waiter to give you a separate bill for the wine. (Do you think…)
3) Complete the dialogue and compare your version with what people really say in the scene. (Students’ Book)

4) Imagine that on a train an old lady asks “Would you mind carrying my suitcase for me?” Which expression in the scene will fit the situation if

- you help her (> it will be no trouble at all);

- you have a very bad back (> it should be no trouble at all but…)

5) Act out the conversation.

                                           SCENE 5

                      IN THE RECEPTION AREA

1) Watch the scene. Decide if the statements are true or false (Students’ Book)

2) In the scene Carol turns to Frank with requests and Frank asks Betty for a few favours. Watch the scene and write them down. 

(> CAROL: Could you please make less noise?

                     Do you think you could move this out of the way?

> FRANK: Could you come and help me?

                Would you be kind enough to pass me the hammer?
                 I suppose you couldn’t take the drill, could you?)

3) Frank can’t make less noise while he is drilling a hole. How does he explain it? (> I’m sorry. It’s a bit difficult for me while I’m doing it).

Frank can move the picture out of the way. What is his reply? (> Oh, well, I’ll do my best.)

4) Act out the conversation between Carol – Frank; Frank – Betty.

                                    SCENE 6

               IN STEPHEN BROOKES’ OFFICE
1) Watch the scene and decide if the statements are true or false Students’ Book). Start the answer like this: The statement that…is true/false because…
2) Carol‘s been asked by FG to fetch the sales figures. What’s the question she addresses Stephen with? (> Could I possibly have the latest sales figures?) Is this a polite request? 
What’s the difference between

· Could someone possibly turn the radio down?

· Could you possibly turn the radio down?

(> when speaking to a group – vs – when speaking to one person).

Practice making the same requests in the following situations:

· You are in a queue. Your watch has stopped. You want someone to tell the time.

· You have been invited by strangers to a party. Ask one of them to introduce you to the guests.

· It’s raining hard. Ask a colleague to lend you his umbrella.

· You are making a telephone call. You want someone to turn the TV down.

· Ask the shop assistant to wrap the flowers you’ve just bought.

· You have to move a lot of heavy boxes. There is a group of people standing around.

3) Stephen asks Carol to come in half an hour later, and he asks Henk to pass the folder. Is the wording of the requests the same? What did he say? (> Would you come back in half an hour? Do you think you could pass me that folder, please?)

Comment on the difference.

4) Imagine that an English friend asks you to translate a letter for him
and
 – you agree / - you are very busy.
Which expressions from the scene will fit here? (> Oh! That’ll be no trouble at all.

> We’re very busy at the moment. Would you come back in half an hour?)

5) Complete  the dialogue (Students’ Book) and compare your version with what people really say in the scene.
6) Stephen changes what he says and how he says it according to who he’s talking to or dealing with.

- What’s Stephen’s reaction when Carol asks for the sales figures?

- How does this change when he hears FG wants them?

- How does Stephen ask Henk for the folder?

- How does he ask Carol?

- Does Stephen ask Henk to do things in the same way as he talks to    Carol?

- Why does Stephen decide to take the sales figures to FG himself?

7) Act it out when Carol enters the office (Carol – Stephen – Henk)

                           SCENE 7
                         AT THE PARTY

1) Watch the scene. Decide if the statements are true or false (Students’ Book). Start your answer like this: The statement that…is true/false because…
2) Christine is annoyed. Does it show in the language she uses? (> Would you leave that wretched video machine alone and come and look after your guests?)
She refers to the video machine as ‘wretched’. What’s ‘wretched’?

(> an expression of annoyance, meaning ‘awful’).

3) Do you think Betty may’ve had any experience with cameras? Why? What instructions did Stephen give her? (> Not upside down! The other way! Now first you look through here. Then you press this button. Press the other one. Just hold it there for a moment.)

Should Stephen have asked Betty to record the party on the video? Why?

                                     SCENE 8

                   AT THE RESTAURANT

1) Watch the scene, decide if the statements are true or false (Students’ Book).
2) Mrs. Green is difficult. Do you think she is always such a nuisance?

Watch the scene and find the proof.

3) Watch the conversation (Mrs. Green – FG – Peter) and act it out.

3. READ AND WRITE (Students’ Book, Class Aid)
1) Read the telex.
ARRIVING LONDON MONDAY 21st PLS BOOK 2 ROOMS CENTRAL HOTEL ARRANGE SECRETARIAL SERVICE AND CAR RENTAL IF POSSIBLE 2 CUP FINAL TICKETS REGARDS PETERSEN

A formal business letter might look like this:

Dear Mr. Jones,


I shall be arriving in London on Monday 21st and would be grateful if you could book two rooms for my assistant and myself in a centrally situated hotel. Could you also arrange secretarial services on a daily basis at the hotel from the 22nd onwards?


I would appreciate it if you could arrange for a hire car to be available at the airport. One more request. Would it be at all possible to obtain two tickets for the Cup Final at Wembley on May 3rd? I realize that this may be difficult but would be very grateful if you could try.


Confirmation of the above details would be appreciated.


Look forward to meeting you.

Yours sincerely,

Ben Ove Petersen

2) Write a similar letter based on the following telex:
ARRIVING PARIS TUESDAY 16.00 PLS MEET KINDLY ARRANGE HOTEL ALSO RENTED CAR ONE WEEK FROM WEDNESDAY AND IF POSSIBLE TWO TICKETS OPERA OR COMEDIE FRANḈAISE SATURDAY THANKS AND REGARDS BLANKENBERGER
3) Re-write both letters in an informal way.
……………………………….

Read, learn, write:
Unit 5, scenes 1 – 8 (acting out)

Unit 5, Home Page – read, learn, write
                          UNIT 6

COMPLAINTS AND APOLOGIES
1. Act out the scenes discussed previously.

2.
1) Watch out the introduction and notice how people complain, apologize and accept or/and  reject apologies.
You will hear the sentences:

· I’m awfully sorry. I didn’t think I can come.

· That’s not good enough.

· I’m afraid that’s not good enough.

· I’m sorry, Mr. Green.

· Don’t worry. These things happen.

How do these people feel?

Where and when will you use each expression?

2) Read through the statements (Student’ Book).

    Watch the unit and say what happens. Choose one alternative from each column.
                                SCENE 1

          IN THE DEPARTMENT STORE

1) Watch the scene, choose from the alternative endings (Student’s Book)

2) Betty tried on a new suit. Did it fit her? Why? Whose mistake was it that the suit was small? What did the assistant say? (> My mistake. I’m sorry)

“SORRY” has many uses. Study the examples (Student’s Book) and find the right response for my situations:

· Mary interrupts her boss’s meeting.

· Michelle arrives late for the lesson.
· A guest complains to the hotel manager about the room .
· The hotel manageress is not very helpful.
Use ‘Sorry’ in the following situations:

· The phone rings for Mr. Smith. You have to interrupt a meeting to call him to the phone.

· You complain to the waiter because your steak is rather cold.
· You apologize to a colleague for missing a business meeting.
·  Somebody wants to hold a meeting in your firm. Tell him it’s not possible.
· You were invited to a party but couldn’t go. Next day you meet the host.

· You know your hostess is busy but you need to ask her the way to the station.

· You complain to the hotel manager because the porter was rude to you just now.

· A customer complains because his bicycle doesn’t work. You can’t help, because the guarantee has run out.
3) Watch the scene and act it out.

                             SCENE 2

         IN THE DEPARTMENT STORE

                      (Accounts Department)

1) Watch the scene , choose the right ending to the sentence (Student’s Book)

2) Christine said,” I settled my account last week”. What is ’to settle an account’? ( > to pay the account in full. An account allows you to make regular payment to a shop and buy on credit up to a certain limit)

3) Is the assistant sorry for sending the bill again? What did she say? 

( > I’ll have a look)

Christine has come to complain.

Study different ways of complaining (Student’s Book)

Make complaints in the following situations:

· You’ve been waiting for two hours. (….not good enough)

· Your spaghetti is rather cold. (I’m sorry…)

· Your secretary, Mary, is late for work again.(…won’t do)

· Your garage has overcharged you again. (I’m sorry…)

· Your sales manager has given you some figures which aren’t typed out. (…won’t do)

Which way of complaining did Christine use? ( > It’s not good enough)
4) Which expression from the scene will fit the situation: 

You complain about the soup being cold. The waiter takes away your soup but when he brings it back it’s still cold. ( > It’s not good enough. It’s the second time this has happened. I want to speak to…)

5) Act out the scene.

                               SCENE 3

                   ON THE PHONE

1) Watch the scene. Choose the right ending to the sentence (Student’s Book)

2) Jim phoned to tell Mary that he had got the food for the evening. Did Mary welcome the news? What did she say? ( > I don’t think I can come). Do you think FG may’ve really asked her to work late? Did Jim believe her? ( > putting him off).
3) Which way of complaining did Jim use? ( > that’s not good enough) 

Are there any other ways of complaining? ( > I’m sorry to say this but…; etc)

4) Watch the scene again and act it out.

                                  SCENE 4

                  IN THE RECEPTION AREA

1) Watch the scene and choose the right ending to the sentence (Student’s Book).

2) The visitor has come to complain. What complaint has he come to make? ( > his bicycle keeps coming apart).

Why did it keep coming apart? ( > there must be something wrong with it). 

Has he taken it to the shop? What was he told? ( >it was nothing to do with them). 
Who did they say he should complain to? 
How can the complaint to the company be made? ( > should be put in writing and sent with the guarantee).

Could Betty deal with the problem herself? Why? Who do you think 

 could deal with it?

3) The older man addresses Betty as ‘young lady’. Is it formal or informal? Is it typical or atypical?
4) Imagine that you’ve received a bill through the post from the Gas Board office. Your house only has electricity. You go into the Gas Board office. What will you say?
 What sentence from the scene will fit? ( > I’m afraid I have a complaint to make).

5) What was Frank doing when the visitor came? What did Betty ask him not to do for a few minutes? Did she put it politely? ( >  Would you mind not banging for a few minutes?)
6) Act out the scene.

                                      SCENE 5
                         IN FG’S OFFICE
1) Watch the scene.

2) Stephen Brookes apologized for the sale figures not being typed out. What did he say? ( > I really must apologize, FG). Is this a strong apology?

Look at the apologies placed from the weakest to the strongest (Student’s Book).

Apologize in the following situations:

· A customer has been waiting to speak to you while you’ve been on the telephone. ( > I’m sorry…)

· You have to keep asking a colleague how to work the photocopier. Apologize for being a nuisance. ( > Sorry to…)
· At the last moment you have to tell your friend you can’t come to their dinner party. Apologize for letting them down. ( >…awfully…)

· At a business meeting you have forgotten to bring some important figures. Apologize for not bringing the figures. ( > I really must…)

· At a meeting there is a delay. Apologize to the audience on behalf of the committee for keeping them waiting. ( > Ladies and gentlemen, we’re sorry…)

3) FG was displeased. Did he show it? ( > This kind of thing shouldn’t happen…)

Was it wise of Stephen to bring the untyped figures himself? What would you have done if you were him?

4) Act out the scene.

                                SCENE 6

         IN STEPHEN BROOKES’ OFFICE

1) Watch the scene and act it out.

                               SCENE 7

                    IN FG’S OFFICE
1) Watch the scene   and choose the right ending to the sentence (Student’s Book).

2) Mr. Green said that there were far more important things to attend to. Was he irritated? What was he irritated with? ( > she was getting coffee). What did he expect Carol to attend to? ( > to the letter).
Why did she have to attend to the letter? ( > five spelling mistakes)

Why were there five spelling mistakes in the letter? ( > she typed it quickly and he said it would be a draft)

So, Carol had typed it carelessly because she thought it would be a draft. What’s a ‘draft’? ( > the first rough written copy).

3) Carol had to apologize for several things.

How did she explain her absence from the office?

How did Carol make excuses for the spelling mistakes?

Did FG accept Carol’s excuses and apologies?

4) Watch the scene again and act it out.

                           SCENE 8

                    AT THE PARTY 
1) Watch the scene, choose the right ending to the sentence (Student’s Book)

2) A guest, Sarah, bumps into Henk. Watch this fragment and act it out.

3) Which sentence will fit here:

A guest is upset because he’s spilled coffee on your best tablecloth. Reassure him/her. ( > That’s quite all right. It doesn’t matter).

4) Complete the dialogue and compare your version with what the people really say in the scene (Student’s Book).

5) Stephen is mending the video camera. Why has he got to mend it? Whose fault is it? ( > I’m terribly sorry, Mrs. Brookes, I’m afraid it’s my fault).

6) Complete the dialogue and compare your version with what the people really say in the scene (Student’s Book).

7) Act out the scene.

                                         SCENE 9
                      IN THE RESTAURANT
1) Watch the scene and decide what happened (Student’s Book).
2) The waiter made several mistakes. Watch the scene and find the mistakes. ( > the mineral water wasn’t brought in time; there was no ice in it; Carol’s steak was overdone and cold).

Say what the waiter did and what he should have done.

3) Mr. Green wants to share the responsibility. What did he say? 

( > I should’ve called the waiter earlier). Was Mrs. Green sorry for coming? What do you think she may’ve thought?

Did Peter and Mr. Green think along the same line? What did Peter say? ( > This sort of thing happens to all of us).
What do you think Carol may have thought when she said ‘It certainly does’?

4) Complete the dialogue (Student’s Book) and compare with what people really say in the scene.
5) Watch the conversation Peter, Carol and the waiter had and act it out.

6) Imagine that you complain about the soup being cold. The waiter takes it away but when he brings it back it’s still cold. Act out your conversation with the waiter.
3. READ AND WRITE (Student’s Book)

1) Betty told the man with the bike “ You really should have put your complaint in writing”. If he had done what do you think he might have written?

2) Complete the letter (Student’s Book):

Dear Sirs,


I recently purchased one of your ‘Superspeed’ bicycles from Harrups of Barnley, but I regret to say that I am not satisfied with it. For some reason the frame doesn’t seem to be secure and it has come apart on several occasions. When I complained to the retailers they instructed me to write to you. The bicycle is still under guarantee (I enclose a copy). It is obviously not possible to return the bicycle to you, so I would appreciate it, if you would arrange to deliver a replacement and take the faulty bicycle away.
Yours faithfully,

3) Write a letter to the manufacture of a product you want to complain about, asking them to replace it. Mention the guarantee.

…………………………………………….

Watch, learn, write:

Unit 6: scenes 1 – 9 (acting out)

Unit 6, Home page: read, learn, write
              UNIT 7
        AGREEING AND DISAGREEING
1. Act out the scenes previously discussed.
2.
1) Watch the introduction to Unit 7 and notice how people ask for and 

express opinions and agree and disagree. You will hear the sentences

 (Student’s Book):

· What do you think of it?

· If you ask me I don’t think it matters,

· I wouldn’t say that,

· If you want my opinion those tests prove very little,

· That’s what I’ve been saying all along,

· I agree up to a point,
· I agree.

Where and when would you use each expression?

2) Watch Unit 7 and complete the sentences:

· …agrees that the dress is too large.

· …likes Penny Bright.

· …likes the picture.

· …The others disagree with …in the discussion about the new bicycle.

· …At the party, the girl with…hair knows Stephen better than the girl with…hair.

· …agrees with Peter about the wine.
                          SCENE 1
          IN THE DEPARTMENT STORE
1) Watch the scene and make up true statements from the alternatives

 (Student’s Book)

2) Carol doesn’t approve of Betty’s choice. How would you express

 disagreement if you were her? What did she say? ( > Well, no, not 

really. The dress looks fine. But surely, it’s too big for you). 
3) You can agree emphatically in many different ways. Study the model 

illustrating one of them ( Student’s Book).

Agree with the speaker in my situations emphatically:

· Don’t you think this wine’s good. (marvelous);

· This coat is too small, isn’t it? (much too small);

· This dress is OK, isn’t it? (fine)

· This tie’s all right, isn’t it? (lovely?);

· The film is quite good, isn’t it? (excellent);

· I thought your grandfather looked better, didn’t he? (much better)

4) The shop assistant agrees with Carol. What did she say to show agreement? ( > I think, you are right, madam.

Practice agreement with the speaker in my situations. Use the cues.

· I thought the children were lovely, didn’t you? (all right) > 
YES, THEY WERE ALL RIGHT.

· I thought the orchestra was fantastic, didn’t you? (not bad)

· It was great having my parents to stay, wasn’t it? (quite nice)

· She’s beautiful, don’t you think? (quite pretty)

· Great party, don’t you think? (OK)

· He’s made us a very generous offer, hasn’t he? (marvelous)

5) Betty wasn’t going to buy that dress after all. But she needed a dress. What was she going to do? (> to try something else).

6) Watch the scene again and act it out.

                          SCENE 2
                        ON THE PHONE

1) Watch the scene and make up true statements from the alternatives
(Student’s Book).

2) Mary adores Jack Humphreys. Did she betray her feelings? What did she say? (> Oh, great! I think he is wonderful!). Did Jim agree?

Did he deny it? What did he say? (> I know you do). Why didn’t he say “No, not really”?

Finally Jim lost patience. What was his opinion of the actor? What do you think may’ve made him speak about the actor so emotionally?

3) Who is worth going to see according to Mary?

Who is worth going to see according to Jim?

                                   SCENE 3

                   IN THE RECEPTION AREA

1) Watch the scene and make up true statements from the  alternatives
(Student’s Book).

2) Those who were  in the reception area disagreed on the question whether the picture was hanging straight or not. What was the opinion of each of them? Did they know what they were talking about? Were they consistent? Why?

3) The four people disagreed. Were they categorical in expressing their point of view? Why?

Make the following opinions less categorical and compare your statements with those in the scene:

· It is straight. ( > It looks straight to me)
· It’s down too far on the right. (> Don’t you think…)

· It doesn’t matter. ( > If you ask me…)

· It should go that way a bit. ( > I can’t help thinking…)

· It should go that way. ( > I think…)

· It doesn’t make much difference to me. ( >It doesn’t seem…)

4) Act out the scene.

                                    SCENE 4

                         IN FG’S OFFICE

1) Watch the scene and make up true statements from

 alternatives.(Student’s Book)
2) The meeting to discuss Acme Bikes’ latest design is in progress. 

What have they had a look at? ( > design, Stephen’s figures).
What is going to happen now? (>  to express views on the prospect). 

What would FG like to hear? ( > to hear their views on the prospect).

3) Stephen expresses his view on the bicycle and Lane says that she

 agrees up to a point. Does she entirely agree with him?

Read the dialogue (Student’s Book):

· Englishmen are cold and reserved.

· I agree, up to a point. Englishmen are cold and reserved but…

Notice how the second speaker stresses the verb ‘are’. He might then go on to disagree, by saying something like ‘ But they warm up after a couple of drinks’.

Now you practice agreeing partially with the following statements:

· Englishmen are cold and reserved;

· Russian is a very difficult language;

· Strikes harm the economy;

· Jim has many good qualities;

· A computer would make us more efficient.

Stephen said,” I’m sure all of you will agree our customers are looking for something different”.

Respond as if you were Jane. Compare your answer with what Jane really said in the film.

4) Stephen is convinced that the design of the bicycle is strong enough as it’s been tested. Jane doesn’t believe in such tests. How did she express herself? (> If you want my opinion, these tests prove very little). 
Learn to introduce a negative opinion (Student’s Book).
Now you practice offering a negative opinion. Use the cues:

· Someone shows you his invention. Say it won’t work. (If you want my opinion…)

· Someone suggests marketing English wine in France. (to be honest…)

· Your colleague asks about your new secretary. You think she’s not really up to the job. (to be quite frank…)

· Someone asks when the new brochures will be ready. You think they’ll never be ready. (If you ask me…)
· A friend asks what you think of the local pub. It’s awful. (If you want my opinion…)

Did Jane express a positive or a negative opinion? What exactly did she say?

5) A bike must meet the safety regulations in the country you are going to market in. Is the new bike likely to meet the safety regulations of Holland? What’s Henk’s opinion? How did he put it? What’s his personal opinion?

6) Stephen said, “I entirely agree”. What did he agree with? ( > further tests).

7) Stephen believed that the project should be backed and the necessary money for development should be given.

Why wasn’t FG convinced? What did his decision depend on? Would the new bike sell in Holland? Would it sell but for the position of the seat? Was it the only drawback?

8) Complete the dialogue and compare your version with that in the scene (Student’s Book). 
9) Act out the scene.

                                  SCENE 5

                       AT THE PARTY

1) Watch the scene and make up true statements about each girl.

2) Two girls were discussing Stephen. What do girls in general think of him?

3) Referring to Henk one of the girls said,” O, that explains it”. What did she mean?
4) Act out the scene.

                                    SCENE 6

                  IN THE RESTAURANT

1) Watch the scene and make up true statements from the alternatives (Student’s Book).

2) Peter, Carol and FG are discussing the merits of the wine. Do they see eye to eye? What does each of them say?

3) Mr. Green had not tried that wine himself. But he had his opinion of it. Finish his sentence for him: ‘I’ve been drinking wine for years and well, if you ask my opinion…’

Was he talking about the wine that the young people had drunk? Who did Mrs. Green side with?

4) Act out the scene.
3. READ AND WRITE (Student’s Book). 
1) The managing director asked heads of departments to submit their views on the new development project. Read the report that the Sales Manager wrote (Student’s Book):
       INNER OFFICE MEMORANDUM

TO: Managing Director

FROM: Sales Manager 


I’m sure we all agree that a new product is absolutely necessary, if we are to keep ahead of our competitors. However, I am still not convinced that the X100 is the right project. To be quite frank, I don’t think enough research has been done, and, in my personal opinion the product in its present form would not sell well enough to cover development costs. I think we should commission a further market survey before we go ahead.
R.K.

2) There are plans for a new school to be built near your home. It will save the local children (including yours) a long bus journey. However, you have seen the new plans and think the school is too large and in your opinion, very ugly. You want a full-scale local enquiry to discuss the project. Write a letter to be circulated to all parents in the neighbourhood.

Watch, learn, write:  Unit 7, scenes 1 – 6 (acting out)
                                  Unit 7, Home Page ( read, learn
                             UNIT 8
         ASKING FOR PERMISSION 
1. Act out the scenes previously discussed.

2.

1) Watch the introduction and notice how people ask for, give and refuse permission.

You will here the sentences (Student’s Book):

· May I call you Peter?

· Yes, please do.

· OK if I bring my dog?

· I’m sorry, but it’s quite out of the question.

· Do you mind if I smoke?

· I’d rather you didn’t.

· Are we allowed to take the day off?

· You’d have to ask for permission.

2) Watch the whole unit and answer the questions.

· Do Mary and Jim agree or disagree about the cat?

· Does Henk agree with Jane’s figures?

· What do Frank and the other man do while they’re waiting?

· Does Stephen let Betty go to her sister’s wedding?

· Who does Betty want to telephone?

· What does Peter ask Carol in the restaurant?

                                       SCENE 1

                IN THE DEPARTMENT STORE

                              ( Accounts Department)

1) Watch the scene and choose the correct alternative (Student’s Book).

2) Is it all right to pay by traveller’s cheque in the department store? What do they accept? ( > a credit card)

3) Watch the scene and act it out .

                                    SCENE 2

                            ON THE PHONE

1) Watch the scene and choose the correct alternative (Student’s Book).
2) For some reason Mary wanted to take her cat with her. She asked several questions. What were they? ( > OK if I bring my cat? Is it all right to bring her with me? Is it OK to leave it at your place?)

3) Is Jim diplomatic in his refusal? Does he seem to like her cat? 

( >  that miserable animal).

Does Jim sound as if he   could be persuaded? ( > and that’s final).

4) Act out the scene.

                                     SCENE 3

               IN STEPHEN BROOKES’ OFFICE

1) Watch the scene and answer:

What did Jane need a calculator for?

2) Jane and Henk were working together on some plans  and documents.

Why did Henk want to check the figures? ( > they don’t look quite right).Henk is a foreigner and his language is formal. He wants to check figures. What is his way of asking the question? ( > Would you mind if I checked them?) Did he want to hurt anybody’s feelings?
3) Look at the three ways of asking for permission (Student’s Book):

- Can I borrow your pen?

- Could I borrow your pen?

- Could I possibly borrow your pen?

Ask for permission in the following situations. Use the cues.

· Ask to use somebody’s phone. (Could I possibly…)

· Ask to have a look at somebody’s map. (Could I…)

· Ask permission to take tomorrow off. (Could I possibly…)

· Ask permission to bring a friend to the class tomorrow. (Can I…)

· Ask to borrow somebody’s computer. Can I…)

In what way did Jane ask Carol for permission to borrow a calculator?

4) Complete the dialogue and compare your version with what the people say in the scene (Student’s Book)

5) Act out the scene.

                                    SCENE 4

                    IN THE RECEPTION AREA

1) Watch the scene and choose the correct alternative

                                         Roger’s calculator  for Jane     

In the reception area  /- Betty’s calculator for Jane.
Carol borrows             \ Roger’s calculator’s to use herself.
                                           because he is tired and wants to read a paper.

Frank Murphy sits down /- to wait for payment for his work.

                                        \  to wait for one of the bosses to have a look 

                                           at the picture.

                                                           A letter of complaint he has written.

The visitor reads Frank part of   /- Acme Bikes’ guarantee.

                                                         \  a letter he has received from Acme

                                                            Bikes.

                                grants Betty’s holiday request.                                  

Stephen Brookes / - refuses Betty’s holiday request.   

                            \   does not give Betty a definite answer.

2) What permission does Betty give Frank Murphy and the visitor?

   Is there any difference in the way she talks to each of them?
   Does Betty behave in the same way towards Carol as she does towards       the two of them?

3) Betty wants a day off. What is the wording of the question? 

(> Mr. Brookes. But - er – Could I have permission to take Friday off?)

Betty realizes that she must have a good reason for her request to be granted. What does she say the second time she asks for a day off? 

( > It’s my sister’s wedding. I just wondered if I could possibly take one extra day off?)

4) Frank and the visitor have to wait. Why did Frank borrow a newspaper? ( > to pass the time). In what way did he ask permission to read it? ( > Mind if I read it, then?)

Read two different ways of asking for permission (Student’s Book):

· Do you mind if I read it?

· Does anybody mind if I go there? 

You use the first expression when speaking to one person, and the second when speaking to a group.

Now, you ask for permission in these situations:

· You are having dinner with a friend. Ask his permission to smoke.

· You are having dinner with a group of friends. Ask their permission to smoke.

· You’re in a doctor’s waiting room full of patients. You want to open the window.

· You are in a train. There is only one other person in the compartment. You want to move his luggage.

· You want to ask your boss if you can leave work early.

· You are in a hotel lounge. You want to turn on the TV, but there are several other guests in the lounge.

5) Act out the scene.

                                     SCENE 5

                          AT THE PARTY
1) Watch the scene and choose the correct alternative (Student’s Book).

2) Is Betty’s request to use the phone polite? Why?

    Why does Betty change from saying ‘Stephen’ to ‘Mr. Brookes’?

    Does Betty have more confidence at the party or in the office?

3) Watch the scene again and act it out.

                               SCENE 6

                   IN THE RESTAURANT

1) Watch the scene and choose the correct alternative (Student’s Book).

2) Peter decided against having a cigarette. Did Carol mind if he smoked? Did he ask her permission? What did he say? Who could object to his smoking?

3) Peter introduced himself to Mr. Green. He said, “Carter’s my name. Peter Carter.” Why did Mr. Green call him Peter immediately? Did he ask Peter’s permission to call him by his first name? What did he ask? ( > May I call you Peter?)

Now you ask for permission to do things. Use the cues.

· Ask permission to smoke. (mind if…)

· Ask a stranger on the train if you can open the window. (Would

     you mind…)

-  Ask a group of friends if you can take the last sandwich. (Anyone    
        minds …)
· Ask your boss if you can take next week off. (I was wondering…)
· Ask an important client, whom you are visiting, if you can use his phone. (Could I possibly…)

· Ask a friend if you can borrow his calculator. (OK to…)

· Somebody introduced himself to you as David Stevens. Ask permission to use his first name. (May I…)

4) Complete the dialogue and compare your version with what the people say in the scene (Student’s Book).

5) Watch the scene again and act it out.

3. READ AND WRITE (Student’s Book)
Dear Mr. Brandshaw,


We are writing to you as Head of Bramdean school to ask if you can help us. We are members of a new football club, but we have nowhere to play. We were wondering if it would be possible for us to use one of your school’s football pitches on Sundays. Also, could we possibly use a changing room? We would be prepared to pay, if necessary. Would it be possible to arrange to meet you and discuss our request?


We look forward to hearing from you.

Sincerely yours,

………

Write to the Principal of your University asking permission to use the multi-media laboratory after hours in order to watch the “Person to Person” for revision. Reassure him/her about damage etc.
 ………………………………………………………………..

Watch, learn, write:

Unit 8, scenes 1 – 6 (acting out)
Unit8, Home page (read, learn, write)

           UNIT 9

     INTENTIONS AND PROMISES 
1. Act out the scenes discussed previously.

2.
1)  Watch the introduction and notice how people talk about their intentions, make promises and warn other people.

You will hear the expressions (Student’s Book):
· I’m going next week.

· I was thinking of going to a jazz club.

· I’ll be with you in a moment.

· I’ll see what we can do.

· If you damage my bicycle, you’ll be sorry.

2) Watch the unit and decide who expresses the following intentions (Student’s Book):

a/….will look for a different dress.

b/…won’t bring the cat.

c/…is coming to Europe after a holiday.

d/…wanted the painting left where it was.

e/…will ask people to stop making noise.

f/…threatens to get rid of the video.
g/…wanted to go to a jazz club.

                                      SCENE 1

                IN THE DEPARTMENT STORE

                            (Dress Department)
1) Decide which of the statements are wrong (Student’s Book).

2) Does the dress fit Betty? ( > It needs altering). Why can’t she buy it?

3) Watch the scene and act it out.

                                      SCENE 2

                             ON THE PHONE

1) Watch the scene and decide which statements are wrong (Student’s Book).

2) Jim and Mary are still talking on the phone. Has Mary changed her mind about going out this evening? What about Jim? ( > Neither has he). What time will she be round at his place?
3) Mary says, “Don’t worry. I’ll be round at your place at seven”.

Learn to make a promise formally and informally (Student’s Book).

Practice to make promises in the following situations:

· You fix a date with your girlfriend. She reminds you that you’re usually late. Promise to be on time.

· A client doubts you’ll complete his order on time. Reassure him.

· Your mother asks you to buy some tobacco for your father. She’s worried you’ll forget.

· Someone asks you why your committee hasn’t produced a report yet. Promise to have it ready by the end of the month.

· Your nephew is crying because his kite is broken. Promise to buy him a new one for Christmas.

4) Watch the scene again and act it out.

                                     SCENE 3

               IN STEPHEN BROOKES’ OFFICE

1) Watch and decide which of the statements are wrong (Student’s Book).

2) Henk asked, “Are you going to meet the deadline?” What did Jane answer? What is ‘to meet the deadline’? ( > the final date for delivery of smth)

3) Jane and Henk are discussing plans for the near future. What are Jane’s plans? ( > I’m going next week. I’m definitely returning to Europe). Why don’t they use a Future Tense in their conversation?

What will you say in the following situations:

· Someone asks you where you intend to go on holiday next year. What will you answer?

· An Immigration Officer asks you where you intend to go and how long you intend to stay in the UK. Tell him.

· Speak about your plans for this week, next summer etc.

4) Act out the scene.

                                          SCENE 4

                     IN THE RECEPTION ATEA

1) Watch the scene and decide which of the statements are wrong (Student’s Book).

2) Stephen seemed to like the picture. He wanted it in his office. What did he say? ( > I’m thinking of having it in my office).

Practice expressing intentions in the same way. Use the cues:

· Who are you going to invite to your party? (the Alisons)

· Where are you going for your holidays? (Spain)

· Where are you going to stay? (my friends’)

· What are you doing on Saturday evening? (the cinema)

· What’s Caroline doing on Friday night? (disco)

3) The visitor, Mr. Watkins, asked Stephen, “Are you in charge here?” What exactly did he want to know? Who did he think Stephen might be?

( > managing director)
4) What did Mr. Watkins think Frank might do to his bicycle?

 ( > damage). He said, “I’m warning you. If you damage my bicycle you’ll be sorry”. Is it a warning or a threat?
Practice making threats or giving warnings in the following situations:

· An office junior at work has been very rude to you. Tell your boss he must fire the boy or you’ll resign. 

· A drunk is ruining your party. Threaten to call the police if he doesn’t leave.

· Your girlfriend promises not to be late. Threaten (Jokingly) never to go out with her again if she is late.

· An employee has made a grave mistake. Tell him he’ll be fired if it happens again.
· You’ve bought a new video, and now your son watches till midnight. Threaten to get rid of the video tomorrow if he doesn’t go to bed now.

5) Complete the dialogue and compare your version with what the people say in the scene (Student’s Book).

6) Act out the scene.

                                   SCENE 5

                          IN FG’S OFFICE

1) Watch the scene and decide which of the statements are wrong and why (Student’s Book).

2) FG is dictating to Carol. The dictation doesn’t go very smoothly. He gives two variants of the first and of the second sentence. What are they? ( > Acme Bikes is on the point of developing a new model.
     Acme Bikes intends to produce a new bicycle. As managing director,     I can assure you that this new design will definitely be ready…

Rest assured that the design will be in time for next year’s fair.)

What did FG do with the first and second sentences of the letter? ( > alter)

3) The noise outside is so loud that FG loses his patience. What does he say? Is it a threat or a warning?

4) Watch the scene again and act it out.

                                  SCENE 6

                       AT THE PARTY

1) Watch the scene and decide which of the statements are wrong (Student’s Book).

2) Christine is obviously exasperated. What shows it? ( > For heaven’s sake, stop trying to mend...; If you don’t stop straight away, I’ll get rid of that video tomorrow…)
3) Imagine that two children are walking on your lawn. You ask them not to because you have just sown it with new grass seed. Half an hour later you see them again. Which expression from the scene will fit here?

4) Act out the scene.

                                       SCENE 7

                       IN THE RESTAURANT

1) Watch the scene and decide which of the statements are wrong and why ( Student’s Book).

2) Peter was thinking of going to a jazz club after his meal. Did Carol ask him about his plans? What did she ask? ( > Have you got any suggestions?)
3) Mrs. Green is a nuisance. She keeps threatening. What are her threats?

4) Watch the scene again and act it out.

3. READ AND WRITE (Student’s Book)


1) A new light industry is to be brought to the sleepy country village where you live. The residents are worried about the effect of the new factory, although of course it may bring new prosperity to the area. The Chairman of the company and the Public Relations Officer meet villagers to outline the plans and answer questions. Think of suitable questions, then act out the meeting. The Public Relations Officer will use a map.
2) You are the Public Relations Officer of the company. Write to the villagers to reassure them. Mention:

- no pollution, the factory will use electricity;

- opening date;

- employ 40 – 50 people from the village;

- noise kept to a minimum, no night deliveries;

- no danger;

- lorries will not pass through village;

- villagers consulted regularly;
- meeting to discuss the new project;

- factory will not be an eyesore;

3)Act out the meeting ( at the next lesson )

CAST:

     -   Chairperson;

· Chairperson of the company;

· The Public Relations Officer;

· School Principal;

· Resident;

· Local Council member;

· Priest;

· Greenpeace activist. 
Read, learn, write:

Unit 9, scenes 1 – 7 (acting out)
Unit 9, home page (acting out)

                                           UNIT 10
            WISHES AND REGRETS
1. Act out the scenes discussed previously.

1) Watch the introduction and notice how people express hopes, wishes and regrets.
You will hear the sentences:

· I hope you’ll come here again.

· I wish I was going to America.

· I wish you’d told me earlier.

· I’m sorry, we came!

· I should’ve been more careful.

· Never mind.

Where and when would you use each expression?

2) Watch the whole unit and answer these questions:

· Has Betty found the right dress yet?

· What has happened to the picture and the bike?

· Is FG angry?

· Does Betty hear good or bad news on the phone?

· What are they celebrating in the office?

                                 SCENE 1     
               IN THE DEPARTMENT STORE
                      (Dress Department)

1) Decide what actually happens in the scene ( Student’s Book)
2) Has Betty found the dress for her sister’s wedding? Does the dress suit her? What does Jane say in order to assure her that it is really so? (> Take my word for it) What’s “Take my word for it”?

3) Jane is leaving for America. Would Betty like to go to America? What does she wish? (> I wish I was going to America).

4)  Act out the scene.

                                  SCENE 2 
                           ON THE PHONE   

1) Decide what happens in the scene (Student’s Book).
2) Mary has got a new job. Does Jim know it? Has she told him? (> It’s news to me). Does Jim regret that she didn’t tell him earlier? Why? What does he say? (> I wish you had told me earlier).
Express wishes in my situations. Use the cues:            
· You failed your exam because you didn’t work hard 
 (I wish…) 
· You don’t have enough money to buy a car. (If only…) 
· You have to go to work tomorrow. You don’t want to. (I wish…)   
· Your boss says he won’t give you more money. You wish he would. (I wish…) (> I wish he would give me…)
· You are working in the office. Your friends are all on holiday. You wish you were. (If only…) (> If only I were on holiday)
3) Jim wished Betty had told him the news earlier. What would he have done if she had told him? (> I would have invited you out to dinner, not just to the cinema).
4) Jim will take Mary out to dinner another time. Mary is looking forward to this evening. She said, “That’d be great”. What would be great?
5) Complete the dialogue and compare your version with what the people really say in the film (Student’s Book)          

6) Act out the scene.

                             SCENE 3

        IN THE RECEPTION AREA    

1. Decide what happens in the scene (Student’s Book).
2. The visitor says,” Look what you’ve done to my bicycle”. What has Frank done to his bike? (> damaged). Is he sorry? What does he say? (> I should’ve been more careful). 

Look at the ways in which we express regret in English (Student’s Book):
· If only I’d been more careful!

· I wish I’d been more careful!

· I should’ve been more careful!

Express regret in the following situations. Use the cues:

· You dropped your mother-in-law’s vase and broke it. You wish you had been more careful. (If only…)

· You collect autographs. Someone tells you the person you were just talking to is a famous film star. (I wish…)

· You are a guest speaker at the meeting. As your talk moves into its second hour, you notice some of the audience leaving. You feel you went on too long. (I shouldn’t have…)
· You’ve had to complete a job in two days. You would have liked more time. (I wish…)

· You invited a colleague, who’s very attractive. She went off with your boyfriend, and now you wish you’d never invited her. (I should never…)

 3)  Frank says that he should have been more careful. The visitor agrees by saying that he certainly should. Does the visitor regret, too? Finish the visitor’s sentence for him.

4)Betty notices FG’s signature at the corner of the painting. Would she and Stephen have criticized it if they had known the artist’s name from the start? What would and what wouldn’t they all have done if they had known?

5) Act out the scene.
                                        SCENE 4
E
                         IN FG’S OFFICE
1) Decide what actually happens in the scene (Student’s Book)

2) Is there anything the company can do about the visitor’s complaint? Why? What is the only thing they can do?

Does Stephen regret that the painting has been damaged? What are his words that show it? (> If I had known you’d painted it, I’d have hung it on the wall myself)
Does FG take the damage hard?

3) Act out the scene.

                                     SCENE 5

                         AT THE PARTY
1) Decide what actually happens in the scene (Student’s Book)

2) Complete the dialogue (Student’s Book) and compare your version with what the people in the scene say.

3) Act out the scene.

                                 SCENE 6

                     IN THE RESTAURANT
1) Decide what actually happens in the scene (Student’s Book)
2) Everybody enjoyed both the meal and the service except
Mrs. Green. “I am sorry we came” she said. What is another way of showing your regret? (> We shouldn’t have come).

3) Mrs.Green left by taxi. Mr.Green left by bicycle. How did he prefer travelling? Did he mind going by car?

4) Act out the conversation.

                                SCENE 7

                    IN FG’S OFFICE
1) Watch the scene and notice what Stephen and Henk are regretful about.
2) Jane said, “Never mind. It’s the wrong time to talk about what we should have done.” Did she mean to express sympathy or reassurance?

Here are four different ways of reacting to news (Student’s Book):

Congratulating someone – I’ve just passed my exam.- Congratulations!

Expressing sympathy – I won’t be able to go on holiday after all. - 

                                      What a shame!

Expressing pleasure – We’ve just won &1.000. -That’s marvelous!

Reassuring someone – I’ve lost my old handbag. - Never mind. It was

                                     worn out anyway.

Choose an appropriate reaction in the situations:
· You order your secretary a new chair. The day before it arrives, she says, “My chair has just collapsed.” Reassure her.

· You meet a young man who says, “I’ve just got into university.” Congratulate her.

· You have invited Mary to your party but she rings you and says, “I’m awfully sorry. Both my children have tonsillitis and I’ll have to stay at home and look after them.” Express sympathy.

· You’ve trying to land a big contract with a particular firm. Your boss says one day:”They’ve just told me they’re going to sign up. Express pleasure.

· You invite a friend to your party but she can’t come because she’s been invited to a wedding. Later she tells you: “The wedding’s been postponed.” Reassure her.

3) FG announces two pieces of news. What are they?

4) What can you say about the language FG uses at the little celebration? What feeling does he express about Henk’s departure and Jane’s joining the company? How might he say these things to them privately in a less formal way?

5) Act out the scene.

READ AND WRITE (Student’s Book)

1) Read the letter

Dear Martha,


I was sorry to receive your letter of resignation. You have certainly been an asset to the Sales Department during your two years with us, and we shall be sorry to see you go. Nevertheless, I’d like to congratulate you on your new job and wish you every success for the future.

Yours sincerely,

Martin Jones

2) An employee in your department is leaving to get married. She has been working for you for five years and has been a good worker. You receive this letter from her:

Dear …..,


With regret I would like to offer my resignation from my position as Chief Clerk with effect from Sept. 30th as I shall be getting married on Oct. 7th. I would like to say how much I have enjoyed working here.
Yours sincerely,

Teresa Sands

Write a letter accepting her resignation, thanking her, etc.

Note that for marriages, they wish ‘every happiness’, and for careers ‘every success’.
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