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Audioscripts

 3.2 
1 I’m Marla. I’m a student at the university of Cologne and I 

love doing sport in my free time. In the winter, I go to the 

gym three times a week. In the summer, I go running in the 

park near the river – it’s just five minutes from my flat. On 

Fridays I usually go swimming with some friends. When I get 

home from the university in the evening, I often surf the net 

or play some computer games. At the weekend I love going 

out with my friends. There’s a fantastic nightclub just round 

the corner from here. 2 I’m Finn. I work for an international airline in Mumbai, India. 

I’m a security manager and my job is very stressful. When I 

get home, I’m usually very tired and need to relax so I don’t 

do much after work. I often watch TV and read the sports 

news. My wife and I both love eating good food, but we 

don’t have enough time to cook during the week. My wife is 

a great cook – she often cooks something special for us at 

the weekend. 

 3.3 
1 
A: Good evening, madam. Are you ready to order? 

B: Yes, please. I’d like a Caesar salad and a steak, please.

A: Anything to drink with that?B: Yes, I’ll have a glass of mineral water, please.
2
A:  Hi. What can I get you?B:  I’ll have a large bowl of wonton soup and a coke, please.

A:  Sure. Here you are. That’s $5.95.
B:  Thanks.
3
A:  Could I have three portions of vegetable curry, please?

B:  Certainly. Anything for dessert?
A:  Not at the moment, I don’t think so. Could I have the bill, 

please?
B: Certainly, madam.

 3.4 
1 87 

5 £1.982 €13.50 
6 7893 532 
7 $16.05

4 $75.15 
8 €167.22 3.5 

S=Steffi, P=PaulS:  So Paul, what do you usually do at the weekend?

P:  Nothing special really… If the weather is nice, I like doing 

some work in the garden. On Saturday afternoons, I enjoy 

running, or cycling. Susan and I love eating out, so we often 

go to a pizza place in the evening. What do you usually do at 

the weekend?S:  On Saturday I often have a lazy afternoon – I enjoy watching 

the sport channel on TV. On Sunday I love playing golf, so I try 

to play a round on the golf course.

Unit 4
 4.1 

F=Feng, R=receptionist1 
F:  Hello. I have a question. Is there a nice café near here? I’d 

like to have a real Italian espresso.
R:  Yes, there’s one called Café Latino. It’s not far from here. Go 

out of the hotel and turn right. Then go straight on for about 

200 metres and turn left at the post office. Café Latino is on 

your right, between a pizza take-away place and a pharmacy.

F:  Great, thank you. 2  
F:  Excuse me, I need new batteries for my camera. Is there a 

camera shop near here? R:  I think there are two near the Museum of Modern Art. Keep 

going along this street here until you get to the crossroads, 

then turn left. Go straight on for about three minutes.  There’s 

one big camera shop opposite the museum and another one 

behind it.F:  Thanks.

 4.2 
With a population of about 21 million, Greater Mexico City is 

the fifth largest metropolitan area in the world. It’s also one of 

the most important financial centres in North America and has 

one of the world’s fastest growing economies. The city has an 

excellent public transport system – the metro transports about 

4.5 million people every day, so it’s one of the busiest in the 

world. 
Mexico City is also a great place if you like good food. There 

are many traditional markets – the Mercado La Merced in the 

city centre is one of the oldest ones. The city is also famous for 

having some of the freshest seafood.  4.3 
R=receptionist, G=guestR:  Good evening, Sky Hotel. Jana Podolski speaking. How can I 

help you? G:  Hello. I’d like to make a reservation for three nights from the 

third of August, please. R:  Certainly. So that’s from Tuesday the third to Friday the sixth 

of August. Is that correct?G:  Yes.
R:  What kind of room would you like?
G:  I’d like a single room with shower and bath tub, if possible. 

R:  OK, let me just check availability. Yes, we have a premium 

single room with a balcony on the 10th floor and a standard 

room on the 2nd floor, both with shower. Which one would 

you prefer?G:  Could you tell me the room rates, please?
R:  The premium room is €85.00 a night and the standard room  

is €75.00, including breakfast. 
G:  OK. I’ll take the premium single room. 
R:  Certainly, sir. And who’s the booking for?
G:  My name is Oleg Bukowski. That’s B-u-k-o-w-s-k-i. And my 

first name is Oleg. That’s O-l-e-g.
R:  Thank you, Mr Bukowski.

Unit 4
•	 there is/there are
•	 comparative and superlative

Grammar	check:	there is/there are
Use there is to talk about singular forms, use there are to talk 
about  forms.
 There’s a post office next to the bank. There are some very good restaurants nearby.We use there is and there are with a determiner:a  in positive sentences we use a/an or some. There’s a nice park near the station. There’s an interesting film on TV. There are some nice parks in London.b  in  sentences and questions we use a/an or any. There isn’t a cinema in the town centre. There aren’t any pharmacies in this street. Is there any food left in the fridge?

1 Complete with there’s, there are, is there, are there.1	  a tourist office near the hotel.2	  some expensive shops in this street.3	  a taxi rank near the hotel?4	  two excellent cafés opposite my office.5	  any supermarkets here?6	  a place where we can relax?

2 Complete the questions so that they match the short answers.
1	  a printer in your office?  – Yes, there is.2	  any people in the bar? – Yes, there are.3	  a car park near the office?  – No, there isn’t.4	  any good galleries in this town? – No, there aren’t.
3 Complete with some, any, a or an.1	 There’s  excellent Thai take away about 100 metres from here.
2	 There aren’t  bus stops near the hotel.3	 Is there  printer I can use?4	 There are  really nice cafés near the station.5	 I think there’s  water left in the fridge.6	 Are there  good museums in your hometown?

Grammar	check:	comparative	and	superlativea  We use comparative adjective + 
 to compare people or things. Frank’s older than his sister. Canada’s bigger than France.b  We use a lot/much/a bit/a little before 

 . He’s a lot taller than Jon.
 It’s a bit more expensive here. This film’s much better than the other one.

4 Make sentences with comparative adjectives.1	 Mexico City / Toronto / big / much 2	 Life in the country / life in the city / quiet / a lot 3	 Doing sport / watching TV / interesting / much 4	 Hanna / Toni / good at languages / a little 5	 the underground / the bus / fast / a bit 6	 the Sahara / rainforest / dry / much 7	 the film / the book / bad / a lot 8	 my job / his job / boring / much 

5 Complete the sentences with superlative forms.1	 This tapas bar serves  Spanish food in town. (expensive)
2	 China has one of  growing economies in the world. (fast)
3	 The Italian restaurant serves  portions. (big)4	 She’s  of three children. (young)5	 This is  film I’ve ever seen. (bad)6	 July’s  month of the year. (hot)7	 The beach here is  in Florida. (beautiful)8	 My colleague Finn thinks he’s  . (great)

number of 
syllables

adjective comparative superlative
1 most one-

syllable 
adjectives

cold + er  
colder

+   
the coldest

2 one syllable 
ending in –e

late +   
later

+ st  
the latest3 one & two 

syllables 
ending in 
consonant + y

early + ier  + iest  
the earliest

4 one syllable 
ending in one 
vowel + one 
consonant 
(except –y and 
–w)

hot double 
consonant 
+ er  
hotter

double 
consonant  
+ est  
the hottest

5 two or more 
syllables

interesting more  
more 
interesting

most  
the  
interesting6 irregular forms good  

far

better  
worse  
farther/

the   
the worst  
the farthest/
the furthest

c  Comparative and superlative: forms
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Language

Functional 

 
1 Match the beginnings of the phrases 1–8 with the endings a–h. 

1 Hi. Can I speak
2 How can I
3 Hello. ABC Computers. 
4 Can I ask
5 It’s Susan Taylor
6 I’m afraid he’s
7 Can I take
8 Yes, could you ask 

a from TC Ltd.
b in a meeting.
c him to call me back?
d who’s calling? 
e to Mien Tamky, please?
f help you?
g a message?
h Lisa Brown speaking.

2 Write the sentences in 1 in the correct order. 

1 

2 

3 

4 

5 

6 

7 

8 

Pronunciation 3  2.3 Say the sentences. Then listen and repeat.

1 Can I ask who’s calling?
2 Can I take a message?
3 I’ll leave a message for her.

4 One moment, please. I’ll just put you through.
5 I’m afraid he’s in a meeting.
6 Can I take your number?

 Listening 4  2.4 Listen to Huseyin and complete the missing information.

1 The country code for New Zealand is  .
2 The international code is  .
3 The area code for Auckland is  .
4 My work number is  .
5 I work with a colleague. Her direct line is  .
6 My home number is  .
7 I also have a mobile phone. The number is  .

5 Complete the information about yourself. Email your details to your teacher.

1 The country code for my country  
is   .

3 My work number is   .

4 My extension is   . 

2 The area code for the town/city I work in  
is   .

5 My home number is   .

6 My mobile number is   .

NOTEPAD
EXERCISE

11

Lesson 3: Staying in touch
2

Answers to all the activities are available on the Richmond Learning Platform.

This Workbook is also available in digital format. Details can be found on the 
Richmond Learning Platform at: www.richmondatwork.net.

Richmond Learning Platform

How to use the Workbook 
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 Listening 1  1.1 Listen to the three descriptions. Are the sentences true or false?

True False

1 Siri’s from Holland. ▢ ▢

2 She’s not married. ▢ ▢

3 Hani and Arwa both work at the airport in Muscat. ▢ ▢

4 Arwa’s 38 years old. ▢ ▢

5 Daniel is Isabella’s husband. ▢ ▢

6 They both work in Caracas. ▢ ▢

2 Listen again and complete the sentences. 

1 I’m Siri Nurmi. … I work  a big car 
company and my job is very  .

2 I’m Hani and this is my  Arwa. 
3 We’re both  Oman.

4 Isabella and Daniel Gonzales are from Caracas. 
They’re married and  work at a hotel …

5 Daniel’s a hotel manager and his  is a 
receptionist.

6 She’s 24 years  and Daniel’s 28.

 
Language

Functional 

 
3 Match the questions with the answers.

1 Can I ask you some questions?
2 What’s your surname? 
3 What’s your nationality?
4 What’s your occupation?
5 What’s your date of birth?
6 What’s your marital status?

a I’m an engineer.
b The third of August, 1982.
c I’m Canadian.
d Yes, of course.
e My family name is Fisher.
f I’m single.

 Grammar 4 Complete the sentences with the words in the box. You can use some of them more than once.

’m are ’re ’s my your his her our their

1 I  a computer programmer with ABT 
Software and I love  job.

2 He  thirty years old.  
birthday is 10 June.

3 We  from Mumbai, India.  
parents live in Madras.

4 Carla is married.  husband is a web 
designer.

5 My colleagues  from Kuwait. 
6 Where  you from? And what’s 

 job?
7 A: What  Karen’s surname? 
 B:  surname is Miller.
8 A:  What  are your children’s names? 
 B:  names are Sara and Joe.

5 Answer the questions about yourself.

1 What’s your name?    4 How old are you?    

2 Where are you from?    5 What’s your date of birth?    

3 What’s your job?    6 Are you married or single?    

NOTEPAD
EXERCISE

 Vocabulary 1 Complete the sentences with the countries or nationalities in the box.

Japan / Japanese America / American France / French Spain / Spanish  
Canada / Canadian Brazil / Brazilian India / Indian Germany / German

1 We live in Lyon. It’s a city in  .
2 BMW is a  car maker.
3 The Amazon is a river in  . 
4 I’m from Toronto. It’s a city in the east of  . 
5 Microsoft is an  software company.
6 Haruki Murakami is a  writer.
7 I like paella. That’s a  speciality.
8 Mumbai is a big city in  .

 Listening 2  1.2 Listen and answer the questions.

1 What’s the visitor’s first name?
2 What’s his surname?
3 What company is he from?

 Grammar 3 Complete the sentences with the correct form of be.  
Use short forms where possible.

1 Sony  a Chinese company. It’s a Japanese 
company.

2 I  Portuguese, I’m Spanish.
3 I’m sorry, Mr House  at his desk at the 

moment.
4 We  here for a holiday. We live here.
5 Steven Spielberg  an English filmmaker.  

He  American.
6 They  English. They  Scottish.

4 Put the words in order to make questions.

1 are / you / from / where / ?
2 car company / is / a / Korean / Ford / ?
3 French / you / are / ?
4 the / Ms Green / in / today / is / office / ?
5 is / sales / manager / Mario / a / ?
6 here / for / they / holiday / a / are / ?

5 Answer the questions with a short answer.

Example: Are you an engineer? No, I ‘m not.
1 Are you from Dubai? Yes,  .
2 Gordillo – is that a Spanish name? Yes,  .
3 Is your friend Paul married? Yes,  .
4 Are they here for a holiday? No,  .
5 Is Lisbon a city in Portugal? Yes,  .
6 Frank and Maria, are you Canadian? No,  .

1 Introductions
Lesson 1: Pleased to meet you

4

Lesson 2: Where are they from?
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5

Lesson 1: Pleased to meet you

Lesson 2: Where are they from?
1
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Language

Functional 

 
1 Complete the sentences with the words in the box.

again are could fine for it’s next nice number 
pleased safe sorry then too (x2) welcome

1 A: Hi. Good to see you  . 
 B: Nice to see you  , Carl.

2 A: Thank you  everything. 
 B: You’re  .

3 A: Hello, Kim. How  you?
 B: I’m  . And you? 

4 A: Have a  journey home. 
 B: Thanks. You  .

5 A: Hello, Mr George.  to meet you.
 B:  to meet you too.

6 A: My  is 267814.
 B:  , I didn’t get that. 
 A: 267814.

7 A: Bye, Kira. See you  week.
 B: Yes, see you  .

8 A:  you spell that for me, please?

 B: Yes,  A-r-w-a.

Pronunciation 2  1.3 Say the numbers. Then listen and repeat.

1 30
2 14

3 28
4 19

5 50
6 15

7 100
8 22

 Listening 3  1.4 Listen and write the telephone numbers.

1

A: I want to phone Sandra. What’s the area code for Poland?
B: It’s  .

2

A: What’s your extension?
B: It’s  .

3

A: Sorry, Mike. I’m in a meeting. Can I call you back later? 
B: Yes, sure. My mobile number is  .

4 Answer the questions about yourself.

1 What’s your work number?   

2 What’s your home number?   

3 What’s your personal email address?   

4 What’s your work email address?   

5 What's your company’s website address?   

6 What’s your best friend’s personal email address?   

NOTEPAD
EXERCISE

 Vocabulary 1 Complete the sentences with the prepositions in the box.  
You can use some of them more than once.

in at for on to

1 Let’s meet  my office in five minutes.
2 Mr Wu isn’t  his desk at the moment.
3 See you all  10 o’clock tomorrow.
4 Is that the area code  Japan?

5 I’m sorry, she’s  a meeting now.
6 I look forward  seeing you later.
7 I can’t find his email address  the Internet.

2 Write words in the boxes to complete the sentences.

Example: Delhi is the  capital.                                   
1 He’s from Brazil. He’s  .                                               
2 She has a husband, so she’s  .                                      
3 Another word for ‘occupation’ is  .                   
4 If you want to make a call to another city, you  

need the  code.                       
5 Madrid is a city in  .                           
6 The opposite of ‘leave’ is  .                                 
7 At the hotel you need to fill in a  form.                                                              
8 The day you were born is called your date of  .                            

3 Design your own business card. Include the information in the box.

name of company work number your name work email address  
job title the company’s website address

I n d i a n

NOTEPAD
EXERCISE

4 Write down five words or expressions from this unit which you find most useful. Try to make 
sentences with each of them.

6

1
Lesson 3: Arriving and leaving Lesson 4: Review
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NOTEPAD
EXERCISE
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sentences with each of them.

7

Lesson 3: Arriving and leaving Lesson 4: Review
1
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1 Her family name is Suárez, and I think her  is Ana.
 a surname
 b first name
 c birth name

2 Porto da Cruz is a  town. 
 a Indian 
 b Brazil
 c Portuguese

3  are you from? 
 a When
 b What
 c Where

4 A:  is the sales manager? 
 B:  It’s George Cunningham.
 a Where
 b What
 c Who

5 This is Peter and this is his  Ana.
 a husband
 b wife
 c children

6 My husband and I are designers.  hometown is 
Valencia.

 a Her
 b Our
 c Your

7 This is  colleague Jemima. We work together in sales.
 a my
 b their
 c her

8 This is a photo of my children.  names are Nadia and 
Kamal.

 a His
 b Our
 c Their

9 Hanssen, is that an  name? 
 a German 
 b English
 c British

10 A: Is Cindy happy with her new job?
 B:   
 a Yes, she is.
 b No, I’m not.
 c Yes, they are.

11 I’m sorry, she  at her desk at the moment.
 a is
 b are
 c isn’t

12 Hello Arwa,  to meet you. 
 a pleased
 b please 
 c fine

13 A: I’m Selma Zeb.
 B:  Sorry, I didn’t  that.
 a see
 b listen
 c get

14 A: How are you?
 B:  
 a Thank you, I’m fine.
 b I’m fine, thanks.
 c And you?

15 Could you  that again, please? 
 a say
 b speak
 c tell

16 A: Thank you very much for everything.
 B:  
 a Please.
 b You’re welcome.
 c Don’t say it.

17  everyone, and welcome to the conference.
 a How are you  
 b Safe journey
 c Good morning

18 A: Can I see your tickets and passport, please?
 B:  
 a Here it is.
 b There they are.
 c Here they are.

19 I’ll give you my  card. My email address and phone 
number are on there.

 a conference
 b business
 c visitor 

20 My email address is Maria  Peters at abc  com. 
 a dot
 b point
 c full stop

Score:  / 20 points

 Vocabulary 1 Match the jobs 1–6 with the descriptions a–f. 

1 A taxi driver 
2 An office clerk 
3 A customer service representative 
4 A nurse 
5 A manager 
6 A waitress/waiter  

a sells things to customers and answers questions about 
services. 

b is in charge of a business. 
c drives a car and takes customers or tourists to different 

places, e.g. the airport.
d serves customers in restaurants or bars.
e does many office jobs, e.g. takes phone calls or deals with 

email.
f works in a hospital.

 Listening 2  2.1 Listen to Frank speaking. Are the sentences true or false?

True False
 1 I’m a sales manager and I work for a computer company. ▢ ▢

 2 We sell laptops and mobile phones. ▢ ▢

 3 My colleagues have company cars. ▢ ▢

 4 I have a mobile phone. ▢ ▢

 5 I don’t have a computer in my office. ▢ ▢

 6 I always wear a shirt and jeans. ▢ ▢

 7 It’s important that I wear smart clothes. ▢ ▢

 8 My colleagues deal with customer questions. ▢ ▢

 9 I often take my customers to restaurants. ▢ ▢

 10 I don’t work on Fridays and Saturdays. ▢ ▢

 Grammar 3 Complete the text about Ana García with the verbs in the box.

deal do finish go have live start work not work

I 1 in a small town near Burgos, Spain. I’m married and I 
2 one child. I’m a bank clerk and I 3 in a bank in 

the centre of Burgos. In my job, I 4 a lot of things, for example, I 
5 with customers on the telephone and by email. I 6 

work at 8.30 a.m. and 7 at about 5.30 p.m. I 8 on 
Saturdays and Sundays. I often 9 to work by bus.

4 Complete the sentences about yourself with a positive or negative verb form.

1 I    in a big city. 5 I    a lot of interesting things  
in my job. 2 I    in an office. 

3 I    children. 6 I    more than $1,000 a month.

4 I    to work by train. 7 I    smart clothes for work. 

NOTEPAD
EXERCISE

8

Test yourself
Choose the correct answer. For every correct answer you score one point. 2 Lesson 1: My job

1
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