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CRAMMAR
MODALS (NECESSITY AND OBLIGATION)

CAN/CAN'T
Use can/can’t to talk about present ability and
possibility.

We can ask him if he’d like to join us.

I can’t ski. | don’t know how to.

COULD
Use could to say something is possible or likely in
the future.

Your work on this could be useful later on.

That table could be good for my office.

SHOULD/SHOULDN'T
Use should/shouldn't to say if something is advisable
or not.
I think we should ask customers what they want.
We probably shouldn’t wait any longer to start work
on this.

HAVE TO/MUST

We use both have to and must to talk about
something that is necessary and important, but there
are some differences in meaning.

Use have to to say something is essential or that it is a
general rule.
When you develop a new design you have to try it
out a number of times.
It has to be strong enough to carry eight people.

Use must to say something is necessary or important
in your personal opinion.

| feel that we must make the design more modern.

It must be on my desk by the end of the day.

We do not normally use you must or you mustn’t
in face-to-face conversation. Use should instead.
You matst be more careful. *

You should be more careful. v'

DON’T HAVE TO/MUSTN'T

Use don't have to to say something is not necessary.
It doesn’t have to be made of metal. Plastic is fine.
They don’t have to be here. We can decide ourselves.

Use mustn't to say it is necessary or important not to
do something.
We mustn’t forget to tell them about the party.
They mustn’t find out about our plans. They wouldn't
like them.

MODALS (PRESENT DEDUCTION)

Use modal verbs to make guesses (deductions) about
the present, based on evidence. The different modal
verbs express different levels of certainty.

MUST

Use must to say that you are certain something is true.
The door is open so Michael must be home.
Jane was ill, but she’s running around, so she must
be a lot better!
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CAN'T
Use can't to say that you are certain something is not
true.
This painting can’t be by Rembrandt. It’s much too
modern.
The police say he attacked someone at 7 p.m., but it
can’t be true because he was with me at that time.

COULD/MIGHT

Use could or might to say something is possible.
It could be true that it was all his own work. It’s
definitely possible.
The package might be from David. Open it and
find out!

We can also use modal verbs with a continuous form.
He must be feeling better!
They might be coming later.

KEY LANGUAGE

DESCRIBING QUALITIES

Another strong point is ...

It's aimed at ...

It looks very (stylish/modern/functional/strong) ...
It's functional/innovative/excellent value for money.
It's made of (wood/metal/leather).

It's made from (a new material) which is (waterproof/
strong/heat resistant).

It has several (special/unique) features.

It will appeal to ...

One of the best qualities is ...

There are several (special/unique) features | really like.

VOCABULARY

WORD BUILDING, ADJECTIVES

art, artist, artistic, design (n/v), designer, well-designed,
develop, developer, development, developing,
engineer (n/v), engineering, innovate, innovator,
innovation, innovative, invent, inventor, invention,
inventive, manufacture, manufacturer, manufacturing,
produce, producer, product, productive, scientist,
science, scientific, use (n/v), usable, user

DESIGN

elegant, functional, futuristic, handmade, innovative,
mass-produced, retro, simple, streamlined, stylish,
traditional, up-to-date

MATERIALS, SHAPES AND TEXTURES
MATERIAL

aluminium, canvas, leather, paper, plastic, steel,
straw, wooden

SHAPE

angular, circular, curved, square

TEXTURE
hard, polished, rough, smooth, soft

ABSTRACT NOUNS
advertising, communication, consumerism,
industrialisation, recycling, streamlining
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Present simple and present continuous

Present simple
We use the present simple:

1 to give factual information, for example
about company activities.

Unilever makes a wide variety o fconsumer
goods.

Does it market these goods globally?
It doesn’t sell in every sector.

2 totalk about routine activities or habits.

Ialways buy the supermarket’s own brand
of detergent.

Do you usually pick up groceries on the
way home?

He doesn’t choose clothes with designer
labels.

3 foractions and situations which are
generally true.
Many consumers prefer well-known brands.

4 for timetables and scheduled events.
We launch the new ronge on 15 January.

Present continuous
We use the present continuous to:
1 talk about ongoing situations and projects.

We're developing a completely new image
for the brand.

Are you still working with those designers?
They aren’t saying anything to the press
this time.

2 describe temporary situations.
We're testing a new logo at the moment.
Are they offering a good discount during
the launch period?

3 describe trends.
The number of people shopping online is
growing.

4 talk about personal arrangements and
plans.
I'm meeting Frau Scharping next week.

Talking about the future

1 We use going to to talk about what we
intend to do or what someone else has
already decided to do.

I'm going to buy a new car.

She's going to tell us about the ideas
they've come up with for the ad campaign.
Both going to and will are used for
predictions.

There's going to be a flight of capital from
the West towards India and China.

The Fortune Garment Company will

continue to lose market share unless it
solves its problems.

2 We use 'll to make a spontaneous promise
or offer to do something.
‘I haven't got time to do this myself."
‘Don’t worry. I'll give you a hand.”

3 We use the present continuous to talk
about fixed plans or arrangements.

I’'m meeting Mrs da Silva next week.
She’s arriving on Wednesday.

4 We use the present simple to talk about a

schedule.
The flight leaves at 15:50 tomorrow.

In time clauses, we use the present simple
torefer to future time. It is incorrect to use
will in a time clause.

We won't start until everyone gets here.

I'm going to go round the world when |
retire.

As soon as | have the results, I'll give you a
ring.
Come and see me before you go.
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Match each item on the left with an item on the right.

1 Asyou know, we’re going to a) Look at the fog!
increase our special offers.

2 We're leaving at five o’clock on b) They know everything aboy
Friday morning. Apex tickets.

3 Most probably, airport hotels will ©) They couldn’t get us 3 by
become increasingly popular. flight this time.

4 Hold on. I'll call our Travel d) We're about to start
Department and find out for you. advertising.

5 Flights are going to be delayed e) Many of them have been
again. designed with the business

traveller in mind.

Study the forms in bold in Exercise A. Decide which sentence, 1-5,
illustrates each of the meanings, a-e, below.

a) instant decision. sentence 1.

b) pre-planned decision....................

¢) prediction based on present evidence .....................

d) general prediction / opinion about the future.....................

e) future arrangement (diary future) .....................

In each sentence, one word is missing. Show where the word should go
and write it on the line provided.

Francesca ,( travelling from Italy to Singapore in March.

We're going meet our agent to discuss our new strategy......
So you finish in five minutes? OK then. | wait for you in the lounge....
What time the train arrive in Brussels? .....................

By the way, Jeff, what you doing on Thursday afternoon?.....................

It’s all decided now. We going to hold the sales conference in Rome

N 6 s> W N B

Monday morning? Just one moment. | just check my diary..............c.......

Put the words and phrases in order to make sentences.
1 assoonas/aring / larrive / Il give / in Brussels. / Mr Dupuis

Il / If / is delayed, / miss / my flight / the presentation.

2

3 abetter hotel. / going to / | find / I'm / stay here / until

4 you advise / I'll / in May / not to go. / our Chinese suppliers / unless / visit / me
5

again. / and visit / you are / in Copenhagen / our headquarters / Please come / when

Tip
After as soon as /if /until /unless /when /once /next time we use a present verb
form, even when we are talking about the future.

o Next time you'ttbe in Vancouver, you must stay at the Plaza Hotel. %
o Next time you are in Vancouver, you must stay at the Plaza Hotel. v/

4_-—#
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BUSINESS TRAVEL SERVICES

Background

Business Travel Services (BTS) is based in Philadelphia,

L

USA. One of its most important clients is the large

multinational corporation NeoTech, whose head office is also in Philadelphia. Recently, NeoTech's senior

executives have had problems when they have been on business trips organised by BTS.

s

Home | Flights | Hotel bookings | Car

Who we are

BTS provides a full range of corporate travel
services. We are highly experienced in handling
the requirements of today’s business traveller.
Among our many clients are multinational
companies which are household names.

What we do

Our travel consultants work to produce top-value
fares and the best itineraries to suit the needs

of your staff. We will minimise your expenses

by arranging your staff's travel at the right

price, getting additional discounts for you and
establishing direct contact with the best service
providers. All our overseas partners are selected
because of their high standard of service, attention
to detail and quality of product.

Conference | Insurance

rental |

We offer: Flights, Hotel bookings, Car rental, Conference bookings, Insurance

Stage 1

The Head of Travel at NeoTech phones the Account
Manager of BTS to set up a meeting, s that they
can discuss the problems that executives have had
while on business trips.

In pairs, role-play the telephone conversation to
set up the meeting.

Student A:

You are Head of Travel at NeoTech. Turn to page
135 to read the information in your diary and check
when you are available for a meeting.

Student B:

You are the Account Manager for BTS. Turn to page
140 to read the information in your diary and check
when you are available for a meeting.

Stage 2

NeoTech's Head of Travel phones BTS's Account
Manager to change the time of the meeting. Some
equipment has been stolen from their office, and the
police are investigating. The Head of Travel suggests
meeting in two weeks' time on a Wednesday.

BTS's Account Manager cannot meet on the
Wednesday - he/she is giving a speech at an
international travel conference. He/She suggests
an alternative day and time.

Role-play the telephone conversation.

Stage 3

Following a request from BTS's Account Manager,
NeoTech’s Head of Travel sends summaries of four
problems which senior executives at NeoTech had
during recent business trips (see page 21)
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Hotel Problem
Last Thursday, | checked into the Excelsior Hotel.
The receptionist told me 1 had been upgraded and t o% a_ f
my room was on the 16 floor. Well, | stayed there
to another Three ‘ ‘
for an hour or 5o, then asked to move A . '
room. The 'upgraded’ room had no safe for my of luggage didn't arrive, [ ey l::l;’:; s(:e:mg.m'l-l“fo picces
money. and the lighting was very bad. Also, there lIl\l‘ﬂ'“isad o find the bags and send them 1o x:e ;: M
v : i . Some.
was a group of noisy people next door. ,::r' ‘zﬁy e o e T = am;:il;:
The new room was no better. | couldn't take 0 fill out a claim e e
a shower because there was no water for fo-ur
hours. The coffee machine didn’t work, the ice : Vo e
machine was out of order and the desk was 00 10S three months Later, and
small. | called the receptionist to get some action, e-man; m?d e
L busy to do anything. merged with anothes compey s
- wy— the problem. Can you heI:'.? Y, and I wonder if this is part of

ill no news from (he airline. My
ponse. The airline has recently

This hotel simply isn't up to standard. What can
you do about it for me?

Car Rental Problem

The rental of fice at the airport couldn't give me the car I had iwas on a flight toMoscow, i 'll:i::‘t
reserved. It was in the medium price range at $250 a week. was diverted to Helsinki because of
Instead, they offered me a choice: weather.There was a ot of conlusm\hm

- inki use the airline sent all the
* asmaller car, which was uncomfortable and had a small trunk; HElSIn: . b:(ao the same hotel for the night.
* abiggercar for anextra$20 a day. ezl

Some passengers became veryaggressive
T was expecting a free upgrade, but the clerk on the desk refused to when they tried to geta room.1 had to share
do that. His attitude was ‘take it or leave it’. So [ hired the bigger car. aroom with another passenger._The hotel
When the company billed me, I ended up paying $490 for the car. made all passengers payforthe;f @ms.
The next morning, we had to wait six hours
in a cold terminal for the flight to Moscow-

The airline wouldn't pay for our hotel
expenses.They said the circumstances were
‘beyond their control'} t‘hink we sf;ould be
Work in groups of four. One of you is BTS's Account compensated for all the inconvenience.
Manager, the other three are travel consultants who work

with the Account Manager.

—

1 Each member of the group (Account Manager/travel

consultants) reads one of the problems above and Writing

makes notes about it. As the Account Manager for BTS, write

: d an e-mail to NeoTech’s Head of Travel,
2 Each person summarises the problem for his/her A N »
N apologising for the inconvenience. Offer
colleagues, and answers any questions they may have. R N
some compensation and explain what
3

After each summary, the groups discuss the following: steps BTS has taken to make sure a

Did the executive in each case deal with the sinilar, problem|does, not happen agaln.
probiem effectively? Why? / Why not? Writing file page 127

What can BTS do to help to solve the problem?

What is the best solution for each executive? What,

- Watch the Case study
if anything, should he/she hope to get from the commentary on the
company concerned? DVD-ROM. o
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