An application form Hier lerneich ... @
. . I - einen Antrag auszufiillen,
:ou |‘i’:::i:,:,of§:|:n this language course in London. Fill in the s iiber mich selbst schriftliche
PP : Auskunft zu geben.

ENGLISH IN LONDON English in London!

APPLICATION FORM Do you want to practise your
English? Our course from
Please write in CAPITAL letters. 15-19 August is for students
at vocationa|
Surname Europe. collegss around
First name For an application form
call Ken Ri ’
Date of birth en Richards on
++ 44 020 714 3000 NOW!
Nationality

Address (street/number)

(post code/town)

(country)

Telephone number (home)

(mobile)

Email address (not capital letters)

Name and address of college

Please write a short text here about yourself (in 50-70 words). You can write
about your town, your course, your college, your hobbies, your job plans etc.
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Match the things 1-14 in the picture and the words in the box.

In the office

Write the words below.

office chair desk computer screen Mouse
computer keyboard filing cabinet telephone
waste bin |etters poster calendar

| Kopiervorlage2 .

7 »
Hier lerneich ...

- Biiroausstattung zu
benennen,
- zu sagen, wo was steht.

radiator plant onelf

1 com‘pw}er SCreel 6 1"
2 7 12
3 8 13
4 9 14
5 10

Look at the picture again. Find: a pen, a dictionary, a diary,
a clock. Where are the things? Write sentences. Use the words
and phrases in the box.

The pen is ou the desh uext 1o the wonse.

-

A

on on

The dictionary is

99

2
3 Thediaryis
4

The clock is

99

in next to
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A company website

This is the home page of a company in Britain. It sells furniture
and other things for offices online. Match the buttons 1-6 and
the web pages A-F below. Write in the number of the button.

> 3
Hier lerneich ...

- mit dem Internetangebot
einer Firma professionell
zu arbeiten.

Officeweb - everything for your office!

Home | About us | Our products | Shop online | Contact | Careers | News

I Kopiervariage 3

Regelungen ab

Email: Are you interested in a job Officeweb is the UK’s
info@officeweb.co.uk with Officeweb? For more biggest and best online :
Phone: information email: store for office furniture
(+44) 020 713 9114 careers@officeweb.co.uk and equipment. The %
A B company started in 1995. ;
D Today we have customers 5
around the world.
office chairs  more ...
desks more ...
computers more ... 0C1479B Officeweb V\:'ms an award
lamps more ... £105.00 for the year’s best
ca'llepdars more ... Add to basket e-commerce business in
diaries more ... - the UK.
% Read more ...
D E F

L] L] L]

E Work with a partner. Take it in turns to ask about the website.

Howcanl ...

« find out about the company? - You click on the ‘..." button.

« get information about the company’s products? - Go to the ‘... page.
* buy products online?

« contact the company direct?

« find out about jobs with the company?

« get news about the company?

Do you buy many things online? What? When? Why? Ask a partner.
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| Kopiervorlage4 .. ...

Departments in a company Hier lerneich ... @

- Abteilungen einer Firma zu
benennen,
- Uber die Arbeit der Abteilungen

Here are some important departments in a company. Match the
English names (A-G) and the German names (1-7).

B C
production sales marketing 2u sprechen.
aEE E 1. F 1 G
distribution finance customer service research and development
1 Verkauf 2 Kundendienst 3 Produktion 4 Marketing
5 Forschung und Entwicklung 6 Vertrieb 7 Finanzen

E These people are talking about the work of their departments.
Which departments do they work in? Write in the English names
from exercise 4.

We look after the
company’s money.

We advertise the We sell the company’s

products.

We transport the
company’s products.

Regelungen ab

der iiblict

: Tamsin Carlos

We help customers with We make the products.
problems.

5 6 7

E Make and answer questions with a partner.

Which department does Karen work in?J LShe works in the distribution department.
4 N

What does the sales department do? J th sells the company’s products.
4 N
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I Kopiervariage 5

Clothes in the office Hier lerne ich ... @

- Berufskleidung zu benennen,
- zu beschreiben, wie jemand
angezogen ist.

Martin, Louise and Peter are managers in a company in England.
What clothes are they wearing today? Write in the words below

the photos (1-8). shirt shoes ~SHitT

blouse jacket tie trousers skirt

1 st 4 7
2 5 8
3 6

E Now look at these words. Write sentences about the people.
Martin is wearing a red tie and a dark suit.
Louise is wearing a striped ...

spotted white striped red
grey dark reddish-brown
~‘@"
B Work with a partner. Partner B: close your book. Partner A: ask Tips and tricks - -

questions about Martin, Louise and Peter. . .
Trousers are plural in English:

wearing a tie, a shirt ...
But: He's wearing trousers.
His trousers are grey.

What's Luise wearing? J LShe’s wearing ...
v

What sort of tie is Martin wearing? J LHe’s wearing a ...
YV

]

Is Louise wearing a white blouse? J LNo, she’s wearing a ...
— N—
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| Kopiervorlage6a |

On the phone M Hier lerneiich ... @
Holger Feldmann is a secretary in a firm in Germany. He’s calling - jemanden anzurufen,
two people in London this morning. Read his conversations and - ein Gesprach weiterzuleiten.

underline the English for the German phrases.

1 Bleiben Sie am Apparat,
bitte.

2 Koénnte ich bitte mit ...
sprechen?

3 Wer ist am Apparat, bitte? J

-

4 Wiirden Sie lhren Namen
bitte buchstabieren?

. V
Conversation 1
Receptionist Cordex Engineering Ltd. Good morning. 5 Hierist ... J
Holger Good morning. This is Holger Feldmann from %

Germany. Could | speak to Mr Rogers, please?
Receptionist One moment, please, Mr Feldmann. I'll put you

through. Ich stelle Sie durch.

6 Einen Moment, bitte. ’

Conversation 2

Receptionist Horizon Software Ltd. Good morning.

Holger Good morning. Could | speak to Ms Tate, please?

Receptionist Who's calling, please?

Holger It's Holger Feldmann from Germany.

Receptionist Could you spell your name for me?

Holger Yes, Feldmann. F-E-L-D-M-A-N-N.

Receptionist Thank you, Mr Feldmann. Hold the line, please.
I'll put you through.

der ik

standlich im Rah

E Make this conversation with a partner. Partner A: you're the
receptionist at Northern Telecom Ltd. in England. Partner B:
you're YOU.

Partner A

Melde dich.

Partner B

Melde dich. Du mochtest gern mit Herrn Davis
sprechen.

Bitte Partner B ihren/seinen Namen zu

buchstabieren.
Buchstabiere deinen Namen.

Bedanke dich bei deiner Partnerin/deinem

Partner und bitte sie/ihn, am Apparat zu

bleiben. Du stellst durch.

B Make another conversation with your partner. Think of names
etc. yourselves.

© Ernst Klett Verlag GmbH, Stuttgart 2015. Kickoff Foundation/Upgrade, Workbooks ISBN 978-3-12-808293-6/808294-3.
6 Alle Rechte vorbehalten. (Vervielfaltigung zum Unterrichtsgebrauch gestattet.)

Sollte es in einem Einzelfall nicht gelungen sein, den korrekten Rechteinhaber ausfindig zu machen, so werden berechtigte Anspriiche

6 dreamstime.com (Dreamstime.com Agency), Brentwood, TN



On the phone (2) Hier lerne ich ... @

- jemanden anzurufen,
- Telefonnummern auf
Englisch anzugeben.

Holger Feldmann (from Unit 6) is calling a company in Scotland
today. Read his conversation and underline the English for the
German phrases.

x@_
So gibt man Telefonnummern TS
auf Englisch an:

0 =oh

88 = double eight

0049 = double oh four nine

511 = five double one

546 = five four six

7139 = seven one three nine

0120 - 658 7155-0 = oh one two oh, six five eight,
seven one double five, oh

Bitte Partner B um ihre/seine Telefonnummer.

Gib deine Nummer durch.
Alles klar!

Verabschiede dich.
Verabschiede dich.

H Make another conversation with your partner. Think of names
etc. yourselves.

Receptionist Good morning. Scottish Electronics Ltd. How can 1 Tschiis J
| help you? —, : _
Holger Good morning. This is Holger Feldmann from £
Germany. Could | speak to Mr MacDonald, please? 2 Es tut mir leid, ... ist ’ ;:;
Receptionist I'm sorry, Mr Feldmann. Mr MacDonald isn’t here momentan nicht da. )
at the moment. Can he call you back this afternoon? 1/ EE}
Holger. . Oh, yes, thank you. 3 Auf Wiederhdren. J :
Receptionist Can | take your number? — s
Holger Yes, it's 0049 for Germany, 511 for Hanover, then E
546 7139. 4 Wie kann ich Ihnen helfen? J §
Receptionist OK. | have all that. Vv s
::::i;ionis ; E;Tt' Thanks. Goodbye. 5 Kann er/sie Sie zurl'jckrufen?J g
— :
E Make this conversation with a partner. Partner A: you're 6 Diirfte ich Ihre Nummer ’ f%
the receptionist at Highland Whisky Ltd in Scotland. notieren? %
Partner B: you're YOU. v %"
Partner A Partner B g
Melde dich. H
Melde dich. Du mochtest mit Herrn Brown E
sprechen. %"
Herr Brown ist leider nicht da. Ob er Partner B %
morgen zuriickrufen darf? £
In Ordnung. %
£

7 dreamstime.com (Dreamstime.com Agency), Brentwood, TN
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| Kopiervorlage7 |

At the reception desk Hier lerne ich ... @
Judith Meyer is a receptionist in a company in Germany. ’ ?r::;/entrlis:; Lljg:;lil:zu

She’s talking to a visitor to the company. Read her conversation

with a partner.

empfangen.

Judith Guten Tag.

Man  Er. Do you speak English?

Judith Yes of course. Good morning. Can | help you?

Man  Oh, thanks. Good morning. | have an appointment with
Mr Kessler at 10.30.

Judith Can | take your name, please?

Man  Hammersmith. That's H-A-M-M-E-R-S-M-I-T-H.

Judith Ah yes Mr Hammersmith. Could you fill in the visitors’
book for me? The date, your name, your time of arrival,
and your signature, please.

Man  OK. Here you are.

Judith Thank you. And here’s your visitor’s badge. Please wear
it at all times.

Man  Thank you.

Judith Please take a seat over there. Would you like a tea or
a coffee while you're waiting?

Man  No thanks.

Judith Fine. Mr Kessler will be here soon.

E Work with a partner. Partner A: you are the receptionist.
Partner B: you are a visitor. Change the names in the dialogue in
exercise 6 and make a new conversation. Write in the visitors’ VISITOR
book below and make a name badge, too. Can you do make the Mr N. Hammersmith
dialogue with your books closed?

Datum Name Ankunft Abfahrt Unterschrift
(date) (name) (time in) (time out) (signature)
Rt Jume | N. Hawumersiith N0:2S ///%ﬂ“““ff-‘k‘%
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Booking a hotel room ) . i
Hier lerneich ...
Leonie Koch is a secretary in an American company in Germany. - ein Hotelzimmer zu buchen,
Her boss is Joe Rosenberg. Next week, Mr Rosenberg will be in - eine Faxbestatigung zu
the States. He's talking to Leonie about his trip. Read their schreiben.

conversation, then complete Leonie’s notes below.

Leonie When will you be in Chicago, Mr
Rosenberg?

Joe On Wednesday and Thursday next week.

Leonie That's October 17 and 18.

Joe Right. My first meeting on Wednesday is
at 9.30, so I'll need a hotel for the night
before, Tuesday night.

Leonie And when will you leave Chicago?

Joe My last meeting there finishes at
midday on Thursday. Then I'll fly to
Seattle.

Leonie So you don't want to stay overnight on
Thursday?

Joe No, I'll take a plane on Thursday
afternoon.

Leonie And about the hotel. You just want a
single room, right? Anything else
special?

Joe Yes, a single room. The hotel should be
near the city centre, if possible. Oh, and
a hotel with a swimming pool would be
great.

Leonie Fine. I'll make the arrangements.

9:00 10:00 11:00 Midday
Hotel owrcm%)emewk for

tr Roseuber%)'s -Hi‘o to Ckico\%)o:

Roown : sinele voou
; g Pacific :
Nuwber O% Lucotﬂts: time | Mountain
time
Oates:

Germany
+5 hours

S‘oeciol notes about the hotel:

Where? US time zones

Other: The USA is a big country. It has four time
zones. The time difference between the
Eastern Time Zone and Germany is five hours.
That's important when you want to contact a
person in the USA!
Chicago is in the Central Time Zone. What time
is it there when it's 9.00 a.m. in Germany?
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__| Kopiervorlagegb

E Finding a hotel. Leonie looked on the Internet for hotels for
Mr Rosenberg. Here are two. Which one is better? Why? Write one
or two sentences below.

O’Hare Inn, Chicago * % & %
Rooms 325

Location = O’Hare International Airport, Chicago. Only 2
minutes from the airport terminal. Ideal for
business travelers.

Facilities = Restaurant, bar, fitness center, parking, Internet
access, 4 conference centers

Belmont Hotel, Chicago % % % %
Rooms 214 all smoke free

Location = Downtown Chicago. One block from the John
Hancock Center, Water Tower and Magnificent Mile
shopping

Facilities = Restaurant, bar, sauna, swimming pool, fitness
center, parking, roof garden, Internet access

| think the best hotel is because

E] Next Leonie phones the hotel to make a booking. Read the
conversation with a partner. Then change the dates, days, rooms,
names etc. and make a new conversation yourselves.

Receptionist ~ Belmont, Chicago. Anita speaking. How may | help
you this morning?

Leonie Good morning. I'd like to book a room, please.

Receptionist  Certainly. Could you give me the dates, please?

Leonie It's for two nights from Tuesday October 16 to
Thursday October 18.

Receptionist  And is that a single or a double room?

Leonie A single room.

Receptionist ~ Smoking or non-smoking?

Leonie Non-smoking.

Receptionist  Yes, that looks fine. Can | take your name?

Leonie The room is for Mr Joe Rosenberg, that's R-O-S-E-N-
B-E-R-G, from Star Communications in Germany.
Receptionist  Will Mr Rosenberg pay for the room personally?
Leonie No, the company will pay.
Receptionist  Thank you. That'’s all booked. Could you send me
a fax to confirm the booking?

Leonie Sure, I'll do that straight away.
Receptionist  Thank you. And thank you for choosing the
Belmont Hotel.
Leonie Thank you. Goodbye. .
Receptionist  Bye now. £ /4
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Leonie sends a fax to the hotel after her conversation. Find the
English for these words and phrases.

1 Fax-Nummer

2 Betreff

3 Hiermit bestatige ich

4 Bitte beachten Sie

5 in voller Hohe

FAX Star Communications GmbH & Co
121 HofstraBe

06886 Wittenberg
Germany
Fax: +49-3491-6200

To: Reservations, Belmont Hotel, Chicago, IL

Fax Number: 001-773-488-3030

Date: 200..-September-23

Subject: Confirmation of telephone reservation

From: Leonie Koch, Star Communications GmbH & Co, Germany

This is to confirm the room reservation made today by telephone for
Mr J. Rosenberg from our company:

Dates: Two nights, October 16 and 17
Room: Single room

Please note that Star Communications will pay Mr Rosenberg’s bill directly and in full.

Leonie Uoch

&~ ] "
Faxen So lauft’s besser '?‘
In der heutigen elektronischen Welt werden Faxe
weniger benutzt als E-Mails. Dennoch werden
sie weiterhin verwendet, um Originaldokumente zu
senden oder - wie hier - ein Dokument mit
Unterschrift zu schicken.

Hier und in den folgenden
Units lernst du viel Giber
Korrespondenz. Dabei gibt es
eine Reihe wichtiger
Redewendungen, die du dir
merken solltest. Beginne jetzt
schon, Lernlisten anzulegen,
und versuche diese regelmafig
durchzulesen.

E Now YOU. Look back to your conversation with a partner in
exercise 6. Write a fax to confirm your booking. (You can also
invent new details, dates, addresses etc.)
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An enquiry

Read the text below and answer the questions.

. Business partners

. One of the most important things in business is
. contact between companies. Companies sell
. products (or services), other companies buy

them. For example, a company makes and sells

. pizzas. It needs boxes for the pizzas, so it finds
. a company which makes boxes. The two
. companies are now business partners.

. So how do companies find a business partner?

10

One possibility is from an advertisement in a

. trade journal. A trade journal is a magazine for
. an industry. There are hundreds of these journals
. — for plastics, manufacturing, communications,
. food and many other industries. Many trade

journals are now also online. A second possibility

. is a trade fair. Companies show their products
. here and visitors from around the world can see
. them. Germany is famous for its trade fairs and
. there are fairs in many German cities. A third

20

possibility is that a company finds out about a

. new business partner from an old business
. partner. For example, one day someone from the
. pizza company is talking to someone from the
. box company and says: “Now we have our pizzas

25

and we have your boxes, but we need some

. lorries so that we can deliver our pizzas.” “We
. bought some lorries last year from Company X,”
. says the other person. “They're good.” Tips like
. this are very helpful!

12

What is a ‘business partner’? Give an example.

Hier lerneich ... @

- den Aufbau eines englischen
Geschaftsbriefs,

- eine einfache Anfrage zu

schreiben.

|

1"&2 ,'

b Industry News

Business tips from one of your business partners
are very helpful.

Where can you often find advertisements for products and services?

What happens at trade fairs? Is there one in your town or city?

‘Talking in business is very important’. How can this be helpful? Give an example.

© Ernst Klett Verlag GmbH, Stuttgart 2015. Kickoff Foundation/Upgrade, Workbooks ISBN 978-3-12-808293-6/808294-3.
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E Read this business letter.
1 What's the writer's name? When (on what date) did she write
the letter? To what company and in what country?

2 What company does the writer work for? What's her job in the
company?

3 The writer doesn’t know the name of the person he or she is
writing to. How can you see this from the letter?

4 What is the letter about (the ‘subject’ of the letter)?

letterhead (Briefkopf):
GOLTZPROJEKTBAU GmbH
the address of the :
. . . NaumannstraBe 18, 60318 Frankfurt am Main
inside address writer's company Tel. +49 (69) 335519 E-Mail: Info@Goltz.de
(Empfangeranschrift) date
Rolac PLC 15 September 20..
101-108 Commerce Road
MILTON KEYNES salutation (Anrede): All letters begin
GB-MK8 4DW with Dear ... When you know the

person’s name, you write Dear Mr/
Ms ... When you don't know the

subject (Betreffzeile): pegr sir or Madam, person, you write Dear Sir or Madam.

This goes after the
Dear ... Request for sales catalogue and price lists

We were interested in your paints at the recent trade fair

Letters in English
g in Frankfurt am Main.

begin with a CAPITAL

letter! f . :
We are a German construction company which builds

homes and offices around Europe.

Could you please send us your current sales catalogue and
price lists. We would also be grateful for information
about your delivery times and trade discounts which you
offer.

We look forward to hearing from you soon.

close (Grussformel): Letters which
begin Dear (name) end with Yours

Hoc! _} 5 _), sincerely. Letters which begin Dear Sir
H : hstecl or Madam end Yours faithfully.

Yours faithfully,

Marianne Hochstedt

PURCHASING MANAGER signature (Unterschrift):
name and the writer’s job

below
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| Kopiervorlage9c . .

B Look at the letter again and find the English for these words and
phrases.

1 Bitte um/Anforderung

2 (Verkaufs)katalog und Preislisten

3 kiirzlich stattgefunden

4 Wir sind ein deutsches
Unternehmen, das ...

Schicken Sie uns bitte ...

5
6 aktuell
7

Wir wéren auch fir ... dankbar.

8 Lieferzeiten und Handelsrabatte

9 Wir freuen uns, bald von Ihnen
zu horen.

Now YOU. Write the letter below. Use the letter layout on the last x‘@"
page. Think of a name and address for your German company. So lauft’s besser . .

There are more words and expressions below to help you. Hefte alle Briefe, die du hier

und spater schreibst, in einem
You are the purchasing manager of a company in Germany Dossier ab. Du kannst sie dann
which makes printers (Drucker) for PCs and home offices. You immer nachschlagen.
need a business partner who can make cables (Kabel) for your
printers. You find out about a company in Britain called ADC
Cables Ltd. (At a trade fair? From an advertisement in a trade
journal?) The company’s address is: 27 Mill Road, Birmingham
BMé6 7UT. Write to the company and ask for their catalogue and
price lists. You would also like information about delivery times
and trade discounts.

Enquiry letters

We were interested in your (products) at the recent trade fairin ...
your advertisement in this month’s Electrical World (trade journal).

We are a German company which ...
Could you please your current sales catalogue.
send us price lists.

samples of your products.

We would also be grateful for information about delivery times.
like details of trade discounts.

Thank you in advance for your help.

We look forward to hearing from you soon/shortly.
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An offer

Read the text below and find the English words 1-9 for these
German words.

Angebot D Preis D Fracht
D Hafen D Produkt(e) D Versicherung

D Lieferzeiten D Rabatt D Zahlungsbedingungen

We’d like to buy your food!

. One of Germany’s important exports is food

. —another, of course, is wine. A shop in

. London called the German Food Centre sells
. German food and wine. A month ago, Ann

s Culver from the German Food Centre saw

. some German food (1) products at a trade fair.
. They were from a German exporter called

. Feine Kiiche GmbH. Ms Culver liked the

. products and took one of the firm’s
10 brochures. On 12 October, she wrote a letter

. to Feine Kiiche GmbH. In the letter, she 30 shop, or country, or a (7) port in the country.
. asked for a (2) quotation for some products. . A typical price is a ‘Delivered Ex Quay’ price
. Why did she need a quotation before she . or DEQ (geliefert ab Kai). This means that it
. bought the products? . includes the cost of transport (and usually
15 When you or I go into a shop to buy a . insurance) to a port in the buyer’s country.
. pair of trainers, it’s very easy. The trainers s Ms Culver will also want to know two
. cost X euros. We pay our money and we . more important facts. First, when will Feine
. leave. In business, things are more . Kiiche GmbH deliver her products?
. complicated — especially in international . In other words, she will want to know about
20 trade. First, the (3) price is not so fixed. . (8) delivery times. Finally, she will want to
. Products are usually cheaper if you buy lots « know when she must pay. In the shop we
. of them. If a shop buys 500 pairs of trainers, . pay immediately for our trainers. In business
. the price will be lower than for us when we . people often pay later. The date the buyer
. buy one pair. This is called a (4) discount. . must pay is called the (9) terms of payment
s Even more important is the question: What . and a typical example is ‘payment in full
. does the price include? The basic price of »s within 30 days’.
. a product is called the ‘ex-works’ (ab Werk) : For all these reasons, Ms Culver needs
. price. But many prices also include . an offer from Feine Kiiche GmbH before

. (5) transport and (6) insurance to the the buyer’s . she buys.

E True or false? Tick ({ ) the correct box.

true false
1 Ann Culver works in a shop in London. L] []
2 She saw some German food products in a magazine. L] []
3 If you get a discount, the price of a product will be lower. L] []
4 A DEQ price is the price plus transport (and often insurance) to [] (]
the buyer’s shop.
5 The terms of payment tell you when a company will deliver ] ]

your products.

Sollte es in einem Einzelfall nicht gelungen sein, den korrekten Rechteinhaber ausfindig zu machen, so werden berechtigte Anspriiche selbstverstandlich im Rahmen der iiblichen Regelungen abgegolten.

15 iStockphoto (Ivan Mateev), Calgary, Alberta
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| Kopiervorlagetob

B Here is Ms Culver’s letter to Feine Kiiche GmbH. Read the letter
and answer the questions below.

THE GERMAN FOOD CENTRE

18 Covent Garden Street, London W1A 2BW

Feine Kiiche GmbH

Heilsbrunnstrafie 18

53112 Bonn

Germany 12 October 20..

Dear Sir or Madam,
Request for a quotation

We were impressed by the products on display on your stand at the World Food
Exhibition in London last week.

Would you please send us a quotation DEQ Harwich for the following:
50 cases German Sausage Catalogue Number W133-H
40 cases Blackforest Ham Catalogue Number S8871
10 cases German Chocolate Biscuits Catalogue Number K987-E23
50 cases German Riesling Wine Catalogue Number W4-444-5R

We would also be grateful for details of discounts which you can offer us, your
delivery times and your terms of payment.

We look forward to hearing from you soon.

Yours faithfully,

A Culver

Ms A Culver
Buyer

Finish the sentences with information from the letter.

1 The name of the trade fair where Ann Culver saw the German company’s products was the

2 The port where the German company should send the products is

3 Ms Culver gives the products she wants and their Number.

4 She also wants to know about discounts and the German company'’s

5 At the end of the letter, Ann writes her job in the British company: she says that she is a

© Ernst Klett Verlag GmbH, Stuttgart 2015. Kickoff Foundation/Upgrade, Workbooks ISBN 978-3-12-808293-6/808294-3.
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Here is the reply to Ann Culver. Can you fill in the missing words?

FEINE KUCHE GmbH HeilsbrunnstraBe 18 | 53112 Bonn | Germany

The German Food Centre

@

LONDON W1A 2BW 18 October 20..

Dear Ms (2) R R 8

Your request for a quotation of (3) October 20..

Thank your for your request for a (&) and for your interest in our

products. We are pleased to send you the following offer:
Quantity Description Price (€) Total (€)
50 Cases German sausage 40.00 2,000.00
40 Cases ham 60.00 2,400.00
10 Cases chocolate biscuits 30.00 300.00
50 Cases wine 100.00 5,000.00
GRAND TOTAL 9,700.00

These pricesare(5) _ Harwich and include a trade discount of 5%.

You can normally expect to receive the goods around one week after we receive your order.

Our (6) payment are payment in full within 30 days.

I look forward to receiving your order in the near future. Please do not hesitate to
contact me if you have any further questions.

Yours (7)

Rolomd haurer

Roland Maurer
Export Manager

EH Now YOu. Work with a partner. Partner A and Partner B each
write to your partner’s company for a quotation. Think of a
company name, products etc. yourselves. Then exchange letters
and write a reply. Use the phrases below.

Asking for a quotation Sending a quotation (an offer)

Thank you for your sales catalogue. Thank you for your request for a quotation of ... (date).

We were impressed by your products at We are pleased to send you / have pleasure in sending
the trade fairin ... last ... you the following offer:

Could you please send us a quotation These prices are EXW/DEQ (port).

DEQ (port) for the following: They include a (trade) discount of ...%.

We would also be grateful for / We normally deliver / You can normally expect to receive
We would also like details of / goods from us ... days after we receive your order.
information about ... Our terms of payment are payment in full within 30 days /

We look forward to hearing from you / payment in advance.
receiving your quotation soon. We look forward to receiving your order soon/shortly.

Please do not hesitate to contact me if you have any
further questions / if | can help you further.

© Ernst Klett Verlag GmbH, Stuttgart 2015. Kickoff Foundation/Upgrade, Workbooks ISBN 978-3-12-808293-6/808294-3.
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__| Kopiervorlagetta

An order Hier lerneich ... @

Read about Heiko Versand and look at the letter below. - eine Bestellung und die
Bestatigung einer
Bestellung zu schreiben,

- Wichtiges tiber Container-
Transport.

Heiko Versand is a German company which sells goods on the
Internet. Ten days ago, it asked a company in Ireland for a
quotation for some hockey equipment. Heiko liked the quotation
and today the company wants to order some products. You can
see the letter below.

HEIKO VERSAND AG

Prinzenstralle 101, 99084 Erfurt, Germany

O’Malley Sports Ltd
8 O’Connell Street
Dublin, 8

Republic of Ireland 18 May 20..

Dear Mr Connor,

Trial Order

Thank you for your offer of 8 May. We would like to place a trial order with
you for the following items.

Item Catalogue Quantity Price
number

Hockey sticks HS203 100 €3000

Hockey balls HB1-B 500 €4000

Helmets PHO05 20 €450

Hockey shoes D49-TTR 500 €15000

We note that all prices are DEQ Hamburg and include a trade discount of 10%.
Payment will be made immediately on receipt of the consignment.

We look forward to receiving the consignment soon.
Yours sincerely,

Rastion Heyer

Bastian Meyer

E Fill in the missing information.

A German company, Heiko Versand, wants to buy some (1) Rocuey equipment from an Irish

company called (2) Ltd. Heiko got a quotation from the Irish company on
3. (date) and wrote back with their order on (4)
The prices of the items are all DEQ (5) and Heiko will pay for the items

immediately (6)

Sollte es in einem Einzelfall nicht gelungen sein, den korrekten Rechteinhaber ausfindig zu machen, so werden berechtigte Anspriiche selbstversténdlich im Rahmen der iiblichen Regelungen abgegolten.
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B 0’Malley Sports Ltd received Heiko Versand’s order on 20 May.

Mr Connor wrote this letter.
O0’MALLEY SPORTS LTD

8 0’Connell Street « Dublin, 8 « Republic of Ireland

Heiko Versand AG

Prinzenstraf3e 101

99084 Erfurt

Germany 20 May 20..

Dear Mr Meyer,
Your order of 18 May 20..

Thank you for your order of 18 May which we received today. You will receive
the goods in 14 days.

We are sure that you will be very satisfied with our products and we look forward
to receiving further orders in the future.

Yours sincerely,
Robevt Counor

Robert Connor
Export Manager

Now YOU. Work with a partner. Write a letter to your partner’s
firm to order some products. Then exchange letters and write a
reply to the order. Use the phrases below.

Placing an order Acknowledging an order

= Thank you for your offer/quotation of ...  Thank you / Many thanks for your order of ...
(date). (date) for our products.

» We would like to order / We would like to * You will receive the consignment in ... days /
place an order / a trial order for the following on ... (date) / within ... weeks.
items/products ... » We are sure that / We know that you will be

* We note that these prices are ... satisfied/pleased with our products.

(DEQ Hamburg). e We look forward to receiving further orders

» We understand that these prices include a in the future.
discount of ...%. « If there are any problems/questions, please

e Payment will be made immediately on receipt contact me/us immediately.

of the goods/the consignment/the products.
* We look forward to receiving the
consignment/goods/products soon/shortly.
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E Read the text and answer the questions below.

What is 20 feet (6.06 meters) long, 8 feet (2.44 meters) wide and 8.5 feet
(2.59 meters) high? The answer is something which changed the world.

This is the story of ...

Cargo has travelled by sea for thousands of
years. But in 1955, something happened

which changed sea and other transport for ever:

Malcolm McLean invented the container.

Mr McLean had a small trucking company in the
USA. His idea was to use just one size of box
for goods on his trucks and on ships. The boxes
were 20 feet long, 8 feet wide and 8.5 feet
high and this is still the normal size of a
container.

Today, almost all transport of cargo is with
containers. Why is a simple box so important?
The first reason is that a container can travel

Answer the questions in full sentences.

1

20

When did containers first begin?

by road, by train or by ship and the goods stay
in the container. Before containers, people

had to load and unload the goods all the time.
The second important reason is that it’s easy
to load and unload containers at a port. Before
containers it often took days or sometimes
weeks to put hundreds of different things onto
(and then to take them off) a ship. Today, in a
big port like Hamburg, cranes can unload a big
ship in only 4-5 hours. The third reason is that
the goods in containers are safe. They don’t
break or get wet, and also people can't steal
them - this was often a problem before
containers.

How big is a container?

In what three different ways can a container travel?

How long does it take to unload a big ship today in a big port like Hamburg?

What was often a problem before container transport?

© Ernst Klett Verlag GmbH, Stuttgart 2015. Kickoff Foundation/Upgrade, Workbooks ISBN 978-3-12-808293-6/808294-3.
Alle Rechte vorbehalten. (Vervielfaltigung zum Unterrichtsgebrauch gestattet.)

201 iStockphoto (Dan Barnes), Calgary, Alberta; 20.2 iStockphoto (Joerg Reimann), Calgary, Alberta

| Kopiervorlagettc | ...

der iik

standlich im Rah

Sollte es in einem Einzelfall nicht gelungen sein, den korrekten Rechteinhaber ausfindig zu machen, so werden berechtigte Anspriiche



Emails at work Hier lerne ich ... @

. " . . - . . - einfache E-Mails auf
Sam Khan is an office assistant in a big international insurance . L
Englisch richtig zu

company in London called Axxon. Sam is writing some emails
this morning to colleagues in his company’s offices around the
world. He is asking his colleagues for different things. Look at
the emails and answer the questions.

adressieren und formulieren.

1 Who are the emails to? What countries do they live in?

A:

C:

2 In which email (A, B or C) does Sam ask for:

a an address?

b some dates?

¢ some telephone numbers

Postausgang X Postausgang X
To: Pete.Bradley@Axxon.au To: Caterina.Pausini@Axxon.it
Cc: Cc:

Subject: New extension numbers Subject: Name of hotel in Rome?

Dear Pete Hello Caterina

Hope all’s well with you. Could you How are you? Could you please let me
please send me a list of the new have the name of the hotel in Rome
telephone extension numbers in the where Mr Richardson stayed last
Sydney office? Many thanks in month? He would like to use the hotel
advance. again next month.

Best wishes Kind regards

Sam Sam

Postausgang [X| Hier und dort @

To:  Heiko.Rausch@Axxon.at In englischsprachigen Landern sind

Cc: E-Mails oft etwas informeller als
Subject: Dates of Mr Seifert’s visit im deutschen Geschaftsleben. Unter
Arbeitskollegen sind Vornamen
Heiko, hope you’re well. Could you uiblich, obwohl der Stil immer héflich
please tell me the dates of Mr Seifert’s bleibt. Mogliche Anreden fiir
visit to the London office next E-Mails sind: Dear ..., Hello ... oder
month? Thanks! nur der Name. Am Ende schreibt
man gewohnlich Best wishes, Kind
All the best regards oder All the best (manchmal
Sam ATB geschrieben).

Sollte es in einem Einzelfall nicht gelungen sein, den korrekten Rechteinhaber ausfindig zu machen, so werden berechtigte Anspriiche selbstverstandlich im Rahmen der iiblichen Regelungen abgegolten.
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__| Kopiervorlagetb

E It's the next morning. Sam has the replies below to his emails.
e Who wrote which email? Write in the names at the end of each
email.
* Look at all the emails on this page and on the last page and
complete the email phrases in the box.

Posteingang [X| Posteingang X|
I'm fine thanks, Sam. And you? Dear Sam
Mr Seiffert will be in London from

Things are hectic (as usual!). I'm
attaching the extension numbers
Best wishes which you asked for. Let me know if
you need anything else.

16-21 May.

Kind regards
x ]
AR L Tips and tricks '?‘
Hello Sam So sagt man E-Mail-Adressen auf Englisch:
I'm very well thanks. Hope you are . dot - dash
too. Here’s the address of the hotel in _ underscore @ at

Rome which you wanted:

. . . j .cart tech.
Hotel Albani, Via dei Serpenti 109, Jean.carter@eurotech.com

= jean dot carter at eurotech dot com

00184 Rome
ATB Paul__Lanning@software.co.uk
= Paul underscore Lanning at software dot co
dot uk
Email phrases
» Beginning an email » Finishing an email
Dear .../ Hello ... (Many) thanks in (5) ... Thanks!
Hope all’'s (1) ... with you. Best wishes
How are you? Kind (6) ...
(2) ... you're well. Al () ...
» Asking for things » Replying to an email
(3) ... you please send me ...? I'm fine / very well thanks.
Could you please (4) ... me have ...? And you? Hope you are too.
Could you please tell me ...? I'm (8) ... the ... which you asked for.

Here’s ... which you wanted.
Let me (9) ... if you need anything else.

1 4 7
2 5 8
3 6 9
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B Now YOU. Work with a partner to write and reply to emails.

» Write an email on another piece of paper to your partner.
Ask for something in your email.
» Exchange emails with your partner and write a reply.
* Use the phrases from the last page. Think of addresses etc. yourself.
 Copy your two emails into Email 1 and 2 below.

Postausgang X|
To:
Cc:
Subject:

Postausgang X|
To:
Cc:
Subject:

Things you can write about:

1 You would like to know someone’s email address / telephone
number / mobile number.

A good hotel in Chicago?

A PDF of a brochure for a new product

The date(s) of a person’s visit / a trade fair / a meeting

A copy of a report or an email

vi dWDN
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- Losungen

Kopiervorlage 1

Hier lerne ich .... Q

> einen Antrag auszufilllen,
> iber mich selbst schriftliche

An application form

You want to go on this language course in London. Fill in the

APPLICATION FORM

Do you want to practi
A practise your
English? Our course fromy

1[5—19 August is for students
a

Please write in CAPITAL letters.

vocational
Surname Ele==y colleges around
First name For an application form
call Ken Ri
Dateofbirth Richards on
++44 020 714 3000 NOW|
Nationality
Address  (st1
(post c
(country)

Telephone number (home)

(mobile)

Email address (not capital letters)

Name and address of college

Please write a short text here about yourself (in 50-70 words). You can write
about your town, your course, your college, your hobbies, your job plans etc.

Kopiervorlage 2

Kopierv

In the office

Hier lerne ich ... Q

Match the things 1-14 in the picture and the words in the box. > Biiroausstattung zu

application form. Write the words below. benennen,
AT - zu sagen, wo was steht.
office chair desk computer screen mouse ’
computer keyboard filing cabinet telephone
ENGLISH IN LONDON English in London! waste bin |etters poster  calendar radiator plant snelt

[=008

1 _compuler screen 6 lelers 1 _chell

2 _wouse 7 _calendar 12 _woste bin

3 _cowmpuler keyboard g vadiator 13 _office chair
& desk 0 plant 10 e, cabinet
5 _telephone 10 poster

Look at the picture again. Find: a pen, a dictionary, a diary,
a clock. Where are the things? Write sentences. Use the words ~
and phrases in the box. /\}7 Q
on

ou the deslnext Yo the wouse on

The pen is

icti i 4 4 he plomd.
2 The dictionaryis o4 the shell near the plow -~ Qmo
3 Thediaryis___in the fling cabicet. OL
4 The dlockis ou the wall uext 4o the poster L (#]%]
in next to
© Emst Kt Vertag GmbH, Stutigart 207 Workbooks 158N uttgar 201 Workbooks
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Kopiervorlage 3
|| fopievorlages |

Hier lerne ich ... Q

< mit dem Internetangebot

A company website

This is the home page of a company in Britain. It sells furniture

kepwordsearch ()

Home | About us | Our products | Shop online | Contact | Careers | News

Email: Are you interested in a job Officeweb is the UK’s

info@officeweb.co.uk

Howcanl ...

- buy products online?

with Officeweb? For more

Work with a partner. Take it in turns to ask about the website.

- find out about the company? - You click on the ".... button.
- get information about the company’s products? - Go to the .

biggest and best online

Phone: information email: store for office furniture
(+44) 020 713 9114 careers@officeweb.co.uk and equipment. The
A B company started in 1995.

Today we have customers
around the world.

' page.

Kopiervorlage 4

Hier lerne ich .. Q

- Abteilungen einer Firma zu

Departments in a company

Here are some important departments in a company. Match the

and other things for offices online. Match the buttons 1-6 and einer F|'r EEEte=lrel English names (A-G) and the German names (1-7). ?e"e"f‘e"' . .
zu arbeiten. = Uber die Arbeit der Abteilungen
the web pages A-F below. Write in the number of the button. B
2u sprechen.
nroduction sales

matkellng

D E
distribution finance customer service research and developmeni

1 Verkauf & 2 Kundendienst ¥ 3 Produktion A 4 Marketing C

7 Finanzen €

5 Forschung und Entwicklung & 6 Vertrieb ©

Bl These people are talking about the work of their departments.
Which departments do they work in? Write in the English names
from exercise 4.

We advertise the
products.

We transport the
company’s products.

We look after the
company’s money.

We sell the company’s

Tamsin Carlos

1 dighibudion 2 wardedine, 3 __sales 4 fance

c
e We help customers with We invent new products. We make the products.
desks problems.
computers 014798 Officeweb wins an award
lamps P for the year's best
calendars T e-commerce business in
diaries Addtobasket g .
) Read more ... 2
D E F H

production

5 _ customer sevvice g vesearch and developuent 7

ﬂ Make and answer questions with a partner.

- contact the company direct?
- find out about jobs with the company?
- get news about the company?

Which department does Karen work in? ] [ she works n the istrbution department.

What does the sales department do? J thseHsthecompany'sproducts.

B Do you buy many things online? What? When? Why? Ask a partner.

© Ernst Klett Verlag GmbH, Stuttgart 2015. Ki Workbooks tuttgart 201
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Kopiervorlage 5

Kopiervorlage 5 ‘

Clothes in the office

Hier lerne ich .... Q

> Berufskleidung zu benennen,
 2u beschreiben, wie jemand
angezogen ist.

Martin, Louise and Peter are managers in a company in England.
What clothes are they wearing today? Write in the words below
the photos (1-8). _suit—

trousers skirt

shirt shoes

blouse jacket tie

1wl 4 _blowse 7 ‘;u(bﬁ
2 _tie 5 _shirt 8 _irousers
3 _shoes 6 _shirt
Now look at these words. Write sentences about the people.

Martin is wearing a red tie and a dark suit.
Louise is wearing a striped ...

spotted white striped red

grey  dark reddish-brown

~‘@"

Work with a partner. Partner B: close your book. Partner A: ask Tips and tricks s

questions about Martin, Louise and Peter.

What's Luise wearing? J LShe's wearing ...
What sort of tie is Martin wearing? J LHe's wearinga ...
Is Louise wearing a white blouse? J LNO, she's wearing a ...

0 Ernst Klell Verlag GrrbH, Stullgar, 2015.
5 Rechte

Trousers are plural in English:
wearing @ tie, a shirt ...
But: He's wearing trousers.
His trousers lare grey.
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Kopiervorlage 6a

Kopiervorlage 6a

On the phone (1) Hier lerne ich ... Q
> jemanden anzurufen,
> ein Gespréch weiterzuleiten.

Holger Feldmann is a secretary in a firm in Germany. He’s calling
two people in London this morning. Read his conversations and
underline the English for the German phrases.

1 Bleiben Sie am Apparat,
bitte.

2 Kénnte ich bitte mit ...
sprechen?

3 Wer ist am Apparat, bitte?

4 Wiirden Sie Ihren Namen
bitte buchstabieren?

6 Einen Moment, bitte.

Conversation 1

Receptionist Cordex Engineering Ltd. Good morning.

Holger Good morming. This is Holger Feldmann from
Germany. Could | speak to Mr Rogers, please?

Receptionist One moment, please, Mr Feldmann. I'l put you
through.

Ich stelle Sie durch.

Conversation 2

Receptionist Horizon Software Ltd. Good morning.

Holger Good morning. Could | speak to Ms Tate, please?

Receptionist Who's calling, please?

Holger It's Holger Feldmann from Germany.

Receptionist Could you spell your name for me?

Holger Yes, Feldmann. F-E-L-D-M-A-N-N.

Receptionist Thank you, Mr Feldmann. Hold the line, please.
1l put you through.

is conversation with a partner. Partner A: you're the
ist at Northern Telecom Ltd. in England. Partner B:
you're YOU.

Partner A Partner B

Melde dich.
Melde dich. Du méchtest gern mit Herrn Davis
sprechen.

Bitte Partner B ihren/seinen Namen zu

buchstabieren.
Buchstabiere deinen Namen.

Bedanke dich bei deiner Partnerin/deinem

Partner und bitte sie/ihn, am Apparat zu

bleiben. Du stellst durch.

El  Make another conversation with your partner. Think of names
etc. yourselves.

tuttgart 201
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Kopiervorlage 6b

- Kopiervorlage 6b

Hier lerne ich .... Q

> jemanden anzurufen,
> Telefonnummern auf
Englisch anzugeben.

On the phone (2)

Holger Feldmann (from Unit 6) is calling a company in Scotland
today. Read his conversation and underline the English for the
German phrases.

~ ' -
So gibt man Telefonnummern '?*
auf Englisch an:
0 =oh

88 = double eight
0049 = double oh four nine
51
546
7139 =seven one three nine

0120 - 658 7155-0 = oh one two oh, six five eight,
seven one double five, oh

Receptionist Good morning. Scottish Electronics Ltd. How can
1 help you?
Holger Good morning. This is Holger Feldmann from
Germany. Could | speak to Mr MacDonald, please?
Receptionist I'm sorry, Mr Feldmann. Mr MacDonald isn't here
at the moment. Can he call you back this afternoon?

2 Es tut mir leid, ... ist

momentan nicht da.

Holger Oh, yes, thank you. -

Recentoist. Can’ ke you mamber?
Holger Yes, it's 0049 for Germany, 511 for Hanover, then

Receptionist OK. I have all that.

Holger  Great. Thanks. Goodbye:
Receptionist Bye.

[ Make this conversation with a partner. Partner A: you're
the receptionist at Highland Whisky Ltd in Scotland.
Partner B: you're YOU.

6 Diirfte ich Ihre Nummer

notieren?

Partner A CreTl

Melde dich.
Melde dich. Du méchtest mit Herrn Brown
sprechen.

Herr Brown ist leider nicht da. Ob er Partner B

morgen zurlickrufen darf?
In Ordnung.

Bitte Partner B um ihre/seine Telefonnummer.

Gib deine Nummer durch.
Alles kiar!

Verabschiede dich.
Verabschiede dich.

E Make another conversation with your partner. Think of names
etc. yourselves.

© Emnst Klett Verlag GmbH, Stuttgart 2015
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Kopiervorlage 7

Hier lerne ich .. Q

> eine/n Besucher/in
im Betrieb korrekt zu
empfangen.

At the reception desk

Judith Meyer is a receptionist in a company in Germany.
She’s talking to a visitor to the company. Read her conversation
with a partner.

Judith Guten Tag.

Man  Er. Do you speak English?

Judith  Yes of course. Good morning. Can | help you?

Man  Oh, thanks. Good morning. | have an appointment with
Mr Kessler at 10.30.

Judith Can I take your name, please?

Man  Hammersmith. That's H-A-M-M-E-R-S-M-I-T-H.

Judith Ah yes Mr Hammersmith. Could you fill in the visitors’
book for me? The date, your name, your time of arrival,
and your signature, please.

Man  OK. Here you are.

Judith Thank you. And here's your visitor's badge. Please wear
it at all times.

Man  Thank you.

Judith Please take a seat over there. Would you like a tea or
a coffee while you're waiting?

Man  No thanks.

Judith Fine. Mr Kessler will be here soon.

Bl Work with a partner. Partner A: you are the receptionist.
Partner B: you are a visitor. Change the names in the dialogue in
exercise 6 and make a new conversation. Write in the visitors’
book below and make a name badge, too. Can you do make the
dialogue with your books closed?

VISITOR
Mr N. Hammersmith

Datum Name Ankunft Abfahrt Unterschrift
(date) (name) (time in) (time out) (signature)
A2 June | N. Howmmersiaith | 10:2.S J««wﬁ«}ff
— —
8 Ale Rechte i

Iy 2 ——

Z
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Kopiervorlage 8a

Kopiervorlage 8b

Kopiervorlage 8a Kopiervorlage 8b

Booking a hotel room

Leonie Koch is a secretary in an American company in Germany.
Her boss is Joe Next week, Mr will be in
the States. He’s talking to Leonie about his trip. Read their
conversation, then complete Leonie’s notes below.

Leonie  When wil
Rosenbel

Seattle.

Joe  No, Il tal

special?

near the

great.

900 10:00

Holel arrangeicends for

b Rosenberg s Hip fo Chicago:

Rocwn: __singlevoow

NMauber of mz)kig. 2

Dates: 16 aund 12 October

Mountai
time

Speciok nofes aboud fhe kotel:

zones. The time

is it there when

© Ernst Klett Verkag GmbH, Stu igar 2015

Hier lerne ich ... Q

> ein Hotelzimmer zu buchen,
> eine Faxbestatigung zu
schreiben.

il you be in Chicago, Mr
rg?

Joe  OnWednesday and Thursday next week.

Leonie That's October 17 and 18.

Joe  Right. My first meeting on Wednesday is
at 9.30, 50 Il need a hotel for the night
before, Tuesday night.

Leonie And when will you leave Chicago?

Joe My last meeting there finishes at
midday on Thursday. Then 'l fly to

Leonie S0 you don't want to stay overnight on
Thursday?

ke a plane on Thursday

afternoon.
Leonie And about the hotel. You just want a
single room, right? Anything else

Joe Yes, a single room. The hotel should be

city centre, if possible. Oh, and

a hotel with a swimming pool would be

Leonie Fine. Il make the arrangements.

1100 Midday

n

Where? _ uear the cify ceudre ;i
US time zones
Ofwer:  Swiwiaing pool  TheUSAls a big country. It has four time

difference between the

Eastarn Time Zone and Germany is five hours
That's important when you want to contact
person in the USA!

Chicago is in the Central Time Zone. What time

it's 9,00 2.m. In Germany?

Workbooks ISBN
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Finding a hotel. Leonie looked on the Internet for hotels for
Mr Rosenberg. Here are two. Which one is better? Why? Write one
or two sentences below.

O’Hare Inn, Chicago * * % %

Rooms 325

Location = O’Hare International Airport, Chicago. Only 2
minutes from the airport terminal. Ideal for
business travelers.

Facilities = Restaurant, bar, fitness center, parking, Internet
access, 4 conference centers

Belmont Hotel, Chicago * % k x

Rooms 214 all smoke free

Location = Downtown Chicago. One block from the john
Hancock Center, Water Tower and Magnificent Mile
shopping

Facilities = Restaurant, bar, sauna, swimming pool, fitness
center, parking, roof garden, Internet access

| think the best hotel is__the Belwout Hotel  pecause it 's near the city centre and

there is o swinaming pool

El Next Leonie phones the hotel to make a booking. Read the
conversation with a partner. Then change the dates, days, rooms,
names etc. and make a new conversation yourselves.

Receptionist  Belmont, Chicago. Anita speaking. How may | help %
s, you this morning? ;
Leonie Good morning. I'd like to book a room, please.
Receptionist  Certainly. Could you give me the dates, please?
Leonie It's for two nights from Tuesday October 16 to
Thursday October 18.
)‘ . Receptionist  And is that a single or a double room?
! Leonie A single room.
ioni Smoking or king?
Leonie Non-smoking.
ot Receptionist  Yes, that looks fine. Can | take your name?
Leonie The room is for Mr Joe Rosenberg, that's R-O-S-E-N-

B-E-R-G, from Star Communications in Germany.
Receptionist  Will Mr Rosenberg pay for the room personally?
Leonie No, the company will pay.
Receptionist  Thank you. That's all booked. Could you send me
a fax to confirm the booking?

Leonie Sure, Il do that straight away.

Receptionist  Thank you. And thank you for choosing the
Belmont Hotel.

Leonie Thank you. Goodbye.

Receptionist  Bye now.

tuttgart Workbooks

o
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Kopiervorlage 8c

- Kopiervorlage 8c

Leonie sends a fax to the hotel after her conversation. Find the
English for these words and phrases.

1 Fax-Nummer fax nwmber

2 Betreff subject

3 Hiermit bestétige ich This is to confiru
4 Bitte beachten Sie Please note

5 in voller Hohe i full

FAX Star Communications GmbH & Co
121 HofstraBe

06886 Wittenberg
Germany
Fax: +49-3491-6200
To: Reservations, Belmont Hotel, Chicago, IL
Fax Number: 001-773-483-3030
Date: 200..-September-23
Subject: Confirmation of telephons rassrvation
From: Leonie Koch, Star Communications GrmbH & Co, Germany

Mr . Rosenberg from our company:

Dates Two nights, October 16 and 17
Room: Single room
Please note that Star C ions will pay Mr berg's

Leonie Uoch

Faxen

In der heutigen elektronischen Welt werden Faxe
weniger benutzt als E-Mails. Dennoch werden

sie weiterhin verwendet, um Originaldokumente zu
senden oder - wie hier - ein Dokument mit
Unterschrift zu schicken.

B Now YOU. Look back to your conversation with a partner in
exercise 6. Write a fax to confirm your booking. (You can also
invent new details, dates, addresses etc.)

© Emnst Klett Verlag GmbH, Stuttgart 2015

This is to confirm the room reservation made today by telephone for

bill directly and in full

o
So lauft's besser '?‘
Hier und in den folgenden
Units lernst du viel iiber
Korrespondenz. Dabei gibt es
eine Reihe wichtiger
Redewendungen, die du dir
merken solltest. Beginne jetzt
schon, Lernlisten anzulegen,
und versuche diese regelmafig
durchzulesen.

Workbooks ISBN
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An enquiry Hier lerne ich ... Q

Read the text below and answer the questions. - den Aufbau eines englischen
Geschéftsbriefs,

- eine einfache Anfrage zu

schreiben.

. Business partners

One of the most important things in business is
contact betwzen companies. Companies sell
praducts {or services), other companies buy
5 them. For example, 2 company makes and sells
. pizzas. It needs boxes for the pizzas, so it finds
.2 company which makes boxes. The two
campanies are now buginass partners

- So haw do companies find a business partner?
One possitility is from an advertisement in a
trade journal. A trade journal is a magazine for
an industry. There are hundreds of these journals
~ for plastics. manufacturing, communications,
food and many other industries. Many trade
Journals are now also online. A second possibility
is a trade fair. Companies show their products
here and visitars from around the world can see
. them. Garmany is famous for its trade fairs and
. there are fairs in many German cities. A third
passibility is that a company finds out ahbout a
new business partner from an old business
partner. For example, one day someonz from the
pizza company is talking to someone from the
box company and says: “Now we have our pizzas
and we have your hoxes, but we need some
lorries so that we can deliver owr pizzas.” “We
. baught same larries last year from Company X,“
. says the other parson. “Thay're guod.” Tips like
this are very helpful!

Business tips from one of your business partners
are very helpful.

What is a ‘business partner? Give an example.

They are companies which by and sell products Jocether. For example
9

company which wmales pizas and o coupany which makes boxes

~

Where can you often find advertisements for products and services?

In trade me\x.

w

What happens at trade fairs? Is there one in your town or city?

Companies show products 4o visitors frowm arownd the world.

I wny fown ..

IS

“Talking in business s very important’ How can this be helpful? Give an example.

You hear about new business partiers. You cau find a lorry company fo

deliver thines , for example.

tuttgart

ot Workbooks
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Kopiervorlage 9b Kopiervorlage 9c

E1 Read this business letter. El Lok at the letter again and find the English for these words and
1 What's the writer's name? When (on what date) did she write phrases.
2 i ? f
the letter? To what company and in what country? 1 Bitte request for
hariaune Hochstedt; 1S Septewber 20..; Rolac PLC i Geriman: . ¥ ol el
2 (Verkaufs)katalog und Preislisten  sales catalocme aud price lists
2 What company does the writer work for? What's her job in the 3 karlich recend
company? B )
Golfz Projeldbau,; she’s he purchasing wanacer 4 Wirsind ein deutsches We are o Geviwan company which ..
T v v Unternehmen, das ...
3 The witer doesn't know the name of the person he or she is 5 Schicken Sie uns bitte ... Please seud s ...
writing to. How can you see this from the letter? -
She writes Dear Sir or hadow” 6 akuwell current
7 Wirwaren auch firr ... dankbar.  We would also be gradeful for
4 Whatis the letter about (the ‘subject’ of the letter)? 5 Li iten und delivery fimes and trade discownds
H's a veanest for o catalogume and a price list i .
¥ ¢ 9 Wir freuen uns, bald von hnen We lool forward o hearing from you soon
2u horen.
letterhead (Briefkopf):
the address of the GOUTZEROJEKTBAL, Gmbt 1 Now YOU. Write the letter below. Use the letter layaut on the last ~‘@"
inside address writer’s company Tl 45 (63) 335519 € Mal: Info0Gotzde page. Think of a name and address for your German company. So lduft's besser | o
Empfa hrift) dat Th ds and ions below to help you. e
(Empfangeranschrift) ate ere are more words and expressions below to help you T B TR
Rolac PLC 15 September 20.. " o
und spater schreibst, in einem
101gl08 comimercs Roed You are the purchasing manager of a company in German Dossier ab. Du kannst sie dann
MILTONIKEXNES s Al e bosi el rlntﬂr‘ibruckef) OO e immer nachschlagen
GB-MKS 4DW with Dear ... When you know the RO A gen.

need a business partner who can make cables (Kabel) for your
printers. You find out about a company in Britain called ADC
Cables Ltd. (At a trade fair? From an advertisement in a trade

person’s name, you write Dear Mr/
Ms ... When you don’t know the

subject (Betreffzelle):  pegr sir or Madam, person, you write Dear Sir or Madam.

This goes after the journal?) The company’s address is: 27 Mill Road, Birmingharn
Dear ... Request for sales catalogue and price lists BM& 7UT. Write to the company and ask for their catalogue and
price lists. You would also like information about delivery times

We wers interested in your paints at the recent trade fair and trade discounts.

Letters in English
S in Frankfurt am Main,

begin with a CAPITAL
letter! A q q
We are a German construction company which builds
homes and offices around Europe.
Could you please send us your cutrent sales catalogue and
price lists. We would also be grateful for information Enquiry letters
about your delivery times and trads discounts which you
offer We were interested in  your (products) at the recent trade fair in ...
your advertisement in this month’s Electrical World (trade journal).
We look forward to hearing from you soon. Wearea German company which ...
/! (Grussformel): Lette hich
Yours faithfully, ;:;;‘(D:is(m:::))e“ . v::;“‘;m'frs Could you please your current sales catalogue.
- N N send us price lists.
Iy, Letters which begin Dear Sir
e sincerely. )
h hstec or Madam end Yours faithfully. samples of your products
A S S We would also be grateful for information about delivery times.
PURCHASING MANAGER signature (Unterschrift): like details of trade discounts.
name and the writer’s job .
fte Thank you in advance for your help.
We look forward to hearing from you soon/shortly.
© Ernst Kltt Verlag GribH, S igart 2015, K Workbooks ISBN tuttgart 20 Workbooks
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Kopiervorlage 10a Kopiervorlage 10b
e e —

An offer El Here is Ms Culver's letter to Feine Kiiche GmbH. Read the letter

and answer the questions below.

Read the text below and find the English words 1-9 for these
German words.

THE GERMAN FOOD CENTRE
Angebot Preis Fracht 18 Covenl Garden Sueet, Lundun WIA 2BW
Hafen Produkt(e) Versicherung
Lieferzeiten Rabatt Zahlungsbedingungen Feine Kiiche Gmbll
Heilsbrunnsteae 18
53112 Bonn
We'd like to buy your food! Germany 12 Qctober 20

One of Germany's Inporcant exports s food Dear Sir or Madam

. — another, of course, is wine. A shop in

.~ Tondon called the German Food Centre sells
German food and wine. A month ago, Ann

5 Culver fiom the German Food Centre saw

sume Getman food (1) products al a trade (e

They were (fom a German exporter called

Teine Kiiche GmbH. Ms Culver liked the

products and took one of the fitm’s

brochures. On 12 October, she wrote a lecter

Reyuest for 2 quotation

We wete impressed by the products on display on your stand at the World Food
Exhibition in London last week.

Would you please send us 2 yuotation NFQ Harwich for the following.
50 cases German Sausage Catalogus Number W133-H
40 vasos Blackforcst Ham Cataloguc Nuraber S3871

. to Feine Kuche GmbH. In the letter, she 20 shop, of country, or a {7 port in the country. 10 vases German Choculats Biseuits Catalogue Namber KO37-B23
. asked for a {2) quotation for some products Atypical price is a ‘Delivered Fx Quay’ price 50 cases Gertnan Riesling Wine Catalogue Number Wa-144-5R
Why did she need a quoration befure she b K. This means that it
Bought the products? includes the cost of ransport {and usually We would also be grateful for details of discounts which you can offer us, your
s When you or T gointo a shop Lo buy a insurance) Lo 2 port in Lhe buyet’s country. delivery times and your terms of payment
pair of Lrainers, iU's very casy. The trainers 3 Ms Culver will also wanl o know Lwo
cost X euros. We pay our money and we more important facts. First, when will Feine We ook forward to hearing from you soon.
leave. In business, things are more Kiiche GmbH deliver her products?
complicated - especially in international In other words. she will want to know about Yours faithfully.
2 trade. Fivst, the {3) price is not so fixed. {8) delivery thnes. Finally, she will want to A Cb\k\/e(
. Products ave usually cheaper it you buy lots  w know when she must pay. In the shop we
of them. Tf a shop buys 509 paivs of nainers, . pay immediately for our reainers. Tn business Ms A Culver
Lhe price will be lower than fur ts when we . people ofien pay later. The dae the buyer Buyer
buy one pair. This is called a (&) disconnt. must pay is called the (9) terms of pavment

Even more important is the question: Whal . and a typical example is “payment in full
does the price include? The basic price of & within 30 dags

a product is called the ‘exsworks' fab Werk) For all these reasons, Ms Culver needs
price. BT many prices also include an offer from Feine Kuche GmbH before Finish the sentences with information from the letter.
B g i g he th 5 i\
Clipatandi®imsneiotbehelbuye B shel Duys 1 The name of the trade fair where Ann Culver saw the German company’s products was the
Word Food Exhibition
B True or false? Tick (y) the correct box. rue false 2 The port where the German company should send the productsis  Hariwich
1 Ann Culver works in a shop in London. ] ] 3 Ms Culver gives the products she wants and their  Cofalogue Number.
2 She saw some German food products in a magazine. )
‘ 1P & E = 4 She also wants to know about discounts and the German company’s  delivery fimes cud
3 If you get a discount, the price of a product will be lower. O O
4 ADEQ price is the price plus transport (and often insurance) to [} O terws of payment
the buyer's shop. ) . - )
. At the end of the letter, Ann writes her job in the British company: she says that she is a
5 The terms of payment tell you when a company will deliver O o 5 J pany: v
your products. buyer
© st Kt Verlag G, Stttgart 207, K Workbooks 5B ©Ermst KettVerlag G, Stttgart 201 Workbooks
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Kopiervorlage 10c

Kopiervorlage 11a

Kopiervorlage 10c Kopiervorlage 11
Here is the reply to Ann Culver. Can you fill in the missing words? An order

Hier lerne ich ... Q

= eine Bestellung und die
Bestatigung einer
Bestellung zu schreiben,

- Wichtiges tiber Container-

FEINE KUCHE GmbH HeilsbrunnstraBe 18 | 53112 Bonn | Germany Read about Heiko Versand and look at the letter below.

Heiko Versand is a German company which sells goods on the
Internet. Ten days ago, it asked a company in Ireland for a
quotation for some hockey equipment. Heiko liked the quotation

The German Food Centre

@__18& Covend Garden Streed

Transport.
e AL and today the company wants to order some products. You can
see the letter below.
DearMs(z)  Culver
HEIKO VERSAND AG
Your request for a quotation of 3) I October 20.. Prinzensirafic 101. 99084 Frfurl. Germany
Thank your for your request for a (&) q\AH oion and for your interest in our
products. We are pleased to send you the fallowing offer: "
0" Malley Sporis Lid -

Quantity Description Price (€) Total (€) 8 O Connell Streel [ S

50 Cases German sausage 4000 2,000.00 Tublin, §

m @reslem @ 240000 Republic of Treland 18 May 20.

1 Cases chocolate biscuits 30.00 30000 A

=
50 Cases wine 100.00 5,000.00 Bt Vh Glrzen,
GRANDTOTAL | 9,700.00 o

OE Trial Order
These prices are 5)  DECL Harwich and include 2 trade discount of 5%

You can normally expect to receive the goods around one week after we receive your order. =
YES E ¥ Uhank you for vour offer of 8 May. We would like to place a trial order with
you for the following itcrs

Qur (8 e payment are payment in full within 30 days.
our@ terus of full within 30 df

1oak forward to recening your order in the near future. Pleass do not hesitate to

contact me if you have any further quastions. Irem Caralogue Quantity Price
bl number
Yours @ fouithiully
Tockey sticks | 18203 100 €000
Rolawd hawrer Ilockey balls | LIBL-B 500 <000
Roland Maurer Helmels PHOOS 20 €50
Export Manager Hockey shoss | D49-TTR. 500 €15000

We nole that all prices are DEQ Hambuug and include « trade discount of 10%.

B Now YOU. Work with a partner. Partner A and Partner B each Payraent will be made on receipl of the

write to your partner’s company for a quotation. Think of a
company name, products etc. yourselves. Then exchange letters
and write a reply. Use the phrases below.

We ook forward to receiving the consigntacnt soon

Yours sincercly,
astion heyer
Bastian Meger

Asking for a quotation Sending a quotation (an offer)
Thank you for your sales catalogue. Thank you for your request for a quotation of .__ (date).
We were impressed by your products at  We are pleased to send you / have pleasure in sending
the trade fairin . last . you the following offer
Could you please send us a quotation  These prices are EXW/DEQ (port) . o §
DEé (p;r) for the follow?ng: They w:clude a (trade) dlsgolfm of % 1 Fillin the missing information.
We would also be grateful for / We normally deliver / You can normally expect to receive
We would also like details of / goods from us .. days after we receive your order
information about . Our terms of payment are payment in full within 30 days /
We look forward to hearing from you / payment in advancs @ & hay 18 hay
receiving your quotation soon. We look forward to receiving your order soon/shartly. The prices of the ftems are all DEO (5
Please do not hesitate to contact me if you have any
further questions / if | can help you further immediately (6)

A German company, Heiko Versand, wants to buy some (1) hockey

equipment from an Irish

company called (2) O'halley Sports Ltd. Heiko got a quotation from the Irish company on

e

(date) and wrote back with their order on (4)

cols

Howubure  and Heiko will pay for the items

ou veceipt of the consignent.

© Ernst Klett Verkag GmbH, Stu igar 2015
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Kopiervorlage 11b
N

Kopiervorlage 11c
I S I —

O'Malley Sports Ltd received Heiko Versand’s order on 20 May.

A Read the text and answer the questions below.
Mr Connor wrote this letter.

O’MALLEY SPORTS LTD

& 0'Connell Street - Dublin, & - Republic of Ireland

What is 20 feet (6.06 meters) long, 8 feet (2.44 meters) wide and 8.5 feet
(2.59 meters) high? The answer is something which changed the world.
This is the story of ...

Teiko Versand AG

Prinzenstrafic 101

99084 Erfurt

Germany 20 May 20

Dear Mt Meyer,
Your order of 18 May 20..

Thank you for your order of 1$ May which we received today. You will reccive
the goods in 14 duys.

We are sure that you will be very satistied with ow products and we look forward
(w teceiving futher vtdets in the future.

Yours sincerely,

Robert Connor

Robert Connor
Export Manager

Now YOU. Work with a partner. Write a letter to your partner’s

firm to order some products. Then exchange letters and write a

reply to the order. Use the phrases below.

Placing an order

« Thank you for your offer/quotation of ...
(date).

« We would like to order / We would like to

place an order / a trial order for the following

items/products ...

« We note that these prices are ...
(DEQ Hamburg).

« We understand that these prices include a
discount of ....%.

- Payment will be made immediately on receipt

of the goods/the consignment/the products.
« We look forward to receiving the
consignment/goods/products soon/shortly.

© Emnst Klett Verlag GmbH, Stuttgart 2015

Acknowledging an order

« Thank you / Many thanks for your order of ...
(date) for our products.

« You will receive the consignment in ... days /
on ... (date) / within ... weel

+ We are sure that / We know that you will be
satisfied/pleased with our products.

= We look forward to receiving further orders
in the future.

« If there are any problems/questions, please
contact me/us immediately.

Workbooks ISBN
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Cargo has travelled by sea for thousands of
years. But in 155, something happened

Malzolm MecLean invented the container.

Mr McLean had 2 small trucking company in the
USA. His idea was to use just one size of box
for gaods on his trucks and on ships. The hoxes
were 20 feet long, 8 feet wide and 8.5 feet
high and this is still the normal size of 2
container.

Today, almost all transport of cargo is with
containers. Why is a simple box so important?
The first reason is that a container can travel

Answer the questions in full sentences.

When did containers first begin?
They fivst becan i 1955

which changed sea and ather transport for ever:

by road, by train or by ship and the goods stay
n the container, Before containers, people
had to load and unload the goods all the time
The sezond important reason is that it's easy
t0 load and unlead containers at a port. Before
containers it often took days or semetimmes
weeks to put hundreds of different things anto
(and then to take them off) a ship. Today, in a
big port like Hamburg, cranes can unload a big
ship in only 4-5 hours. The third reason fs that
the goods in cantainers are safe. Thay don't
break or get wet, and also people can't steal
them — this was often a problem before
containers.

~

How big is a container?

A codainer/H is 20 feet lone,, & feet wide and &§.S feed high

w

In what three different ways can a container travel?

A contaimer/H can travel by voad , by frain or by sea

4 How long does it take to unload a big ship today in a big port like Hamburg?
1 tales only %-S hours.

5 What was often a problem before container transport?
They otfen stole g

20 e Rece sing
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Kopiervorlage 12a

Hier lerne ich .... Q

> einfache E-Mails auf
Englisch richtig zu
adressieren und formulieren.

Kopiervorlage 12b

Emails at work It's the next morning. Sam has the replies below to his emails.

- Who wrote which email? Write in the names at the end of each
email.
- Look at all the emails on this page and on the last page and

Sam Khan is an office assistant in a big international insurance
company in London called Axxon. Sam is writing some emails

this morning to colleagues in his company’s offices around the
world. He is asking his colleagues for different things. Look at
the emails and answer the questions.

1 Who are the emails to? What countries do they live in?
Austvalia

Hal

¢: Nils Rausch , Aunstria

A: Pete Bradle

B: Catarina Pansiui

~

In which email (A, B or ) does Sam ask for:
a anaddress?
b somedates?  C

¢ some telephone numbers A

Postausgang (x| Postausgang (]
To: Pete.Bradley@Axxon.au To: Caterina.Pausini@Axxon.it
Ce: Cc:
Subject:  New extension numbers, Subject: Name of hotel in Rome?

Dear Pete

Hope all’s well with you. Could you
please send me a list of the new
telephone extension numbers in the
Sydney office? Many thanks in
advance.

Hello Caterina

How are you? Could you please let me
have the name of the hotel in Rome
where Mr Richardson stayed last
month? He would like to use the hotel
again next month.

Best wishes
Sam

Postausgang
To: Heiko.Rausch@Axxon.at

Kind regards
Sam

D

In englischsprachigen Landern sind
Ce: E-Mails oft etwas informeller als
Subject: | Dates of Mr Seifert’s visit im deutschen Geschaftsleben. Unter
Arbeitskollegen sind Vornamen
tiblich, obwohl der Stil immer héflich
bleibt. Mdgliche Anreden fiir
E-Mails sind: Dear ..., Hello .... oder

Hier und dort

Heiko, hope you're well. Could you
please tell me the dates of Mr Seifert’s
visit to the London office next

month? Thanks! nur der Name. Am Ende schreibt

man gewdhnlich Best wishes, Kind
All the best regards oder All the best (manchmal
Sam ATB geschrieben).
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complete the email phrases in the box.

Posteingang

I'm fine thanks, Sam. And you?
Mr Seiffert will be in London from
16-21 May.

Best wishes

Heilo

Posteingang
Dear Sam

Things are hectic (as usual!). 'm
attaching the extension numbers
which you asked for. Let me know if
you need anything else.

Kind regards

Pete
" m ~ o’ ™
Bosteineang Tips and tricks '?‘
Hello Sam e R AN A A s en B Enalieen
I'm very well thanks. Hope you are dot = dash
too. Here's the address of the hotel in _ underscore @ at
Rome which you wanted: )
Hotel Albani, Via dei Serpenti 109, fi';:a;etrgft::":‘;:":ch ot com
00184 Rome I
ATB Paul_Lanning@software.co.uk
, = Paul underscore Lanning at software dot co
Caterima dot uk
Email phrases
» Beginning an email » Finishing an email
Dear .../ Hello ... (Many) thanks in (5) ... Thanks!
Hope all’s (1) ... with you. Best wishes
How are you? Kind (6) ...
() ... you're well. Al@) ...
» Asking for things » Replying to an email
(3) ... you please send me ...7 I'm fine / very well thanks.
Could you please (4) ... me have ...? And you? Hope you are too.
Could you please tell me ...7 I'm (8) ... the ... which you asked for.
Here’s .... which you wanted.
Letme (9) ... if you need anything else.
1 well 4 led 7 _ the best
2 _ Hope 5 _ advance 8 _ aloaching
3 Could 3 recards 9 lmow
tuttgart 201 Workbooks
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Kopiervorlage 12¢c

- Kopiervorlage 12c

Now YOU. Work with a partner to write and reply to emails.

- Write an email on another piece of paper to your partner.
Ask for something in your email.
« Exchange emails with your partner and write a reply.
+ Use the phrases from the last page. Think of addresses etc. yourself.
« Copy your two emails into Email 1and 2 below.

Postausgang
To:
3
Subject:

Postausgang
To:
(<=3
Subject:

Things you can write about:

You would like to know someone’s email address / telephone
number / mobile number.

A good hotel in Chicago?

A PDF of a brochure for a new product

The date(s) of a person’s visit / a trade fair / a meeting

A copy of a report or an email

waewN
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