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Unit Objectives

After studying this unit, you are able to:

i
e understand how to establish business relations
e receive a client
e answer phone calls from potential customers
e write and answer emails for establishing business
relations
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English for Business & Trade

ﬂ‘ Warming-up

Task 1

Task 2

The following logos represent some
of the most famous multinational
companies in the world. Which ones
are you familiar with? Please choose
and talk about the companies and their
products or services briefly.

Receptionists are normally considered the
first business card of a company. Among
the following qualities, what would make
a qualified receptionist? Arrange your
choices in order from the most important
to the least and explain why.

| | standard Mandarin (Zi@i%)
Cordial and Friendly Attitude

Attractive Appearance
Good Management Skill

Great Familiarity with Products

L L L R L

Considerable Flexibility

Establish

Establishing business relations is
usually the first step for a company to do
business, and it is very important either
for a new firm or an old one. For the
former, it helps start business and secure
its position on the market; for the latter, it
enables the old firm to expand business
and increase the turnover.

In international business, there are
some channels for a business to obtain
information about potential customers,
such as advertisements in the media,
market survey, its business connec-
tions, chambers of commerce, trade
fairs and exhibitions held both at home
and abroad, or mutual visits by trade
delegations and groups, etc. The gener-
ally enormous geographic distance be-
tween the buyer and the seller makes it
hard for them to meet, so writing to a
potential or prospective client for the
establishment of business relations is a
common practice. The following infor-
mation is usually included in this kind
of letter:

1. The source of information
(where you learn about the company);

2. The reference to the company’s



Unit 1 Business Relations

‘j Reading A

Task 1 Before reading the passage, see how much you know about establishing business
relations by answering the following questions.

1. Why do companies need to establish business relations?
2. What are the methods generally adopted to establish business relations?

——

3. What kind of business letter contributes to successful establishment of business relations?

Business Relations

position and reputation on the market; what way you want to start business with them: to
3. Brief introduction to your own company buy their products, to sell your own products or

(the business scope of your company, your posi- to invest in their company, etc.);

tion on the market, your products or services, etc.); 5. Your expectation of cooperation and early
4. Your intention of writing the letter (in reply.

The following is a sample letter for your reference.

Dear Mr. Scott, &

We learned about your company from your business associate, Jack Lewis, at the Guangzhou
Trade Fair last week. Your company certainly has been in fashion business for years and is famous
around the world. Mr. Lewis suggested that I contact you regarding the services and products of my
agency, the China Textile Product Corporation. So I am now writing to you, hoping that you might
be interested in our high-quality fabric and other related products.

As you may know, China is one of the main suppliers of cotton and silk products. My agency
is responsible for the export and import of Chinese textile products. Our great productivity, best-
quality products and the responsible work of my agency make us the best and the most reliable
client. Enclosed in this letter is our latest catalog, which will give you a general idea of our company
and our products. Should you be further interested, please contact us at any time.

We are expecting your reply. Thank you very much.

Yours sincerely,
Yang Fang
General Manager

China Textile Product Corporation




English for Business & Trade

Task 2 Read the passage. Choose from the following word or expressions and fill in the
appropriate box.

-
expanding business advertisements in the media
exhibitions trade fairs
business connections starting business
writing letters increasing the turnover
chambers of commerce

The functions of establishing business relations:

Sources of getting information about potential dealers:

Task 3 Read the passage again and tick off the facts mentioned in the sample letter.

| | 1. location | | 6. expectation of cooperation and early reply
|| 2. brief introduction to the company | | 7. payment for sales

|| 3. the intention of writing the letter | | 8. plan for development

|| 4. the history of the company || 9. the source of information

|| 5. competition on the market | | 10. previous customers’ satisfaction

Task 4 The reading passage has shown clearly how to write a letter aiming at establishing
business relations. Besides the important points given in the passage, do you think
there are still more useful techniques? Talk about them in class.



Unit 1 Business Relations
[=]4[a]

ﬁ‘ Listening aas

Task 1 Listen to the conversation and fill in the blanks with what you hear.

n Sara: Good morning. Fortune Export & Import. What can I do for
you?
Ben: This is Ben Blare. I'm working with the United Produce
Corporation, and I'm calling to see if there would be
opportunities for our 1 2 ,and I don’t

know whom I should talk to.
Sara: Hmm... Could you further introduce your companﬂ
Ben: Sure. Our company handles the export of animal by-products.
We have been 3 4 5 for
years and have good reputation on the market.

Sara: Isee. If you agree, I shall arrange an 6 for youvith
Alan Wood, the assistant to the manager. He is responsible for

this kind of business.
Ben: That would be perfect. When can I come over to se
Sara: He will be here tomorrow morning. Does the time
8 ?
Ben: Sure! I will come at ten o’clock tomorrow morning. Thank you
very much.
Sara: My pleasure. Bye.

Task 2 Listen to the conversation and match the people with the correct information.

O

e visit to see if there is

e assistant to the - .
possibility to enter into
manager . . . .

9 business relationships with

the company

W
John Foster l
e from the Network
Department e sales representative

from Smart Software
Corporation

W

® consider after-sales technical services
are of great importance to the company

Grace King



English for Business & Trade

Task 3 Jerry Smith is visiting Laura of Peterson Brothers Co. Listen to the conversation
n and decide whether the following statements are true (T) or false (F).

| | 1. Jerry and Laura have met before.
| | 2. Laura is the assistant to the general manager.
| ] 3. Laurais impressed by the variety of products of Tiger Textile Company.

| | 4. Jerry has great confidence in the products of his company.

[ ] 5. According to Jerry, the best design team, leading techniques and
advanced management make Tiger Textile Company very successful.

|| 6. Laura makes the decision to start business with Jerry’s company.

Task 4 Sun Yan is receiving John Jeffery from Swift Automobile, talking about the details
n of cooperation. Listen to the conversation and fill in the blanks with what you
hear.

1. Sun Yan is from department.

2. Sun Yan learns about Mr. Jeffery’s company from

3. Sun Yan asks for favorable conditions for establishing business relations such as

4. Mr. Jeffery mentions other attractions of Swift Automobile, including

Task 5 Martin Blade is paying a visit to Sam Brown’s company. Listen to the conversation
n and answer the following questions.

1. What are the main products of the company Martin Blade works with?

2. What is the purpose of Martin Blade’s visit?

3. What will Martin Blade study a bit further?

4. When will they probably make the deal?




Unit 1 Business Relations

j Speaking

Task T Work in pairs. Practice making short phone calls with the words provided
g according to the example below.

Example: Linda / Jack Stevens / Marketing Department / Unicare Medical
Corporation / chemicals

A: Good morning. MET Company, Linda speaking. Can I help you?
B: Hello. I'm Jack Stevens from the Marketing Department of Unicare Medical
Corporation. I read your advertisement for new chemical suppliers in
the newspaper.
: That’s right. Are you interested in it?

: Very much! If my company could become your supplier, it would
benefit both of us.

: Could you send us your detailed introduction so that we can
learn more about your company?

Sure. I will send you our latest catalog as soon as
possible.

1. Mary / Tony Blake / Sales Department 2. Jenny / Jerry Taylor / Sales Promotion
/ Top Shaver Co. / shavers Department / Star Electrical Company /

electric appliances

C& Joe / Henry Smith / Purchasing Department / Green Foods Co. / milk ))

Task 2 Work in pairs. Speedy Shoe Factory produces high-quality sports shoes and enjoys
great popularity. Suppose the sales representative of Speedy is receiving a new client

£ from abroad who hopes to enter into business relations with Speedy. Practice making
a conversation. Some useful expressions are provided for your reference.

Sales ﬁ
epresentative' Client from |
of Speedy Abroad

We are pleased to... It's my pleasure to...

We are always willing to... | wonder if we could...

To give you a general idea of our We are particularly interested in your...
products, I'd like to... It would be beneficial...

About the details, I'm afraid | have to... When is it convenient...

We will be waiting for... I'm looking forward to...
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Task 3 Work in pairs. Vice-president of Green Electrical Appliance is paying a visit to the
General Manager of Sky Electrical Co. which produces household appliances.

£ Discuss with your partner, decide the right order of the steps and make a
conversation accordingly.

Vice-president of Green General Manager of Sky
Electrical Appliance Electrical Co.

1. Express thanks and 2. Express thanks and offer

SeREts something to drink.

3. Greet.

5. Show your good impression 4. Express the same idea.
of Sky Electrical Co.

7. Express hope for 6. Greet and welcome.
cooperation.

Task 4 Work in pairs. Practice making a conversation with the help of the instructions below.

d,‘) Associated Trade Co.

+%» Identify yourself.

+%* State the source of information.

+%* Clarify the products you are interested in.

+%* Put forward your questions and requirements.

+%* Express your hope for establishing a stable business relationship.

Simpson Houseware Company

+» Extend a warm welcome.

+%* Briefly introduce your company and products.

+* Provide answers to the questions and requirements.

+t* Ask for important information about the visitor and his company.
+» Show your expectation of further communication and cooperation.



Business Relations

Unit 1

Over 80 years ago, in Germany, a young
shoemaker made slippers from old military bags
to help support his family. The young man, also a
keen soccer player, soon adapted those slippers to
his soccer game. His lightweight, comfortable sports
shoes drew unceasing attention from the first day
he wore them. His name was Adi (a nickname for
Adolf) Dassler.

Adi Dassler started to produce his own sports
shoes in his mother’s kitchen after his return from
World War 1. By the 1920s, Adi Dassler was already
experimenting to improve the performance of his
shoes. In 1924, his brother Rudolf (Rudi) Dassler
joined the business and they did well—selling
200,000 pairs of shoes each year before World War
II. By the 1930s, Adi Dassler was the leading sports
shoe manufacturer in the world, making 30 different
shoes for 11 sports. And the tradition of innovation
continues to the present day. However, the brothers
did not get along well, and in 1948 they split up, with
Rudi forming Puma, and Adi forming Adidas.

Besides sports shoes, Adidas also produces
other products such as bags, shirts, and other sports
and clothing-related goods. The company is the
largest sportswear manufacturer in Europe and
one of the largest sportswear manufacturers in the
world.

In August 2005, Adidas declared its intention
to buy British rival Reebok for $3.8 billion. This

por’r

takeover was completed in January 2006 and meant
that the company would have business sales closer
to those of Nike in North America. The acquisition
of Reebok will also allow Adidas to compete with
Nike worldwide as the No. 2 athletic shoemaker in
the world.

Adidas has headquarters in Germany, and
many other business locations around the world
such as Canada, Japan, Australia and Spain. Mainly
sold in the US, Adidas makes lots of profits from
these countries and is expanding to more overseas
countries. The company revenue for 2006 was
€10.084 billion, or about $13.625 billion and the
2007 figure was €10.299 billion, or about $15.6
billion.

Now most sports shoe production of Adidas
has shifted to Asia. But Adidas has a specialized
production facility in Scheinfeld, Germany, which
creates new models of original types, as well as
custom shoes, for some of the most valuable feet in
the world—professional athletes.

One of Adidas’s successful marketing strategies
is their active involvement in sports event sponsor-
ship. Adidas is the main sponsor of highly suc-
cessful teams such as New Zealand national rugby
team, Australian cricket team and German national
football team. Adidas is also very active at sponsor-
ing top football clubs such as A.C. Milan and Bay-

ern Munich.
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Task 1T Read the passage and decide whether the following statements are true (T) or false

(F)-

| ] 1. Adidas was formed before World War 1.

|| 2. Adi Dassler started to make slippers, which was the very beginning of his involvement
in shoe business.

| | 3. When Adi first made his sports shoes, they were left unnoticed though the shoes were
really satisfactory.

D 4. Established in Germany, Adidas was mainly a European company instead of an international

one.

| | 5. The acquisition of Reebok greatly improved Adidas’s competitiveness.

|:| 6. The innovation tradition of Adidas is reflected in the new models of old types and
custom shoes.

Task 2 Match the following terms with their Chinese meanings.

1. takeover ) a. HER

2. lightweight ) b. B

3. headquarters ) c. TEFXTF

4. sportswear ) d. fﬁ%%lﬂg‘ \

5. revenue e. kAN BIERR
6. rival f. HERH

7. marketing strategy g ST

8. partnership ) h. A

9. manufacturer i Welh; HEBhE

10. sponsorship ﬂ jo Bl

Task 3 Work in groups and discuss the following questions.

® In which way do you know about Adidas and its products?

® Do you think sponsoring sports events is a good marketing
strategy? Will it be helpful for establishing business rela-
tions? Explain your opinion in detail.

® Do you have any suggestions for Adidas to improve its position

in sportswear business?

10



j Writing

Unit 1 Business Relations

Task T Suppose you are Jane Trappe of Swift Communication Company. Write an email to

Starcom in the hope of establishing business relations.

About Starcom:

Starcom is the leading mobile phone producer in China and around the world. It has been

at the forefront of communication inventions and innovations for nearly 80 years.

& To:
Bl Cce:
Subject:

I

Task 2 The following letter is sent to your company. Write a reply letter.

Dear Sir,

Having obtained your name and address from the Commercial Counselor’s Office

of our embassy in your country, I’m writing to you in expectation of establishing

business relations with you.

Our company has been the importer of paper products for many years. Now

we want to extend our business and we are interested in your products.

quotations. If your prices are acceptable, we anticipate doing a considerable

We would appreciate it very much if you could send us your catalogs and

amount of business with you in the future.

I’'m looking forward to your early reply.

Yours faithfully,
Jimmy Brown
Purchasing Manager
UT Co.

1
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‘j Project

s
Project Guidelines

This project aims at going through the process of establishing a business relation.
The whole task is divided into three steps. Step One focuses on your ability to search
for and find a potential client. Step Two demonstrates the strength of your company
and involves putting forward your request for entering into business relationships
in written form. Step Three emphasizes your ability to hold a formal talk with the
potential client to finally reach a formal agreement.

Follow the Task Description to complete the project.

Task Description

China Computer Group (a computer manufacturer) hopes to expand its market in Australia
and establish long-term business relations with an international trade corporation.

Step One

¢ Organize a small group with 4-6 members in your class;

» Search the Internet for information about an international trade corporation or a
computer manufacturer (such as the company profile, products and services, contact
information, etc.);

» Give a presentation to introduce the company and products/services with the help of

the online information you have found.

ﬁ Step Two

» Divide your group into two subgroups: China Computer Group and the international
trade corporation;

 Take turns to play each role by writing emails to each other: China Computer Group
sends an email to the international trade corporation, enquiring about the possibility
of establishing business relations; the international trade corporation answers the
email, suggesting a visit by China Computer Group to talk about the cooperation;

» Read your email to the whole class, and the rest of the class give their evaluation.

ﬁ Step Three

» Take turns to play each role at your first meeting: The international trade corporation
receiving China Computer Group; China Computer Group enquiring about details for
establishing business relations;

* Summarize the performance of the group members and put forward suggestions for

improvement.

\_

~N




Unit 1 Business Relations

‘}‘ Wisdom of China

22 P

272 B (Silk Road) —fBtdffi B892 i, 2 EEREHIEERIL, 797 LAKRIK
WL dLAERRE R S i, EEMT R, B R A E IR A S, «
gz kbR L ER 8 A JoRY R 5KGE  (commercial road) , JREH UL RAEE, PUT7
MEA. FEEEYREL 22 BEATE, PEFER, A, BRAREREL 25
Z BRI PG ieE s B Rl 22 2 B AR P IR SR SCRAL A A R SR B A A
- J 5 SCHARE AL 7= A T IS BRAL R R

‘j‘ Self-evaluation

Rate your progress in this unit. m

I have a basic idea about how to establish business relations. L] [ [ [
I can make and answer phone calls for establishing business relations. | | [ | [ | [ |
I can write emails in the hope of entering into business relations. [ | [ | [ ] []
I can write a reply letter to potential clients” email for extending 1 [ D/D

business.

*Note: Distinction, Merit, Pass, Fail

13
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. O ﬁg
ﬁ’ New Words and Expressions et

Reading A

New Words

associate /o'soufiot/ n. HVEN; [F%

catalog /'kaetaloig/ n. Hf

channel /'tfenl/ n. ®4%; 1A

delegation /,delo'gerfon/ n. LKA

enclose /in'klouz/ v. 8- -fifHF2E A7 —1MM5
HE R

expand /1k'spend/ v. §5K

fabric /'feebrik/ n. 2W), —Fhth (JLFEIE L L5
2 B SE 22 2 ML)

fair /fer/ n. BYis

fashion /'feefon/ n. JATHRE: . IRIG

firm /f3rrm/ n. /A1)

former /'foirmor/ adj. HiFE W TEHAHICHE
Fry

geographic /,dziro'greefik/ adj. HFRFEAY; Hy
Y

invest /m'vest/ v. %%

latter /'leetor/ adj. Ja#Hs Fre 2RI A B
AR A

mutual /'mjuzt fudl/ adj. FHTH; 4%

obtain /ab'temn/ v. A5 ; 153

potential /pa'tenfal/ adj. VELERY; FIRER)

prospective /pra'spektiv/ adj. FiiHK; Al HE

reference /'reforons/ n. & J%; #2%
reliable /r1'larobol/ adj. FIEER), FI{5H)
scope /skovp/ n. (V&) JuHE; S
supplier /so'plaror/ n. BEVE; | 7
survey /'s3irver/ n. FEAIRH R BE A

turnover /'t3irn,ovvar/ n. EllAi; AT &

Phrases & Expressions
for the purpose of sth./doing sth. A1~ HF

regarding (sb./sth.) T (G A/FZE)
start business (with sb./sth)) i85 A=

Technical Terms

business associate A Efkff:

establish business relations 7 37\V4% &
market survey T3 1E A

Proper llame

Chamber of Commerce Fj<>



Reading B

New Words

adapt /o'deept/ v. fHi&E s &N,

athletic /&0'let1k/ adj. iBZBhH]

cricket /'krikit/ n. HEk

custom /'kastom/ adj. TEMH; 18R EEAHIVER

facility /fo'siloti/ n. %i; %8

headquarters /'hed kwoirtorz/ n. &35

innovation /,ina'verfon/ n. HCE; AIFET

lightweight /'lattwert/ adj. &1 NEH

manufacturer /, maenjo'fekt [oror/ n. &,
J R

marketing /'mairkotin/ n. &

military /'miloteri/ adj. ZERAHY

original /o'r1d3mal/ adj. FAIN; B FH)

professional /pra'fe[onal/ adj. i) BV

revenue /'revonu:/ n. Wik HH WP E )
Wt s WA

rival /'rarval/ n. Te4tF; BF
rugby /'tagbi/ n. HHIAEER
sponsor /'spainsar/ n. HEHE

Unit 1 Business Relations

sportswear /'spoirtswer/ n. 1z FfR%E
strategy /'streetid3i/ n. SEHG; g
takeover /'teik,ouvar/ n. Bk, HAF

unceasing /An'siisiy/ adj. MEERY; FFEERY

Phrases & Expressions

as well as sb./sth. Fll--«-5 DAz«
compete with sb./sth. 53 A /FEY) 755+
get along well with sb. 53 A AHAMR &

Proper ames

A.C.Milan A. C. k2% (5L R ERERER)

Adidas [l ki (i shE)

Bayern Munich F{~ « /e B (5% 4 EEk(H
SRHR)

Nike [fitoe (G5 4415 305 H)

Puma %5 (FAIaDhE)

Reebok i (415 5mhE)

Toronto 12 (IIEKIKTT)

15



English for Business & Trade

ﬁ‘ Vocabulary and Structure

Task 1 Fill in the blanks with the words or phrase from Reading A and Reading B that match

the meanings in the column on the right. The first letters are already given.

1.

2
3
4.
5
6

10.

p likely to become or be
. € to insert into the same envelope or package
. C made to order
r mention of a person, an occurrence or a situation
. f cloth produced especially by knitting or weaving
.t the value of goods and services that a company sells during a given
period of time
e to increase the size, volume, quantity; enlarge
S a detailed inspection or investigation
T one who attempts to equal or surpass another, or who pursues the
same object as another
b a a person united with another or others in an enterprise or a business

Task 2 Fill in each blank with the proper form of the word given in brackets.

AN L W

10.

We assure you of our best (serve) at all time.
. They mainly trade with Chinese (nation) firms.
. There is considerable scope for (expand) into the export market.
. We are writing to you for the (establish) of business relations.
. We believe in the bright future of long-term (cooperate) with your company.
. From the Chamber of Commerce, we have understood that you are one of the largest

(import) of coals.

We are the (manufacture) of electric shavers.

. If you need more information (regard) our products, please contact us.

To support your sales, we have specially prepared for you some samples of our new products

for your (consider).

If the businessman has the (intend) of buying for import, he may also request

for catalogs, samples, price lists, etc.



Unit 1 Business Relations

Task 3  Complete the following sentences with the words or phrase given below. Change

the form if necessary.

reliable potential channel compete with adapt
obtain delegation enclose sponsor establish
As an important marketing strategy, social activities, such as sports events,

has been widely applied by companies.

To other manufacturers, the company has reduced the price greatly.

3. All people coming to our store should be received politely, because everyone of them is our

4

© % N o

10.

customer.
There are different through which we can learn about new clients.
Since McDonald came to China, it has taken various steps to Chinese people’s
taste.
After years of pleasant cooperation, they have become our most partners.
I came to know him when I went to America as a member of a trade
The price list is in my letter. You may check it.
business relations is usually the first step to start business.
Having been working as a sales representative for ten years, he has rich

experience in marketing.

Task 4 Translate the following sentences into English using the words or phrases given in

brackets.

L.

. I wrote to the manager

. His intention of writing the letter is to

. We will upgrade trade in goods in order to

Our company

(EEHFATEI S X R). (be willing to do sth.)

CHTH RN AERDIES). (for the purpose of, expand)
(Bf5 27 253%

1
INEIECHTIFE i E ). (enclose, catalog)

CHIRFRATHR 510014 T]). (persuade sb. to do sth., invest)

OB 57 25 ). (trader of quality)

17
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‘j‘ Grammar

Parts of Speech and Sentence Components

Task 1 ldentify the part of speech of each underlined word in the following paragraph.

Andrew didn’t go to the cinema with other students. Rachel told him they were going there,

but he wanted to finish his homework. Andrew isn’t very sociable. He stays in his room and

concentrates totally on his studies. He’s an excellent student, but he doesn’t have much fun.

1. to prep. 9.
2. cinema 10.
3. other 11.
4. told 12.
5. they 13.
6. there 14.
7. he 15.
8. finish 16.

sociable
in

and
totally
an
excellent
but

fun

Task 2 Identify the part of speech of the underlined word in each sentence.

[a—

We went to a wonderful show in Beijing.
Jenny wanted to show Jack her photos.
Henry thought Claire looked beautiful.
A strange thought came into her head.
The windows are clean.

We should clean the windows.

Wendy is feeling quite tired now.

Studying all day had tired Wendy out.

I I NV S R N

We did some hard work.

. They worked hard.

—_
(=]

n.



Unit 1 Business Relations

Task 3 Match each underlined word with its corresponding component in the sentence.
Some sentence components may be used twice.

1. Time flies. / A. subject
2. The scenery is beautiful. / B. predicate
3. My father works in a large company. C. object
4. She loves music very much. ) D. attribute
5. He passed me a book. / E. adverbial
6. The visitor gave an apple to the monkey. ) F. complement
7. I have the perfect present for her. / G. predicative
8. He came back sick. H. appositive
9. John runs quickly. )

10. We students should study hard. )

Task 4 Fill in each blank with the proper form of the word given in brackets.

1. Living in the country is less __expensive  (expense) than living in the city.

. We need to reduce our (depend) on oil as a source energy.

. The chairman emphasized his ideas by speaking more (loud).

S~ W N

. Some foreign businessmen in China are spending a lot of time in

(learn) Chinese.

. Some people do believe that smoking will (certain) cause lung cancer.

I'm (real) sorry for the mistake our office worker made last month.

Her (beautiful) had faded over the years.

. The sellers allowed us to pay them on a (month) basis.

© % N »

It’s (danger) for women to walk alone at night.

10. I was impressed by the (deep) and complexity of the book.
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2a A
WP Ak
TS %5 HXH 5l F
noun n. #id | boy, milk, bike
pronoun pron. f3d | you, I, my, yours
adjective adj. 255 | good, happy, nice
adverb adv. B3 | well, badly, quickly
verb v, zhis | be, cut, run, jump
numeral num. ¥E | two, third
article art. 5i7 | a, an, the
preposition prep. fvid | at, in, with, for
conjunction conj. i1 | and, so, because
interjection interj. = JE&MUA] | oh, yeah, ouch
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Comprehensive Exercises

Unit 1 Business Relations

Task 1 Cross out the wrong word in each

word pair underlined.

Dear Christine,

Well, here I am in Australia. Thank you for
your 1 kind/kindty letters. You ask me what it’s
like here. I must say it’s pretty 2 good/well! The
language school is very 3 efficient/efficiently
organized. On the first morning we had to take a
test, which I found rather 4 hard/hardly. However,

I got a 5 surprising/surprisingly good mark, so

I’m in the second class. I didn’t take much at first,
because I couldn’t think of the words 6 quick/
quickly enough, but 7 late/lately I've become much
more 8 fluent/fluently. I'm staying with a family
who live 9 near/nearly the school. They are quite
10 pleasant/pleasantly although I don’t see much

of them because I'm always so 11 busy/busily
with my friends from school. I was surprised how
12 easy/easily I made friends here. They come
from 13 different/differently parts of the world and

we have some 14 absolute/absolutely fascinating

discussions. I do hope you will be able to join me
here next term. I'm sure we’d have 15 good/well
fun together.

Best wishes,
Celia

Task 2 Rewrite each of the following
sentences without changing its
meaning.

1. The boy is a quick learner.
The boy learns

2. The man can cook really well.
The man is a(n)

3. Your behavior was quite foolish.
You behaved

4. The hotel staff treated us in a very friendly
manner.

The hotel staff were

5. He proposed that we put off our meeting,
which is unreasonable.

His that we put off our

meeting is unreasonable.

6. Philippa is usually a hard worker.
Philippa usually works

7. Tom looked sad when he saw the injured dog.

Tom looked

8. 1 wish you could swim fast.

I wish you were a(n)

9. She speaks perfect English.
She speaks English

10. T didn’t go out because of the heavy rain.

I didn’t go out because it rained

Task 3 Fill in each blank with the proper
form of the word given in brackets.

When Helen Keller was born she was a(n)
1 (health) baby. But 2

(unfortunate), when she was 19 months old, she had
a sudden fever. Later, the fever 3

(disappearance), but she became blind and deaf.

When Helen was seven years old, a teacher,
Anne Sullivan, came to live with Helen’s
family. First, Anne taught Helen how to talk
with her fingers. Then Anne taught Helen
to read by the Braille system. Helen learned
these things 4 (quick). However,
learning to speak was harder. Anne continued
to teach Helen with 5 (patient).
6 (final), when Helen was 10 years
old, she could speak 7 (clear) enough
for people to understand her.

Helen went to an institute for the blind,
where she did very well in her studies. Then
she went to college, where she graduated with
honors when she was 24 years old. Helen traveled
8 (extensive) with Anne. She worked
9 (tireless), traveling all over
America, Europe, and Asia to raise money
to build schools for blind people. Her main
message was that disabled people are like
everybody else. They want to live life fully and
10 (normal). Helen wanted all people
to be treated equally.
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Task 4

Identify the part of speech and sentence component of each underlined word or
phrase in the following paragraph.
Mike thinks Lily is beautiful. He loves her deeply and dreams of marrying her, but

@ @ ® ® ®

unluckily he is rather old for her. Today they are at a café. With their friends Jenny and Lucy on
@ O, ) ©@ ®

the spot, Mike can’t get romantic with Lily. But he might buy her some flowers later to make

@ ®

her happy.
®

Word/Phrase Part of Speech Sentence Component

beautiful
old
some

happy

loves
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He
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deeply
unluckily
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at a café
With their friends
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