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spend, save, waste, have, invest
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a spend    b save    c have    d waste

page 95
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The New Database

a 2    b 1    c 3    d 4
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a 
a delay in putting a new database online

b 
last October

c 
next October

d 
He seems very relaxed about it, given that the database is severely delayed.
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a 
behind schedule

b 
the delay

c 
didn’t meet the deadline

d 
different timeframe

e 
long is it going to take

f 
the schedule

g 
it be on time
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The Myth of Time Management

1 
Introduction – Does time management work?

2 
Factors beyond our control

3 
Dealing with interruptions

4 
Making useful investments in time

5 
Defined tasks v. problem-solving
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a internet    b efficient    c tasks    d box    e intelligence    f operators    g problem    h expectations
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On the whole, he is against time-management techniques.
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Just In Time

a 
They removed all the clocks from their UK headquarters.

b 
To investigate how pressure of time can lead to stress, and see how an environment without clocks affects productivity.

c 
Because it is easy to measure.

d 
Because it doesn’t always correspond to the natural rhythms of the human body.

e 
Most people carried on as normal or enjoyed the experience; one person found it disorienting; one office manager was against it and found it chaotic.
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Vocabulary

a carry on    b drop off    c lead to    d hang on    e measure
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a lead to    b measure    c hang on    d carry on    e drops off
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a 
the future

b 
We are intending to bring the clocks back.

page 98
8

a 
’m going to leave

b 
’ll start

c 
’m going to take

d 
’ll phone

e 
’m going to take

f 
’ll take 
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a 
Will

b 
Going to
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Wasting Time

a bottom line    b delicate balance    c get caught    d waste time
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a waste time    b delicate balance    c bottom line    d get caught
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a in a mess    b set aside    c surf    d research    e nod
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Language Links

Vocabulary

Working conditions

1
a realistic deadline    b eight-hour day    c sales forecasts
    d bottom line    e forward planning    f long hours

2
a perform    b observe    c specialists    d productive    e intend    f decided    g discussion

Grammar

Practice 1

a 
This evening, I’m going to meet some friends for a drink.

b 
They’re going to employ more staff to deal with the new order.

c 
Are you going to meet me at the airport?

d 
What are you going to say at the meeting?

e 
Next year, I’m going to study German.

f 
He’s going to look for a new job.

g 
She’s not going to accept our offer.

h 
Are we going to take the train or the bus?

Practice 2

a 
I’ll take the team out for lunch.

b 
I’ll switch it off.

c 
I’ll call the IT department.

d 
I’ll take a taxi back to the office to collect them.

e 
I’ll take an aspirin and go home.

f 
I’ll ask her for her business card.

g 
I’ll call the office and apologise.

Practice 3

a 
I’ll order some more.

b 
We’re going to visit some friends in the country.

c 
I’ll phone them now.

d 
We’re going to discuss it this afternoon.

e 
But they’re going to move to a new place next year.

f 
All right, I’ll make you one now.

g 
Because I’m going to leave on time today.

h 
I’ll lend you mine.

Practice 4

a information    b someone    c easier    d learn    e do    f strategy    g start    h urgent    i time

