nizing your time

A busy week

A complete the phone conversations with words frem the box.

—

 hirthday business doctor's  soccer |

blind conference job wialin |
A.  Jake: Hey, Ramon, Can you come o my

Raman:

|ake:

Ramon:

Jake:
B. Yae-jih:

Yae-jih:

Yae-jih:
C. lawura:
Sibel:

Laura:

: Today at 2:00. Mr. Lawrence and Mrs. Neison have a lot of

M;@Lﬁv party on Saturday?

I'm not sures | have a

Z
appaointment at the hospital at 2:00 p.m, What
time is the partyf

It starts at 4:00 p.m. And there's someone
I want you to meet, Her name is Olivia.

well, | can come to the party. But | don't know about Dliia, I've never

beesn on a date.
3

It's not really a date. You're both just going to be at the party, It'll be funl

Hi, Don. How are vou!

: OK. I'm a little nervous about my [ntervieer at TOL Bank.

Oh, right, When is it

]
meetings, so we are going to have a e call. | won't have an
3

interview face-to-face.
Wow. That's different. Good luck|

Hellig, Sibel. Do you want to have lunch tomarrow!

I'm sorry. | can’t, | have a |. lesson 1omaorrow.
How about on Saturday!
| have practice in the afternoon.

F
Let’s have dinner on Saturday night.

DK, great. And we can go 102 movie after dinner, 0o,

_unil




D Circle the comect words to complete the emall.

=5
[ o

Hi Jim,

How are you? Thanks for your amail. It will be great (o see you next waek. What
de you do on Thursday? | have tickets to & hip-hop concert, if you'd
like to go with me. it's starting £ It starts at 8:00 p.m. I'm having g | have socoar
| practice at 4:00, but it's ending ﬁ it ends at 5:30. If you can go to the concert, we could |
| meat for dinner at 6:30 at Oh Boy Pizza. What do you think?

2 — -
e

Are you busy on July 28th7 I'm mmrhmglmwﬂ'ratdﬁw. Could you help ma move? | '
| Katie and Mil:m.:rnhulping_é help ma, too. They are going ﬂgnmawga class every
, Saturday from 8:00 to 10:00 &.m.. so we'll start at 11:00. I'm buying é | buy lunch for
J—

: | hope you can go to the concert. Write scon or call mal |
i Raul |

3 Check (+") the correct sentences. Rewrite the incorrect sentences with the correct forms
of the verbs. Use the simple present or the present continuous.

1, ] Lorena is having a violin lesson every Thursday.
_Lorena has a viglin [esson avery Thursddy.

2. [1 Do you have any doctor's appointments next week/

3. [ Marvin picks up his sister in Miami at 3:30 p.m. on Saturday.

4, [T] Brenda and Tom are staying at my house this weekend.

B, ] Naoki plans a conference call in meeting room B for Tuesday next week.

E. [ The movie starte at 9:00 and Is ending at 11:30,




&8 Read the sentences. Check (/) If the event Is happening right now or In the future,
Now Future
1. | can't have lunch now. I'm studying for my biology test.
2. | have a doctor's appointment on Friday.
3. len is working late next week.
4. I'm eating a great sandwich. Do you want to try It?
5. I'm sorry. Tae |ung isn't here. He has soccer practice.
6. Melanie can’t go on a blind date on Saturday. She has a guitar lesson.
7. We're leaving for vacation in three days!
8. Larry Isa't answering his cell phone, He is an & conference call.

afsalafaReNsh:
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5 ‘Complete the calendar with your own pians for next week. Write sentences with the present
mﬂﬂmmuﬂrﬂmﬂmphmm
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Can | take a message?

1 Put the words in the correct order to make sentences for leaving and offering
1o take phone messages.

1. leave | want | a / message [ to [ you / Do /! _Doyou want to leave a message?
2. Amber called [ him / Please | tell / that | .

3. s at 12:15 / the conference call [ her |
Can / you [ well f that [ 1

4, know [ in the merning [ that / you [ her | Could |
let / we're leaving |/ 1

B like { to / you / Would /[ leave [ message /a !
6. take /.a ) message /1 / Can /1

2 Complete the conversations with sentences from Exercise 1. Each sentence in
Exercise 1 i5 used once. Sometimes, the first word Is given.

A Brandon: Hellof Hh[_hﬂ‘iuuﬂmﬂlﬂ

Brandon: I'm sorry. He's not here, Do Wi ieni ARl e
_You want to lagve a message ! 909-555-1254 '
Amber: Sure,

Amber: Hl. Can | speak to [imf

£

B. Victoria: Heflos
Marcos: Mello. Can | speak to Tonya, pleasef
Victoria: Um, che's busy right now. Can ¢

Marcos: Yes, We have a business meeting at work tomornow.

z
Victorla: 12:15. OK. No problem.

E. Emma: Hella?
Asami: Hi. |s Kendra theref!
Emma: Mo, she isn't. Would {

1
‘Asamb: ©h, sure, I'm picking her up tomarrow for a camping trip,

2
Emma: 0. What time?

Asami: About 10:00 a.m.



Can you do me a favor?

1 Circle the correct phrase to complete each conversation.

Y

—

. A Algebra is difficult.
B: Do ywou want some help?
A: Yes. Can you help me with my résumé /(gheck my homewarky

2. A: That restaurant is too expensive.
B: | know, but the food is really good. Let's go.
A: Well, 0K, Could you lend me some money / water my plants’
3, A Hi, Ed. It's Sherry,
B: Hi, Sherry. You're calling me early, Is there a problem?
A: Yes, My car isn't working. Can you check my homework / give me a ride to work?
4, A: ook at those flowers! Your garden |5 50 beautiful!
B: Thanks, Would vou mind watering the plants [ getting the mail with ma/
5. A: |ulia s sp nice. She always wanis 1o help.

=

B: | know, She's feeding my cat [ giving me a ride while I'm on vacation.
B. A Do wvou want to go 10 a movie tonight!
B: I'm sorry, | can't. I'm getting my mail / picking up my parents at the airport.
. & | need to find a job,

e |
"

B: My office needs some new workers,
A: Really? Thar's great. Could you help me with my résumé [ pick me up!
8. A: Does anyone stay at your house when vou travel for work?

B: No. My neighbor usually gets my mall / checks my homework.
And he alse feeds my fish,



2 Complete the conversation with words from the box.

v can you do I'll clean | won't fn_rgat would you mind cleaning
could you take I'll cook Would you make

Tina: Matt, canyoude me a favor!
Mart: Sure, Tina. What is it?

Tina: I'm going to be home late tonight, around 7:00,
dinner?

z
Matt: No problem. facos

and rce and beans.

Tina: 0Oh, that sounds great! And _

4
out the garbage! It has 1o go out tonight.

Matt: Definitely. . | promisel
=]

Tina: Thanks, Oh, and the apartments Our new
&
neighbors, lay and Camille, are coming over for dinner, Remember?

Matt: Um, OK. | guess it before | make dinner.
Tina: Thanks, You're the best

3 Rewrlte the questions. Use would you mind. Then complete the responses with will.

1. €an you check my homework/
A: _Would vou mind checking my homework?

B: Mo problem. Il chack it after dinner.
2. Could you pick me up at 19:30 a.m.?
A
B: Mot at all. at-any time you want me to.
3. Would you give me a ride 1o my doctor's appointment?
A
B: Mo probiem. you a ride inomy new carl
4, Would you tell Josh that the meeting is tomorrows
A
B: No, | don’t mind, him when | se¢ him at lunch,

5. Could you water the plant in my office while I'm out next week/
As
B: No problem, it. How often shauld 1| do it!




4 Look at Eric’s notes. Then complete his conversation with each persan,

1. Ericc Can you give me a ride to the airpart on i AR e Y v
Priscilla: No problem. Mﬁﬁ?_ | ﬁwd :'lﬂ:il"ﬂ# pmﬂ =
2 Ere Can | getmymal 5 Amira__
| while I'm on a tip next weeky 1 _W#Whm_m'!m' EHF =
Chuck: Sure. them.
Ertc: And would you mind , 100!
Chuck: No, | don't mind. it, too.
3.  Ere Would when I'm on my tripf
Amira: All right. it on Wednesday and Friday.
a. Erlc: Could at 4:30 on Sunday’?
Greg: Yeah, sure. and

be latel

s People are asking you favors. Write their questions and your own answers.




Time management

A read the articte. What are four ways that peeple waste time?
1. _the Internet 2. 3 4

A Waste of l'i’mlzl

Many people don't manage their fime well. They often find othar things lo do when thay

should be working. Soma paopla don't even know they are wasting time. These ara soma
of the fop ime-wasiers, Do any of them sourd like you?

L The Intermet is & very useful tool, Dut s aiso the biggest way peapls
wasle lime, Many penple play games or chal anling instead of working
o deing reseanc for schoat, meﬂu aver looked al & Funny vides
otiline Mdtead of working? -

-.Lw can he Irﬂepﬁtlng anﬁ:qdur:aﬂnnar bt many waiste fime
bywﬂiﬂﬁmgﬂ Have you E-wrmhﬂnuhanhigﬂh Wﬂm"ﬁ}w&ﬁ.h
st @ little TV and then hours tater thought, “Oh, that's right. |
¥ Wﬂﬂ]ﬂﬂ JELM‘}'"'?

3. People can actually waste & 101 ol fime whnen They talk. At work, some
people taik 100 much about personai things m’mﬁﬁq{mﬂmr@m
Other peopie have the same r,nllﬂgn'tﬂhar talk to friends and
family on the mmﬁﬁad‘ﬂf

‘4. Balisve it ar rot, Ahinkin ﬁg b & waste o lime :ﬁ ﬁ“} i
- about ' ke then
ﬁiﬁﬁfﬁkﬁtﬁﬂﬁfmm*ﬁﬁmwm and they never get

2 Read the article again and the sentences below. Did each person waste time/
Check (") Yes or No.

L. Vicky researched information on the Internet for a work report.

2, Dan played a2 game online for twa hours at work.

3. Ines watched TV for ten minutes and then finished her homework.
4, Haluk talked to his boss about a buslness meeting.

5. Sam talked to his boss about his son's soccer game,

6. jen made a to-do list, and then she thought about how shed
never finish ail of it.
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