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(DABR—EBZRBIMBEREXNTEN  TEMAEIFS, ¥IBSSEBEIREDE,
H—PNE RBEZIEET MDA ZIANRS,

FIRSPNGHIBATENRSHRER  NMEHARNESIR, AEBoRE SRR BN
43I STUDY GUIDE,

FIRREBEIRUTIR:

AREDER, AMEZIES , AELTRMBADNTRE L URDTN BB/ ;

ZENENSFI  BRFXZ—RIILEPREANZ IR G, £FHTH STUDY GUIDE DH
DT HEHIME , BIIREE ERBFIHE;

ABOEBNEEHIN , BRERAB N, XBEIBE BRENBGETE;

AZFIOIYRDIUED LBRER, IFEHFIMICE—LEXNRNS;

WRMBAEBZXNIRE  BABTICRAFRNAR —RHITESHIHRSRA;

ARRPHRIESUREREHAN, WRMEY —HELERNOE, JUARF Y, GENS
B L% A 78 B AR SR L MR

BREEIMAEIHANS,

FIRIPHNRI DA 6 PEBAR.

1. VIEWING TASKS RXEBH#TBEHTHGHI,PRWESRAMNSAITRHELENER,

2. LISTENING TASKS XEMARSHHITNGI. TRSEHEENESIER, LENE
FEFNEE, MHGIRTUNDBURSELRINES.

3. SPEAKING PRACTICE XEFARTHHETHELRI . XEHIZBABBIRA O EIEM
it

4. PRONUNCIATION PRACTICE XZXABARBBHITONEZTEHI,

5. WRITING EXERCISES XEHIHBRRIESHERY,

6. LANGUAGE FOCUS XZ2ATFIRR—LBENE,
P56 ANSWER KEY #H T HINBXE,

1. VIEWING TASKS

XEGIBREEERTE, ABLGFIBHERARTMUZZILENERBESR. ENBOERN
hENFIESEENNE, B - UNIT 1, EXERCISE 1 GREET A COLLEAGUE 0, Clive i% : “Good morn-
ing, Jenny. "7E/IEAR BT HHI Greets Jenny, RIAXBEDR Jennyo REHEXIEE L : “Good weekend?”
FHIER BT H I Makes small ralk, RIBXRERE., BERH:
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GREET A COLLEAGUE

Complete
d

Clive: Jenny:

Greets Jenny:
Good morning, Jenny.

i1
< &
N

Makes small talk: 1.
Good weekend?

Makes small talk: 2.
It is cold this morning. .

SR LI, B T IRDBREM

- B-BAHIRE, TREINRE;

- BEMESERWNENEN, RBESHENRNBMAETIEA;

- WRIRE VCD, BE—MENS , AV ENM O HE LR UESHES;
C BRGICBEBNEARBHE , UENER,

WREENGHIFEM LIRS B, STUDY GUIDE G BIZ IS I N5 E1REEW,
A — %8 TdhE HELP BOX, X2 EEPHNE LATERNT 2, BENRRE —BHANE
£, Fibl, EBEIBNRRN, EFLERFE ANSWER KEY,TGIR B A HELP BOX RAIEFE.,

RLIUZERBRIRBOHE,

2. LISTENING TASKS

N2 UNARSTHONAELRNFNEY , BE2ETBMN BEEE ETSNIAS. & TH
UNIT 1, EXERCISE 9 INTRODUCTIONS ByRBIP, BRIRGRBPHIRNBHTTE,

9 INTRODUCTIONS
Listen and complete
Name Bob Jackson Sally Carter | John Mason Sue Peters
Company
Department _ finance
Job Title S
Fosition Derek Jones

SHIRPUX LG I, T RDBREM

- B-BHEIAT, TBRGINEE;

C MXERIT—EBRE;

- BR—BRES CEREEXAMELCHMOIUARE SR,
- BR—BRBERNER.
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3. SPEAKING PRACTICE
RENAREBHONOESI SREARCECHTE.BBURMRENNSAEVNINS, &
Rt &6y, BAWMAR. CEEERT, TEBRIMSIN— TS, B UNIT 1, EXERCISE 11, R
Z—ARRE, —UEBMARBIRBERNAS. O . IRMBRESSONE, IUEREBE,
WRIMBHBX LEIRBRARIAFTUSLES ANSWER KEY, REBR RS, BRERL K
RERWBIRBR, MMEZHERIENOBLHEIN, MITURBESH - ANNESZGEH, BMrEe
RBEWEATREER. A TEAXTHID, MBNBATDN/LT AL,

INTRODUCE KATE, DON AND EDWARD
Listen and speak
Name Kate McKenna Don Bradiey Edward Green
Company Bibury Systems Bibury Systems Bibury Systems
Job Title Head of Sales Director Marketing Executive
Department Sales Sales/Marketing Marketing
Position Reports to Don On the Board Reports to Don

MBI UEEBREHE LR TIRECHA S, ARSTEPNADMESHITN L. —RORBHE
BUMURENRZX.

4. PRONUNCIATION PRACTICE
BESIZREEN, GUIGMBALPREPEERBENER. ESTREXTPHFERTI2EI
17089853 , D BFRAN “SAME (S) OR DIFFERENT (D)"]“ODD MAN OUT?”,
f£“SAME (S) OR DIFFERENT (D)@, fREITHRM TSR XL . MEFEE , BT L MBI 71 SKhR
EARB,IFRESRHHEMNZEENEZREN. EE8%E S, RENE D, £°ODD MAN OUT?* M,
R 3 TERIRE, APHRTE2EBN, —T2REH, MUABRIETEHNB TR 2,b, 88 co
ERRH:

i1 | Listen and choose Listen and repeat
Same(S) or Different(D)| Odd man out?
1 S D 1 a b [ 1 Edward Green.
2 S D 2 a b c 2 Good morning.
3 S D 3 a b ¢ 3 Pm afraid Mr Smith’s out.
4 S D 4 a b ¢ 4  Put me back to the switchboard.
5 S D S a b ¢ 5 I represent Bibury Systems.
6 S D 6 a b c 6 It’s a voice-activated toy.
7 S D 7 a b ¢
8§ S D 8 a b ¢

XEGITUBENIIRS  REENGIFI . IRTEBIABTEGIRES,. MS—EHIHEHRE
RNEH, WTFBEARBZHBIBIFIW ship /sheep, right /ride, sat /that), BR FMWIT , BT REDHE
B 75% 0. RIS ARILABIT—E, FERBREXBEZTRIUBE,
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BEHIABIFE—INRESE, RN “LISTEN AND REPEAT” . HUX TN WA KB B, B JHA
BREREBZRENMS.

AEENETH, EE -k IFRN“LISTEN, REPEAT AND MARK” , BXRIFIFRE JEEH IR ET
HINTRFBEE RO FHNES. BEH STUDY GUIDE HiRBHARBERITHRNS,

B

Listen, repeat and mark

1 re-li-a-ble

2 com-po-nent
3 con-sul-tan-cy
4 tech-no-lo-gy

HIRBII LS I, BT RS BEM

 BRBMLERFT—E, RTHINAS;

s B —BRBHBERMELS, W Listen and choose, Listen and complete, Listen and repeat;
s BIR—BRBRNER.

5. WRITING EXERCISES

SEXITDIRTBECEARENERM . RSO, MUZEBSHERNDF. BNE
BTONERER, BE UNIT 1 PEIXTSELS:

(%]
7 SAY WHAT THEY HAVE

Match and write sentences
Example:
Big Boss has a microphone.

Big Boss glasses

Edward a range of products

Derek a microphone

Clive no office

Bob and Pete an office on the first floor

Bibury Systems no experience

6. LANGUAGE FOCUS

EZTRTHMEE LANGUAGE FOCUS, XZBIBZAMRHE D, RS SR BT HNNIB AN
R FEREOBEH R NI EHBEEBET  BRBERNE, BENBHBURREAZNN. EIZ
IBLIRTUR AR BB AN KNI FEW. U T RHTUEMRT BXILDRE.
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2 DESCRIBING PEOPLE AND THINGS: OTHER VERBS SIMPLE PRESENT: ALL VERBS
people 1like this one. I like
and You report to Don. we call
things We have a range of products. you report  {NO ENDING]
We call him Clive. they have
think
He looks angry. he likes
Kate reports to Don. she calls
Derek has a team of six. it reports [ADD-S]
thinks
has
A\ have + s = has

ENEMEET-EBEER,

ANSWER KEY
EEBLHEINER, IUBRFR2TUEREGARSHEPHBRIN, CEXLEBERRHEMET

HIGRNEEAN, FEMRBPRANEE, BSCRUSHASMEITEETEBIWR,

STUDY GUIDE
BPOXPLARBBEESIMTRNE NG, RRSRAINRABRKRRBEANTGE.

TEACHER’S GUIDE
EBAABABMATHAZELIN LAERRREH T HERNBZEW.

FEMEMZ IS ABR—BSRIBDN), HHRIMAIN!

mE
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Unit 1 Introducing Yourself

GREET A COLLEAGUE

Complete

Clive: Jenny:

Greets Jenny:

Good morning, Jenny.

Makes small talk:

Good weekend?

Makes small talk:
It is cold this morning.

Jenny: Kate:

Greets Kate: Gress Jenny:

Good moming, Kate. 3

N

Responds: Asks a polite question:
5 . 4

INTRODUCE YOURSELF

Complete

Edward: Geraldine:

Greets Geraldine and introduces himself:

Good Morning.

1 Edward Green.

Gives Don’s Name: Asks him to wait:

2 to see Don Bradley.

Ah yes. One moment, please.




Unit 1 Introducing Yourself

m Complete

Jenny: Edward:

Checks:

Are you Edward Green?

Introduces herself:
3 Jenny Ross.

Asks polite question: Responds:

4 Hello. 5

Welcomes Edward:
6

Responds:

Bibury Systems.

Thank you.

Gives job title:

7

in the marketing department.

INTRODUCE A NEW COLLEAGUE

Complete

Jenny: Kate:

Jenny gives Edward'’s name:

1 Kate,

Edward Green.
Greets Edward:

Ah yes. Edward. Hello.

Gives Edward's job title:

2 our new

Welcomes Edward:

3

Bibury Systems marketing department.




STARTING BUSINESS ENGLISH

——

(W]

Do THEY SHAKE HANDS?
Complete
Clive Edward
Jenny
Geraldine
Derek
Kate

THE MARKETING DEPARTMENT

Complete

First Jenny says:

1 Thisis

Then she says:

2
3
4
5
6
7
8

This is

That’s

This is

Over here is

Here is

And here is

And this is

PRONUNCIATION PRACTICE

1

® 9 o N s W N

S

S

S

S

S

Same (S) or Different (D)

D

O U U U U U U

Listen and choose

1

W 9 SN UM A W N

items again and repeat the words.

a

a

Odd man out?

Listen and repeat

1 Thank you.
Can [ help you?
Kate’s job

Let’s go.

That’s Pete.

A h & W N

It’s not good.

When you have completed the Listen and choose exercise successfully, play the
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Unit 1 Introducting Yourself

SHOW THE COMPANY STRUCTURE

Complete

Sales and Marketing Director

THE

BOARD

Managing Director or Chief Executive

Financial Director

Personnel Director

| 1 | | 1
saiss e svemncnae || cemsomue
DEPARTMENT DEPARTMENT
DEPARTMENT DEPARTMENT
N JVL N/ | \/ J\/[ N/ F@

Research Assistants

MARKETING Jenny says:
-I L 1 1 the company
structure.
HEADS OF ADMIN- MARKETING
SALES ISTRATION EXECUTIVE 2 Don is sales
and marketing director and is on the board.
Kate reports to Don.
3 Youare and you report
to Don.
Sales 4 the boardroom.
Executives 5
Assistants a range of products. Our toys.
SAY WHAT THEY HAVE

Match and write sentences

Big Boss
Edward
Derek

Clive

Bob and Pete

Bibury Systems

glasses

a range of products

a microphone

no office

an office on the first floor

no experience

Example:
Big Boss has a microphone.
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STARTING BUSINESS ENGLISH

ASK QUESTIONS

Write the questions and complete the answers

Example:
You / Edward Green? Are you Edward Green?!

1 Edward / head of sales?

No, Don Bradley. No, I'm Don Bradley.

No, he’s the new

2 Bob and Pete / sales
assistants?

No, they’re

3 Jenny / a receptionist?

No,

4 You / sales and marketing
director?

No, the development manager.

INTRODUCTIONS

Listen and complete

Name Bob Jackson

Sally Carter

John Mason Sue Peters

Company

Department

finance

Job Title

Position Reports to

Derek Jones

INTRODUCE KATE, DON AND EDWARD

Listen and speak

Name Kate McKenna Don Bradley Edward Green
Company Bibury Systems Bibury Systems Bibury Systems

Job Title Head of Sales Director Marketing Executive
Department Sales Sales / Marketing Marketing

Position Reports to Don On the Board Reports to Don
Example:

This is Kate McKenna. She works for Bibury Systems in the sales

department. She reports to Don Bradley.




Unit 1 Introducing Yourself

MEET JENNY ROSS

Listen and respond

EXERCISE 5
You are Edward Green.
Don’s office the coffee machine
You meet Jenny Ross in reception.
my desk the fax machine
Example: Jenny:  Are you Edward Green? the stationery cupboard your desk
You: Yes. the photocopier the marketing department
LANGUAGE FOCUS

1 DESCRIBING PEOPLE AND THINGS: TO BE

SIMPLE PRESENT: TO BE

people I'm Jenny Ross,

Sorry, Derek. You're busy!

Kate is Head of Sales.
She’s good.
Edward Green is in reception.
He’s young. He’s intelligent.
things [t’s a toy.
This is a prototype.

Bob and Pete are research assistants.

2 DESCRIBING PEOPLE AND THINGS: OTHER VERBS

I'm the Head of Administration.

I I'm [ am
we we're we
you youre  you
they they’re they
he he’s he
she she’s she
it it’s it

SIMPLE PRESENT: ALL VERBS

are

is

people 1 like this one. 1 like
and  You report to Don. we call
things We have a range of products you report [NO ENDING]
We call him Clive. they have
think
He looks angry. he likes
Kate reports to Don. she calls
Derek has a team of six. it reports [ADD-S]
thinks
has
A have + s = has
3 QUESTIONS
BE Is he good?
Are you Edward Green?
WHAT What is it?
What is Kate’s job?
HOW How are you?
DO /DOES + VERB Do you like it?
WHAT What do you think?
WHERE Where does she fit into the company structure?
HOW How do you do?




Unit 2 Using the Telephone

——

o

EDWARD AND MR SMITH’S SECRETARY

Complete

Edward: Mr Smith’s secretary:

Introduces himself:

Hello, my name is Edward Green.

Asks for Mr Smith: Answers ‘no’:

to speak to I'm sorry but Mr Smith isn’t available.

1
Mr Smith, please.

Responds:

Okay. 2 TlI

Edward: Mr Smith’s secretary:

Introduces himself:

3 )

from Bibury Systems.

1 rang earlier.

Asks for Mr Smith: Answers ‘no’:

I'm afraid Mr Smith is not
in the office at the moment.

4

Mr Smith, please.

Asks a question:

Responds: Can I ask what it is about?

It is very important.

51 Bibury Systems. Blocks:

6
and I want Mr Smith to see it.

Please send the product specifications
by mail, Mr Green.




