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Introduction

TARGETS AND This book is aimed at students who have a professional need for
OBJacrivas Business English; people either in, or training for, jobs in the
business world.

More specifically, the material is relevant for learners, at pre-
intermediate level or above, who need revision or further
practice in developing listening skills for:

m extracting relevant information

m structuring information

® inferring meaning from context

® becoming accustomed to different varieties of English.

The material also develops speaking skills through:

= problem-solving activities
» role-plays
® discussion topics.

ORGANI“'HON OF There are 20 units in the first part of the book (see Contents page).
MATERIAL Each unit consists of:

1. LISTENING A taped hstemng passage, accompamed by an 1nf0rmat10n task

2. PRESENTATION Language items from the listening passage hlghhghted and
explained.

3. CONTROLLED Exercises designed to give practice in the language items introduced
PRACTICE in the Presentation.
4. TRANSFER Pair work, or occasionally group work, designed to encourage
students to use the language introduced and to practise it in a freer
context.

WORD CHECK A glossary of the business vocabulary that appears in the hstenmg
passage.

KEY secTion The second part of the book contains the Key section for each unit.
This includes:

1. LISTENING A tapescript and answers to the listening task.

X




2. CONTROLLED

PRACTICE

3. TRaNsFER

(where necessary)

GLOSSARY

 APPENDIX A
THE ROI.ES OF 1

Answers to the controlled pracnce exercises.

Information for pair-work activities.

At the end of the book there is a glossary of frequently used business
terms.

After the glossary there is an appendlx of common 1rregular verbs

The materlals provrde the teacher w1th an opportumty to stnke a
balance between two classroom roles: teacher-controlled and teacher-
monitored. They also give students arl opportunity for autonomous
learning (self-study).

Sections 1. Listening, 2. Presentation, 3. Controlled Practice, and the
Word Check section can be worked through with or without a
teacher. Section 4. Transfer can be worked through by students in
pairs or groups without a teacher, but some form of teacher
monitoring is advisable.
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Business CONTACTS
FOR?

MATERIAL

USING A UNIT

1. LisTENING

3. CONTROLLED

PRACTICE

Note:

To the Student

English and wish to apply it in a business context. It can be used by
students working alone, as self-study or homework material during a
business course, or as follow-up material after a business course.

You can work through the material starting at Unit 1. Alternatively,
you can choose units on the basis of the topic or the language area or
skill covered (see Contents page).

All of the units can be done without a teacher.” All the sections in a
unit can also be done without a teacher except for the Transfer
activities (but see below).

have an exercise with them.

m Read through the introduction to the Listening section. Make sure
you understand what you have to do while you are listening.

m Play the tape right through without stopping.

As you listen, try to do the exercise.

m If necessary, listen to the tape again. Stop the tape and replay
sections if you need to.

s Check your answers with the Key at the back of the book.

» If your answers are wrong, listen again. You can check the
tapescript in the Key. Use the Word Check if you cannot
understand some of the words.

® Read carefully through the presentation and explanation of the
language area.

a Try to remember how this language was used on the tape. If you
wish, listen to the tape again.

m Complete the exercises.

a Check your answers with the Key.

a If your answers are wrong, look again at the Presentation, and try

to see why you have made mistakes.

We have used the following symbols. They show you what is
missing in the exercises:

............... one or more words only one word.




4. TRANSFER These activities involve speaking. You can do the pair-work speaking
activities without a teacher. However, these activities are best done
with a teacher who can correct your spoken language.

If you do the pair-work speaking activities with a colleague, follow
this procedure:

m Decide who is Student A and who is Student B.

a Student A should look only at the Student A copy.

m Student B should look only at the Student B copy in the Key
section.

= Carry out the Transfer activity. Try to use the language you have
learnt.

WORD CHECK The words are taken from the listening passages. Try to think how

you could use these words yourself.
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To the Teacher

USES OF THE ® As acomplete course for students of Business English.
MATERIAL = As supplementary material to a general English course for
students with an interest in or a need for Business English.
B As a self-study/homework component of a Business English
course.
m As follow-up material on completion of a Business English course.

SELECTION OF The units are not graded. Teachers may, therefore, select
MATERIAL according to:

m Topic (see Contents page)
m Language area/skill (see Contents page).

USING A UNIT At the beginning of each unit there is a short introduction to the
1. LISTENING topic. The input text for each unit is a listening passage.

m Prepare the students for the task. Make sure they are absolutely
clear what they have to do.

s Play the tape right through, without stopping.

s For many students it will be necessary to give them an
opportunity to listen to the tape again. Replay the tape, stopping
at appropriate places.

» Let the students check their answers with the Key.

a Play the tape again if there are major differences between the Key
and the students’ answers.

m Refer the students to the Word Check if there are vocabulary
problems.

2. PRESENTATION ® Ask the students to read through the Presentation and

explanation of the language area.

m  Get them to give you additional examples of the language
presented.

® If necessary, look at the tapescript in the Key to identify
examples of the language.

3. CONTROLLED m  Ask the students to complete the exercises and then check their
PRACTICE answers with the Key.

= Advise on alternative answers or give more practice where

necessary.



Note:  The following symbols have been used to indicate what is missing in
the exercises:

only one word.

4. TRANSFER These activities involve speaking — mostly pair work.

m Divide the class into pairs.

m  Assign roles (Student A and Student B). Make sure they only look
at their own role/information (Student B’s information is always
in the Key section).

m  Monitor the pairs while they carry out the speaking transfer,
prompting the use of practised language if necessary.

WORD CHECK  The words are taken from the listening passages. The glossary only
provides definitions. This section can be used before, during or after

the listening activity.
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