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Teacher’s Notes

Uses of the material

1. As a complete course for students of Business English. ‘ ‘

2. As supplementary material to a General English course for students with an interest
in or a need for Business English.

3. As a self-study/homework component for a Business English course.

4. As follow-up material on completion of a Business English course.

Selection of material

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

1. Topic (see Contents page)
2. Language area/skill (see Contents page).

Using a unit
1. Listening

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

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

Play the tape right through, without stopping.

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.

iv Let the students check their answers with the Key.

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

Refer the students to the Word Check (Section 5) if there are vocabulary problems.

_
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2. Presentation

—_

Ask the students to read through the presentation and explanation of the language area.
i Get them to give you additional examples of the language presented.
iii If necessary, look at the tapescript in the Key to identify exponents of the language.

=

3. Controlled practice

—

Ask the students to complete the exercises and then check their answers with the Key.
Advise on alternative answers or give more practice where necessary.
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4. Transfer

These activities involve speaking — mostly pair work.
i Divide the class into pairs.
ii 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).
iit. Monitor the pairs while they carry out the speaking transfer, prompting the use of
practised language if necessary.

5. 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.

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

. _.____ __one or more words;
e only one word.



Notes to the Student

Who is it for?

This material is for students who have some previous knowledge of 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,

Selection of material

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)

Using a unit

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).

1. Listening

This tells you something about the unit. All the listening activities have an exercise with
them.

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

i Play the tape right through without stopping

As you listen, try to do the exercise.

iv [f necessary listen to the tape again. Stop the tape and replay sections if you need to.
v Check your answers with the Key at the back of the book.

vi 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.

—_—1 .

2. Presentation

Read carefully through the presentation and explanation of the language area.
Try to remember how this language was used on the tape. It vou wish, listen to the
tape again.

3. Controlled practice

Complete the exercises.
it Check your answers with the Key.



iii If your answers are wrong, look again at the Presentation, and try to see why you
have made mistakes.

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:
i Decide who is Student A and who is Student B.
ii Student A should only look at the Student A copy.
iii Student B should only look at the Student B copy in the Key section.
iv Carry out the Transfer activity. Try to use the language you have learnt.

5. Word check

The words are taken from the listening passages. Try to think how you could use these
words yourself.

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

— _._.____one or more words;
—— only one word.
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vnit1 First meetings 1

(introductions and greetings)

1. Listening

First you are going to listen to a number of people introducing themselves. Some of the
introductions involve just two people; some involve three. As you listen, match up the

names. The first one has been done for you.

1st person 2nd person

Gunther Klein Mr Roberts
Paul Matthews\ John

Tom Geoff Snowdon
Peter Maxine

Herr Tiibingen Francine

Jane Akira Mishima
Tony Susan

3rd person

Philip

Francis

Dr Mannheim
Roger

2. Presentation

Introductions often include these steps:

greeting or  request for introduction
introduction introduction
response to greeting response to greeting

You heard two types of introduction:

introducing yourself
introducing someone else

2.1 Introducing yourself

Greeting Introduction
Hello Let me introduce My name’s _
myself.

Good morning/ My name’s _
afternoon

How do you do? I'm

Resp

onse

Pleased to
meet you.

Nice to meet

you.

Mine’s ___

Nice to meet

you.
I'm



2.2 Introducing someone else

Request for introduction Introduction Rgsponse
—_ , could you introduce me Of course ___ Nice to meet you.
to ? Let me introduce you
to _—
o, lhaven’tmet _____ _ I'msorry. _____ Very nice to meet
thisis you.
——_, 1 don’t know anyone Of course, I'll Nice to meet you.
here. You'll have to introduce me. introduce you to
this is —
Let me introduce you Nice to meet you
two. . _, thisis
Notes
1. Some introductions -are more formal than others. The use of first names indicates
informality.

2. In English-speaking cultures, people usually shake hands on first meeting.

Now listen again and indicate whether the introduction is formal (F) or informal (I). The
first one has been done for you.

Introduction 1 (F) Introduction 5 ( )
Introduction 2 ( ) Introduction 6 ( )
Introduction 3 ( ) Introduction 7 ( )

Introduction 4 ( )




3. Controlied practice

Complete the introductions:

1. Peter King introduces himself to Jack Simpson: .
PETER KING:  Hello, _ _ __ __ __. My name’s Peter King.
JACK SIMPSON: ., I'm Jack Simpson.

2. Philip introduces Sarah to James:
SARAH: Philip, I __ __ here. You'll have to __ _ __ __ __ .
PHILIP: Of N to)ames. He's an old friend of mine. James,
_____ Sarah, she’s just joined the company.
JAMES: , Sarah. Where do you come from?

3. Rod Burton introduces Pete Taylor to an important customer:
PETE: Rod, 1__ Mr Rogers, the Purchasing Manager from Kentons.
RoD: I'm . Come and meet him. Mr Rogers, __ __ __ _ _ Pete
Taylor, our Export Sales Manager.
MR ROGERS: _ __. __ __ __. What countries do you cover?

4. Klaus Fischer introduces himself to an American visitor.
KLAUS FISCHER: How __ __ __ _ 7 My _ .
AMERICAN: —_ o George Cole.

4. Transfer
GROUP WORK
Work in groups of three.

Introduce yourself to the others.
Introduce the other two to each other.
Ask to be introduced,

5. Word check

Marketing Manager — person in charge of the marketing department
Computer Manager — person in charge of the computer department
yet ~ up to now (in questions and negatives)

to be over — to be here on a visit from another country

host — person who invites or receives guests ‘

to move — to go to live in a new house

these parts — this area



unit2 First meetings 2

(presenting yourself)

1. Listening

Manders PLC are having their annual party. Listen to the dialogues overheard at the party.
Match up the people’s names with their type of work. The first one has been done for you.

Names Type of work

1. Peter a. Production

2. John \b‘ Personal Assistant

3. Susan c. software development
4. Mike d. market research

5. Sarah e. fashion design

6. Mr Fields f. Personnel

7. Martin g- Accounts

8. Jean h. Sales

9. Jean’s husband i. Finance

2. Presentation

It is very common to present yourself in terms of your job. The job identifies the person.
The dialogues thai , su heard follow a certain pattern:

Question/Comment Filler Response Comment/Question

A: What do you do B Well I'm in computers. B: Not a bad job.
(for a living)?

A: Do you work? B: Yes, ['m a fashion A: That’s interesting.

designer.

A: What do you do B: Oh I'm on the market B: What about you?
(intne ____ research side. And you?
Department)?

A: I haven’t seen you B: No, I've just started A: What do you do
around before. with Manders. I'm there?

in the Sales
Department.



