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Map of the book

1 Making business contacts A Reading and writing '
Arranging a meeting « company job titles; an introductory letter; correcting notes and

i writing a repl
First contacts Grodtings and W s e
introductions B Ty :
o greetings and introductions; company descriptions and
Talking about jobs activities
; e L C Speaking
N, = « greetings expressions; job descriptions
Role plays: talking about work and interests
2 Travel language A Reading and writing
: ; Making reservations « enquiries and responses; a letter outlining a project; an
Travelling for . e-mail with fax reply
s Organising trips . :
business : ;2 B Listening
; : Making enquiries e airport announcements; greetings; checking into a hotel
4 C Speaking
o flight information
Role plays: arranging travel and accommodation
3 Making telephone calls A Reading and writing
Exchanging Leaving messages . ;cle;:;hone expressions; an introductory letter; a reply from
& 2 Asking about products . :
information and services B Liiening

o telephone conversations: outline of a company’s services;
hotel reservations
C Speaking
 basic telephone expressions
Role plays: making arrangements and leaving messages

4 Taking part in meetings A Reading and writing
: Asking for and giving » meetings expressions; an introductory letter; a reply from notes
Meetings and opinions B Listening
opinions Agreeing and disagreeing » expressions of agreement and opinion; making decisions

C Speaking
o ideas, opinions and responses

Role plays: expressing opinions, agreement and disagreement

5 Giving instructions A Reading and writing
. ; Understanding e notices and instructions; a letter about a business trip;
Instructions and regulations a fax from notes; written directions
warnings Describing processes B ienlmg . it
s I : « finding locations on a map; safety notices; process descriptions
€8 g C Speaking
e possibilities and requests
Role plays: making requests and responding; describing locations
and following descriptions
6 Analysing trends A Reading and writing
Describing patterns o language of trends; banking functions; economic and
Trends and Makhig et demographic information; a short report
predictions P B Listening

¢ a presentation about economic trends; post-presentation
questions; information from graphs

G Bpesking

' wiﬂm@'aphs f d demographic information



UNIT FUNCTIONS SKILLS AND LANGUAGE FOCUS

7

Company profiles

Suggestions and
reasons

9

Terms of sale and
delivery

10

Technical and social

exchanges

Enquiries and
complaints

12

Tasks and teams

-

Describing companies
Explaining choices
Justifying decisions

Making suggestions
Suggesting alternatives
Justifying decisions
Giving reasons

Negotiating terms of sale
Agreeing delivery dates
Making decisions

Exchanging technical
information

Quantities and
dimensions

Making invitations
Social conversation

Making enquiries
Answering enquiries
Dealing with complaints

Setting tasks
Organising teams
Defining responsibilities
Working to deadlines

“CSpeaking‘

A Reading and writing
« graphs and descriptions; a company proﬁle an application
form
B Listening
o telephone calls: dealing with problems, choices and solutions
C Speaking
« verbs relating to company performance a company history

Role plays: company presentations

A Reading and writing
e a letter containing suggestions; responding to the letter
with alternative suggestions and reasons
B Listening
« a meeting to negotiate a contract; a telephone conversation
focusing on persuasion
C Speaking
« making suggestions and giving reasons
Role plays: negotiating

A Reading and writing
o terms of sale questions and responses; information transfer
using a price list; completing an e-mail
B Listening
e preparing a negotiating position; extract from a negotiation
C Speaking
e prepositions of numbers and time; matching offers and
responses

Role plays:‘negoﬁating on the telephone

A Reading and writing
o describing dimensions; technical specifications; a formal letter
of acceptance
B Listening
e a technical presentation; socialising in a restaurant
C Speaking
» suitable subjects for social conversation; making invitations and
responding

Role plays: social situations

A Reading and writing
o polite questions; a conference programme; correcting an
e-mail enquiry
B Listening
« enquiries and complaints at a conference
C Speaking
 practising enquiries and responses
Role plays: making and dealing with enquiries, requests and
complaints

A Reading and writing
» describing responsibilities; a newspaper interview; tasks
and deadlines from a flow-chart; completing a fax
B Listening
« confirming arrangements and deahng with problems;
planning ahead

ny reorganisation



’ ‘ Kirst contacts

making business contacts

BEFORE YOU START

. 1 In the column on the left (1-5) are examples of the main skills in this unit.
greetings and introductions Match them with the expressions in the column on the right (A-E). The
first has been done as an example.

1 Arranging a meeting A I'd like you to meet Carla.
2 Introducing yourself \B We manufacture boats.

arranging a meeting

talking about jobs

3 Introducing colleagues C May I suggest Friday at 9 am?
4 Offering D Good afternoon, my name’s Jim.
5 Talking about companies E Would you like a drink?

2 The following words may be new. Check that you understand them.
LAWYER - a legal expert (noun: LAW, adjective: LEGAL)
FIBREGLASS RESINS - materials used to manufacture pleasure boats
HULL - the “body” of a boat
DECK - the “floor” of a boat

I Reading and writing

In this unit (as well as in Units 5 and 9) we will look at two companies.

IF AF 30 A AR R % A :
R, vonczuclan company. It is An American company W_mCh
located in Caracas and employs | malkes boats. It is based in
230 people. It manufactures fibreglags resins f{ Miami and has B0 employees.
used to make the hulls and decks of sailing boats. | Chief Executive Officer = Jim Prior
Managing Director — Manuel Ortega. ' purchasing Manager — Michelle Henderson

Production Manager — Juanita Castro
Export Manager — Carla Naranjo
Receptionist — Marisol Fuentes
Assistant — Hugo Mendez

Finance Manager — Jack Ramsey

1 Look at the information about Polycaracas. Complete the following sentences.
The first has been done as an example.

1 Manuel Ortega is the Managing Director.
He is the head of the company.

2 works in the Production Department.

3 is responsible for foreign sales,
and reports directly to the Managing Director.

4 Hugo Mendez is the and doesn’t travel much.

5 ’s main responsibilities are welcoming visitors
and answering telephone calls.




2 Now read this letter that Manuel Ortega has just received from Jim Prior.

FIRST CONTACTS i

= 4

April 5 s 4

Mr M. Ortega FLORIDA MARINE
Managing Director 1325 Seaside Boulevard
POLYCARACAS MIAMI
Edif. EASO FL 33146

Avda Libertadores
Caracas 1010
Venezuela

Dear Mr Ortega

As you will see from the enclosed brochure, Florida Marine is a leading US manufacturer

of sailing boats with a share of nearly 20% of the US market.

We are particularly interested in establishing ourselves in the South American market and
hope to open a production site in Venezuela next year. Therefore we are actively searching (

for local suppliers of fibreglass resins for hull and deck manufacture.

Our Purchasing Manager, Michelle Henderson, and I will be coming to Venezuela during

the first week of June and would very much like to meet with you, May we suggest the

morning of Tuesday June 5 or the afternoon of Thursday June 7?
I look forward to hearing from you.
Very sincerely yours

@ ?v( g

Jim Prior
Chief Executive Officer

3 Now choose the correct words to complete these sentences.

1 Florida Marine manufactures
a) motor boats b) sails c¢) sailing boats

2 It has a share of of the US market.
a) more than half b) less than a fifth ¢) over a quarter

3 Florida Marine wants to Venezuela.
a) build a factory in b) exportto ¢) import from

4 Jim Prior will be accompanied by
a) ateam b) acolleague c¢) his boss

"5 A possible time for the meeting is .
a) 10amonJune 5 b) 11 amonJune?7 ¢) 2 pm on June 5

4 Manuel Ortega checked in his diary and then wrote notes for
a reply. Although he reads and speaks English well, he
sometimes makes mistakes when writing. So he asked Marisol
Fuentes to correct the notes before the letter was typed.

Find the errors and underline them. Then write the letter
that Manuel Ortega sent to Jim Prior. -

[ am thanking you for your letter

on April 5.

We are very interested by your

plans to open a production site here.
We will have pleasure to meet you in
Yenezuela in June.

I would like suggesting Tuesday June
5 at 10 am. Flease to confirm this,

I look forward seeing you on June 5.




Listening

1 When Jim Prior and Michelle Henderson arrived at the offices of Polycaracas,
they were greeted by Marisol Fuentes. Choose the correct phrases to answer
the questions below.

1 What should Jim Prior say to Marisol Fuentes?
a) Hello. I want to see Manuel Ortega.
b) Good morning. Is Mr Ortega in his office?
¢) Good morning. We have an appointment with Mr Ortega.

2 How should Marisol Fuentes reply?
a) Good morning, Mr Prior. I'll give him a ring.
b) Hello, Mr Prior. I'll tell him you’re here.
¢) Good morning, Jim. I'll tell him you’ve got here.

3 Marisol Fuentes asks Jim Prior to fill in a visitors’ form. What should she
say?
a) Would you fill in this form, please? b) Fill in this form.
c) Just fill in this form, would you?

2 A few minutes later Manuel Ortega arrived. Listen to the conversation

and then choose the correct answers.

1 The visitors were late because .
a) they stopped for breakfast b) it was a long way to Polycaracas
c) of a previous meeting

2 Manuel Ortega .
a) invites them to lunch at twelve b) has a lunch appointment
c) is late for an appointment

3 Manuel Ortega offers coffee and .
a) both visitors accept b) Michelle Henderson wants mineral water
¢) Jim Prior accepts




3 Listen to the recording again and fill in the missing words.

1 Ortega: Mr Prior? you do.
2 Prior: meet you, Mr Ortega.
3 Prior: me our Purchasing Manager,

Michelle Henderson.

4 Ortega: I'm you, Ms Henderson.

5 Ortega: Well, you a coffee before we start?

Manuel Ortega described the activities of Polycaracas to his visitors.
Then Jim Prior talked about Florida Marine. Listen to their conversation, and
then mark these statements T (for True) or F (for False). Correct the
sentences you think are false.

1 Sailing is popular in Miami. T
2 Manuel Ortega goes sailing regularly. T
3 The sailing boat market is growing rapidly in the US. T
4 The market is expanding in South America. T
5 Polycaracas has never supplied a US company before. T

ey Bie S le ylie s llle 5|

Now answer the following questions.

1 How many boats did Florida Marine make last year?
2 What does Manuel Ortega say about his daughter?

3 Why is Florida Marine interested in Venezuela?

4 What does Manuel Ortega say about resins?

The missing expressions below all concern companies, products and markets.

Listen to the recording again and fill in the words.

1 Prior: Well, as you know, we sailing boats.

2 Prior: nearly four hundred last year.

3 Henderson: Well, as Jim — Mr Prior — said, our

sailing boats.

4 Henderson: But the problem is, there’s not much room for

in the States.

5 Ortega: Well, South America’s certainly an

6 Ortega: We’ve been resins here since 1985.

7 Prior: Have you other US companies,
Mr Ortega?

Manuel Ortega was interested in doing business with Florida Marine, so he
invited his visitors to join him and his friend, Pablo Torres, for lunch.

FIRST CONTACTS



Speaking

1 Match the sentences on the left with the appropriate responses on the right.
The first has been done as an example.

1 How do you do. A Hi.

2 I'd like you to meet Jack Parsor\B Fine. And yourself?

3 Jim, have you met Gina? C How do you do.

4 Hello. D Pleased to meet you.
5 How are you? E No, 1 haven’t. Hello.

2 Give possible responses to the following phrases.

1 How’s life?

2 Helga, this is Kay.

3 Keeping well?

4 You're Eva Palowska, aren’t you?

5 May I introduce you to Mr Kawama?
6 Hello. Didn’t we meet last year?

3 When talking about people’s jobs, the following verbs are very useful:
involve reportto run  take partin - consist of

Complete the sentences below using the correct form of the verbs in the box.

11 the Accounts Department.
2 My job a lot of travel.

3 She the Head of Personnel.
4 Her job market research.

5 He international meetings.




FIRST CONTACTS

4 Role play 1 is for three students. Role plays 2 and 3 are both for two
students.

Jim Prior, Michelle Henderson and Manuel Ortega were joined by Pablo
Torres for lunch.

Read and prepare your part, then talk to your partner(s). Speaker A looks at
this page. Speaker B turns to page 106. Speaker C turns to page 110.

SPEAKER A

Roleplayl &

You are Manuel Ortega.
* Introduce Michelle Henderson (Speaker C) to Pablo Torres (Speaker B).
o Say what her job is and why she has come to Venezuela.

Useful expressions:

I'd like you to meet ...

She’s the ...

She's come to Venezuela to ...
Her company wants to ...

Roleplay2 &

You are Pablo.Torres.
» Ask Jim Prior (Speaker B) about Florida Marine.

Useful questions:

Where is Florida Marine based?

What do you produce?

What is your market share in the States?
Why are you interested in Venezuela?

Role play3

You are Jim Prior.
» Ask Pablo Torres (Speaker B} about where he lives, his job and what he
likes doing.

Useful questions:

Do you live in Caracas?
What do you do?

Do you travel much?
Do you like travelling?




Vocabulary & Notes

making business contacts
arranging a meeting
greetings and introductions

Before you start

s fibreglass n.
hull n.
deck n.

A Reading and writing

Polycaracas /,polika'reekas/
Venezuelan adj. & n.

Venezuela /venez'weila/ n.
Caracas /ka'reekos/

resin n.

sailing boat

to be located in . ..

Florida /'florida/

Miami /mai'semi/

managing director

production manager

export manager

chief executive officer

purchasing manager

finance manager

Manuel Ortega /'meenjuel o:'teige/
Juanita Castro /hua'nita’ keestrou/
Carla Naranjo /ka:lena'ra:nha/
Marisol Fuentes /'mairisol fu'entis/
Hugo Mendez /'hjuigeu 'mendez/
Jim Prior /dzim 'prais/

Michelle Henderson /mi:'fel "hendasn/

Jack Ramsey /dzeek'reemsi/

t He is the head of the company.

report to

shag cnclosed adj.
brochure n.
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. is responsible for foreign sales, reports directly to the Managing Director. . .
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... main responsibilities are welcoming visitors and answering telephone calls
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leading adj.
manufacturer n.
share n.
establish v.

EEH
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with a share of nearly 20% of the U.S. market

& R ETHGBHIE 20%

We are particularly interested in establishing ourselves in the South American

Market ...

confirm v.

B Listening

visitor’s form

Tapescript

breakfast meeting

lunch appointment

I’d prefer orange juice if possible.
She’s won competitions.
Tapescript

Back to Florida Marine.

consist of

FRATIXG 57 R B FE T S DR e e
P& [
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e.g. Our dinner consisted of three courses only.

HNwKmERA=EX.

There’s not much room for expansion in the States.

FER E Y KA R KHZIE.,

- .. South America’s certainly an expanding market

C Speaking
; appropriate adj .
How’s life?

AP : How are you doing?
How is it going?

How are things going?
Helga /'helge/
Kay / kei /
#a@ Keeping well?
#af Eva Palowska /'iivopo'losko/
#sb Kawama /ka:'wama:/
gk the Accounts Department
g the Head of Personnel
market research

Role play 1

Pablo Torres /'pseblau'toris/
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Speaker C
You are staying at the luxurious Grandioso Hotel.

TR T E4ER Grandioso )5,

grandioso /igramndi'suseu/ adj. &adv. (B Ml ;=5

Role play 2

Speaker A
Where is Florida Marine based? Florida Marine /&) B iRIEffAL?
What is your market share in the States?
RARGEEHTHER G
in the States = in the United States
Speaker B
There is a limited expansion in the States.

FERE LR AR,

Role play 3

Speaker B
a company lawyer for a German multinational

— ZEPEIE 5 [ 4\ A B R U
multinational = multinational corporation

BEAF; ZEAT
travel to Hamburg on business AL =






travel language
making reservations
organising trips

making enquiries

— 14 —

Travelling for business

BEFORE YOU START

1 Complete the following enquiries.

1 I'd like to make a booking
2 Could I change my reservation
3 The meeting’s postponed,
4 Can you tell me to Calcutta, please.
5 If the flight’s delayed, so can I fly on the 9th
6 1 want to reserve instead of the 5th?
F if there’s free champagne?

to an afternoon flight?
a seat in Business Class.
I'll be late for my meeting.

moOw >

2 The following words in this unit may be new. Check that you
understand them.
MOTORWAY - a wide, high-speed road between major cities
TIMETABLE - a list of departure and arrival times
TAKE-OFF TIME - the departure time of an aircraft

Reading and writing

In this unit (as well as in Units 6 and 10) we will follow the story of the Asian
Investment Bank, which is based in Paris, France.

Two of the people who work in the Project Finance Department of the Asian
Investment Bank are Martin Reynolds (the Manager), who is English, and his
French colleague Sylvie Lavigne (a financial expert).

We will also meet two representatives of the Vietnamese government: Dang
Binh Luan (a financial expert) and Le Van Nam (a technical expert).

1 Hereis part of a letter from Dang Binh Luan to Martin Reynolds. Read the
letter, then answer the questions on page 15.

It is the intention of the Vietnam government to modernise inter-city
communications, and one of our first priorities is to develop a road
transport system that will contribute to Vietham’s economic
efficiency. At present, road communications between Hanoi (the
capital) and Hong Gai (one of the provincial capitals) are inadequate.
Often there are traffic delays, which is not good for business or
communication.

Therefore, the government plans to build a motorway between
these two towns. The project will cost in the region of $100 million.
Although 25% of this sum will come from local sources, we are
exploring the possibilities of outside investment for the rest, and hope
that the Asian Investment Bank will be interested in collaborating on
the project.

My colleague Mr Le Van Nam and I w111 be in Paris on 15-19 June,
and would like to e o P e



Mark these statements T (for True) or F (for False). Correct the sentences you
think are false.

1 The Vietnamese government wants to modernise its road

transport. T E
2 Road transport is efficient between Hanoi and Hong Gai. T F
3 Hong Gai may lose business in the future if communications

are not improved. T F
4 The Vietnamese government wants a loan of $100 mllhon from

foreign sources. T F
5 Eighty per cent of the sum will come from the Asian Investment

Bank. T F
6 Two Vietnamese will visit France to discuss the project. T F

Martin Reynolds wrote a formal reply to the letter, saying that his bank was
interested in the project and had arranged meetings on 15 and 16 June.

In fact, Martin Reynolds knows Dang Binh Luan. They met at a World
Bank conference the previous year. Two weeks before the meeting, he sent
the following e-mail to Dang Binh Luan.

== Dang Binh Luan 10:34am = =
] s LE-MAIL FOR DANG BINH LUAN ] .

= &

Sender: Martin Reynolds
Date: 1 June
Subject:  your visit

Hello, Luan. I'm looking forward to seeing you again. Please let me know the
tlight number, date and time of your arrival in Paris and I'll come to meet you
and take you to your hotel.

Regards,
Martin

Dang Binh Luan replied by fax. He:

¢ thanked Martin Reynolds for his offer

» gave his flight details (AF 171 on 14 June; arrival 13.30 at Paris Charles de
Gaulle Airport)

¢ gave his hotel details (Hotel de la Tour, Paris)

¢ confirmed his appointment at the Asian Investment Bank (15 June at 9.00)

Now write Dang Binh Luan's fax from the notes above. Begin like this:

FAX

FROM: Dang Binh Luan, Ministry of Development, Hanoi,Vietnam

TO:  Mr Martin Reynolds, Project Finance Department,
Asian Investment Bank, Paris

DATE: 2 June
RE: My visit to Paris

M

TRAVELLING FOR BUSINESS
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