:_iAnf’e,lem_entaf~y course in communication ;fd'r bank:gmpibm g

~ johnand jean McGovern .




BANK ON YOUR
ENGLISH

An elementary course in communication
for bank employees

JOHN and JEAN McGOVERN

)

PERGAMON PRESS

OXFORD - NEWYORK - TORONTO - SYDNEY - PARIS - FRANKFURT




U.K. Pergamon Press Ltd., Headington Hill Hall,
Oxford OX3 0BW, England

U.S.A. Pergamon Press Inc., Maxwell House, Fairview Park,
' Elmsford, New York 10523, U.S.A.
CANADA Pergamon Press Canada Ltd., Suite 104,

150 Consumers Road, Willowdale,
Ontario M2J 1P9, Canada

AUSTRALIA Pergamon Press (Aust.) Pty. Ltd., P.O. Box 544,
Potts Point, N.S.W. 2011, Australia
FRANCE Pergamon Press SARL, 24 rue des Ecoles,

75240 Paris, Cedex 05, France

FEDERAL REPUBLIC Pergamon Press GmbH, Hammerweg 6,
OF GERMANY D-6242 Kronberg-Taunus, Federal Republic of Germany

-

Copyright © 1984 Pergamon Press Ltd.

All Rights Reserved. No part of this publication may be
reproduced, stored in a retrieval system or transmitted in any
form or by any means: electronic, electrostatic, magnetic
tape, mechanical, photocopying, recording or otherwise,
without permission in writing from the publishers.

First edition 1984

»

Library of Congress Cataloging in Publication Data

McGovern, John.

Bank on your English.

(Materials for language practice)

1. English language—Conversation and phrase books
(for bank employees) |. McGovern, Jean. Il. Title.

lll. Series.

PE1116.B34M33 1983 428.3'4'024332 83-2441

British Library Cataloguing in Publication Data

McGovern, John

Bank on your English.—(Materials for language
practice)

1. English language—Textbooks for foreigners
2 Banks and banking

I. Title Il. McGovern, Jean Ill. Series
428.2'4'024332 PE1128

ISBN 0-08-028639-9

Printed in Great Britain by A. Wheaton & Co. Ltd., Exeter



OTHER TITLES IN THIS SERIES INCLUDE:

BINHAM, P. et al
Hotel English
Communicating with the international traveller
BINHAM, P. et al
Restaurant English
Communicating with the international traveller
BLAKEY, T.
English for Maritime Studies
DUNLORP, I. and H. Schrand
Communication for Business
Materials for reading comprehension and discussion
FITZPATRICK, A.
English for International Conferences

" GILLIBRAND, P. and V. Maddock, .

*

The Manager and His Words
An introduction to the vocabulary of business English

GUDERIAN, C.
HoldOn...
A short course in survival English for international secretaries

McKELLEN, J. and M. Spooner
Business Matters
Practice materials for business communication in English

BRIEGER, N. et al
Business contacts

BRIEGER, N. and J. Comfort
Business Issues

POTE, M. et al
A Case for Business English

PALSTRA, R.
International Telephone User’s Handbook

and our new ESP readers include:
KAY, V.
Biological Sciences

DAVIES, D.
Telecommunications

NOTO, S.
Physics

Aﬁ S%MOU L.
ic

* Includes audio cassette(s)



INTRODUCTION

Who is the course for?

This is a communicative English course for ‘false beginners’, who need to learn
the language necessary for basic banking transactions. It has been developed
specifically for bank employees who use English in their Jobs.

What are its aims?

The course aims to improve the students’ oral, aural, reading, writing and
numeracy skills, although the emphasis throughout is on spoken English. Each
unit teaches the student how to handle a number of functions and these
functions once introduced are then recycled throughout the following units.

What does it consist of?

There are 9 teaching units and one revision unit. Each one consists of four
- sections, containing the following language practice features:—

Elicitation phase.
Dialogues.
Grammar.
Intensive practice.
Role play.

*k k Kk Xk Kk

* Listening comprehension and note-taking.

* Reading comprehension.

* Authentic writing tasks.
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plus a recorded cassette containing the dialogues from SECTION A and the
listening exercises for SECTION B in a variety of voices and accents. The
dialogues have been recorded twice each — first at natural speed in a bank
setting and then with no background noises and with pauses. The questions for
SECTION B are also followed by pauses.

The symbol | Q.0 | indicates the material is recorded on cassette.

How can it be used?

Bank on Your English has been designed to allow for a great deal of flexibility of
use. It can be used either intensively or non-intensively. The teacher has 3
choices:

* to work through each unit from SECTION A to SECTION D:

* to select, if time is of a premium, those sections and units which focus on
the skills and topics that are more relevant to the students’ needs;

* to reorder the sections of each unit, so that variety is introduced into the
format of the lessons.

Detailed notes for teachers can be found at the back of this book. They comprise
a step-by-step guide for each section and a key to each unit, including answers
to the exercises in unit 10.
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REQUESTING ACTION, SERVICES,
OBJECTS

Elicitation

Study each illustration before listening to the dialogues. What do you think the
people are saying?

1o

eee TRAVELLERS' CHEQUES.




D»ialogues

1. Lady:

Clerk:

Lady:

Clerk:

Lady:

Clerk:

2. Man:

Clerk:

Man:

Clerk:

Man:

3. Lady:

Clerk:

Lady:

Clerk:

Lady:

| want to cash these travellers cheques please.

Certainly madam . . . Could | have your passport please?
Yes, here you are. '

Thank you . . . would you sign each of them please?
Could | have new notes?

Yes madam.

I'd like to know the balance of my account please.

Certainly sir . . . May | have your cheque book please?
Yes, of course. _
Thank you ... . would you wait just a moment sir? . . .
There you are.

Thank you.

I'd like to deposit some money in my deposit account.
Could you complete a paying-in skp please madam?
Oh yes . . . there you are.

Could | have your pass book too?

Yes of course. Here you are.

Grammar ]

1. Practice these functions orally and add some examples of your own:

Requesting service

I'd like

| want

open a current account

order some travellers’ cheques
change some francs

see the manager

to make an appointment

transfer £100 to my brother

please




Requesting action

Would you

sign your name here

wait just a moment

sign the back of the cheque
fillin a paying-in slip
complete this form

initial the correction

please?

Requesting object

Could | have

your

pass book
passport

cheque book

a/some

new cheque book

small change

. hew notes

please?




2. Complete the following sentences:

) e eretee et teaeaen seaebetenane transfer some money to my account in U.K.
B) i sssnmmsmmsamsmmnsississmiss s e deposit these cheques.

(o) e e, see the accountant.

Lo L your signature?

B) .renenenesonasnesisi RS RRTS TR USRS 40 e your name and address?

f) . e eees e take a seat for a moment?

Q) cossernsisnssmieser e i s seRe countersign this cheque?

| Y S S ——— check the balance of my account.

1) seesssismiamsrsasssassessssessussess T TR close my account.



Intensive practice

Plan and practise different conversations with a partner:

Request Service

'dliketo ....ccoovnvieenne.

................................

(0 o e < Certainly sirfmadam Wouldyou ..................
May ..ocecvvveeeeee | | Is€€ e | | Could
{600 1] [0 [R—————
2 pond (po
LS )

Yes of course.

Here you are

Thank you

Thank you very much




Role play

Study the situations and practise the dialogues in pairs: .
1. A customer wishes to open a deposit account. Use the following diagram
and ROLE PLAY CARD 1 (at the back) to help you:

Request service

Respond (positive)

Request action

Respond (positive)

Request object

Respond (positive)

Acknowledge

2. Mr Johnson wants to deposit £50 travellers cheques in his current account.
The account number is 019826. Use the following diagram and ROLE PLAY
CARD 2 to help you:

Request service

Respond (positive)

Request object

Respond

Acknowledge

Request action

Respond (positive)

3. A customer wants to open an account and see the manager. Discuss how the
dialogue might go, and include the following functions:

quuest_ object

Request action




NUMBERS

TELEPHONE:-& ACCOUNT NUMBERS

%) |

Listening, comprehension and note-taking

1. You will hear details about two peaple on the tape. Make a note of the
following information: —

a) Name S ———————
O CTe S S T e
Telephone Number ... aveeeneeennesnaese e semeeaRs st sens s e rare s s
Account Number e e e e e e e

B INBME s i i s s S S S A s
AdAress s
Telephone NUMber e
Account Number e

2. Now ask two people in your class for the same information and write
it down:

a) Name e
A 1SS S
Telephone NUMber et
ACCOUNt NUMIDBE i s sssossmmen s o s i is s

D) NaME et
Address T B R e Y S R N S O s e
Telephone NUMber ...

ACCOUNT NUMID BT e e et



READING

CURRENT ACCOUNTS

Read the text twice. The first time read it quickly and only answer the TRUE/

FALSE questions. The second time read it more carefully and answer the

questions at the side. .
There are different kinds of bank accounts. The most popular
is the current account. A current account pays no interest but
it has other advantages. Firstly, jit' enables people to keep | ’ refers to?
their money in a safe place. Secondly, it allows them to
withdraw /t? at any time. Thirdly, it provides them with a | 2 refers to?
cheque book so that they do not have to carry a lot of cash.

You can only withdraw money 5 times

a week from a current account.
You cannot collect interest.

To open a current account it is necessary to see the branch
manager. He has to decide whether the applicant® is likely to | ? meaning?
keep the account in credit®. A current account holder can only | “= in the black
overdraw with the manager’s permission. The manager will
therefore want to meet the applicant to get the necessary
background information. For example, he will want to know
the applicant’s occupation and his place of work.® He will also | * what else?
probably want a reference from his/her employer. If, after the
interview, the manager is satisfied with the applicant he will
approve® the application, arrange for the applicant to be | °= agree to
given a cheque book and arrange for a monthly statement to
be sent to him/her.

The manager interviews the applicant because he
wants to know how much money he earns.

The applicant receives a cheque book
immediately after the interview.



COMPLETING BALANCE SLIPS AND

STATEMENTS

Study the information and complete the writing task:

1. Julie Coke requests her balance. The date is the 18th June. Look at her ledger

card and complete the balance slip below:

Ledger Card
Miss Julie Coke Acc. No.: 573821
Date Particulars Payments Receipts Balance
1982
1st June Credit £120.00
12th June 174652 £’50.00 620.00%

Balance Slip

Date




