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INTRODUCTION

This series consists of four practice books designed for upper-intermediate learners of
English working in the business world, where a command of written and spoken Eng-
lish is essential. The series provides instruction on writing résumés and business
letters, as well as how to give presentations. It also discusses and explains terms
and expressions encountered in banking, finance, marketing, management and
public relations. The techniques employed in the series are varied. A key is also

included in each book, allowing the student to do the exercises independently.

The authors proceed from the principles of “novelty and authenticity”, universal-
ly recognized in teaching methods. The majority of examples and exercises are
based on a wide variety of authentic sources, providing the student with the most
accurate material possible. The following are the main sources of reference used

in the compilation of the series:

1. Business Listening Tasks by Patrick Hanks and Jim Corbett. Cambridge Uni-
versity Press, 1986.

2. Business Reports in English by Jeremy Comfort, Rod Revell and Chris Stott.
Cambridge University Press, 1984.

3. Case Studies in International Business by Christine Uber Grosse and Robert
E. Grosse. Prentice Hall Regents, 1998.

4. A Complete Book of Business Letters. Gaurav Publishing House, New Delhi, 1995.

5. Effective Business Writing , Strategies and Suggestions. Harper & Row Publish-
ers Inc. , NY, 1989.

6. Key Words in Business by Bill Mascull. Collins Cobuild, 1996.

Practice Book 1: Office Routine is the first book in the series. It covers the rou-
tine activities that support the thrust to performance in the company, including
the skills to hold presentations, to write business letters, to write résumés and
cover letters. The practice book also instructs the student how to conduct oneself
during a job interview when seeking employment with another company.
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I. Presentations
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Greetings (%1% )
Formal

In the office:

Welcome to our company.

I'm pleased to be able to welcome you to our company.
I’d like to thank you for coming.

May 1 take this opportunity of thanking you for coming?

QOut of the office:

I’m dclighted / pleased / glad to have the opportunity to present. . .

I’'m delighted / pleased / glad to be making this presentation.

I’m grateful for the opportunity to present. . .

I’d like to thank you for inviting / asking me / giving me the chance to. ..
It’s my pleasant duty today to. ..

I’ve been asked to. ..

Informal
I'm glad you could all get here.
Hello again, everybody. Thank you for being on time / making the effort to
comc today.

Let’s get started, shall we?
Introducing a Subject (5 A 32 &1)

The subject of my presentation is. . .
I shall be speaking today about. . .
My presentation concerns. . .

Today’s topic is. ..

Cn e eseeRERm—
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The main area that I intend to cover in this presentation is. . .
Setting Time Limits (FR & B (8])

I shall be speaking for about ten minutes.

My presentation will last for about ten minutes.

I won’t take up more than ten minutes of your time.

I don’t intend to speak for longer than ten minutes.

I know that time is short, so I intend to keep this brief.

Selling the Presentation (¥4 #45)
What’s in it for your audience? (IR&EF A EHWRES T EMHL7)

I'm going to be speaking about something that is vitally important to all of us.
My presentation will help solve a problem that has puzzled people for years.
At the end of this presentation you will understand why this company has
been so successful for so long.

I’'m going to be talking about a product that could double your profit mar-
gins.

Over the next ten minutes you are going to hear about something that will

change the way your companies operate.
Dealing with Questions (/v {542 [])

I'll be pleased to answer any questions you may have at the end of the pre-
sentation.

Please save your questions till the end.

If you have any questions, I'll be pleased to answer them at the end of the
presentation.

If you need clarification on any point, you're welcome to ask questions at
any time.

Can I come back to that point later?

That’s a tricky question.

I'm afraid there’s no easy answer to that one.

Yes, that’s a very good point.

Perhaps we could leave that point until the questions at the end of the pre-
sentation.

I think we have time for just one more question.
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Rephrasing (4] 7514)

Put another way, ...

Let me put that another way.

In other words, ...

Alternatively, you could say that. ..

To put it more bluntly / more concisely, . ..

Clarification ( EH3)

1 think I'll just rephrase that.

I'll try and put that more clearly / more simply.
Just in case that wasn’t clear, Ill rephrase it.
Don’t misunderstand me, what I mean is. . .

I'll just repeat that to make it clear.

Going into Detail (3-fi84137)

Let’s focus on one aspect of this.

One point bears closer examination.

If we can concentrate on one aspect of this for a moment. . .
There is one detail that is worth focusing on.

Let’s go into this in more detail.

Upon closer examination / investigation. . .

If we make an in-depth study of this. ..

Getting down to the nuts and bolts® of the thing. . .

Generalization (H£+5)

Broadly / generally speaking, ...

With a few exceptions / without exception. . .

In general... By and large... On the whole... Overall... As a rule of
thumb®. ..

® nuts and bolts: (infml) basic practical details (JFER) B8 ; FEA MR
@ rule of thumb: rough practical method of assessing or measuring sth. , usually based on
past experience rather than on exact measurement, etc. HEZ IR M
LR AEAL ek
3
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As a (general) rule, ... It is generally accepted that. ..
Usually / often / frequently it is the case that. . .

Bridging Two Points (7 % 1~i8 f1)

Having dealt with [A], I now want to move on to [ B].
One point that follows from [A] is [B].
From [ A], it follows that. ..
Despite what we said in [A], ... [B]...
One exception to [A] is... [B].
. and this leads us to . ..
. which brings me to my next point.
. which leads me nicely into my next topic.

As regards [B], however, the situation is somewhat different.

Providing a Framework (&8 & 8k 454)
Signposting (#7i7)

I’m going to examine these topics in the following order: (first, ...; next,
.; after that, ...; finally, ...).

I've divided my talk into five parts;. . .

I will deal with these topics in chronological order.

I want to start with this particular topic, and then draw some more general

conclusions from it (... specifically, ... in a wider context).

These are (a number of) factors that may affect. . .

We have to take into account in any discussion of this subject the following

considerations.

We all ought to be aware of the following points.

Introducing a Point (‘A — 18 &)

The most important point to make is. ..
Another aspect to bear in mind is. . .

It must also be remembered that. ..

We mustn’t forget that. . .

Now for something completely different.

This brings me to...
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Ending a Point (Z53R —~ g &)

That is all I want to say about this point. ..
This concludes what I want to say about. . .
. which concludes what I want to say about. ..
That wraps up® that point.
That covers that area.
So it can be seen that. ..
So I've shown that. . .
To conclude this point then, ...
There’s nothing left to say on this point, I think, so...

Examples (SZ61)

A good example (of this) is. ..

... for example, ...

For instance, ...

As an example (of this), ...

To illustrate this, ...

An illustration of this is. . .

We can illustrate this by. ..

We can demonstrate / show this by. ..

This can be seen in the following illustration.
Take X, for example.

Adding a Minor Point (Il A — MKEHIE A

In this context it is worth mentioning. . .
As an extension of this. ..

It’s also true that. ..

Onc further point to add is. ..

If T can digress for a moment,. ..

Perhaps I might also mention that. . .

As an afterthought, (how, what) about. ..

® wrap up: (infml) to complete or finish (a business arrangement, a meeting, etc. }(JEIER) &K
5
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I’ll just touch on one other point in passing.

Before we leave this subject, it’s worth saying that. . .
Returning to the Main Theme ( [El 3] 3= #1)

... but this is taking us away from the main theme.

To return to the main point / subject, ...

Picking up where we left off, ...

As I was saying before that digression / interruption, ...
To continue the main discussion, ...

Going back to what I was saying, ...

Going Back to an Earlier Point ( [5]33 3k 4% 81 [ #18 &)

As I said earlier / before, ...

You may have been wondering why I said. ..

When I was talking about this point earlier I said. ..
In my introduction I said. ..

Five minutes ago I said. ..

You may have noticed that. . .

I mentioned earlier that. ..

Let me pick up a reference made earlier to. . .

Introducing Overhead Pictures and Wall Charts (/43 3k 10 b/ B 7 M)

If we look at this... we can see. ..

. as we will see in a moment on this overhead.
This is shown in diagrammatic form on this overhead.
This point can be made more clearly in visual form.

I have prepared an overhead to illustrate this.

I’ll just put this on the overhead.

I think perhaps you can see this more clearly on the overhead.
Let’s have a look at this transparency.

This overhead shows. ..

We can see on this overhead that. ..

Notice here that. ..

The figures in red indicate / show / stand for. ..
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Various Apologies (53 #)

I’'m sorry if this is too simple for some of you.

I’'m sorry if this seems a little over-technical.

I’'m sorry to have gone on for so long.

I’'m sorry if I have labored the point.

I’'m sorry if this seems a bit superficial.

I’'m sorry if my English is a little difficult to understand.

I’'m sorry I don’t know the exact word for this in English.

I'm sorry ... could you just bear with me for a moment while I check my notes.
I'm sorry. I’ll just start that again.

Excuse my English.

Vocabulary Extension (ig]i_ 4" &)

SUBJECT - topic, issue, question, discussion
PRESENTATION - talk, outline, summary, analysis

STEP - stage, development, move, section, phase
POINT - aspect, feature, factor, argument
IMPORTANT - vital, significant, critical, serious, crucial, main
GOOD - interesting, excellent, impressive, successful
BAD - dreadful, terrible, appalling, disappointing, severe
DISCUSS - deal with, examine, analyze

NOW - currently

SOON - presently

POSSIBILITY - opportunity

Summarizing (£.45)

To summarize. . .

Briefly, then, ...

The main points, therefore, are. ..

If I can summarize what I have said (so far), ...
Thus we can sce. . .

It must now be clear that. ..

I've attempted to explain here that. ..
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So, to sumup: ...

To recap®, then, ...
Closing (%5 3#)

Finally. ..

By way of conclusion. . .

I hope I have made myself understood.

I hope you have found this useful.

I hope this has given you some idea / a clear idea / an outline of. ..
That was all I had to say on. ..

I hope I’ve managed to give you a clearer picture of. ..
If there are any questions, I’d be delighted to. ..
Thank you for your attention. . .

You have been a very attentive audience — thank you.
Let’s break for coffee at this point.

I'm afraid that the clock is against us, so we had better stop here.
Examples of Presentatioins (£ Fh#t4& /76 %i)

Introduction 1 (recommendations from a study)

PRESENTER: Good morning. My name is Sarah Benson and, as you know,
I work as a consultant for the LX Consulting Group. You’ve all been aware
of the presence of myself and two of my colleagues over the past couple of
weeks, and I'd like to thank you very much for your cooperation and under-
standing. What I’d like to do this morning is to present the results of our
study on the consolidation of your computer activities in Europe. I'm going
to be addressing three main points. First, I'll give you some background in-
formation about the LX project team which as many of you know, was
set up three months ago to study levels of computer activity. Then, after
outlining the objectives of the team, I'll go on to examine the current orga-
nization of your European data centers. Lastly, I’ll explain our recommen-

dations for maximizing the efficiency of those centers.

® recap: vt & vi informal form of recapitulate, to repeat (the chief points of something
that has been said) JEEEHR
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Introduction 2 (treatments for chocolate addiction)

MASTER OF CEREMONIES: Good morning, ladies and gentlemen. It’s my
privilege today to introduce Dr Martin Roberts who is going to be talking to
us about addiction. His specific area of interest is rather unusual, so perhaps
I’d better let him introduce the subject in detail. Dr Roberts.

PRESENTER: Good morning. Before I get down to the serious business of
the presentation, I’d just like you to think for a few seconds what these let-
ters, C and A, stand for... No, it’s not the famous store! In this case the
letters stand for chocolate addiction, which is the subject of my presenta-
tion. My first point will be to define what chocolate addiction is — in the
scientific sense, that is. Then, I’ll give you some clinical data about choco-
late addiction — this, I'm sure, will be of particular interest to those of you
involved in the area of hyperactive children. And finally, I'll describe the
treatment suitable for acute forms of addiction.

Introduction 3 (future investments to improve the lighting in the tunnels)

PRESENTER: I imagine many of you here today have been to Italy on holi-
day. And no doubt, some of you have driven along the famous Autostrada
del Sole®, and noticed the large number of tunnels which have been carved
through the rock. In fact, here in Italy, we have about 300 km of tunnels.
But, what about the lighting of these? Did you know, for example, that the
total energy consumption for lighting this network of tunnels is equivalent to
lighting a city the size of Turin®? But, in spite of all this investment, much
of the lighting is inadequate, and is the cause of many car accidents. In fact,
eight out of ten accidents in tunnels can be attributed to bad lighting, and
many of these have fatal consequences. So, in my presentation today ['m
going to explain the technical problems involved in lighting tunnels, and out-
line the investments we intend to make to improve efficiency and safety.

Structuring a Presentation (i%it —#}#k45)

The graph below shows the changes in consumer prices in five major coun-
tries between 1988 to 1991.

@ Autostrada del Sole: n. (BAMM)EEA B
@ Turin: #R , B KA TEILIREA
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Consumer prices % change on previous vear

10
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Good morning, ladies and gentlemen. Today, I'm Notes

going to talk about changes in consumer prices in  Introducing Preseniation
Britain, the United States, France, Germany
and Japan during the period 1988 to 1991.

First of all, let’s look at a country whose price Introducing First Point
inflation was higher than anyone else’s during
this period.

As you can see from the graph, pricc inflation Referring to Visuals
in Britain stood at around 5% in 1988, rising to

almost 10% in 1990, before falling back to 4%

in 1991.

Now, if we turn to another large trading coun- Changing Topics
try, Japan, we can see that the situation is dif-

ferent. Price inflation in Japan was as low as

1% in 1988, and even though it subsequently

rose, it was always well below 4% .

Finally, let’s look at Germany, the only coun- [Introducing Final Topic
try experiencing a rise in inflation in 1991. This

rise from around 2% in 1990 to over 3% in 1991

was largely due to the extra costs of re-unifying

Fast and West Germany.

10
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In conclusion, we can observe that Britain had Conclusion
the highest rate of inflation of the five countries

examined throughout this period, although the

gap narrowed substantially in 1991.

Exercise 1. Practice the opening phase of a meeting. Use the following information
about the background of the issue and the objective of the meeting. Include a
phrase to attract attention. Follow the example .

Right, let’s get started. As you may know, we have received a directive from
HQ® in New York demanding a 5% reduction in costs over the next six months.
So I've called this meeting firstly to identify possible areas of waste, and secondly
to get some suggestions about where we should cut back.

Background

1. Directive from HQ de-
manding 5% reduction
in costs over the next six
months.

2. Takeover of the company
by a big international firm
who want to streamline
the business.

3. Interviews have to be held
for two vacant sales posi-
tions.

4. A trade delegation is ar-
riving from Japan next
month.

5. Several complaints have
been received about de-
livery delays.

@ HQ: headquarters 455 , 5%

Obijective

. Identify arcas of waste

Come up with some sugges-
tions concerning possible e-
conomies

. Ideas for improving efficiency

in the department

. Introduction of new technolo-

gy

. Define exactly what we are

looking for

. Draw up a short-list of candi-

dates

. Agenda for the week
. Program of social events

. Where exactly the delays happen
b. The causes
. Solutions

11
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Exercise 2. The Board meeting

You have the task of reducing your company’s operating costs by $ 85,000 . Using
the information below, hold a meeting to decide which measures to take. Read
through the alternatives below and decide which ones you are in favor of . Prepare

your arguments so that you can propose them at the meeting.

Name of company: West Switching Systems

Industry Sector: Engineering, export markets. Competitive.
Turnover 1994: $ 4,550,000 (anticipated)
Employees: 130

g

©x N

10.

Estimated saving

. Reduce the research and development budget

by 2% $6,825
by 5% $17,062
by 10% $34,125
. Reduce the staff training budget
by 5% $3,250
by 15% $9,750
by 25% $ 16,250
. Reduce temperatures in the plant to
20 degrees $1,500
17 degrees $ 3,500
15 degrees $5,000

Reduce traveling costs by taking cheap flights — $ 5,000

Introduce a car pool and take away company cars — $ 15,000

Stop all local sponsorship (football teams etc.) — $ 3,000

Stop giving out diaries and gifts to clients — $ 3,500

Cancel the company Christmas party — $ 5,000

Contract cleaning work out (outsource cleaning work) (reduce staff by 5) —
$ 5,000

Stop free coffee and tea and install pay machines — $ 2,500

12




