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Writing.Tips for An English Letter
* Make the letter clear and simple.
* Keep it short and to the point.

*
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Phillips & Henderson Ltd

The letterhead may also - _
contain the company Iogo odsessdn » Lincoln HOUS@, 146 Dean Street

and email address.

Westbury-on-Thames

Tel: 67253429 Fax: 67283561

14th June, 2008
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Communication Skills

1 Asking for Opinions
*  What do you think (of...)?

* What's your opinion?

2 Giving Opinions

In my opinion, ...

*  From my point of view ...

#e Tl SALIUEE S ZE PR R (Business Etiquette) 4248 1 B 5ALALANE, MR T W40
FAER B S ZERBIR, %R WG BEEbR, e B2 .
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Unit o

Business Kaleidoscope

In this unit you will learn:

@ Language Skills

Reading: What Is Business? £
e"fC.mg) '1 S business ”“N‘
Writing: Business Letters

Listening: Discussing a Weekend Plan N\ -‘ - it
Speaking: Opinions about Online Shopping O Vocabuf‘laai'y L
Translation: Business Activity Business Coneept '

@ Grammar Focus @ Business Communication
Present Simple Tense Expressing Opinions

Y Section [} Lead-in

1 Work in pairs. Talk about business activities shown in the pictures below.




2 Business activity involves producing and selling goods and services. According
to what they produce, businesses can be classified into goods-producing,

service-providing or a combination of both.

Produce goods that can be seen and touched

Produce goods with the use of machines and / or labor
Examples:

Manufacturing — Haier Group

Building and construction — China Vanke Co., Ltd

Service Business

Provide services that cannot be seen or touched but can be experienced
Services are performed when sellers interact with customers

Examples:

Travel and tourism — China Travel Service

Retail trade — Gome Group

F -

Classify the following businesses into the correct categories.

travel agency bakery shoe factory oil plant

grocery shop bank vegetable farm hotel

public transport hospital coal mine movie theater
—— ’;i“!‘fﬂf ( :(_)!L:J;“;—:fi%@ —1

Goods—prbducing ~Service-providing




Unit 1 Business Kaleidoscope

3 Work in pairs. Discuss what type of business you think the following companies
are engaged in. ="

\!Valmart 2 A 5 T

e money Live bettor ST, 5
McDonald's O%,)

MERE A LB AN

© iﬁuncmnn ‘5 CA— \’3 6

$55% 8751 CHERY

Yotidosy Snn

4 Work in groups. Make a list of twelve major businesses producing goods or
services.

Section [Tl Reading

ductory Remarks

Business is both an activity, or a set of activities, and a name we give to a special type of
organization. Business is concerned with a range of activities that aim at the production of goods
and services for sale. A business is an organization that makes goods and services and supplies or
sells them to customers and consumers. Business activities can be broken down into three types:

Primary industry, Secondary industry and Tertiary industry.

1 Before you read, work in pairs and discuss these questions.

1 What is your understanding of business?
2 What role do you think business plays in our lives?

2 Read the text below and finish the following comprehensive tasks.

1 The term “business” is used in different ways. Name two of these.

2 What does the term “business” mean when we talk of “doing business”?

3 List the factors of production.

4 Explain the flow of money and goods shown in the text.

5 In what sense can non-profit organizations and charities be regarded as businesses?



What Is Business?

Business is an important part of our society. We hear about business every day on
television and radio. We read about business in newspapers and magazines. We talk
about business with other people. “How’s business?” is a common question. In fact, in
modern society we are heavily dependent upon organized business activity. The food
we eat, the clothes we wear, the cars we drive are all products of organized business
activity. We are engaged in business activities every time we exchange our labor for
wages and every time we use our wages to buy goods and services. Every time we
buy something — whether a car or a mobile phone — we make decisions that help
determine the kinds of goods and services which business will provide. Although the
subject of business may sound complicated, it is really an everyday part of our lives.

Most of us have an idea of what a business is: in reality, however, the issue is by no
means clear. The word “business” is used in different ways. It is used to describe both
an economic process and an enterprise engaged in economic activity.

In economic terms, “business” applies to the process of creating and exchanging
economic values (i.e. goods or services produced and exchanged for value) and has been
defined as “the purchase and sale of goods or services in an attempt to make a profit”.
We use the word this way when we talk of “doing business”. For example, a retail
business might buy products from a wholesaler which in turn acquires them from a
manufacturer. At each stage of this process value is added and money exchanged. The
retailer in turn sells these products to customers who may be individuals or other firms.

Flow of money and goods
Manufacturers and wholesalers sometimes sell directly to the public

Manufacturers
A ¢ A f
i [ Wholesalers E CIOODPE: | e oy
; ’ i 5 MONEY <------
i i Retailers
: : )
A A Yy |

Consumers




