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Introduction 

Business Vocabulary Builder features new authentic texts, reflecting the latest trends 
in the business world. If you are in business, the course will greatly improve your 
ability to communicate in English in a wide range of business situations. If you are a 
student of business, the course will develop the communication skills you need to 
succeed in business and will enlarge your knowledge of the business world. 
Everybody studying this course will become more fluent and confident in using the 
language of business and should increase their career prospects. 

What is in the units? 

Starting up You are offered a variety of interesting activities in which 
you discuss the topic of the unit and exchange ideas about it. 

V o c a b u l a r y You will learn important new words and phrases which you 
can use when you carry out the tasks in the unit. 

Discussion You will build up your confidence in using English and will 
improve your fluency through interesting discussion activities 

L a n g u a g e review 

Skills 

You will read authentic articles on a variety of topics from the 
Financial Times and other newspapers and books on business. 
You will develop your reading skills and learn essential 
business vocabulary. You will also be able to discuss the 
ideas and issues in the articles. 

This section focuses on useful business words and 
expressions 

You will develop essential business communication skills 
such as making presentations, taking part in meetings, 
negotiating, telephoning, and using English in social 
situations. Each Skills section contains a Useful language box 
which provides you with the language you need to carry out 
realistic business tasks in the book. 
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Map of the book 

Discussion Texts Language work Skills 

Unit l 
Brands 
page 6 

Talk about your 
favourite brands 
Discuss two 
authentic product 
promotions 

Outsourcing 
production -
Financial Times 

Words that go 
together with brand 
and product 

Taking part in 
meetings 1 

Unit 2 
Travel 
page 10 

Talk about your 
travel experience 

Air rage -
Guardian 

British and 
American travel 
words 

Making 
arrangements on 
the telephone 

Unit3 
Organisation 
page 15 

Rank status 
symbols in order 
of importance 

Flexibility in the 
workplace -
Fast company 

Words and 
expressions to 
describe company 
structure 

Socialising: 
introductions and 
networking 

Unit 4 
Change 
page 21 

Discuss attitudes 
to change in 
general and at 
work 

Change in 
retailing -
Financial Times 

Words for 
describing change 

Taking part in 
meetings 2 

Unit5 
Money 
page 27 

Do a quiz and 
discuss attitudes 
to money 

Two financial 
reports -
Financial Times 

Words and 
expressions for 
talking about 
finance 

Dealing with 
figures 

Unit 6 
Advertising 
page 35 

Discuss authentic 
advertisements 
Discuss good and 
bad advertising 
practices 

Successful 
advertising -
Guardian 

Words and 
expressions for 
talking about 
advertising 

Starting 
presentations 

Unit 7 
Cultures 
page 41 

Discuss the 
importance of 
cultural 
awareness in 
business 

Advice for doing 
business across 
cultures 

Idioms for talking 
about business 
relationships 

Social English 
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Unit8 
Employment 
page 47 

Choose the most 
important 
qualities for 
getting a job 

Retaining good 
staff-
Financial Times 

Words to describe 
the recruitment 
process and personal 
character 

Managing 
meetings 

Unit 9 
Trade 
page 52 

Discuss ideas 
about 
globalization 

Fair trade -
Guardian 

Words for talking 
about international 
trade 

Negotiating 

Unit 10 
Quality 
page 59 

Discuss the ideas 
of quality 

Old-fashioned 
quality -
Financial Times 

Words for talking 
about quality control 
and customer 
service 

Complaining on 
the telephone 

Unit 11 
Ethics 
page 65 

Discuss questions 
of ethics at work 

Business ethics -
Financial Times 

Words to do with 
honesty or 
dishonesty 

Problem-solving 

Unit 12 
Leadership 
page 71 

Discuss the 
qualities of good 
leadership 

Profile of a 
leading Chief 
Executive -
Financial Times 

Words to describe 
character 

Presentation 
techniques 

Unit 13 
Innovation 
page 76 

Talk about 
innovations in 
your daily life 
and in the 
twentieth century 

In-company 
innovation -
Fortune magazine 

Words and 
expressions to 
describe innovations 

Presentation 
techniques 

Unit 14 
Competition 
page 82 

Do a quiz on how 
competitive you 
are 

Losing 
competitive edge 
- Financial Times 

Idioms from sport to 
describe 
competition 

Negotiating 

Activity file page 88 
Vocabulary File page 95 
Quiz Are you a workaholic page 105 
The social-cultural game page 106-107 
Bibliography page 108 
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Unit 1 Brands 

"Truly great brands are more than just labels for products. " 
Tony О 'Reilly, Irish entrepreneur 

Starting up 
1
 List some of your favourite brands. Then answer these questions. 

1 Are they international or national brands? 
2 What image and qualities does each one have? Use the following words and 
phrases to help you. 
value for money luxurious timeless well-made 
top of the range durable inexpensive cool 
reliable stylish fashionable hand-made 

3 Why do people buy brands? 
4 Why do you think some people dislike brands? 
5 How loyal are you to the brands you have chosen? For example, when you buy 
jeans, do you always buy Levi's? 

A recent survey named the brands below as the world's top ten. Which do 

you think is number one? Rank the others in order. 
Marlboro Nokia Mercedes General Electric Intel 
IBM Microsoft Coca-Cola McDonald's Disney 

Check your answer on page 89. Are you surprised? 

Vocabulary Brand management 

Match these word partnerships to their meanings. 

В 
R 
A 
N 
D 

1 loyalty 

2 image 

3 stretching 

4 awareness 

5 name 

a) the name given to a product by the 
company that makes it 
b) using an existing name on another type of 
product 
c) the ideas and beliefs people have about the 
brand 
d)the tendency to always buy a particular 
brand 
e) how familiar people are with a brand 

P 
R 
О 
D 
U 

1 launch 
2 lifecycle 

3 range 

f) the set of products made by a company 
g) the use of a well-known person to advertise 
products 
h) when products are used in films or TV 
programmes 
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с 
т 

4 placement 
5 endorsement 

i) the introduction of a product to the market 
j) the length of time people continue to buy a 
product 

Complete these sentences with the word partnerships from Exercise 1. 

1 The creation of Best Cola, Best Air, Best Rail and Best Bride is an example of 
2 Consumers who always buy Levi's when they need a new pair of jeans are showing 

3 Not enough people recognize our logo; we need to spend a lot more on raising , 
4 David Beckham advertising Vodafone is an example of 
5 A consists of introduction, growth, maturity and decline. 
6 The use of BMW cars and Nokia phones in James Bond films are examples of, 

Make sentences of your own using the word partnerships in Exercise 1. 

Reading Outsourcing production 
Why do some companies make luxury products abroad rather than at 

home? 

Read the article and answer these questions. 

1 Which brands are mentioned? Do you know which country each is from? 
2 Which companies make all of their products in their own country? 

Made in Europe 
By Jo Johnson, Fred Kapner and Richard McGregor 

Almost every fashion label outside 

the top super-luxury brands Is 

either already manufacturing in 

Asia or thinking of it. Coach, the 

US leather goods maker, is a 

classic example. Олег the past five 

rears, it has lifted all its gross mar­

gins by manufacturing solely in 

low-cost markets. In March 2002 

it closed its factory In Lares. 

Puerto Rico, it* last company-

owned plant, and outsources all Its 

products. 

Burberry has many Asian licens­

ing arrangements. In 2000 it de­

cided to renew Sanyo's Japanese 

licence for ten yean . This means 

that almost half of Bnrberry's 

sales at retail value will continue 

to be produced under licence in 

Asia. At the same time how­

ever, Japanese consumers prefer 

the group's European-made 

products. 

Sanyo is now reacting to this 

demand for a snob alternative 

to the Burberry products made 

in its factories across Asia 

by opening a flagship store in 

Tokyo's Ginza, where it sells 

Burberry products imported 

from Europe. 

In interviews with the FT, many 

executives say the top luxury-

brands will continue to be seen, 

particulary in Asia, as European. 

Domeniro De Sole of Gucci 

says: 'The Asian consumer 

really does believe - whether 

it's true or no t- tha t luxury 

comes from Europe and must 

be made there to be the best.' 

Serge Weinberg, Chief 

Executive of Pinault 

P i l e temps Red о lite, which 

controls Gucci, says it will 

not move Gucci's production 

offshore. Yet some in the 

industry recognise that 

change may be round the 

corner even for the super-

luxury brands. Patrlzlo 

BertelH, Chief Executive 

of Prada, says :The "Made in 

Italy" label is important but 

what we are really offering is 

a style, and style is an 

expression of culture.' He 

therefore recognizes that 

quality fashion items may 

not always need to be 

produced in Italy. 

Amitava Chattolpadhyay, 

Professor of Marketing at 

Insead, the business school, 

says: 'A brand is a set of 

associations in the mind of 

the consumer and one of 

these is the country of origin. 

For luxury goods.the role of 

the brand is crucial. To 

damage it is a cardinal sin 

and no brand manager will 

want to get the balance 

between manufacturing 

location and the brand image 

wrong.' 

From the Financial rimes 

FINANCIAL TIMES 
World business newspaper. 

Which of these statements are true? Correct the false ones. 

1 Coach no longer has a factory in Puerto Rico. 
2 Coach, like many other companies, is outsourcing its products to reduce costs. 
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3 Some Japanese people choose to buy Burberry products made in Europe rather than 
in Japan. 
4 Sanyo's store in Tokyo sells Burberry products made only in Asia. 
5 According to Domenico De Sole, the best luxury products are made in Japan. 
6 Gucci is planning to outsource some of its products. 
7 Patrizio Bertelli believes that luxury fashion products should always be made in 
Europe. 
8 Amitava Chattopadhyay says that companies need to pay careful attention to where 
they manufacture their products. 

Choose the best summary of the article. 

a) Most manufacturers of luxury brands do not wish to produce their goods in low-
cost countries because they believe that it will damage their brand image. 
b) Most manufacturers of top brands now produce their goods in low-cost countries. 
Consumers no longer care about where the products are manufactured. 
c) Asian consumers think that European luxury goods are of high quality. The current 
trend of making such goods in Asia could damage the reputation of these luxury 
brands. 

Vocabulary file page 95 

Skills Taking part in meetings 1 
Four marketing executives at a cosmetics company, Marvel Pic, are talking 

about licensing their "Luc Fontaine" product range to an Asian manufacturer. 
Read and translate the conversation. 
M = Marcia, A=Alain, V=Valerie, B= Barbara 

M OK, we all agree we want to increase our revenue by licensing our 'Luc Fontaine" 
product range. As you know, Susan Li, one of our contacts in Hong Kong, is very 
interested. Alain, how do you feel about this? Is she the right person for us? 
A Definitely. In my opinion, she's ideal. She's well-known in Asia, she's got an 
excellent reputation in the industry. She's got a modern factory and a large customer 
base; I'd say she's just what we're looking for. 
M Right. Valerie, what do you think? 
V I agree because she's very good at marketing. I've met her several times. She'll 
work twenty-four hours a day to get a sale. Just the sort of person we want. 
M Barbara, you're shaking your head. What's your opinion? 
В I'm afraid I can't agree. I don't think she's suitable at all. All her products sell at 
the lower end of the market. They're in the cheaper price ranges. But our Luc 
Fontaine range is exclusive. The male and female perfumes are for people who don't 
mind spending a lot of money to look good. They're not a good match for what she's 
selling. 
M So what do you suggest then? 
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В I think we should find someone else. I do have someone in mind. I met Hiroshi 
Takahashi recently. He's based in Nagoya. His healthcare company is doing really 
well. He makes various skin products and sells them under well-known European 
labels. In my opinion, his company has a lot to offer. Why don't we meet him and see 
if he's interested? 

Answer the following questions: 

1 Why do the marketing executives at Marvel Pic want to license their "Luc 
Fontaine" product range? 
2 What advantages does Susan Li offer to Marvel? 
3 According to Barbara, what is the disadvantage of offering a licence to Susan Li? 
4 What suggestions does Barbara make to her colleagues? 

Which of the phrases in Exercise 1 are: 

1 asking for opinions? 3 agreeing or disagreeing? 
2 giving opinions? 4 making suggestions? 

Role play this situation. 

Jonson, a large department store in Chicago, USA, is losing money. Its main product 
areas are food, clothing and household furniture. Seventy percent of its revenue 
comes from clothing, twenty-two percent from food and eight percent from furniture. 
Three directors of the company meet to discuss the company's problems and how to 
solve them. 

Work in groups of three. Student A: turn to page 88. Student B: turn to page 91. 
Student C: turn to page 92. Read your role cards then role play the discussion. 

Vocabulary file pages 95 and 100-101 

Useful language || | 

Asking for opinions Agreeing Making suggestions 
How do you feel about ? That's true. I think we should 
What do you think? I agree. How about ? 
What's your opinion? Absolutely/ Exactly Why don't we ? 
What's your view? I think so too. Perhaps we could 

I can't agree more. 

Giving opinions Disagreeing 
I think /I don't think I see/know what you mean, but 
In my opinion I'm afraid I can't agree Maybe, but 

9 



Unit 2 Travel 
"He travels fastest who travels alone. 

Proverb 

Starting up 

Answer these questions individually. Then compare your answers with a 

partner. 

1 How often do you travel by air, rail, road and sea? 
2 What do enjoy about travelling? What don't you enjoy? 
3 Put the following in order of importance to you when you travel. 

comfort safety price reliability speed 
4 Does the order change for different types of travel? 

Choose the correct word from the box to complete the following list of 

things which irritate people when flying. 

seats room trolleys cancellations queues luggage food jet 

1 not enough leg 5 no baggage available 
2 lost or delayed 6 overbooking of 
3 long at check-in 7 flight delays and 
4 poor quality and drink 8 -lag 

Which of the things in Exercise 2 irritate you most? Which irritate you 

least? Discuss your ideas with a partner. 

Vocabulary British and American English 
Match the words and phrases below which have the same meaning. For each 

pair decide which is British English and which is American English. 

1 subway A motorway 
2 city centre В lift 
3 carry-on baggage С public toilet 
4 one way D schedule 
5 return E economy class 
6 freeway F single 
7 rest room G parking lot 
8 elevator H underground 
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9 coach class I hand luggage 
10 timetable J round trip 
11 car park К downtown 
12 billboard L hoarding 
13 resume M chips 
14 chips N French fries 
15 crisps О CV 

Vocabulary file page 98 

Work in pairs. Use the words or phrases in American English from 

Exercise 1 to complete the text below. 

My last overseas business trip was a nightmare from start to finish. First of all there 
was a delay on the way to the airport as there was an accident on the When I got 
there I found the lower level of the airport was flooded. Next my was too big 
and heavy so I had to check it in. When we arrived the was closed and there were 
no cabs at all. After a long time trying to read the and waiting for forty minutes, 
we finally got a bus and found the hotel, but the wasn't working and our 
rooms were on the eighth floor. 

Air rage 
Answer these questions before you read the article. 

1 What was your worst experience when travelling by air? 
2 Why do people get angry when they are travelling on a plane? 

Vocabulary file pages 99 

Now read the article. Which of these statements are true about the article? 

Correct the false ones. 
1 People in groups are more likely to behave badly on planes. 
2 Drink is often the cause of problems on board. 
3 Airlines can do little to improve air quality. 
4 Travellers are using new technology to express their dissatisfaction with airlines. 
5 Airlines have taken no action to address traveller's concern. 

Which of the following reasons are given for air rage in the article? 
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1 poor service 6 people drinking alcohol 

2 flights not leaving on time 7 poor air quality 

3 poor quality of food 8 noisy passengers 

4 too many passengers on a plane 9 not being able to smoke 

5 not feeling safe 10 not enough cabin crew 

_ Which of the following words from the article have a negative meaning? Use 
a good dictionary to help you. 
rage misbehavior quality frustration 
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concern harm optimum valuable 

irritability disorientation complaints criticise 

disruptive dangerous dissatisfaction 

Making arrangements on the telephone Skills 

Philippa Knight, Sales Director at the Fashion Group in New York, makes 
two telephone calls to Maria Bonetti, a fashion buyer in London. Read and note 
a) the purpose of calling and b) the result. 

Conversation 1 
R=Receptionist, PK=Philippa Knight, MB=Maria Bonetti 
R Good morning, CPT. How can I help you? 
PK It's Philippa Knight here. Could you put me through to extension 281, please? 
R Certainly. Putting you through. 
MB Hello. Maria Bonetti speaking. 
PK Hello, Maria. It's Philippa Knight from The Fashion Group in New York. 
MB Hi Philippa, how are things? 
PK Fine thanks. I 'm calling because I'll be in London next week and I'd like to make 
an appointment to see you. I want to tell you about our new collection. 
MB Great. What day would suit you? I'm fairly free next week, I think. 
PK How about Wednesday? In the afternoon? Could you make it then? 
MB Let me look now. Let me check my dairy. Oh yes, that'd be no problem at all. 
What about two o'clock? Is that OK? 
PK Perfect. Thanks very much. It'll be great to see you again. We'll have plenty to 
talk about. 
MB That's for sure. See you next week then. 
PK Right. Bye. 
MB Bye 

Conversation 2 
R=Receptionist, PK=Philippa Knight, MB=Maria Bonetti 
R Good morning, CPT. How can I help you? 
PK I'd like to speak to Maria Bonetti, extension 281, please. 
R Thank you. Who's calling, please? 
PK It's Phillippa Knight, from The Fashion Group. 
R Thank you. I'm putting you through Hello, I 'm afraid she's engaged at the 
moment. Will you hold or can I take a message? 
PK I'll leave a message, please. The thing is, I should be meeting Ms Bonetti at 2 
p.m., but something's come up. My plane was delayed and I've got to reschedule my 
appointments. If possible, I'd like to meet her tomorrow. Preferably in the morning. 
Could she call me back here at the hotel, please? 
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R Certainly. What's the number, please? 
PK It's 020 7585 3814. I'll be leaving the hotel soon, so if she can't call me back 
within, say, the next quarter of an hour, I'll call her again this morning. Is that OK? 
R Right. I've got that. I'll make sure she gets the message. 
PK Thanks for your help. Goodbye. 
R Goodbye. 

Role plav these two telephone situations. 

Useful language 

Answering the phone 

Hello, Joe Smith 
speaking. 

Good morning, Madison 
Ltd. 

Making contact 

I'd like to speak to Mr. 
smith, please. 

Could I have the sales 
department, please? 

Identifying yourself 

This is/ It's/My name's 
Marta O'Neil. 

Marta O'Neil speaking 

Stating you purpose 

I'm calling about 

The reason I'm calling is 

Making arrangements 

Could we meet on 
Monday at 10.30? 

How/What about April 
10 t h? 

Is 11.15 convenient/OK? 

Closing 

Good. So, I'll see you on 
the 8 t h . 

Thank you. Goodbye. 

Right./OK then. 

That's great, I'll see you 

Responding 

That's flne/OK for me. 

Sorry, I can't make it 
then. 

No problem. 

Changing arrangements 

I'm afraid I can't come on 
Friday. 

We've got an 
appointment for 11.00, 
but I 'm afraid 
something's come up. 

Could we fix another 
time? 

I can't make it on 
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Unit 3 Organisation 
"How many people work in your office? About half 

Anonymous 

Starting up 

Discuss these questions. 
1 Would you like to work in a large or small organization? Explain why or why not. 
2 Which people in your organisation have their own office? Do they have their own 
office because of a) seniority; b) a need for confidentiality; c) the type of work they 
do? 

How important are the following in showing a person's status in an 
organization? Give each one a score from 1 (not important) to 5 (very 
important). 

• a reserved parking space 

• an office with a window 

• a uniform 

• a personal business card 

• your own office 

• a company car 

• your name on your door 

• having a secretary 

• taking holidays when you like 

• the size of your desk 

• more than one seat in your office 

• flying business class 

• a company credit card 

• having fixed working hours 

Company structure 
Discuss these questions. 

1 Which of the words below can describe: 
a) good qualities of an organization? 
b) bad qualities of an organization? 

bureaucratic 

decentralised 

impersonal 

caring 

democratic 

market-driven 

centralized 

dynamic 

professional 

conservative 

hierarchical 

progressive 

2 Can you add any others? 
3 Which of the words describe your own organization or an organization you know 
well? 
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Vocabulary file page 98-99 

Match the words and phrases below to the correct place on the diagram. 

subsidiary head office 
factory/plant distribution centre 
call centre warehouse 

service centre branches/outlets 

© Read the comments from different places in the organization and match 



Think about the organisation you work for, or one you know well. How is it 

organised? 

A successful organisation 

Read paragraph 1 of the article and answer these questions. 

1 Where is SOL located? 
2 What is unusual about the company? 
3 What does SOL do? 

Read the article and match the headings below to paragraphs 2,3,4,5 and 6. 

A People set their own targets 
В Hard work has to be fun 
С Loose organizations need tight systems 
D Great service requires cutting-edge technology 
E There are no low-skill jobs 

Which of these statements are true? Correct the false ones. 

1 Everyone has their own office. 
2 Liisa Joronen believes cleaners can feel good about their job. 
3 At the end of the training course there is an exam. 
4 The training course takes 28 months to complete. 
5 At SOL giving responsibility to employees is important. 
6 SOL thinks measuring performance restricts freedom. 
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7 Every month Liisa Joronen measures each team's performance. 
8 All the information is stored in filing cabinets. 

Find the phrases in paragraph 5 which have the following meanings. 
1 assesses how the group have done 
2 extremely interested in judging achievements 
3 interested in people being responsible for what they do 
4 set up standards of achievements 

Discuss these questions. 
1 Would you like to work in a company like SOL? Explain why or why not. 
2 Would Liisa Joronen's ideas work in your own company or organization? 
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Skills Socialising: introductions and networking 

Read the three conversations. Choose the correct description from the list 
for each one. 

Greeting someone and talking about the past 
Introducing another person 
Introducing yourself and giving information about your company 

Conversation 1 L=Louise, M=Marcus 

L Hello Marcus, nice to see you again. 
M Hi Louise. How are you? 
L Fine thanks. I haven't seen you for ages. We last met at the Frankfurt fair, didn't 
we? How's everything going? 
M Pretty well at the moment. I 'm still in the same department and I got promoted last 
year, so I'm now head of data processing, I'm in charge of about thirty people. 
L Fantastic! 
M How about you? Are you still in Accounts? 
L Actually no. I changed my job last job. I'm in marketing now. I'm really enjoying 
it. 
M That's good. 
L Yes, but the big news is, Marcus, I got married last year. 
M Really? That's great! Well, congratulations! Anyone I know? 

Conversation 2 DL=Don Larsen, EK=Erika Koenig 

DL Hi, my name's Don Larsen. 
EK Pleased to meet you. I'm Erika Koenig. 
DL Which part of the group do you work for? 
EK I've just joined MCB. We provide financial services. How about you? 
DL I work for Atsource Solutions. 
EK I don't know much about Atsource Solutions. What sort of projects do you work 
on? 
DL Well, we're basically an outsourcing business. We supply large companies with 
various services including payroll, IT services and human resources. 
EK Is Atsource Solutions anew company? 
DL No, we're well-established. The company was founded in 1978. It's organised 
into three divisions. We have over six thousands employees; we've got our 
headquarters in Frankfurt and offices in over twenty countries - we're pretty big. 

Conversation 3 
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J Heinz, I'd like you to meet Miriam. She's on a work placement here, she'll be with 
us for the next three months. 
M Nice to meet you, Heinz. 
H It's a pleasure. 
J Miriam speaks fluent Italian, so she could be very useful when you're dealing with 
our Italian customers. Also, she's very keen on skiing. So you two should have 
something in common. 

H Oh, that's interesting. Have a seat, Miriam. Would you like a drink? 

Make up similar dialogues and practice them. 

Useful language || 

Greetings 

Hello Nice to see you 

again. 

Hi How are you? 

How's everything going? 

Introducing yourself 

I'm from/I work for 

I'm in sales/finance. 

I'm in charge of 

I'm responsible for 

Introducing someone else 

I'd like you to meet Miriam 

Can I introduce you to Li? 

Bob, have you met Lisa? 

Talking about your 
company 

The company was 

founded in 

We make/sell/distribute 

We have subsidiaries/ 

factories/branches in 

We have workforce of 

2,000. 

Our main competitors 

are 

Responding 

Fine, thanks. 

Not too bad, thanks. 

Nice/Pleased to meet 

you. 

It's a pleasure. 

Talking about common 
interests 

You and Henry have 

something in common. 

You both like/enjoy/are 

interested in 

Networking 

We're interested in 

Do you know anyone who 

could help us? 

Could you let me have 

their contract details? 

Could I call him and 

mention your name? 

Let me give you my 

business card. 
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Unit 4 Change 

"It's not the strongest species that survive, nor the most intelligent, but 
the most responsive to change. " 

Charles Darwin (1809-1882), British scientist 

Starting up 

Which of these situations would you find the most difficult to deal with? 

1 Losing a lot of money 5 A new boss 

2 Moving house 6 New neighbours 

3 Moving to another country 7 Driving abroad 

4 Losing your job 8 Getting married 

What has been the most significant change in your life? 

Which of these business situations would worry you most? Why? 
1 You read in the paper that your company will probably be merging with another 
company. 
2 You keep your job after a merger, but you are in a less powerful position. 
3 Your company has to relocate to the other side of the city. 
4 You are asked to relocate to a dangerous foreign country. 
5 You are promoted but are now in charge of a hostile workforce. 
6 You have to move from an open plan office to sharing your boss's office. 
7 You have to work with a completely new computer system. 
8 You have to decide who to make redundant in your new department after a merger. 

Reading Change in retailing 

_ Discuss these questions. Which department stores have you visited in your 
own country or abroad? 
1 What were your impressions? 
2 What in your view should a 2 1 s t century department store look like? 
3 What should it offer its customers? 
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Now read the article. What are the names of the two US department stores 
mentioned in the article? 

US department stores launch counter-attack 

Match these people to their views. 

1 Britt Breemer 

2 Wendy Liebmann 

3 Peter Williams 

4 Arnold Aronson 

5 Robert Tamilia 

a) This is not the end of department stores but 
in the future they will be different. 

b) American department stores are not different 
enough from each other. 

c) Selfridges has changed into an up-to-date 
store. 

d) Department stores need to recognize their 
problems and have to change. 

e) Selfridge's new approach works. 
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What changes have taken place at: 

a) Selfridges? b)Macy's? c) Bloomingdale's? 

1
 Which of these groups of people are mentioned in the article? 

1 agents 5 discounters 9 vendors 

2 clients 6 manufacturers 10 wholesalers 

3 consumers 7 retailers 

4 customers 8 shoppers 

Which of the groups of people in Exercise 5: 

1 are buyers? 
2 are sellers? 
3 are intermediaries? 
4 offer goods at reduced prices? 
5 sell directly to the public? 

What are the differences between the types of retail outlet in the box? 

Consider the following factors: size, prices, product range, length and frequency 

of shopping visits, customer service level. 

Supermarket department store kiosk convenience store discount store I 

ЯДЯМЯН Describing change 

Write the verbs from the box under the correct prefix to make words 

connected with change. Use a good dictionary to help you. Some of the words 

can be used with more than one prefix. 

down- de- up- re-
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Complete these sentences with the correct form of the verbs from the box in 

Exercise 1. Use a good dictionary to help you. 

1 It is now so expensive to rent offices in the city centre that many companies are 
re to the suburbs. 
2 The company has recently had to down its workforce. Reducing the number of 
employees is the best way to stay profitable in the current economic climate. 
3 Excellent customer service is vital to keep up with the competition. The company 
has introduced new working practices and is re all part-time staff. 
4 The seating plan in our office has been re to accommodate new staff. 
5 Our product hasn't been selling well recently. The marketing team has decided to 
re the product with a more up-to-date image. 
6 The company has noticed that too many decisions are made at Head Office. It is 
de the decision-making process so that branch managers are more involved at an 
earlier stage. 
7 The company has finalised the plans to re the disused car park site. It is going to 
become a modern three-storey office block. 
8 The most successful change in our company was the decision to re the company 
hierarchy. Now there is more opportunity for promotion. 

Underline the nouns in Exercise 2 that make partnerships with the verbs. 

Work in pairs. Describe the changes that have happened in a workplace you 

know well. 

Vocabulary file pages 98-99 

Skills Taking part in meetings 2 

_ Four executives are discussing changes to company working practices. Read 

and answer the questions. 
C=Carl, N=Nancy, M=Max, S=Stefan 

С Can we move on to the next point, the open-plan office? Nancy, would you like to 
begin? 
NI like the idea. It's good for communication, people see each other at the office, 
it's, er, it's good for team spirit, too. There's more interaction between people, and 
people work harder when they're on display. 
M I'm not sure I agree with you there. With open-plan offices, there's a problem of 
privacy. 
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С OK Max, thanks. Em, Stefan, what do you think? 
S I agree with Max about privacy. What if you want to have a private conversation or 
make a private phone call? 
С Well erm I suggest we use meeting rooms for private conversations or 
calls. 
S Meeting rooms? Yes, that's true, I suppose 
M Could I just say something? I don't think it works 
С Let Stefan finish please, Max 
M Well I'm not happy about it. I don't think we should have a vote about it now. I 
mean, I think we need a report or an extra survey done about this. 
С How do you mean, "an extra survey"? Are you saying we need to bring a 
consultant? 
M No, I was thinking of someone inside the company. 
С OK, I think a report is probably better. I propose that someone prepares a report on 
the open-plan idea, by, say, the end of the month. Is everyone agreed? 
All Yes, right, agreed. 
С Right, can we move to the next item on the agenda, "hot-desking", Max? 
M Frankly, I was shocked to see the proposal about hot-desking. I don't think it's a 
good idea at all. It will upset people and it just won't work. 
С OK, how do you feel about it, Nancy? 
N I'm pretty sure hot-desking won't work unless we have an open-plan office. I don't 
think hot-desking works in closed offices. 
S Sorry, I don't follow you, Nancy. What exactly are you saying? 
N What I mean is, we could change to an open-plan system but I'm against 
introducing hot-desking now. It's not good to change everything too quickly. Staff 
need time to get used to changes. 

Answer the following questions: 

1 Why does Nancy think the open-plan office is a good idea? 
2 Why are two of the people against introducing an open-plan office? 
3 What proposal does Carl make to deal with the problem mentioned? 
4 Why is Max against hot-desking? 
5 What change in working practices does Nancy want? 

Role play this situation. You are managers of a television production 
company, Zoom International. You are discussing these two proposals for 
changes to company policy. 

1 Zoom International (ZI) could reduce costs by offering staff a 10% increase in 
salary instead of a company car. If ZI makes the change, staff will have to provide 
their own car for business use, using their own money. 
2 ZI could increase security at their head office. At present, a security guard checks 
staff who enter the building. In future, staff will have to go through a barrier where 
they insert an identity card. If they do not have an identity card, they cannot enter the 
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building. In addition, they must, at all times, wear an identity card with their 
photograph on it. There will be two female receptionists behind the barrier. 
Student A: Turn to page 88. 
Student B: Turn to page 90. 

Useful language 

Interrupting 

Could I just say something? 

Excuse me, but could I just say 

Asking for clarification 

How do you mean, ? 

What exactly are you saying? 

What exactly do you mean? 

Are you saying we need to ? 

Sorry, I don't follow you. 

Can you explain in more detail? 

Clarifying 

What I mean is 

What I'm saying is 

No, I was thinking of 

To be more specific 

To clarify 

Dealing with interruptions 

Hold on. Can I finish the point? 

Let Stefan finish, please/ 

I'd like to finish if I may. 

Just a moment 

Making proposals 

I suggest 

I propose that 

How about 

We could 

Rejecting proposals 

Sorry, I don't think it's/that's a good 
idea 

I'm not sure I agree with you there. 

It/That just won't work. 

Well, I 'm not happy about it/that 
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Unit 5 Money 

"A bank is a place that will lend you money if you can 
prove that you don't need it. " 

Bob Hope (1903-2002), American comedian 

Starting up 

_ Answer these questions individually. Then compare your answers with a 

partner. 

1 How much cash do you have with 
you at the moment? Do you: 

A know exactly? 

В know approximately? 

С not know at all? 

2 Do you normally check: 

A your change? 

В you bank statements and credit card 
bills? 

С restaurant bills? 

D your receipts when shopping? 

E prices in several shops before you 
buy something? 

3 Do you: 

A give money to beggars? 

В give money to charities? 

С give away used items, such as 
clothing? 

4 If you go for a meal with someone 
you don't know well, do you: 

В suggest dividing the bill into equal 
parts? 

С offer to pay the whole bill but expect 
them to pay next time? 

D try to avoid paying anything? 

5 What do you think about people 
who don't pay the correct amount of 
tax? Is this: 

A a serious crime? 

В morally wrong but not a crime? 

С excellent business practice? 

6 If you lend a colleague a small 
amount of money and they forget to 
pay it back, do you: 

A say nothing? 

В remind them that they owe you 
money? 

С arrange to go for a drink with them 
and say you've forgotten your wallet? 
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_ What do your answers to the questions in Exercise 1 say about your attitude 

to money? What do they say about your culture? 

НЯПН Dealing with figures 

Useful language || 

Years 
1984 nineteen eighty-four 
2006 two thousand and six 
1900 nineteen hundred 

Decimals 
16.5 sixteen point five 
17.38% seventeen point three eight percent 
0.185 nought/zero point one eight five 

Bigger numbers 
3,560 three thousand five hundred and sixty (BrE) 

three thousand five hundred sixty (AmE) 
598,347 five hundred and ninety-eight thousand, three hundred and forty-seven 

five hundred ninety-eight thousand, three hundred forty-seven (AmE) 

1,300,402 one million three hundred thousand, four hundred and two (BrE) 
one million three hundred thousand, four hundred two (AmE) 

lm one/a million (1,000,000) 
3bn three billion (3,000,000,000) 
£7.5bn seven point five billion pounds 
€478m four hundred and seventy-eight million euros (BrE) 

four hundred seventy-eight million euros (AmE) 

_ Work in pairs. 

Student A: turn to page 91 and read the text aloud to Student B. Student B: 
listen to Student A while reading the article below. Correct any incorrect 
information. 

Saying n u m b e r s 
Currencies 

£3.15 three pounds fifteen 50p fifty / p i : / 
€250 two hundred and fifty euros 
¥125 one hundred and twenty-five yen 
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BUSINESS IN BRIEF 

Yahoo has strengthened its European presence 
with the €375m($578m) acquisition of Kelkoo, 

the French-based on-line shopping service. The 
European on-line retail market is forecast to grow 

€16bn in the next three years. 

The Nikkei 225 Average climbed 0.7 percent 
to 10,364,99 while the Topix index rose 1.2 
percent to 1,145,90. Banking shares benefitted 
most, with Mizuho jumping 5.7 percent to 
¥437,000, SMFG rising 4.7 percent t ¥ 852,000 

MTFG gaining 7.9 percent to close at 
¥ 1,019,000 and UFJ up 4.2 percent to 
¥ 656,000. 

From The Financial Times 

FINANCIAL TIMES 
World business newspaper 

Write all the numbers and symbols in full, according to the way they are 
pronounced. For example, €3.1m: three point one million euros. 

Vocabulary Financial terms 

Match the definitions 1 to 6 with the financial terms a) to f). 

1 money owed by one person or organisation to 
another person or organisation 

2 a period of time when business activity decreases 
because the economy is doing badly 

3 difference between the selling price of a product 
and the cost of producing it 

4 a place where company shares are bought and sold 

5 money which people or organizations put into a 
business to make profit 

6 equal parts into which the capital or ownership of a 
company is divided 

a) gross margin 

b) recession 

c) shares 

d) debt 

e) stock market 

f) investment 
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Match the sentence halves. 

1 Earnings per share are a) a part of the profits of a company paid to the 
owners of shares. 

2 A forecast is 

3 Bankruptcy is 
b) a company's profits divided by the number of 

its shares. 

4 A dividend is c) a description of what likely to happen in the 
future. 5 Pre-tax profits are 

6 Revenues are d) money which businesses receive from selling 
goods or services. 

e) when a person or organisation is unable to 
pay their debts. 

f) the money a business makes before payment 
to the government. 

1 Complete this report with the terms from Exercise 1 and 2. 

In our home markets it has been another excellent year are up by £23 million, 

and the for the next quarter is equally good. Profits from abroad are down 

because of a in Japan. However, our performance overall has been good, and the 

have increased to 26.4p and the will be increased to 4.3p per share, which 

will please our shareholders. 

We plan to issue new in order to finance expansion in Asia. We also plan to 

increase our in plant and equipment before entering the Chinese market. We are 

particularly pleased with our performance in France and Germany where have 

increased. As a result of using a new distributor, our costs fell giving us a of 40 

percent on our main product line. We will use any extra cash to reduce the level of 

our 

Our performance in Italy should improve significantly following the of our 

biggest competitor. However, we should not become too satisfied with our share 

price as economic conditions remain uncertain and the will continue to reflect 

this. Share prices will not rise in the short term. 

Reporting financial success 
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Before you read the articles decide which of these statements are true. 

1 Both Wal-Mart and Target Stores are based in the UK. 
2 Wal-Mart is the world's largest retailer. 
3 Target is not a competitor of Wal-Mart. 

Work in pairs. Student A read Article 1 below and Student В read Article 2. 
Complete the parts of the chart which relate to your article after the 
texts. 

Article 1 

Article 2 
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Wal-Mart 

4 t h quarter 

Target 

4 t h quarter 

Wal-Mart 

Full year 

Target 

Full year 

Total profits 

% increase in 
profits/earnings 

Earnings per 
share 

Sales revenues 

Exchange information with a partner and complete the chart. 

Read both texts and answer the questions. Which company: 
1 feels confident about the future? 
2 has developed a more fashionable image? 
3 had particularly good results overseas in the last 12 months? 
4 is not planning to increase prices? 
5 did better than the American stock market forecast? 
6 feels its success is due to the variety of its goods? 

Match the words to make word partnerships from the text. 

1 consumer a) division 

2 tax b) pressure 

3 international c) refunds 

4 quarterly d) spending 

5 price e) earnings 

_ Read the articles again and check your answers. Now match the word 
partnerships in Exercise 5 to their definitions. 
1 the money people spend on goods and services 
2 money given back at the end of the financial year 
3 company profits for a three-month period 
4 part of a company which deals with or is located overseas 
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5 decreasing or freezing the price of goods or services in order to gain an advantage 
over competitors 

Vocabulary Describing trends 

We can describe trends in English in different ways. For example: 
1 Verbs of change 
Profits soared 18.5%. 
Profits are falling. 
Sales plummeted in January. 
2 Prepositions 
Profits rose 11% to $2.7 billion. 
Profits have gone up from 3 million to 4 million euros. 
Our business grew by 10% last year. 
There's been a decrease in annual sales of 1 million euros. 
Last year profits stood at 2.5 million pounds. 
3 Different verb forms 
The figures show a positive trend, (present simple) 
We're watching the trends carefully, (present continuous) 
Last year we made a loss, (past simple) 
In recent months our profits have risen dramatically, (present perfect) 
If sales drop further, we'll be in serious financial difficulty, (first conditional) 

What kind of movement do the verbs below describe? Match them to the 
symbols 1 to 11. Then compare your answers with your partner. (Use some 
symbols more than once.) 
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decline gain drop increase rocket plummet 

double fall halve level off triple recover 

decrease fluctuate improve peak rise jump 



Which of the above verbs also have noun forms? What are they? For 
example, to increase-an increase. 

Complete these sentences about the graphs below with appropriate 
prepositions. 

1 Sales have increased €5m €7m. 
2 Sales have increased €2m. 
3 There has been an increase €2m in our sales. 
4 Sales now stand €7 million. 
5 Sales reached a peak €7 million in July. 
6 Sales reached a low point €1 million in April. 

Complete the graph and the pie charts using the information below. 

The growth rate in Paradiso was 
around four per cent a year for 
ten years. A period of very fast 
growth followed, with the growth 
rate reaching 12 per cent ten 
years later. Growth was nine per 
cent in the following three years, 
but fell to two per cent in the year 
after that. It then increased 
steadily to reach five per cent two 
years ago, and has stayed at that 
level. 
30 years ago, GDP in Paradiso 
came 70 per cent from 
agriculture, 20 per cent from 
industry and 10 per cent from 
services. At that time, GDP was 
US$1,000 per person in terms of 
today's dollars. 

Today, GDP per person is 
US$10,000, coming 50 per cent 
from industry, 40 per cent from 
services and 10 per cent from 
agriculture. 

Paradiso growth rate 
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Unit 6 Advertising 

"Half the money I spend on advertising is wasted. The trouble is I don't know which 
half. " 

William Hesketh Lever (1851-1925), English industrialist 

Starting up 

Discuss the advertisements. 
1 Which do you like best? Why ? 
2 What kind of advertisement do you like? 

Discussion Good and bad advertisements 

What makes a good advertisement? Use some of the words below. 
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Do you think that the advertising practices described below are acceptable? 
Are any other types of advertisement offensive? 

1 Using children in advertisements 
2 Promoting alcohol on TV 
3 Comparing your products to your competitors' products 
4 An image flashed onto a screen very quickly so that people are influenced without 
noticing it (subliminal advertising) 
5 Exploiting people's fears and worries 

Which of the following statements do you agree with? 
1 People remember advertisements not products. 
2 Advertising raises prices. 
3 Advertising has a bad influence on children. 

Vocabulary Advertising media and methods 

Newspapers and TV are advertising media. Can you think of others? 

Look at the words in the box below. Label each item 1 for advertising 
media, 2 for methods of advertising or 3 for verbs to do with advertising. 

directories 

run 

commercials 

exhibition 

point-of-sale 

target 

press 

persuade 

mailshots 

public transport 

publicise 

promote 

place 

billboards/hoardings launch 

posters word of mouth 

endorsement research 

Internet slogans 

sponsorship 

cinema 

free sales 

leaflets 

radio 

sponsor 

television 

Choose the most suitable word from the words in brackets to complete these 
sentences. 

1 Viacom Outdoor is an advertising company that specializes in placing adverts on 
billboards/public transport/television as buses. 
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2 a fruit bar 

3 a computer quiz game 

5 a range of smart clothing 

6 a range of supermarket own-brand products 

Skills Starting presentations 
О Decide whether each expression in the Useful language box is formal or 
informal. Write F (formal) or I (informal). Underline the key words which 
helped you to decide. Then compare your answers. 

Useful language 

Introducing yourself 

On behalf of myself and Focus 
Advertising, I'd like to welcome you. 
My name's Sven Larsen. 

Hi everyone, I'm Dominique 
Lagrange. Good to see you all. 

Introducing the topic 

I'm going to tell you about the ideas 
we've come up with for the ad 
campaign. 

This morning, I'd like to outline the 
campaign concept we've developed 
for you. 

Giving a plan of your talk 

I've divided my presentation into 
three parts. Firstly, I'll give you the 
background to the campaign. 

Secondly, I'll discuss the media we 
plan to use. Finally, I'll talk you 
through the storyboard for the TV 
commercial. 

My talk is in three parts. I'll start 
with the background to the 
campaign, move on to the media 
plan to use, and finish with the 
storyboard for the commercial. 

Inviting questions 

If there's anything you're not clear 
about, go ahead and ask any 
questions you want. 

If you have any questions, please 
don't hesitate to interrupt me. 

© Read these two presentations and check your answers to Exercise 1. 

Formal presentation 
Could I have your attention, please? Good morning everyone. On behalf of myself 
and Focus Advertising, I'd like to welcome you. My name's Sven Larsen, I'm 
Commercial Director. 
This morning, I'd like to outline concept we've developed for you. I've divided my 
presentation into three parts. Firstly, I'll give you the background to the campaign. 
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2 Some perfume companies provide leaflets/commercials/free samples so that 
customers can try the perfume on their skin before buying it. 
3 Advertising companies spend a lot of money on creating clever slogans / 
directories / mailshots that are short and memorable such as the message for the 
credit card, Access: "Your flexible friend." 
4 Celebrity exhibition/research/endorsement is a technique that is very popular in 
advertising at the moment. 
5 If news about a product comes to you by word of mouth/press/Internet, someone 
tells you about it rather than you seeing an advert. 
6 If you have something to sell, you can target/place/launch an advert in the local 
newspaper. 

Give examples of: 
1 outdoor advertising on the buses or train in your country. 
2 clever slogans that you remember from advertising campaigns. 

[ЭИШЗ Successful advertising 

Discuss with your partner. 

1 Which celebrities from your country are used in advertising? 
2 Which products or types of products do they advertise? 
3 Do you think this kind of advertising is effective? 

Read the article. Match the celebrities mentioned to their sport. 

Answer these questions after reading the text. 

1 According to Phil Knight, what are the three facts which have led to the huge 
success of Nike? 
2 Why did Nike lose market share in the mid 1980s? 
3 Which innovation saved the company? 
4 Which celebrity saved the company? 
5 What is Phil Knight's key idea about advertising? 

Which of these statements are true? Correct the false ones. 

1 Nike has been Advertiser of the Year three times. 
2 Nike uses only worldwide advertising. 
3 Nike believes market research pre-testing is very important. 
4 A lot of computer tricks are used in Nike ads. 

What are the advantages and disadvantages for a company of using 

celebrity endorsement in its advertising? 
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What m a k e s Nike's advert is ing tick? 

The article mentions an attention-grabbing advertisement. This type of 
phrase is common in advertising. Match the words 1 to 6 to the words a) to f) to 
make word partnerships. 

1 energy a) teasing 

2 eye b) saving 

3 thirst c) watering 

4 money d) catching 

5 mouth e) quenching 

6 brain f) saving 

Which of the word partnerships in Exercise 6 would you use to describe 
these products? 

1 a soft drink 4 a lower-power bulb 
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Secondly, I'll discuss the media we plan to use. Finally, I'll talk you through the 
storyboard for the TV commercial. If you have any questions, please don't hesitate to 
interrupt me. 
Informal presentation 
Right let's get started. Hi everyone, I'm Dominique Lagrange. As you know, I'm 
Creative Director of DMK. Good to see all. I'm going to tell you about the ideas 
we've come up with for the ad campaign. My talk is in three parts. I'll start with the 
background to the campaign, move on to the media plan to use, and finish with the 
storyboard for the commercial. If there's anything you're not clear about, go ahead 
and ask any questions you want. 

Presenters can use different techniques to get their audience's attention at 

the start of a presentation. Match the starts of five presentations to the 

techniques. 

1 I wonder if any of you know the 
answer to this question: What's the most 
popular holiday destination in Europe 
for people under the age of twenty-five? 

2 When I was on holiday a few years 
ago in Greece, I remember talking to the 
owner of a tavern. He said to me that in 
twenty years' time, the little island 
where he lived would be a popular 
tourist resort. 

3 Let me start by giving you a statistic: 
ninety-two percent of all Americans do 
not possess a passport. Think about that, 
and consider the opportunity it presents 
to the travel industry. 

4 We're facing a crisis with our market 
share. What are we going to do about it. 

5 Someone once said that "travel 
broadens the mind". What I hope to do 
in this presentation is to demonstrate 
how to convince the next generation of 
travelers that this is still true. 

A Tell a personal story 

В offer an amazing fact 

С use a quotation 

D ask a question 

E state a problem 

Prepare your opening using the techniques in Exercise 3. Practise the 

openings with a partner. 
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Unit 7 Cultures 
"Share our similarities, celebrate our differences. " 

M Scott Peck, American author 

"When in Rome, do as the Romans do. " 

What do you miss most about your own country or culture when you go 
abroad? 

Why is cultural awareness important for businesspeople? Give examples. 

What is culture? Choose the four factors which you think are the most 
important in creating a culture. Give your reasons. 

climate 

institutions 

ideas and beliefs 

cuisine 

language 

arts 

religion 

geography 

historical events 

social customs and traditions 

ceremonies and festivals 

architecture 

Do you think cultures are becoming more alike? Is this a good thing or a 
bad thing? Give reasons for your answers. Think about: 

• improved communications 
• cheap foreign travel 
• global business 
• trading groups (such as EU, ASEAN) 

How important are the following things when doing business in your 
country? Are they: a) important b) not important or c) best avoided? 

• exchanging business cards 

• shaking hands 

• kissing 

• socializing with contacts 

• being formal or informal 

• punctuality 

• humour 

• giving presents 

41 



• small talk before meetings • being direct (saying exactly what you 
think) 

accepting interruption 
using first names 

Which country would you like to visit on business? What would you like to 
know about the culture of this country before visiting? Think of some questions 
to ask. 

Vocabulary Idioms 

Choose the most appropriate word in the box to complete the idioms in the 
sentences below. 

eye eye foot water water fire ice end 

11 was thrown in at the deep when my company sent me to run the German 
office, I was only given two days' notice to prepare. 
2 We don't see eye to about relocating our factory. The Finance Director wants 
to move production to the Far East, but I want it to remain in Spain. 
3 I got into hot with my boss for wearing casual clothes to the meeting with our 
Milanese customers. 
4 Small talk is one way to break the when meeting someone for the first time. 
5 I really put my in it when I met our Japanese partner. Because I was nervous, I 
said "Who are you?" rather than "How are you?" 
6 I get on like a house on with our Polish agent; we like the same things and have 
the same sense of humour. 
7 When I visited China for the first time I was like a fish out of Everything was 
so different, and I couldn't read any of the signs. 
8 My first meeting with our overseas clients was a real -opener. I had not seen 
that style of negotiating before. 

Consider the context of each idiom in Exercise 1 and write down those 
which have: 

a) a positive meaning -
b) a negative meaning -

Match the idioms in Exercise 1 to the correct meanings a) to h). 
a) given a difficult job to do without preparation 
b) quickly have a friendly relationship with someone 
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c) feel uncomfortable in an unfamiliar situation 
d) say or do something without thinking carefully, so that you embarrass or upset 

someone 
e) to disagree with someone 
f) an experience where to learn something surprising or something you did not 

know about 
g) make someone you have just met less nervous and willing to talk ... 
h) to get into trouble 

Work in pairs or small groups. Discuss the following: 

1 What tips do you have for breaking the ice at the meetings with new clients? 
2 Talk about a place you have visited which was a real eye-opener. 
3 Describe any situation you had using the idioms. 

Readin I Cultural advice 

Work in pairs. Student A: read the articles A and В on the next page. 

Student B: read the articles С and D on pages 93-94. Choose the two most 

interesting points about each country and tell your partner. 

Read your articles again and answer as many of the following questions as 

you can. 
In which country or countries: 
1 do people talk in a lively way? 
2 do people ask questions about your personal life? 
3 does the host invite you to comment on a previous conversation? 
4 do the hosts like to hear praise about their country? 
5 do people like gifts with your company logo? 
6 is it important to give a more expensive gift to the most senior person? 
7 does you host open your gift immediately? 
8 Is it a mistake to offer an expensive gift? 
9 is it bad manners to refuse to sing when asked? 
10 is it bad manners to refuse an invitation to a meal? 
11 is it important to be punctual for lunch or dinner? 
12 is it important not to offer food with your left hand? 

Article A: Italy Article B: United Arab Emirates 
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In pairs share the information with your partner so you can answer all the 
questions. 

What advice would you give a business visitor to your country? Give a short 
presentation. You could mention conversation, gifts, entertainment, 
appointments and business dress. 

Read these notes on US business protocol. How does each piece of advice 
compare with the situation in your country? 
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Skills Social English 

In what business situations would you use the words and expressions below? 
Discuss your ideas with a partner. 

Congratulations! 

Cheers! 

Make yourself at home. 

Help yourself. 

I don't mind. 

Excuse me. 

Sorry. 

It's on me. 

I 'm afraid 

Please 

Could you ? 

That sounds good. 

What would you say in the following situations? Choose the best answer. 

1 You don't hear someone's name when 
you are introduced to them. 

2 You have to refuse an invitation to 
dinner with a supplier. 

3 You are offered food you hate. 

4 You want to end a conversation in a 
diplomatic way. 

5 You have to greet a visitor. 

6 You have to introduce two people to 
each other. 

7 You offer to pay for a meal. 

8 You have to propose a toast. 

9 Your colleague has been made 
redundant. 

10 You arrive half an hour late for a 
meeting. 

a) I 'm sorry I'm late. The traffic was 
terrible. 

b) Here's to our future success. 

c) I 'm very sorry to hear about what 
happened. 

d) I 'm sorry. I didn't catch your 
name. 

e) Let me get this. 

f) I 'm sorry. I'm afraid I'm going to 
the opera on Tuesday. 

g) Welcome to our headquarters. 

h) Not for me thanks; I'm not very 
keen on fish. 

i) Michael, can I introduce you to 
John Perry? John's over from the 
States. John, this is Michael 
Andrews, my boss. 

j) I 'm sorry. I really must get going. 
It was really nice talking to you. 
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What can you say in the first five minutes of meeting someone? Choose the 
best answer a) to 1) for each of the questions 1 to 10. 

In your opinion, which of these items of advice for a successful conversation 
are useful and which are not? 

1 Listen carefully 4 Be polite 

2 Give only yes or no answers 5 Ask questions 

3 Interrupt a lot 6 Stay silent 

7 Keep eye contact 

8 Be friendly 

Turn to pages 106-107 to play The social-cultural game. 

Test Your Business Grammar and Vocabulary. Revision A. 
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Unit 8 Employment 
"No matter how successful you are, your business and 

its future are in the hands of the people you hire. " 
Akio Morita (1921-1999), 

Japanese business executive 

Starting up 

In your opinion, which factors below are important for getting a job? 
Choose the five most important. Is there anything missing from the list? 

appearance 

intelligence 

references 

blood group 

hobbies 

marital status 

age 

sickness record 

experience qualifications 

personality handwriting 

astrological sign family background 

_ Think about jobs you've had and interviews you've attended. Ask each 
other about your best or worst: 
1 a) job b) boss c) colleague 
2 a) interview experience b) interview question c) interview answer 

Discuss these statements. 

1 At work appearance is more important than performance. 
2 You should keep your private life totally separate from your work. 
3 People don't change much during their working lives. 
4 It is best to work for as few companies as possible. 
5 Everybody should retire at 50. 

Vocabulary The recruitment process 

Match the verbs 1 to 6 to the nouns a) to f) to make word partnerships. 

1 to train a) a vacancy/post 
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2 to shortlist b) an interview panel 

3 to advertise c) the candidates 

4 to assemble d) references 

5 to make e) new staff 

6 to check f) a job offer 

Now decide on a possible order for the events above from the employer's point 
of view. 
For example: 1 to advertise a vacancy 

Complete the text using the words from the box. 

These days many applicants submit their speculatively to companies they would 
like to work for. In other words, they do not apply for an advertised job but hope the 
employer will be interested enough to keep their CV on file and contact them when 
they have a vacancy. When replying to an advertisement, candidates often fill in a/an 

and write a/an The employer will invite the best candidates to attend a/an 
Sometimes candidates will take a/an ... before the interview to assess their 

mental ability and reasoning skills. These days it is normal for successful candidates 
to have to work a/an in a company. This is usually three or six months; after that 
they are offered a permanent post. 

Which of these words would you use to describe yourself in a work or study 
situation? Use a good dictionary to help you. Add any other useful words. 

• motivated • confident • reliable • proud 

• dedicated • loyal • determined • charismatic 

• honest • adaptable • resourceful • meticulous 

Compare your answers with a partner. Which of the qualities in Exercise 3 
do you think are the most important to be successful in a job? 

Vocabulary file pages 96-97 

Retaining good staff 
Discuss these questions before you read the article. 
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1 The article talks about people who are high performers. What does this phrase 
mean? What sort of people are they? 
2 What do you think motivates high performers to stay with the same company? 

Motivating high-calibre staff 

Answer these questions. 
1 What qualities of high performers are mentioned in the article? 
2 What are the problems of losing high performers? 
3 Which motivating factors are mentioned in the article? 

Use these words or phrases from the article to answer the questions below. 
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fast-tracking headhunting financial package 

Which word or phrase: 
1 is British English for the American English resume ? 
2 refers to stealing employees from companies? 
3 do you often find in job advertisements referring to money and benefits? 
4 refers to an older, more experienced person who helps you? 
5 usually leads to quick promotion? 
6 means a short chat to motivate staff? 

What are the advantages and disadvantages of: 
1 headhunting? 
2 having a mentor system? 
3 fast-tracking certain employees? 
4 frequent pep talks? 

Skills Managing meetings 

Why are some meetings successful and others unsuccessful? 

Match the definitions 1 to 12 to the words and phrases a) to 1). 

1 the person in charge of the meeting a) action points 

2 the people at the meeting b) chairperson 

3 to go to a meeting c) propose 

4 a list of topics to be discussed d) attend 

5 one topic on the list e) to send apologies 

6 the last topic on the list f) item 

7 to make a suggestion formally g) vote 

8 to support a formal suggestion h) any other 
business(AOB) 

9 a method of making a decision 
i) participants 

10 an official record of what was said and/or 
decided j) second 
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11 to say that you cannot go to a meeting k) minutes 

12 what needs to be done after the meeting, 1) agenda 
and by whom 

You are managers of a retail fashion chain called Space. You are holding 
your regular management meeting. Use the Managing Director's notes below as 
an agenda for your discussions. A different person should chair each item. 

1 DRESS CODE 

Following complaints from customers, 

we need to discuss ideas for a dress 

code for all emploees, as well as 

guidelines on personal appearance. 

2 POLICY FOR SMOKERS 

Non-smoking staff complain that staff 

who smoke take frequent 'cigarette 

breaks' outside the store. Should smo­

kers work extra t ime to make up 

for the time lost? 

3 COMMISSION PAYMENTS 
At present, commission is based on 
quarterly sales at each store and divided 
equally between all staff. Now, our Sales 
Director wants each person to receive 
commission according to their individual 
sales. 

4 END-OF-YEAR BONUS 

Staff receive sales vouchers as an 
end-of-year bonus. The vouchers give 
discounts on a range of goods at major 
department stores. Some managers are 

proposing to issue no sales vouchers this 

year. Instead, staff will be invited to 

an end-of-year party. 

5 STAFFTURNOVER 

Staff tend to be young so employee 

turnover is high. As a result, training 

costs have increased dramatically. 

What can be done to keep staff longer? 

Useful language 

Starting 

OK, let's get down to 
business 

Right, can we start, 
please? 

Setting objectives 

The purpose of this 
meeting is ... 

The aims of this 
meeting are ... 

Asking for reactions 

How do you feel 
about..? 

What do you think? 

Dealing with interruptions Slowing down 

Could you let him finish, 
please? 

Could you just hang on a 
moment, please? 

Keeping to the point 

I'm not sure that's relevant. 

Perhaps we could get back 
to the point. 

Speeding up 

I think we should move on 
now. 

Can we come back to that? 

Hold on, we need to look at 
this in more detail. 

I think we should discuss 
this a bit more. 

Summarising 

OK, let's go over what 
we've agreed. 

Right, to sum up then ... 
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Unit 9 Trade 
"The merchant has no country. " 
Thomas Jefferson (1743-1826), 

Principal author of the Declaration of Independence 

Starting up 

Think of some things you own (for example, shoes, TV, car). Which are 

imported? Where were they made? 

Name some global companies. What kind of business are they? 

1
 What is globalisation? 

_ Discuss these statements. Do you agree or disagree? 

1 Globalisation damages local goods, services and cultures. 
2 Globalisation increases competition among companies. 
3 Globalisation raises people's living standards. 
4 Globalisation improves international communication and understanding. 
№Т*М1ТПЕТЯ Free trade 

Complete the definition of free trade by Ian McPherson, an expert on 

international trade, with the words below. 
taxes liberalise customs borders barriers controls 

It's a situation in which goods come into and out of a country without any or 
Countries which truly believe in free trade try to their trade, that's to say, 

they take away to trade. They have open and few controls of goods at 

There are five things which stop people trading freely. Create a word using 

the given letters and explain briefly the meaning of each one. 
1 fratisf 
2 ubissised 
3 saqtou 
4 evespinex ecceslin 
5 umcodten irlonguerat 
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Discuss these questions. 
1 To what extent do you have free trade in your country? 
2 Should certain industries in your country be protected? If so, which ones? 
3 Is free trade always a good thing, in your opinion? 

Use the words and phrases in the box to complete the table. Use a good 
dictionary to help you. 

Fair trade 

Before you read the article, answer these questions. 
1 Which countries traditionally export: a) bananas? b) coffee? c) sugar? 
2What typical problems do these exporters face when selling abroad? 

Read the article and answer these questions. 
1 What does the article say about: 

a) Denise Sutherland? 
b) Juan Valverde Sanchez? 
c) Nicaraguan farmers? 
d) Sainsbury's, Starbucks and Carrefour? 
e) The World Trade Organisation (WTO)? 

2 What do these numbers from the article refer to? 

3 Why are Denise and Juan having problems selling their products? 
4 What are the benefits to local producers of fair trade? 
5 How did fair trade begi 
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ТТЖ£ dLevelcxps taste for fair* trade 
The UK has a taste for guilt-free food - sales are growing by 100% a year. 

_ Choose the word a), b) or c) that is odd one out in each group and matches 
the definitions. 
1 state of continuing to live A ruin В bankruptcy С survival 
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