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Welcome to Business English Ebook!

Go to:
to find the links where you can download your bonus eBooks - including:
1. Successful Presentations - for Business English Students and Teachers

2. Fast Track Grammar Review for EFL Students

Introduction to Business English

Business English can be financially and personally rewarding for both teachers and

students. Successful Business English students are often fast tracked for more lu-

crative assignments in their companies, successful Business English teachers can
often double their wages.

In this Business English Ebook you will notice a stress on functions. \When study-

ing Business English, you will do far better to focus on functions than on traditional

grammar-based lessons taught by most English teachers and studied by most stu-
dents.

The business world is results-oriented, and studying functions is the way to get
those results. Lack of skills with functions is exactly why many EFL students can't
even string a sentence together in spite of years of English lessons
- even with native speakers.

This eBook is the magic you are hoping for - use it to succeed!

This eBook is intended to supplement FREE lessons, activities, quizzes and games

At:
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1A. Introductions: Introducing Yourself

Business people don’t always have the luxury of a third person to make introductions.
Meeting someone at an airport or making contact at a conference or exposition often
means we must introduce ourselves. These types of self-introductions, just by their na-
ture, will tend to be less formal.

Such introductions typically take the following form, depending on whether we can recog-

nize the person we are meeting, or not. If you don’t know or can not recognize the person
two additional steps are required. At conferences or meetings, people may have already
been introduced and so are known to you or may possibly even be wearing a name tag.

Conversation Plan

Can not Recognize Person Can Recognize Person
Excuse yourself -

Enquire about their name -
Greeting
Introduce yourself
Identify your company
Enquire about their well-being

Begin your conversation

Example Dialog 1:
Jee Ah Park: Excuse me, are you Dr. Lee from Biotech Associates?
Dr. Lee: Yes, | am.

Jee Ah Park: Well, Good morning!
| am Jee Ah Park from Wyndham Consulting, how was your flight?

Dr. Lee: Just great, everything went according to plan . ..

Example Dialog 2 (can identify the person):

Jee Ah Park: Good Afternoon, Dr. Lee.
| am Jee Ah Park with** Wyndham Consulting, how was your flight?

Dr. Lee: Just great, thank you. Everything went well and | got here on time . . .

** You may use either with, from or even | work for when indicating your company.
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Activity: Use the table below to practice introducing yourself.
Play both sides of each role.

Conversation Plan - Activity

Can Initiator*  Initiator* Recipient Recipient Enquire about
Recognize? Name  Company Name  Company

Yes Barbara ICT Int’l*™ Amy Chung Haier How is the confer-
Young Ltd.*** ence going for you?

Yes Oscar Sonora Koji Toyota  How was your flight?
Armenta Services Tanaka

No William Sony Jung Ah Samsung Have you been to
Anderson Park London before?

No Michael Financial Abdullah ASARCO Would you like to
Katz Partners Ali Mining join us for lunch?

Ho Young Automated Dr. Ramon Research May | ask some
Park Devices Soto Associates questions about your
presentation?

** International ***Limited

* The Initiator is the person who begins the conversation

1B. Introductions:
Introducing Others

It is more common in business that we will be introducing a col-
league to someone they have not met, often in settings similar
to what you have just practiced.

Introducing people to each other has a different form than just introducing yourself and
tends to be more formal in register. Etiquette (good manners) generally dictates that the
most important person’s name should be the first stated. As in:

Mr. Peterson (CEO), this is Jimmy Wynn, the new delivery boy.
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These introductions will generally follow the form below:

Conversation Plan

Name of most important person
Introductory phrase
Name of other person
Information about the other person
Name of most important person

Information about most important person

Example Dialog 1:

Maria Costa: Ms. Anna Park, may | introduce Mr. William Spitz?
He’s our new auditor in the contracts department.
Ms. Park is our CFO.

Model Introductory terms:

Thisis ...
May | introduce . . .
I'd like to introduce . . .
May | present . . . (most formal)
I'd like you to meet*™ . . . (less formal)
Meet* . . . (least formal)

**Some etiquette coaches suggest never using meet

Example Dialog 2:

Department Head: Ms. Wana Amado, I'd like to introduce Dr. Francisco Barraza.
He’s our new head of research.
Mr. Amado is the Chairman of the Board.

Example Dialog 3:

Bob: Jimmy Heard, meet John Smith.
We played on the tennis team at university.
Jimmy and | grew up together in California.
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Activity 1: Use the table below to practice introducing people. Introduce them to
your partner and your partner should introduce them to you.

Conversation Plan - Activity 1

Most Important Person Job + Company Other Person Job + Company

Winston Wu Head of Accounting Somchai Wongsak New account
Anders Consulting Anders Consulting

Dr. Omar Al-Harthy Dean of Institute of Nigel Winters Sales Rep**
Public Management Xerox Corporation

William O’Neill Judge, Superior Sarah Conners Attorney, Public
Court of Arizona Defender’s Office

** Representative

ACtiVity 1: Use the table below to practice introducing people.

You will need to decide the “most important person” and if the language should be formal,
very formal, or informal.

Conversation Plan - Activity 2

Name Role Name Role

Bill Barnet Head of C-9 Teddy Wilmers Looking for a job
Consulting

Jims Van Dermar Governor of State  Elizabeth Windsor Queen of the United
of New York (Queen Elizabeth 1I***) Kingdom

John McGarret friends Annika Robinson Work at the same
hotel****

Suda Tannawat Your mother Alisdair Forbes Your supervisor

from work****

** Representative *** Queen Elizabeth the Second
**** who is most important here is difficult to know - it’s up to you.

ACtiVity 3: A. Write your name, position, company and one piece of additional infor-
mation about yourself (hobby or other interest) on a piece of paper. B. Circulate around
the classroom and introduce other students to each other by using their papers. Let them
introduce you by using your paper. Give and participate in at least five introductions.
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Other Less formal forms of introduction
Have you met ...

Do you know . . .
Meet my friend/mother/sweetheart/partner. . .

Keep in mind these etiquette tips:
1. Forms of address should be kept equal.
Mr. Bill Robinson should meet Ms. Maria Robles.
Not Bill meet Ms. Robles.
2. Always use both first and last names (family and given names).
3. If you introduced yourself, don’t address the other person by their first name unless
they give you permission - continue to use Mr., Ms., Dr., etc. Some cultures and some in-

dividuals prefer to use more formal forms of address, often even with routine coworkers.

4. It is always helpful to give a little additional information about each person to help start
a conversation after the introduction. Examples:

Wilhelmina is a fifth degree black belt.
Mr. Shin was Olympic swimmer in his younger years.

Dr. Rupert holds over 55 patents in the processes that we use here.

Etiquette Coach Reviews Proper Introductions Method on Video

1:324311 o4 A

Click here to see it: Click here to see it:
http://www.
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http://www.youtube.com/watch?v=GqQYS50TyfM�


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



