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THE STRUCTURE OF
THE COURSE

Powerhouse is a language teaching course that offers business English with a definite ‘business’
flavour. Wherever possible the course teaches authentic business language as it is used in
authentic business situations. For this reason, it draws on an extremely wide range of authentic
sources. Material has been taken not just from business books, newspapers and magazines, but
also from novels, political speeches and even Hollywood movies, in an attempt to bring learners
as close as possible to the kind of language that businesspeople really use!

Powerhouse has also been designed to offer teachers as much flexibility as possible. It can be
followed as a complete course, or you can dip into it wherever you like. Each of the ten modules
of the Course Book is based on a business theme and is divided into six double-page spreads;
each of these double-page spreads is a complete and free-standing lesson. The map on pages 6
and 7 allows you to find your way round it at a glance, or, if you want to reference the course in
more detail, try the indexes at the back of this resource book.

The language level of the course is broadly ‘intermediate’. However, early modules of the
course include material that allows the teacher to ‘pick up’ learners from lower-intermediate
levels, while material in later modules ‘reaches up’ to learners at upper-intermediate level.

The course is aimed primarily at in-work professional and businesspeople, but is also
appropriate and accessible for learners who have not yet started their careers.

Powerhouse: a flexible, authentic approach to business English teaching

The ten modules of the Course Book are each themed around a different area of business. Every
module contains the following double-page spreads, each of which makes up a free-standing lesson.

Vocabulary

A double-page spread introduces vocabulary relevant to the subject of the module. A typical
spread will introduce language through an authentic text, and then provide activities for
development, practice and personalisation.

Grammar review

The most important grammar points at this level are reviewed in a range of business contexts
relevant to the theme of each module. Learners seeking more in-depth explanation and further
practice are referred to the Grammar Reference section at the back of the Course Book.

Doing business 1 and 2

These two double-page spreads in the middle of each module introduce business communication
skills. They often begin by analysing an authentic model — for example an extract from a film
script — and then go on to provide learners with the language and the contexts in which to
develop their skills in each area.

Many of the skills practised — for example presentations, telephoning and meetings — are
familiar from the standard business English syllabus. However some, such as writing an e-mail,
may be new.
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Focus

An activity — often, but not always, some kind of discussion — based on the theme of the
module. This often also involves analysis of authentic ‘case study’ type material.

Social skills

A systematic look at the social skills that businesspeople need, including pracrice in areas such as
breaking the ice, showing interest and developing conversations. Again, authentic contexts are
provided through the use of extracts from films, novels and management texts.

For more detailed reference to the contents of the Course Book, consult the Index of Course
Book teaching points.

The Powerhouse Study Book

For learners who want to work by themselves outside the classroom, a Powerhouse Study Book
with its own cassette accompanies the course. Its contents reflect the themes and format of the
Powerhouse Course Book module by module, providing revision, practice and extension activities
for material introduced in the Course Book.

A Check Your Progress section at the end of each module allows learners to monitor their
acquisition of the target language and ideas.

The Powerhouse Teacher’s Book

As Powerhouse has been designed to be a flexible and adaptable course, this resource book does

not aim to tell teachers how to ‘use’ the Course Book. Instead, you will find:

1 Answers and suggested answers to activities in the Course Book

2 Background information on business ideas, personalities and companies mentioned

3 Suggestions for further reading

4 Occasional notes on teaching the material

5 Further activities, mainly presented in the form of photocopiable pages (Copymasters),
towards the back of the book

6 An index of teaching points in the Course Book

7 An index of authentic material, people and companies mentioned in the Course Book.
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connections

General business vocABULARY

OBJECTIVES To review/introduce general business vocabulary
To provide an opportunity for the group to get to know each other

uP.L{ BACKGROUND  Big Night

Big Night is a film about two brothers who are struggling to make a profit from their Italian
restaurant in a small town outside New York. As a ‘favour’, a rival restauranteur says that he will
arrange for a major recording star and his band to eat at their restaurant one evening. In the
hope of gaining much-needed publicity for their restaurant, the brothers spend their litde
remaining money on lavish preparations for the star’s visit. But, as the movie progresses, it
becomes clear that the star is not going to turn up and that the ‘big night’ has been nothing
more than a trick to bankrupt them and drive them out of business. Towards the end, the
brothers confront their rival and ask him how he could have done such a thing to them; this
definition of a businessperson is part of his reply.

Big Night (1996) Directed by Stanley Tucci and Campbell Scott.
Screenplay by Stanley Tucci and Joseph Tropiano.

¢ ’P . 5 . ANSWERS  An average worker?

1 union 2 spouse 3 retirement age

emp. G. Grammar review

OBJECTIVE Review of present simple and continuous tenses

BACKGROUND  Apple Computers

Apple Computers was founded by computer enthusiasts Steve Jobs and Steve Wozniak in a
suburban garage in California in 1977. Within five years, its annual turnover had grown to more
than $1 billion and it had become a serious competitor to America’s top computer companies
such as IBM and Hewlett Packard. In 1983, in an attempt to add business and marketing skills
to Apple’s top management team, Steve Jobs approached John Sculley and asked him to become
Apple’s Chief Executive Officer. Sculley had a brilliant record as a marketing executive for Pepsi
Cola but had virtually no experience of the computer business — as he explains to Jobs in the
meeting quoted in the Course Book.

But Sculley did accept the offer to become Apple’s CEO, although his subsequent relationship
with Steve Jobs was a troubled one and led to Jobs leaving the company little more than a year
after the appointment. However, as Apple struggled to survive in an increasingly competitive
market place, Sculley was also forced out, while, in another twist to the story, in the mid 1990s,
Steve Jobs returned to a seat on the board of the company he had left so unhappily more than
ten years before.

CONNECTIONS
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e, 6.

ANSWERS

cp. 8-

OBJECTIVE

BACKGROUND

Further readingllistening

The story of John Sculley and Steve Jobs’s business relationship is told in a radio programme
contained in the cassette and book package Make or Break by David Evans (Pub: BBC English,
1992). The passage quoted in the Course Book comes from John Sculley’s autobiography Odyssey
(Pub: Fontana, 1988).

Normally or now?
Ib e 3d 4a

Two business failures 7P 6.

The office ) The mobile phone
1 H? normally has a meeting. _ I Heé’s sitting in his car in a traffic jam.
2 His colleagues are having a meeting. 2 Because he's going to be late for his meeting.

without him.

3 They have a meeting.
3 Possible answer: He’s been fired!

4 Possible answer: I'm going to start buying
from one of your competitors.

Sculley and Jobs P T
1 Jobs wants Sculley to join Apple. 2 For answer, see Check box in the Course Book.

Doz'ng business I ANSWERING THE PHONE

To practise receiving a phone call

Edison and Bell

Although Thomas Edison did not invent the telephone (it was invented by the Scotsman
Alexander Graham Bell in 1876), he was one of the great inventors of the late nineteenth
century, who made major contributions to the development of the light bulb, the record player,
motion pictures and the electricity supply network. Both Bell and Edison were also extremely
influential as businessmen; in fact, they were responsible for setting up two of America’s most
important companies. Bell’s telephone company was later renamed American Telephone &
Telegraph (A, T & T), while Edison was the founder of General Electric.

Further reading

Bill Bryson’s book Made In America (from which the quote in the Course Book is taken) looks at
the history of American English and is particularly interesting on the way that business ideas and
new technologies have influenced the language.

Glengarry Glen Ross

Glengarry Glen Ross is a movie based on a stage play by one of America’s leading playwrights,
David Mamet. It tells the story of salesmen working in a Chicago real estate office, who are put
under an enormous amount of pressure to sell houses in new developments with names like
Glengarry and Glen Ross. The scene quoted in the Course Book comes from near the start of
the movie and shows one of the salesmen, Shelley Levene (played by Jack Lemmon), in a
frustrated attempt to get through to a potential customer on the telephone.

Glengarry Glen Ross (1992) Directed by James Foley. Screenplay by David Mamet.

CONNECTIONS
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ANSWERS  Anoy!  cip. 3
1 Ahoy! Yes! Whar? Silence

. Glengarry Glen Ross c.rf 8
126 b4 ¢1 d9 e3 f5 g7, h8 i2

2 1 Couldl speak to Dr Lowenstein, please?
2 T'll get back to him.

Phone phrases 4P . g

Asking fo he other personsname  Gould you lell me your name, please?  Can | ask who'scalling?
Saying that you'll phone again later Il get back to him. I'll call back later.

ep. 10.  Doing business 2 GETTING THROUGH
OBJECTIVE  To practise making a phone call

ANSWERS  Phone verbs
1 1b 2a 3c 4e 5d

2 Other possible phrasal verbs: ring back, call back, pick up (the receiver), look up (a number)

Not getting through!

ition PRO

Sy '..'!ﬁ L m Lk i3 'l.' '_"I‘I? '.'l:'. ‘v-'.;.-'- -.r' Ty lI m"""""‘ .
5 He's left the company. Would you like to speak to the new man?

He doesn't know the name of the new man. Can you spell that for me?

CONNECTIONS
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OBJECTIVE

BACKGROUND

ANSWERS

OBJECTIVE

BACKGROUND

Focus CULTURE AND COMMUNICATION

Discussion

Francis Younghusband

Colonel Francis Younghusband (1863-1942) was one of the odder figures in the history of
British imperialism. His career started in true Boys Own style: as a young man he distinguished
himself as a world record-breaking athlete, a Himalayan mountaineer, an explorer, a soldier and
a spy. But, inspired by mystical visions on his travels, he spent his later years writing bizarre
spiritual books, presiding over numerous clubs and societies and having love affairs with women
many years his junior.

Further reading
Younghusband by Patrick French (Pub: Flamingo, 1995) is an award-winning account of the life
of this extraordinary character.

Riding the Waves of Culture

Riding the Waves of Culture by Fons Trompenaars (Pub: Nicholas Brealey, 1993) is a guide to
understanding cultural diversity in business. Trompenaars is the Managing Director of the
Centre for International Business Studies in the Netherlands. His book is based on research
involving 15,000 employees in 50 countries. He believes that there are seven main ‘dimensions’
of cultural difference. Here is a very brief summary of them:

1 Universalism versus particularism — are abstract principles (universalism) more important than
the practical requirements of individual situations (particularism)?

2 Individualism versus collectivism — do you think of yourself primarily as an individual or as
part of a group?

3 Neutral or emotional — do you appear detached or engaged in your business dealings?

4 Specific versus diffuse — is your business life prescribed by the demands of a contract (specific)
or does it involve your whole life and personality (diffuse)?

5 Achievement versus ascription — does your status depend more on what you've done
(achievement) or on who you are (ascription)?

6 Artitudes to time — which is more important: the past, the present or the future? Is time
linear or circular?

7 Attitudes to the environment — which do you believe is more important, nature or nurture?

A tale of two cultures

1 The Tibetans wanted to show the British displeasure (i.e. that they were not at all welcome in
their country).
2 The British thought that it was a friendly welcome.

Social skills \NTRODUCTIONS

To practise introducing yourself and others

Glengarry Glen Ross

This extract comes from the stage version of Glengarry Glen Ross (it doesn’t appear in the movie)
and shows real estate salesman Richard Roma trying to start a relationship with a man he’s met
in a bar — James Lingk. We later learn that, during the course of a drunken conversation, Roma

CONNECTIONS & ; i
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has managed to persuade Lingk to buy (and even to pay for!) a house — a decision which, of
course, Lingk later regrets. (For more background on Glengarry Glen Ross see notes on page 9.)

Wall Street

Wall Street is the story of a young Wall Street broker called Bud Fox (Charlie Sheen) whose
dream is to work with one of America’s most successful and ruthless financial wheeler dealers —
Gordon Gekko (Michael Douglas). Bud’s father (Martin Sheen) is a union leader for an ailing
airline — which gives Bud a source of valuable inside information to trade in return for Gekko's
favours.

The scene in the Course Book comes from the second half of the movie. Bud has invited his
father and several colleagues from the airline’s union to his flat to meet Gordon Gekko.

Wall Street (1987). Directed by Oliver Stone. Screenplay by Stanley Weiser and Oliver Stone.

ANSWERS Introducing yourself

3 to greet the other person
Alternative versions
Conversation Sentence
1 3
5. i

Greeting phrases

T AT T8

AT /)

" polfteway of asking for someores name

... And introducing other people

1 7 Bud Fox introduces four people
2 Dr Wilmer
3 Mr Gekko

2 1 think you know ...
And I want you to meet ...

3 Alternatives: I'd like you to meet ... This is ... I'd like to introduce ...

CONNECTIONS
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the company

Company vOCABULARY

OBJECTIVE  To introduce and practise vocabulary describing different kinds of company and ways of
working

BACKGROUND  Charles Handy

Charles Handy is a business guru and writer who has published many books on the changing
nature of work and organisations. Unlike those business gurus whose main focus is on improving
systems or maximising profit, the emphasis in Handy’s books is far more on the human, social
and even the spiritual side of working life.

Further reading
Handy’s most influential book is probably The Age of Unreason (Pub: Random Century, 1989)
from which the extract on the shamrock organisation is taken.

More on Charles Handy

For more on Charles Handy’s ideas, try the activity on Copymaster 1. The answers are at the end
of the following answers section.

ANSWERS  Advantages and disadvantages

s “‘”Wiﬁﬁw eans theyare oyaly. No pool of expertise o calon
 more bl in-house in times of diffculy

Formemrawud:am High salaries and generous benefits. ~~ Long hours, lots of pressure.
For self-employed ‘Flexible life-style, chance 1o be self- No steady income. Need to sell their services
employed and work for lots of people. to lots of companies.
Flexible labour force Not many! Low wages. Prospect of frequent periods of unemployment.
Word families

(NB The following lists are not intended to be exhaustive!)

employment

Wards on the two pages: employee, self-employed, employs.
Other possible words: unemployment, employer, etc.
special

Possible words: specialist, specialised, to specialise, etc.

an organiser

Possible words: to organise, organisation, disorganised, etc.

THE COMPANY TR k!
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to manage
Possible words: management, manager, mismanaged, etc.

a representative
Possible words: to represent, representation, unrepresentative, etc.

Copymaster 1 The Gods of Management

Match the Gods

1 The goddess of wisdom: Athena

2 The king of the gods: Zeus

3 The god of order: Apollo

4 The god of wine and song: Dionysus

The Gods of Management
1 Apollo

2 Dionysus

3 Zeus

4 Athena

Grammar review RESPONSIBILITIES
OBJECTIVE Review of ‘must’ and ‘have to’

ANSWERS A job description
3 What does he have to do?

recruit new staff, conduct performance appraisals, prepare the budgets, check health and
safety procedures

What doesn’t he have to do?
find new uses for radioactive material, repair the equipment, sell the institute’s ideas in foreign
markets

Safety procedures

1 You have to keep the door to the rest area closed.
2 You don't have to wear protective clothing or special shoes in the rest area.
3 You mustnt bring food or drink into the rest area, or smoke.

‘Don’t have to’ or ‘mustn’t'?

1 a

2 b

3 You mustn’t throw these away.

4 You don’t have to finish this today.

THE COMPANY
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OBJECTIVE

BACKGROUND

ANSWERS

Doing business 1 meetings

To practise starting a meeting

Michael Crichton

Michael Crichton is one of the world’s biggest-selling authors, whose novels include Jurassic
Park, which formed the basis for Steven Spielberg’s blockbuster movie of the same name. Rising
Sun (Pub: Century Arrow, 1992) is a thriller set in the Japanese business community of Los
Angeles. It later became a successful Hollywood movie starring Wesley Snipes and Sean Connery.

Preparing for a meeting

1 Stand up straight, keep your jacket buttoned up and nod your head.
2 Avoid being too direct — the Japanese find it too confrontational.
3 Control your gestures — avoid big arm movements and keep your hands at your sides.

Kinds of meeting
! abrainstorming 2 a chat 3 a briefing 4 an appraisal 5 a progress review

Formal and informal meetings

3 They mention: objective, time limit, minutes. It’s a formal meeting.
Meeting phrases
1

omkforrpon - Canyou gt hayou sd o e

To intermupt ~ Can |l say something here?

2 Other appropriate phrases

I Lets begin the meeting ...

2 The objective of today’s meeting is to ...
3 Does anyone have any queries?

4 Can you explain that, please?

5 Can you go over that again?

6 Can I interrupt for a moment?

3 1 They have to decide what they're going to do about their travel bookings.
2 2.45
3 $25,000
4 Mike

THE COMPANY
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Doing business 2 piSCUSSION IN MEETINGS

OBJECTIVE To ask for and to give opinions

ANSWERS A discussion

1 1 to have a clear company policy, training courses, to use common sense
2 Brian (the second speaker), who suggests employees use their common sense

3 I think you should ...

2 A few possible alternatives: in my view ..., I think that ..., in my opinion, etc.

Making your point

1 This is deliberately not clear-cut. It's a matter of opinion.
2 Most people would probably say that the most important thing is the way you choose to say
the words and not the words that you choose.

Asking for an opinion

1 Has anyone got any ideas?
What do you think?

What's your view?

2 A few possible alternatives: What's your opinion? What are your thoughts? Would you like to
say something here? etc.

Focus nanson
OBJECTIVE Discussion

BACKGROUND  James Hanson and Gordon White

The Yorkshire businessmen, James Hanson and Gordon White built their global business empire
by buying and selling existing companies. Their basic business principle was to put financial
considerations before any others. The two men said that their success was the result of the
improved efficiency that they brought to the companies which they took over. Their critics
claimed that their reluctance to invest in new ideas and their insistence on a quick return for
their money led to short-term profits and long-term decline for the companies in their charge.

i THE COMPANY




Lord Hansqn dmded 1o reorganise his empire by d1v1dmg the companies according to
the kind of business in which they operated — che s, energy, tobacco, building
materials (see “What Lord Hanson did’ in the answw section below).
However, there are a number of other ways in which the companies could have
been groupod If your class is struggling to come up with ideas for ways of grouping
"~ them, you could suggest the following three organising principles (although some
: learners will probably be able to come up with many morc.)

and US opcranons (e.g. US Compmy 1: Peabody & éomersmne,

ANSWERS 3 7 Eastern Group 2 Hanson Brick 3 SCM 4 ARC 5 Peabody
6 rock, sand and gravel 7 Cornerstone 8 Quantum 9 Imperial Tobacco
10 Peabody

What Lord Hanson did
Lord Hanson decided to divide his companies up like this:
I Millennium Chemicals

Includes: SCM, Quantum

2 Energy
Includes: Peabody, Eastern

3 Imperial Tobacco
4 New Hanson
Includes: ARC, Cornerstone, Hanson Brick

The principle behind his decision was to ‘clump’ together similar companies.

NB There are no right and wrong answers to this case study. Many people think that these
groups will change dramatically over the next few years.

Social skills visiTors

OBJECTIVE  To welcome visitors to your company

BACKGROUND  Other People’s Money

Other People’s Money is a comedy set in the boardrooms of New England and the finance houses
of New York. Danny DeVito plays a brash Wall Street asset stripper called Lawrence Garfield
(‘Larry the Liquidator’) who has set his sights on a traditional family company called New
England Wire & Cable. Although the company has fallen on hard times recently, Garfield

THE COMPANY Bk
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calculates that he can make a killing by buying it, breaking it up and selling off its profitable
parts. The company’s president (played by Gregory Peck) attempts to defend his business, with
the assistance of his companion, Mrs Sullivan, and her beautiful lawyer daughter, Kate. The
scene quoted in the Course Book comes towards the end of the movie, when the dignified Mrs
Sullivan visits Garfield’s office to plead with him to spare the company and save the jobs that
will be lost as a result of his destructive plans.

Other Peoples Money (1991). Directed by Norman Jewison. Screenplay by Alvin Sargent.

ANSWERS  Offers and requests

1 1 Do you mind if I smoke?
2 ...can I have a cup of coffee?
3 Do you want a cup of coffee?
Would you care for a doughnut?

3 1 (Suggested answers) formal, tense, unfriendly
2 Would you care for ...2

I Do you mind if I open the window?
Three alternatives: Can 1 open the window? Is it all right if I open the window? May I open
the window?

2 Do you want another cup of coffee?
Three alternatives: Would you like another cup of coffee? Can I offer you another cup of
coffee? How about another cup of coffee?

3 Can I have a glass of water?
Three alternatives: Id like a glass of water, please. May I have a glass of water? Do you
mind if I have a glass of water?

Being polite

Possible negative version

WOMAN  No, thank you.

WOMAN  I'd rather you didn’t.
WOMAN  No, thanks, I'm not hungry.

Possible positive version

WOMAN A cup of coffee, please.
WOMAN  Not at all.

WOMAN  That would be lovely, thank you.

© ' THE COMPANY
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Financial vocABULARY

OBJECTIVE  To introduce and practise financial vocabulary

BACKGROUND  Warren Buffet

In 1997 Warren Buffer was the second richest businessman in the USA (after Microsoft boss,

Bill Gates). As head of the investment company, Berkshire Hathaway, he is famous not just for
his phenomenal success, but also for his folksy wisdom. (One of his sayings is ‘It's only when the
tide goes out that you learn who's been swimming naked’.) Berkshire’s annual general meeting at
Omaha, Nebraska — when Buffet talks to his shareholders — attracts so many people that it’s been
called ‘the Woodstock of capitalism’.

Sir John Templeton

Sir John Templeton was born in Tennessee, USA but has lived in the Bahamas since the early
1960s and is now a naturalised British citizen. He started his investment business just before
World War Two, using money that he had saved while working in the Texas oil industry. Since
then he has made hundreds of millions of dollars by following his own investment philosophy.
‘If 90% of people are selling something, it is probably undervalued, so you should buy,” he says.

In recent years, he has devoted most of his time to good causes. Since 1973 he has funded the
annual £650,000 Templeton Prize for progress in religion. He has also endowed Templeton
College, Oxford as the university’s first institution dedicated to business management.

Sir James Goldsmith

While a schoolboy at Britain’s exclusive Eton College, James Goldsmith won £8,000 on a £10
accumulator bet on the horses. It was an event that was typical of his extraordinary career. In the
early 1960s, he developed a chain of shops that would later become Mothercare (selling products
for babies and young children), before establishing a reputation as one of the most ruthless asset
strippers of the decade. Holding both British and French nationalities, he developed business
empires on both sides of the English Channel, as well as staging billion-dollar corporate raids in
the USA.

In the later years of his life, he became increasingly interested in environmentalism and
politics, being elected as a French member of the European parliament as well as founding the
Referendum Party in Britain to oppose European integration. He died from a heart attack in
July 1997.

MONEY
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George Soros

George Soros is a financial speculator; a philanthropist and a billionaire — with probably the
biggest personal income of any private citizen in the world. In August 1992, he made $1 billion
in a day when he bet that the UK’s pound sterling would be forced to leave the European
Exchange Rate Mechanism. But there have been bad days too. In February 1994, he lost

$600 million when he bet the wrong way on the movement of the Japanese yen.

In recent years, Soros has become less interested in making money and far more interested in
giving it away. He has started a charity called the Soros Foundation which aims to create a free,
democratic society in the world’s former communist countries. Over the past few years, he has
spent hundreds of millions of dollars on programmes in countries such as Russia, Ukraine and
Romania.

Further work
If youd like to introduce some more financial vocabulary, try Copymaster 2. (The answers are at
the end of the following answer section.)

ANSWERS A few definitions
1 devalued

2 outperformed
3 pessimism

4 stake

5 crash

G asset stripper

Good times ... Bad times ...

evees 2031 2 ob;}nm R, M-ﬁ-hmq*n ¥
b5 B neneny Testonssticnling sel- muay 1esay (il
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bull market bear market

31T 2B 03 ToviondcFinic5F 6 F

4 2 The expansion of the Japanese economy since World War Two has been extraordinary.
4 The oil crisis of the 1970s led to a period of recession/decline for most Western countries.

5 The 1987 stock market crash was the worst financial disaster for many years.
6 Investment bankers made huge amounts of money during the bull market of the mid
1990s.

Shares and currencies

1 I currency: exchange rate, EMU, sterling, yen, spot rate
2 shares: stock market, Nikkei, dividend, FTSE-100, Dow Jones

2 stock market  (also stock exchange) a place where stocks, bonds and shares are bought and

sold

Nikkei an index of the prices of some typical shares on the Tokyo Stock Exchange,
operated by a Japanese financial newspaper
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OBJECTIVE

BACKGROUND

dividend that part of the money made by a business which is divided among those who
own shares in the business, usually twice a year

FTSE-100 Financial Times Stock Exchange 100 index; the main measure of the amount
by which the leading 100 shares sold on the London Stock Exchange have
gone up or down in value

Dow Jones a daily list of the relative prices of shares on the American Stock Exchange,
based on the daily average prices of 30 industrial shares

exchange rate  the rate at which the money of one country is exchanged for that of another

EMU European Monetary Union; the planned system for one economic plan and
the same money for all the members of the EC

sterling the type of money used in Britain, based on the pound

yen the standard unit of money in Japan

spot rate the exchange rate for telegraphic transfers

(All the above definitions are taken from Longman Dictionary of Language and Culture, except
‘Spot rate’ which is from Longman Dictionary of Business English.)

Copymaster 2 Financial vocabulary

The stock market

i A

2b

3 Dax: Germany; Hang Seng: Hong Kong; KOSPI 200: Korea; CAC 40: France;
BRSP Bovespa: Brazil

The bond market
1 1 big companies
2 rate of interest
3 maturity
4 market price
2 Gilt: A UK government bond; T bond: A US government bond; Junk bond: A very risky
bond with a high yield

Four financial verbs
1 to speculate, 2 to invest, 3 to hedge, 4 to deal

Three financial crimes
1 b (fraud), ¢ (insider dealing) and e (money laundering) are against the law in most countries.
2 afraud, b insider dealing, ¢ money laundering

Grammar review TALKING ABOUT THE PAST

Review of past simple and continuous tenses

Wall Street

For general background to Wall Street see notes on page 12. The scene quoted here comes fairly
early in the movie and takes place as Gekko and Bud Fox ride through New York in a taxi.

MONEY &
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ANSWERS  Gordon Gekko’s first deal

1 What did he buy? A building.

2 When did he buy it? Ten years ago.

3 How long did he keep it? For two years.

4 How much profit did he make? $800,000

5 How did he feel about it at the time? It was better than sex.

6 How does he feel about it now? It’s nothing special — just a day’s pay!

The Paul Reichmann story
22and3

I He worked on religious and educational projects in north Africa.

2 Paul Reichmann joined the family business.

3 He built the World Financial Center in New York.

4 The Reichmanns became the largest owners of property in New York.
5 Work began on Canary Wharf in East London.

6 His company collapsed with debts of $20 billion.

7 He took control of Canary Wharf again.

4 | They were experiencing a serious stump.
2 He was working on religious and educational projects in Africa.
3 It was trying to develop a large area of derelict land to the east of London.
4 Builders were finishing work on the World Financial Center.

Doing business 1 Ficures
OBJECTIVE To practise the use of numbers

BACKGROUND  Accounts

There are three main kinds of financial statement which are used in business: the profit and loss
account, the balance sheet and the cash flow statement. The examples of the balance sheet and
the profit and loss account in the Course Book are simplified versions of the way these two
kinds of statement are presented in the UK.

A balance sheet shows what a company owns (its assets) and what it owes (its liabilities) on a
particular day — normally the last day of the financial year.

The profit and loss account shows the success of the normal operating activities of a business
over a given period of time — often a year. It does this by comparing revenue over the period
with the cost of the goods sold and other expenses. If a company makes money from its
non-operating activities (for example, by selling a piece of land), this will appear as an
‘extraordinary item’.

Further reading
A brief, simple introduction to accounts can be found in The Managers Handbook — Ernst &
Young (Pub: Sphere, 1992)

= MONEY
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ANSWERS  Dates, odds and pi

1/2
26. 12. 94 (a birthday)
1989 (a year)
2.75bn (Bill Gates’ wealth in dollars)
3.14285 (pi)
11.50 (the time)
6-1 (gambling odds)
30-0 (a tennis score)
5/16 (a small measurement in inches)
Stress
1 Qo o 8] O o o ()
thirty thirteen forty fourteen

2 40, 13, 30, 50, 70, 17, 18, 19, 18, 90

Some accounting terms

1 assets

2 turnover

3 liabilities

4 operating profit
5 stock

Accounting roles

BALANCE SHEET AT MARCH 31 i
FIXED ASSETS -
..... 2.000. -
i T AND LOSS AGCOUNT FOR THE YEAR TO MARCH
o __ 50,000 PROFI
CURRENT ASSETS T b
: ..10.000...
| F 240,000,
g:::‘ms ._..EQM— TURNOVER 200,000 1
B Cost of sales .160,000.... ‘OOOODO
e 90.000.... ‘Gross profit _..40,000.... 80,
(falling due within 12 months) _QQQI | e s :
e ) Administration costs L000 Q00
NET CURRENT LIABILITIES 000
40,000
ey LABILTE: ~30.000... OPERATING PROFIT LLR5,000...
CURRENT LIABILITIES . C .
S e ¥
CAPITAL ,000. 2
]
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Doz'ng business 2 THE LANGUAGE OF GRAPHS
OBJECTIVE  To describe graphs and trends

BACKGROUND  Black Monday

The stock market crash of Monday 17 October 1987 was the worst day on the international
stock markets this century. After a five-year bull market, during which average share prices had
risen over three and a half times, prices fell by 10% in London and 22% in New York in a single
day. But Black Monday did not have the same devastating effect on the world economy as its
predecessor, the Great Crash of October 1929, which led to thousands of business failures,
chronic unemployment and rampant inflation throughout the developed world. However, Black
Monday was almost certainly a contributory factor to the recession experienced by many
countries in the early years of the 1990s.

Further practice
Around the tenth anniversary of Black Monday, in October 1997, the world’s stock markets
were again thrown into turmoil — a crisis triggered by serious economic problems in a number of
countries in south-east Asia. Although the turbulence had less serious effects than the events of
Black Monday, they nevertheless produced some interesting graphs!

For more practice in describing graphs, get your learners to describe the graphs showing the
performance of stock markets during this crisis, reproduced in Copymaster 3.

ANSWERS Black Monday

1 17th October 1987 4 20%
2 £50 billion 5 1929
3 508 points 6 10%

Ups and downs
1

to increase 1 to fall

to rise to hit the bottom
2 1 torise 6 to stabilise
2 1o stay the same 7 to fall
3 to soar 8 to plunge
4 to peak 9 to hit the bottom
5 todip 10 to recover

3 The newsreader uses: fell (three times), plunged, soared, stabilise, recover.
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OBJECTIVE

BACKGROUND

OBJECTIVE

BACKGROUND

Sound and spelling -ed’

1
plunged s A el ity sl .ML‘ { wen dyas decided
‘fecovered a1 - " collapsed intended
soared peaked invested
stabilised slumped predicled

Focus NICK LEESON AND THE COLLAPSE OF BARINGS

Discussion

Derivatives

It isn't necessary to understand the technical background to this story in order to make sense of
the text. However, a brief note on derivatives may be of interest.

In the financial markets, a ‘derivative’ is a financial contract which derives its value from the
value of another asset such as a share, a bond or a commodity. Derivatives are certainly not a
new idea. For many years, money itself was a derivative — a bank note derived its value from the
value of gold which was held by a country’s central bank (although this is not the case today).

Examples of derivatives traded on the international financial markets are: futures, swaps and
options. Options — the kind of derivative mentioned in the text — are-contracts which give the
buyer the right, but not the obligation, to buy or sell an asset at a set price at a set time in the
future. These options contracts can normally be bought and sold themselves, at a price which
reflects the changing values of the assets from which they are derived.

Further reading
A number of books have been written about Nick Leeson and the collapse of Barings, including
Leeson’s own account Rogue Trader (Pub: Little Brown, 1996).

Social skills BREAKING THE ICE

To start and develop conversations

The Player

In The Player, Tim Robbins plays Griffin Mill, a Hollywood film executive who is under
pressure to find ideas for new movies that his studio can develop. As part of his job, he listens to
thousands of scenarios from aspiring writers, most of which are rejected. When one rejected
writer starts sending him threatening messages, Griffin’s executive stress is compounded first by
paranoia and then by murder; he is soon fighting to save both his reputation and his career.

The scene quoted in the Course Book comes from fairly near the beginning of the movie.

The Player (1992) Directed by Robert Altman. Screenplay by Michael Tolkin.

MONEY [Fi 8
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ANSWERS

Do you come here often?

1 (Possible answers)
Name What's your name?
Home town Where do you come from?
Reason for visit  What are you doing here?
Length of stay How long are you here for?
Interests What do you do in your spare time?

I didn’t catch your name.

Where do you live?

Why are you here?

How long are you staying?

How do you spend your spare time?

2 Order of subjects: home town, length of stay, reason for visit, interests, name

The Player
1 Nawme Reg Goldman
Home town Boston

Reason for visit  business and pleasure
Length of stay 2 weceks

Interests film production, tennis

2 | Business or pleasure?
2 Reg is thinking of getting into production.
3 (Two possibilities) the weather, his journey
4 (Some possibilities) religion, politics, sex and death



the market

Marketing vocasuLARY

OBJECTIVE  To introduce and practise marketing vocabulary

BACKGROUND  Marlboro

In the first half of the twentieth century, filtered cigarettes were targeted almost exclusively at
women. But in the early 1950s scientists published a study that linked cigarette smoking to lung
cancer. Perhaps surprisingly, this created a new marketing opportunity for the tobacco industry.
Some male smokers now wanted a ‘safer’ brand without wanting to be seen smoking ‘a woman’s
cigarette’ (remember, this was the 1950s!); for many, the solution was Marlboro.

Brands

In the last century, in the USA, a brand was a mark on the side of a cow to identify its owner.
Cows without a brand were called ‘mavericks’ because a man called Samuel A. Maverick never
branded his cattle. Today, the most common meanings of the words have changed a little: a
maverick is anybody who deliberately acts differently from everyone else, and a good brand is
the best way of making millions and millions of dollars!

Further work
Since 1966, all cigarette packets in America have carried a health warning and over recent years
the number of smokers in the USA and Western Europe has been falling steadily. But, according
to the World Health Organisation, smoking still kills around 3 million people every year.

If your learners are interested, you could discuss these two points.
I Should cigarette advertising be banned completely?
2 Should cigarettes be banned?

Developing the theme
To develop the theme of marketing, brands and American culture, try Copymaster 4. The
answers are at the end of the following answers section.

ANSWERS  Positioning
1

advertising executive
advertising campaign
launched

target market
reposition

slogan

Sy bnoy o b~

women
not very successful — it had only 1% of the market

b~
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3 (Suggested answers)
I In the 1960s, for many people, Japanese cars had a fairly cheap, downmarket image. Today,
they make some of the most prestigious, reliable and luxurious cars in the world.
2 In the 1970s, most people thought that running shoes were for ... well ... running! They
were fairly cheap, simple and functional. Today, many running shoes are sold as expensive,
upmarket, glamorous items to be worn at fashionable social events.

Copymaster 4 Why are the world’s top brands American?
1 The worlds top 10

R e e
4 iy uer m?f!l{ MEE 20

41 edisharast) e
8 Levis jeans .
9 Microsoft computer software
10 Marlboro cigarettes

2 Only Sony® and Mercedes-Benz are not American.

Grammar review FROM PAST TO PRESENT

OBJECTIVE  Review of present perfect and past simple tenses

BACKGROUND  3-M and the Post-It®

3-M (The Minnesota Mining and Manufacturing Company) has always had a reputation as an
extremely innovative company — its inventions have included sticky tape, magnetic recording
tape and video tape, as well as the Post-It® note.

Although he isn’t mentioned in the Course Book text, part of the credit for getting the Post-It®

to market should go to Spencer Silver’s colleague, Arthur Fry. As well as being a research chemist
for 3-M, Fry was also the director of his church choir. During church services he would mark
the hymns to be sung by putting little pieces of white paper between the pages of his hymn
book. However, he was frequently frustrated when he opened his book and watched his
laboriously placed bookmarks fluttering to the floor. One day a solution occurred to him — how
about using some of Dr Silver’s Post-Its®? It was the Post-It®’s first genuine practical application!

The seven modern wonders

In the second century BC, Antipater of Sidon made his famous list of the seven wonders of the
ancient world: the pyramids at Giza, the hanging gardens of Babylon, the statue of Zeus at
Olympia, the temple of Artemis at Ephesus, the Mausoleum of Halicarnassus, the Colossus of
Rhodes and the Pharos at Alexandria.

i THE MARKET
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ANSWERS

At the end of 1994, Britain’s Economist magazine tried to do the same thing for the modern
world. Here is a little background information on each of its choices.
* A microprocessor is the central chip of a computer which controls most of its operations. The
first microprocessor was built by Ted Hoff while he was working for the American company
Intel in 1971.
The contraceptive pill was developed by Carl Djerassi at Syntex’s laboratories in Mexico City in
1951. Basing his work on a molecule taken from the Mexican yam, he created ‘norethindone’ —
a molecule similar to progesterone which inhibited the body’s production of eggs.
The telephone was invented by Alexander Graham Bell in 1876 and by the early 1990s was
being used by 580 million subscribers.
Since Boeing 747s — or jumbo jets — were introduced in 1968, they have carried around 1.5
billion passengers. The chairman of Pan Am called them a weapon for peace because there is
‘no atom bomb more powerful than the air tourist.’
Since the first oil platform was used in the Gulf of Mexico in 1947, oil companies have been
able to exploit the world’s large offshore reserves. Thanks to their North Sea oil platforms,
Britain and Norway can now produce more oil in one day than any other OPEC country
except Saudi Arabia.
Since the 1960s, the world’s nuclear powers have been producing hydrogen bombs thousands
of times more powerful than the bomb which devastated Hiroshima in 1946. At one time,
the USA had over 30,000 nuclear weapons in its arsenal, although that figure has fallen since
the end of the Cold War.
* Tranquillity Base was set up on July 20th 1969 by Neil Armstrong and Buzz Aldrin — the first

living creatures to walk on the moon in its 4 billion years of existence.

Have you ever ...?
Not grammatically correct: 1b, 2a, 3b, 4a

A launch checklist

1

- Lasach checkllt
Dore? | Wher?
00k hotel V| last Tharcdey

e

Send oat invitatione X

Make travel arrangements V' | last week

i)

Organise aadirvicaal equpment | X

) Gedk toJon abuat cateriig | /| Yestorday
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A product launch ... before and since

1 has become
2 invented

3 showed

4 was

5 didn’t launch
6 has been

7 has made

Doing business 1 MAKING A PROPOSAL

OBJECTIVE  To practise the language of negotiating

BACKGROUND  The Godfather

Made by Francis Ford Coppola in 1972, and based on a novel by Mario Puzo, The Godfather is
set in the world of the New York mafia in the late 1940s. Marlon Brando plays Don Corleone,
the head of one of the city’s main crime families, who has to deal not only with his rivals and
enemies, burt also with his own sons (Al Pacino and James Caan), who have new and different
ideas about the way the family business should be run. There are two sequels to The Godfather,
which bring the story of the Corleone family up to the early 1980s.

The Godfather (1972). Directed by Francis Ford Coppola. Screenplay by Mario Puzo.

87T RTINS,

oy

/.. If you can obtain the necessary
" the scene transeribed in thé' Co
procedure:

I Explain to your learners thal nder
being said in the clip that they're about to see, but ask them't r
viewing question: what do you think is strange about this business meetin 3

2 Play the scene in its entirety (i.e. from ‘Don Corleone, I need a man ’\Ehm to
‘I wish you success in your new business, so long as your interests don't conflict
with mine.” — a little beyond the end of the transcription in Doing Business 2).

3 Discuss what is strange about the meeting.

In fact, there are lots of strange things — everyone’s a gangster, they're talking
about drugs, they serve alcoholic drinks. But, from a cultural point of view, perhaps
the strangest thing is that only two people — Don Corleone and Sollazzo — are
supposed to talk, even though the room is full of people. When Don Corleone’s son
tries to interrupt, he is rebuked (‘As you can see, I spoil my children. They speak

when | should be silent.”)

is compare with your learners’ experiences or expectations of

hy do they think the meeting is conducted in this way?

for the scene overall, follow the procedure in the Ct)jcsc Book
§A

TEACHING @

b ners the opportunity to view the scene again. ) & *
TN A BRI

Further reading
The Godfather by Mario Puzo is available in a version specially adapted for English learners in
the Penguin Readers series.

d 2) to analyse the language that is used. ®

<\ THE MARKET
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ANSWERS A photocopier salesman

1 7 Apen
2 A rop-of-the-range colour photocopier

The Godfather

"mﬁﬂmmmmmﬂmmimmw

$1 million in cash wpommﬂum (plus legal prayawuh* '
according to Don Corleone)

Structuring a proposal

1 7 Sollazzo says what he wants.
2 Don Corleone asks what is in it for him.
3 Sollazzo explains what he’s offering.
4 Don Corleone summarises.

2 If _you’re making an offer ...

L

mw; SRR :
I'm Imkingfor I'm offering ...

And if you're listening to an offer ...

HOW. TO ASK ABOUT YOUR INTERESTS HOW TO SUMMARISE THE DEAL
What is the interest for me? Letssumup ...
What's in it for me? So this is the position ...

Doing business 2 REFUSING AND ACCEPTING

OBJECTIVE  To practise the language of negotiating

Lesson planning

This double-page spread is one of the few in the Course Book which is not totally
free-standing. It follows on closely both in theme and content from Doing business 1
and is almost certainly best taught in sequence with it.

THE MARKET 31
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ANSWERS  Saying no

2 I'm sorry but that’s out of the question.

3 I need some time to think about that.

A refusal
1 I must say no to you ...
2 He softens the refusal by:
— complimenting Sollazzo (a serious man, to be treated with respect)

— giving valid reasons for the refusal (friends in politics, etc.)
— explaining that his business is a little dangerous

Saying yes

2 ‘OK, it’s a deal’ is an unconditional acceptance. The others allow space for negotiation.

Four acceptances

Focus ADVERTISING

OBJECTIVE To create an advertisement

BACKGROUND  Advertising

Most adverts are dreamt up by the creative departments of advertising agencies. These
departments are normally made up of several teams of two people — a copywriter, who writes the
words, and an art director, who is responsible for the images and design of the ad. There is no
standard procedure for putting an advert together; however, the approach suggested in the
Course Book uses ideas taken from a number of books on copywriting techniques.

Further reading
The Craft of Copywriting by Alastair Crompton (Pub: Century Business, 1987) is an extremely
practical guide to writing adverts, although the examples it uses may now seem rather dated.

Further work
For more product descriptions that can be used as the basis for activities on the lines of the one
in the Course Book, go to Copymaster 5.

08 THE MARKET
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Social skills ARRANGEMENTS

OBJECTIVE  To practise making arrangements

BACKGROUND  Look at it this Way

Look at it this Way by Justin Cartwright (Pub: Macmillan, 1990) is a satirical novel about
London life in the late eighties. It is told from the point of view of Timothy Curtiz, an American
writer who makes a living from journalism and product endorsements. Through a business
connection with an advertising executive called Victoria, Curtiz becomes involved in the bizarre
life of Miles Goodall who starts the novel as a successful City dealer and ends it by being eaten
by a lion in Regent’s Park!

The novel was dramatised and broadcast by the BBC, who supplied the photo for the Course
Book.

ANSWERS  Look at it this way

I He wants to make the arrangements as soon as possible because his daughter is coming to
visit.

2 A month from now at the earliest.

3 No. (Victoria says: ‘T'm looking forward to meeting you.’)

4 Because it sounds as if he’s looking forward to meeting himself.

5 The credit card company — American Eagle.

Making an arrangement

1 Phrases with similar meaning from the text
1 Let’s have lunch.
2 Could you give me the dates as soon as possible?
3 Let’s say a month from now.
4 I'm looking forward to meeting you.
5 I'm afraid I don’t know yet.

2 Appropriate replacements with possible explanations
1 a (bis too formal)
2 b (ais oo much of an imperative)
3 a (bis too impersonal)
4 b (asounds like a translation)
5 a (bis too impersonal)

THE MARKET &
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management

Management VOCABULARY

OBJECTIVE  To introduce and practise management vocabulary

BACKGROUND Ford

The Ford 2000 initiative seems to have been inspired partly by recent developments in
communications technology. More sophisticated computer networks and video links mean that
people all around the world can now work together on the same car. But perhaps an even more
important reason for the globalisation strategy is the change taking place in the world car
market. While mature car markets such as Europe and the USA are growing by only around 2%
per year, the market for cars in Asia is forecast to grow from 6.8 million cars per year in the early
1990s to 19 million in 2004. The Americans believe that their Ford 2000 plan will enable them
to compete head-on with Japanese giants like Toyota in their own Asian back yard — the
fastest-growing car market in the world.

ANSWERS  True or false?
1T 2F 3F 4 F

Ford 2000: a summary

1 multinationals 2 merger 3 management structures 4 organisation chart
5 economies of scale 6 chief executive officer 7 workforce

Management jargon
Tand 2 7 ¢ 2a 3b

3 Suggested answer: not serious/simplistic

Grammar review TALKING ABOUT THE FUTURE
OBJECTIVE Review of future tenses

ANSWERS  Management plans

we're going to launch ...
we’re going to start ...
when are we going to tell ... ?

I'll deal ...

I MANAGEMENT
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OBJECTIVE

BACKGROUND

ANSWERS

OBJECTIVE

ANSWERS

A staff meeting

redundancies v/
a new bonus scheme X

health and safety X

shorter hours v

The future of business

I won't 2 will 3 will 4 will 5 will 6 won't 7 will
8 won't 9 will 10 will

Doing business 1 GETTING INFORMATION

To practise open and closed questions

The Firm

The Firm is a movie based on the John Grisham novel of the same name. Tom Cruise plays
Mitchell McDeere, a brilliant young lawyer, who, on leaving law school, receives job offers from
most of the big law firms of New York and Chicago. However, a comparatively obscure firm of
tax lawyers based in Memphis makes him a salary offer that is too good to refuse (the scene in
the Course Book). Before long Mitch finds out why. It turns out that his employer, the firm of
Bendini, Lambert and Locke, is owned by the biggest organised crime family in Chicago!

The Firm (1993) Directed by Sydney Pollack. Screenplay by David Rabe, Robert Towne and David Rayfiel.

Further reading
The Firm by John Grisham is available in a version specially adapted for English learners in the
Penguin Readers series.

The Firm

1 Bendini
2 In a court of law
3 20% higher than the next best offer that McDeere has received

Doz'ng business 2 AN INTERVIEW

To practise interview skills

A job advert

I a large international energy company
2 Nairobi
3 a working knowledge of English, excellent communicative and interpersonal skills

MANAGEMENT
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Preparing for an interview

(Suggested answers)
skills: 1, 3
experience: 2, 6
personality: 4, 7

expectations: 5, 8

Focus MANAGEMENT CULTURE
OBJECTIVE Discussion

BACKGROUND  Douglas McGregor

Douglas McGregor (1906-64) was an American social psychologist who specialised in human
behaviour within organisations. He proposed Theory X and Theory Y in his book The Human
Side of Enterprise, which was published in 1960 while he was Professor of Management at the

Massachusetts Institute of Technology.

Michael Lewis

The American, Michael Lewis, wrote Liar’s Poker (Pub: Hodder and Stoughton, 1989) as a
humorous account of the years in the mid 1980s that he spent working for Salomon Brothers,
one of America’s top investment banks. Lewis became one of the star salespeople at Salomon’s
London office and at the age of 27 earned $275,000 in a year. But he became disillusioned with
the financial world and left Salomon’s soon after the 1987 Black Monday crash to start a
successful career in writing and journalism.

Stanley Bing

Stanley Bing is the nom de plume of a columnist who writes humorous pieces about business life
for American magazines (e.g. Esquire, Fortune). He is also an executive for a top American
company which hed rather not name!

ANSWERS  Theory X and Theory Y

Theory X was based on traditional carror and stick thinking ... .
More optimistically, Theory Y argued that people wanted and needed work.

Social skills DEVELOPING A CONVERSATION

OBJECTIVE  To develop good listening strategies

BACKGROUND  Riding the Waves of Culture

(For a general background note on Fons Trompenaars and Riding the Waves of Culture, sce the
note on page 11.)

il MANAGEMENT
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This is an extract from Fons Trompenaars’ description of the diagram reproduced in the
Course Book.

“Western society has a predominantly verbal culture ... We become nervous and uneasy once
we stop talking. But we have very different styles of discussion. For the Anglo Saxons, when A
stops, B starts. It is not polite to interrupt. The even more verbal Latins integrate slightly more
than this; B will frequently interrupt A and vice versa to show how interested each is in what the
other is saying. The pattern of silent communication ... for oriental languages frightens the
westerner. The moment of silence is interpreted as a failure to communicate. But this is a
misunderstanding ... It is a sign of respect for the other person if you take time to process the
informarion without talking yourself.’

Intonation
Intonation is the linguistic use of pitch — or melody — to express different meanings. Probably

the most common example is the use of the difference between rising and falling pitch.

Further work
Get your learners to listen again to the woman saying ‘Really?” Ask them how they would
punctuate each one to convey the appropriate emotion on the page. Possibilities could include:
‘Really?” ‘Really!” ‘Really ..." ‘Really?!” ‘Really??” etc.

There are no absolutely right and wrong answers to this activity, but it could form the basis
for an interesting discussion.

ANSWERS  Some cultural differences
1F 2T 3T 4 F

Really?

2 1 sentence 4
2 sentence 3
3 sentence 1: interest; sentence 2: enthusiasm ; sentence 5: lack of interest

That's interesting

EMOTION

(disbelief)
5 |5 that right? (lack of interest)

Finding out more

I It’s nanotechnology.

2 Nanotechnology is the science of very small things.

3 When the man goes into detail about nanotechnology.

4 Sortry to change the subject, but have you seen my newspaper?

MANAGEMENT |
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BACKGROUND

ANSWERS

THE CUSTOMER

Sales vocABULARY

To introduce and practise sales vocabulary

"Mark McCormack

Mark McCormack is the world’s top agent and events promoter. He pioneered the idea of
corporate hospitality at sports events and through his company, IMG, he has handled the careers
of many top stars — Jacques Villeneuve, Tiger Woods and Kiri Te Kanawa, to name just three!

Further reading

Mark H. McCormack (he uses his middle initial as a writer) has written a great many books and
articles about business, but his best-known is probably still What They Don't Teach You At The
Harvard Business School (Pub: Collins, 1984) — a fascinating look at the way to ‘read’ people and
influence them in business life.

Eurther work
For more work on sales vocabulary, try Copymaster 6. Answers are at the end of the following
answers section.

Sponsorship

Wimbledon’s four special qualities: elegance, excitement, beauty, charm

From company to customer ...

I sell, 2 advertise, 3 distribute, 4 sponsor

Copymaster 6 Sales vocabulary
The cheapest and the best

1
THE CHEAPEST THE BEST QUALITY
in a special limited edition v
at an unbelievable discount v
exclusive offer v
special offer JF
a bargain v
a perfect opportunity v
clearance sale v
executive promotion v
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OBJECTIVE

ANSWERS

2
For a letter that sells on price:

Dear Customer,
As you know, here at Sheringhams we specialise in providing products at the cheapest possible
prices, which is why we're making this special offer to all our r. customers.

As part of our end-of-year clearance sale, we are offering the ‘Pretender’ wristwatch at an
unbelievable discount. The new Pretender wristwatch is a bargain that you cannor afford to miss!

To avoid disappointment, call in to any of our 25 department stores today.
For a letter that sells on quality:

Dear Customer,
As you know, here at Sheringhams we specialise in providing products of the very highest
quality, which is why we’re making this exclusive offer to all our regular customers.

As part of our end-of-year executive promotion, we are offering the ‘Pretender’ wristwarch in a

ial limited edition.
The new Pretender wristwatch is a perfect opportunity that you cannot afford to miss! To

avoid disappointment, call in to any of our 25 department stores today.

The chain of distribution

The manufacturer: factory, production

The wholesaler: middle man, warehouse, storage, depot

The retailer: end user, department store, shop, point of sale, display

Grammar review

Review of the first and second conditional tenses

A loan adviser

THE CUSTOMER
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First or second conditional?
1 For answer, see Check box in the Course Book.

2 1 IfI borrow £3000, how much will I have to pay back?
2 If you take a three-year option, that'll be £106 per month.
3 If you died, would your family be able to pay back this loan?
4 So if anything happens to you, you won't have to worry about repayments.

Practice

(Suggested answers — in most cases, choice of first or second conditional will depend on learners’
individual circumstances.)

I What will you do if it rains this weekend?

2 What would you do if another company offered you a job with a much bigger salary?

3 What will you do if your boss asks you to work late tomorrow?

4 What would you do if you found a burglar in your house after work this evening?

5 What would happen to your company if the price of oil doubled?

A market dilemma

1 If company A cuts prices and company B doesn’t, A’s profits will rise by 20% and B'’s profits
will fall by 30%.

2 If company B cuts prices and company A doesn’t, A’s profits will fall by 30% and B’s profits

will rise by 20%.

If neither company cuts prices, both companies’ profits will stay the same.

If both companies cut prices, both companies profits will fall by 30%.

LSt

Doing business 1 BARGAINING

OBJECTIVE  To practise the language of negotiating

Course planning =

Although this spread is free-standing and is designed primarily to develop business
skills, it can also be used to provide further practice in the use of the conditional
sentences that were introduced in the preceding Grammar Review spread.

BACKGROUND  Why negotiate?

Obviously, there is no ‘right’ answer to this discussion. However, it might be worth bearing in
mind Mark McCormack’s view of negotiating.

‘Somehow, negotiating has become confused with machismo, as though the whole point is to
outlast your opponent, to make him back down first. The point of negotiation is to reach an

agreement that is mutually advantageous to both parties.’

What They Don't Teach You At The Harvard Business School

[l THE CUSTOMER
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ANSWERS

OBJECTIVE

Who Dares Sells

Who Dares Sells by Patrick Ellis (Pub: Thorsons, 1991) is subtitled 7he Ultimate Guide To
Selling Anything To Anyone. It contains a mixture of sales tips, homespun philosophy and
communication theory — including descriptions of 63 different kinds of buyer, introductions to
neuro-linguistic programming and graphology, a guide to body language and even a selection of
poems and songs for the aspiring salesperson!

Handling a difficult customer
2and 3

If I were in your position, I would also want to get the best possible price. (Hypothetical)
If you meet me half way, I'll work out a nice little deal for you.

If we were criminals, we would try to help each other. (Hypothetical)

If you call correctly, I'll give you the product for £1750.

If you call incorrectly, you'll pay me the full price.

If you make me a reasonable offer, then we can shake hands.

If T accepted anything less, I wouldn't make a profit. (Hypothetical)

If you don't want to pay that much for it, then I won't sell it to you.

A photocopier salesman

1 Belew If you buy this copier from me today, I'll give you a two-year guarantee and 15% off
the normal purchase price.

2 Jones IfI bought a new photocopier now, my bank manager would go crazy.

3 Belew Whart would you say if I offered you six months interest-free credit?

4 Jones If you give me a two-year guarantee, 15% off and six months interest-free credit, I'll

take one.

Doing business 2 NEGOTIATING ROLES

To practise negotiating

The ski pass negotiation

In this negotiation, learners should first work out how much a ski pass for seven days
is worth ($175). A should be trying to get as close as possible to this figure; B is
obviously trying to get as big a discount as possible. It’s worth bearing in mind that B
will not only benefit from the discount, but will also aveid a long wait in the queue;
while A is under pressure to sell because the value of the pass is falling by $25 a day.
The more imaginative negotiators in any group will probably try to go ‘off piste’ and
throw in additional benefits (e.g. I'll throw in a free lesson) or complications (e.g. I
]t"— - L‘on_l_y want a pass for five days) to strengthen their cases.

THE CUSTOMER 05
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Focm FOUR NEGOTIATING PROBLEMS
OBJECTIVE Discussion

Further reading

Everything Is Negotiable by Gayin Kennedy (Pub: Century Hutchinson, 1989) has many
negotiating problems similar to the four in the Course Book. However, most of the book is a
guide to the principles of good negotiating and includes a lot of useful material on negotiating
in different cultures.

Social skills RESTAURANTS

OBJECTIVE  To practise the language of restaurants

ANSWERS  Menus

POULTRY
‘Chicken breast with tomatoes and cheese
Duckling in orange sauce
Roast pheasant

MEAT

Fillet steak in brandy (cooked at the table)
Roast pork
Lamb stew

FISH
Fresh lobster
Grilled salmon in sauce
Grilled trout with almonds

PUDDINGS
lce cream (imported from the USAL)
A selection of fruit from the trolley

All our main dishes come with cholce of salad
or a selection of fresh vegetables

A few questions about the menu
1 7 ‘Mixed things’

trout

grilled leg of salmon

a slice of pig

Waldorf salad
It’s grilled with almonds.
It’s off.

W~ K

Paying
Suggestion: 1 b 2d 3e 4f 5S¢ 6 a

F°N THE CUSTOMER




OBJECTIVE

ANSWERS

Production vocaBuLARY

To introduce and practise production vocabulary

Efficient production

2 A few other possible factors: motivated workers, modern equipment, effective management,
training

The Machine That Changed The World

In the text some differences are stated clearly, while others are implied. This means that there is
no definitive answer to this activity. However, a fairly comprehensive list might look like this:

TOYOTA

GENERAL MOTORS

T N,
LAST WA - L

- 'y

R e d

~litie oom to store inventories
less than an hour' inventory next to each worker
 parts go on smoothly
tasks well balanced
all workers work at same pace
only senior managers can stop the line any worker can stop the line
the line stops frequently the line almost never stops

no rework area

A few definitions

assembly line an arrangement of workers and machines in which each person has a
particular job and work is passed, often on a moving band, directly from
one worker to the next until the product is complete

work station an area in which a single person can work

defective not working properly; faulty

rework area an area in the factory where faults in the product can be corrected

lean production a production process in which storage, waste and errors are kept to a bare
minimum

(The first three definitions above are taken from the
Longman Dictionary of English Language and Culture)

PRODUCTION |
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Grammayr review DESCRIBING A PROCESS
OBJECTIVE  Review of the passive

BACKGROUND  Elton Mayo

Elton Mayo was born in Australia in 1880 and trained as a doctor in the UK before pursuing a
career as an industrial sociologist at Harvard University in the USA. Today, he is remembered
primarily for his work in emphasising the importance of human relations in successful business
practice. However, there are a string of other notable achievements attached to his name,
including a successful treatment for victims of shell shock after the First World War. Elton Mayo
died in 1949.

ANSWERS  Factory conditions
2 ... is being played ...

... Is improved ... ... are made ...
... is wasted ...
.. should be taken ... ... should not be interrupted ...

The Hawthorne Experiments

1 7 ... were conducted ...
2 ... were involved ...
3 ... were improved ...
4 ...was found ...
5 ... were made ...
6 ... were returned ...

A hamburger production process (A possible answer)

The meat is grilled and the bun is heated, then they are kept warm on the hot plate. After that,
the burger is assembled and wrapped. If necessary, the burger is reheated in the microwave
before it is sent to the serving bin.

Comparing processes
2 (A possible answer)

In the process in the recording, the buns aren’t heated, so the meat is put straight into a
cold bun. A batch of six burgers is made at a time. The burgers are not re-heated in the
microwave; they're put into little boxes so that the heat is kept in and then they're slid
down a chute into the serving bin.

Doz'ng business 1 CAUSES AND EFFECTS

OBJECTIVE To practise giving reasons

BACKGROUND Daewoo

Daewoo is an example of a Korean chaebol— a vast conglomerate of companies. Its activities
include electronics, car making, financial services, construction and domestic goods as well as

shipbuilding.

8 PRODUCTION
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ANSWERS  The Okpo shipyard

I When Kim Woo Chong took over the shipyard, it was only 30% builc and close to
bankruprtcy.

2 1986 was a bad year because one of Daewoo's big customers, US Lines, went bankrupt owing
Daewoo hundreds of millions of dollars.

3 1993 was a great year because it won orders for 54 ships worth $2.8 billion, the largest
number of new orders for any shipyard in the world.

Reasons why
1 1d, 2¢ 3b, 4a

2 Cause — effect: caused, led to
Effect — cause: as a result of, due to

3 | The shipyard’s workforce increased in the early 80s as a result of/due to the order for 12
ships.
2 The bankruptcy of US Lines caused/led to the company’s crisis in 1986.
3 Mr Kim's investment and reorganisation caused/led to an improvement in 1991.

Doing business 2 PUTTING IT IN WRITING

OBJECTIVE  To practise formal and informal writing styles

ANSWERS  Two reports

1 There’s almost no difference in content. (The only real one is thac Alf mentions the fact that
the man got his arm caught in the machine — a detail which is omitted by Bob. In the
formal report, Bob mentions that he is going to investigate the incident further.)

2 The first note is written in a personal informal style, the second report is in an impersonal,
formal style.

Comparing styles
2 Some other examples of differences in style: the way the two pieces of writing are presented

and set out (hand-written v. typed, use of first names v. full names, etc.), use of vocabulary
(lad v. man, a mess of the machine v. the machine was damaged, etc.)

Focus BUILDING A TEAM
OBJECTIVE Discussion

None of the seven people matches perfectly with any of the five roles outlined by
Stuart Crainer. The objective of the activity is to have a discussion aimed at devising
the best possible team from the personalities available — very much as one would do in
real business life!
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ANSWERS  Who's who?

I solver 2 doer 3 checker 4 carer 5 knower

Social skills MIXING BUSINESS AND PLEASURE

OBJECTIVE  To practise talking about your interests

BACKGROUND  High and low contexts

The activity about high and low context cultures is based on this passage from Fons

Trompenaars' Riding the Waves of Culture (see notes on page 11).
‘Context has to do with how much you have to know before effective communication can

occur ... Cultures with high context like France and Japan believe that strangers must be ‘filled
in’ before business can be properly discussed. Cultures with low context like America or the
Netherlands believe that each stranger should share in rule-making and the fewer initial

structures there are, the better.

ANSWERS  Culture and lunch
1 Polly Platt is talking about France.

Talking about interests

1 7 films
2 fed

2and 3

! PRODUCTION



OBJECTIVE

BACKGROUND

ANSWERS

Economic vocABULARY

To introduce and practise economic vocabulary

The four speeches

The Bill Clinton extract in the Course Book comes from a speech that he made accepting the
Democrat party’s nomination to run for a second term as president of the USA — an election
that he won in November 1996.

Nelson Mandela was sentenced to prison in 1964 for his opposition to South Africa’s apartheid
regime. He was not released until 1990, at the age of seventy-one. On 11 February, 1990, he
walked out of jail, gave the clenched fist salute of the African National Congress and then made
a speech to a crowd of 50,000 people under the shadow of Cape Town’s Table Mountain. A
short extract is reproduced in the Course Book.

In January 1989, Vaclav Havel, the playwright and human rights campaigner was arrested and
sent to prison for demonstrating against Czechoslovakia's Communist authorities. By the end of
that year he had been elected as his country’s president! The extract in the Course Book is taken
from his radio and TV address to his people on New Year’s Day 1990.

The quotation from the British Prime Minister, Tony Blair, comes from a speech he made to
business people in the City of London on 7 April, 1997 — a few weeks before his landslide
General Election victory.

Further reading
The Havel and Mandela speeches are reprinted in full in The Penguin Book of Tiventieth Century
Speeches, edited by Brian MacArthur (Pub: Penguin, 1993).

Further work
For more work on vocabulary connected with the economy, try Copymaster 7. The answers are
at the end of the following answers section.

Who said that?
1 Bill Clinton 2 Nelson Mandela 3 Vaclav Havel 4 Tony Blair

BUSINESS AND SOCIETY &




Economic problems

inefficiency 3

pollution 1

Public and private sectors

transport infrastructure road and railway networks, airports, etc.

utilities the supply of gas, water, electricity

defence the army, navy and air force

pensions payments for people who have retired from work
social security help for people who are unemployed or very poor

Copymaster 7 Economic vocabulary
Economic terms

gove am’ TN : : ; iﬁhﬁmmwenﬁ’
the balanueofpaymmis ﬁ‘vedl?ferema batweenﬂmaluenfamunﬁy% imports and the value of its exports

The role of government

mlm’l mvummp ﬂ"!ﬂ"‘?- I'H!I Iﬂ“l‘(l

Minist i A ; “’m“"' millry personnel
Depmﬁnerﬂof}lealmandswal&wﬁty benefits, pensions
Ministry of Education teachers, training

Grammar review ANALYSING THE FACTS
OBJECTIVE Review of deductive modals

ANSWERS UK Deductions

1 Nearly 50% of families ... A lot of parents must buy computers for their
children. (1)
GDP rose between 1981 and 1990 ...  There must have been economic problems in the
early 90s. (3)

BUSINESS AND SOCIETY
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OBJECTIVE

ANSWERS

Nearly 1 million people enter It can’t be easy travelling into Central London in the

Central London ... morning,. (1)
The number of people in full-time There can’t have been very many college
education ... and university students in the early 80s. (4)

2 For the answer, see the Check box in the Course Book.

More UK Facts

1 People must be earning more today than in the past.

2 There can't be a very high demand for houses in Northern Ireland.
3 Industrial relations must have improved since 1984.

4 There must have been quite a lot of inflation over that period.

Trinidad and Tobago

(Some possible deductions — there are others that learners could also make.)

Trinidad and Tobago is an English- It must have been a part of the British Empire.
speaking country ...

Oil accounts for 23% of GDP ...

Between 1985 and 1993, real GDP
fell by 1.3% ...

Its murder rate is nearly as high as
the USA ...

Its population density is 254 people
per square kilometre ...

There is one TV for every 3 people ...

In the early 90s, its foreign debt was
$2.2 billion ...

Its economy must rely heavily on the oil price.
There must have been a recession.

It must be a very dangerous place.
It must be quite crowded.

People must have a fairly good standard of living.
It must have had a few economic problems at that
time.

Doz'ng business 1 PREPARING A PRESENTATION

To practise preparing a presentation

The mini-course on public speaking

1 You shouldn’t allow the audience to influence what you say.
You should always use humour in your presentations.
Presentations should be about ideas.

There should always be lots of facts and figures.
Presentations should inspire people.

— o] o

Planning a presentation
1 (A few ideas)

I This will look impressive — it should give the sense that you are really talking to your
audience. But, there’s a high risk that you will forget what you want to say!

2 This should allow you to appear spontaneous and to adapt to your audience without
worrying about forgetting what you wanr to say.

3 Obviously there’s no problem about forgetting what you're going to say, but it may be
difficult to appear lively, spontaneous and engaging.

BUSINESS AND SOCIETY =




Preparing visual aids

(Suggested answers)

1 Presenters are normally told to make their visual aids as simple as possible. This means that
they are quick and easy to read, so that the audience has time to concentrate on what the
presenter says. A good visual aid is like a good newspaper headline — it should make people
want to find out more!

2 (A possible visual aid)

. GIVING A PRESENTATION

1 i3
Keep things simple

i 2
AL« Talk about ideas not facts

Doing business 2 PRESENTATIONS: OPENINGS AND LINKS

OBJECTIVE  To practise making a presentation

ANSWERS  Starting a presentation

1 The presenter’s going to talk about the company’s financial position.

2 Firstly, I want to talk about the current financial situation. (4)
Secondly, I'd like to examine our performance over the past year. (4)
Thirdly, I'll look at our prospects for the next twelve months. (¢)
Finally, I'll make some recommendations. ()

3 She'll answer questions at the end of the presentation.

4 2 TI'm here today to tell you about our company’s financial position.
b T've divided my presentation into four parts.
¢ TI'll be happy to answer questions at the end of the presentation.

Links
I a 2d 3b 4c

FOC’MS IS PROFIT THE ONLY GOAL?
OBJECTIVE  Discussion

BACKGROUND Stakeholders

This spread is based on stakeholder analysis — the idea that many different groups of people have a
stake in a business, not just its shareholders or owners. According to stakeholder analysis, the

-/ BUSINESS AND SOCIETY
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employees and customers of a business are also its stakeholders, as are its suppliers, the communities
in which it operates and even future generations! In fact, anyone who is in some way affected by or
dependent on the activities of a business can claim to be a stakeholder in it. Stakeholder analysis
says that a business should balance the interests of all its stakeholders and not act in the interests of
just one group. This principle can be seen in operation when environmental groups put pressure on
companies to halt environmentally damaging but profitable projects — so attempting to balance the
interests of the community and future generations with the demands of shareholders.

ANSWERS  What the bosses say

(suggested answers)
1 John Akers: shareholders Walter Schusser: society

Akio Morita: employees Anita Roddick: the community
2 John Akers.

Social skills parTIES!

OBJECTIVE  To practise the English of parties and receptions

BACKGROUND  The Bonfire of the Vanities

The Bonfire of the Vanities by Tom Wolfe (Pub: Jonathan Cape, 1988) is a satire on American life
in the 1980s. Sherman McCoy is a ‘Master of the Universe’ — in other words, an extremely rich
and successful bond dealer on Wall Street. But his comfortable, extravagant life is shattered one
evening when one of his cars — driven by his mistress — knocks down a young black man in a
poor area of New York. Before long, Sherman has become the victim of the media and the justice
system as his life plunges into a hellish downward spiral.

ANSWERS Invitations and replies

1 Mr and Mrs Connor invitation (refusal)

Hugo/Paulo invitation (acceptance)

Dear Mr and Mrs Connor, 8 OO OOOOYE 'ﬂ; }L\ .
; T ﬁm&%}; ﬂtﬁ"ohﬁfo ﬁm‘éo ‘o'e'e |

Thank you very much for your kind invitation to | |

dinner on Friday. I'm afraid that I will be unable |

Lo for the iroitation, Dinner ox Friday sounds
to attend. I hope we get the chance to meet T hanks for the ik

again some time soon. great./ n thokig forward lo seciry you g
With best wishes, \
Sorry, | can’t make it on
Friday. Maybe another time?

Martha/Jethro invitation (refusal)

BUSINESS AND SOCIETY B3
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2 (Possible rewrites)

Mr and Mrs Connor invitation (acceptance)

Dear Mr and Mrs Connor,

dinner on Friday. I will be delighted to attend.

1 very much look forward to meeting you again.
With best wishes,

Martha/Jethro invitation (acceptance)

Party talk
Can [ introduce you to Max Lobb ...?

Carmel here has just come back ...

This is Claude. He’s just back from
honeymoon.

Of course, you've met Franco
many times before ...

Can I get you something else to eat?

Bonfire roles

Hugo/Paulo invitation (refusal)

naﬂ&fw' Lhe iwitation. /;W/m’fm&
dinner on Friday. But it woald be nive to see you
some other ine,

Pleased to meet you.
How are you finding the job?

That must have been fascinating.
Did you get a chance to travel around the country?

Congratulations!
Where did you go?
Good to see you again.
How are things?

No, thanks.
But it was delicious.

What Sherman actually said (he did the best he could) was: “Would you do me a great favor?
What is the name of the gentleman to my right, the thin gentleman?’

BUSINESS AND SOCIETY

The Bonfire of the Vanities, Tom Wolfe
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business ethics

Ethical vocasuLaRrY

OBJECTIVE  To introduce and practise some of the language of ethics

BACKGROUND  Ethics

Ethics is becoming an increasingly important part of MBA and other management education
courses. On these courses, students are normally introduced to subjects like the social
responsibilities of business and stakeholder analysis (a framework for understanding which

groups of people are affected by a business decision). Both these subjects are touched on in this
module of the Course Book.

Sun Tzu and Management

Sun Tzu and Management (Pub: Pelanduk, 1992) was written by the Malaysian businessman and
writer Khoo Kheng-Hor. The book takes the principles of the ancient Chinese military
strategist, Sun Tzu, and applies them to the business world. The extracts in the Course Book are
taken from the chapter on management information systems and were inspired by this saying of
Sun Tzu.

“The enlightened ruler and the wise general can subdue the enemy whenever they move and
they can achieve superhuman feats because they have foreknowledge. This foreknowledge cannot
be obtained from spirits, gods, nor by reasoning over past events, nor by calculations. It can only
be obtained by men who know the enemy position.’

Further work
For more on the sayings of Sun Tzu, try the activities on Copymaster 8. Suggested answers are at
the end of the following answers section.

ANSWERS  Law, ethics and common sense
1 legal/illegal, just/unjust, moral/immoral, ethical/unethical, honest/dishonest, fair/unfair

The law
1 bribery C, theft A, fraud D, deception B

The answers to all the other (Iquestions on this double-page spread will depend on the learner’s
point of view.

BUSINESS ETHICS &
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Copymaster 8 The sayings of Sun Tzu
1 (Possible answers)

public relations 4
office politics 2
information systems 1
flexible thinking 3
meetings .

Grammayr review LEARNING FROM THE PAST
OBJECTIVE Review of the third conditional

BACKGROUND  Hoover®: An expert opinion

There is no ‘right answer’ to the question about what Hoover® should have done in that
situation. However, this is what a marketing expert said about the case:

Peter le Conte, chairman of the Institute of Sales Promotion, says that Hoover® could have
done ‘a lot more a lot earlier’ when it became clear the promotion was going awry.

‘Perhaps instead of wriggling, it would have been better to have come clean and try and do
something else,” he says. Le Conte suggests, for example, that the company might have been able
to fulfil its obligations on flights over a period of years.

The Financial Times, 28. 4. 94

Howe and Singer

When Elias Howe discovered that Singer had stolen his patent, he took him to court and, after a
lengthy legal battle, Singer agreed to pay Howe a royalty on every machine that was built.
Strangely, rather than enjoying his new wealth, Elias Howe then went off to enlist in the Union
Army as an ordinary foot soldier.

New Coke

In response to pressure from the Coke-drinking public, less than 90 days after the launch of
New Coke, old style Coca-Cola was re-introduced to the market under the name ‘Classic Coke’.

Perrier

Benzene (the substance found in Perrier water in 1990) is an industrial solvent and carcinogen,
but the amount detected in Perrier was far too low to be any danger to health. The problem was
that workers had failed to replace a filter at Perrier’s spring and was soon rectified. However, the
company realised that it needed to take dramatic action to safeguard its image, so it ordered the
withdrawal of every bottle of Perrier in circulation (all 160 million of them) and simply poured
the water away. The total cost to the company was estimated at around $200 million.

ANSWERS  Hoover's® reaction
1 Ideas mentioned- 1,2, 3,5, 8

# BUSINESS ETHICS
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OBJECTIVE

BACKGROUND

ANSWERS

Doing business 1 usING RHETORIC

To develop presentation skills

Rhetoric

Rhetoric — or the art of speaking persuasively — was one of the most important subjects on the
Western European school curriculum from classical times to around the middle of the
nineteenth century. Classical rhetoric covers all aspects of speaking in public — choice and
arrangement of material, memory, style and delivery. However, in modern usage, the term has
been somewhat trivialised and is now often used simply to describe stylistic devices that public
speakers and presenters use. This is the sense in which it is used in the Course Book.

How To Get Ahead In Advertising

The surrealistic British comedy How To Get Abhead In Advertising tells the story of Bagley, an
extremely successful advertising executive (Richard E. Grant). While working on a campaign for
acne cream, he begins to develop a conscience about the cynical way in which he is manipulating
people. Unfortunately, a conscience is not the only thing that he develops. A spot on Bagley's
neck grows bigger and bigger until it becomes a second head — which gives voice to everything
that is cynical and vile in Bagley’s personality. The scene quoted in the Course Book comes from
a presentation given by Bagley right at the start of the movie — while he still has just one head!

How To Get Ahead In Advertising

1 Best Co supermarkets are worried about the fact that the nation is worried about its health.

2 Unwholesome, unhealthy food.

3 Best Co wants the advertising agency to help them to continue to sell unhealthy food, despite
the change in the tastes of the market.

4 He thinks it’s disgusting; fat-squirting

Sighposting

1 a point of dlarification

2 4 an example
b an important opinion
¢ avisual aid
d a digression

3 Extract 1: Let’s have a look at this. (¢)
Extract 2: I'd like to give you an example. (a)
Extract 3: What I'm getting at is this. (4)
Extract 4: To move off the point for a moment ... (4)

A list of three

1 1 They’re not concerned about selling wholesome foods or about the nation’s health.
2 They're concerned that the nation is getting worried about its health.
3 Bagley introduces his point in this way to increase its impact.

BUSINESS ETHICS &
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Not ... £75 just the best quality

But ... £50 the cheapest prices and the best quality

3 (Possible answers)
We don't just need excellent products. We don't just need excellent customer service. We need
both excellent products and excellent customer service.
We're not offering you a discount of 30%. We're not offering you a discount of 40%. We're
offering a discount of 50% off our main product.

Rhetorical questions

1 Rhetorical question: How can we make sure that we give them what they want?
Question for the audience: Who'll be my first customer?
2 Bagley asks a rhetorical question.

Doing business 2 DELIVERY
OBJECTIVE  To develop presentation skills

BACKGROUND  Greed Is Good

Gordon Gekko makes this speech at a stockholders’ meeting of Teldar Paper — a company that he
is trying to take over. The speech may have been based on one made by the infamous Wall Street
trader, Ivan Boesky, who was at one time imprisoned for insider trading. It is often quoted as a
summary of the more extreme economic attitudes prevalent in some areas of finance and
business in the second half of the 1980s.

(For more general background on the film Wall Street, see the background notes on page 12.)

Further work

If your learners would like more practice on this point, try returning to the speeches at the start
of Module 8. Analyse them in the same way, marking them for pausing and emphasis before
taking turns to deliver them to the rest of the group.

ANSWERS  Repetition

1 Greed
2 Three possibilities (there may be others):

Greed is right.

Greed works.

Greed clarifies, cuts through and captures... for life, for money, for love, for knowledge.
3 There are many possibilities here, but the most obviously repeated sound is the ‘g’

Emphasis
1 The point is, ladies and gentlemen, that greed, for lack of better word, is good.

"._-‘-L;.- BUSINESS ETHICS
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Pauses

1¢
2 greed/for lack of a better word/is good (&)

The voice
2 ¢

Focus Levi sTRAUSS & co.
OBJECTIVE Discussion

ANSWERS Levi’s and child labour

2 1 Levi’s tried to enforce a ban on child labour in Bangladesh.
2 In this case, the children were the only sources of income for their families.

3 What Levi’s did:
Levi's worked out a compromise with the contractors. If they continued to pay wages and
agreed to hire the children back when they reached 14, Levi’s would send them to school and
pay the bill for uniforms, books and tuition. The deal sounds expensive all around. But,
between the two, Levi’s and its contractor have spent just a few thousand dollars.

Levi's and the factory closure
2 | Levi’s closed the factory because it wasn't working efficiently and it was much cheaper to
subcontract the work to Costa Rica.
2 Yes, it probably matters that Levi’s faced a storm of protest because they had a good image
and high aspirations.

3 What Levis did:
Levi’s made generous payments to all the workers at the San Antonio factory, paid for extra
education and training and helped them in their search for new jobs. But many former
workers still complained that Levi’s had nort acted responsibly or fairly.

Social skills ciFts

OBJECTIVE  To practise the language of giving and receiving gifts

BACKGROUND The Lockheed scandal

The American aircraft manufacturer, Lockheed, was at the centre of one of the greatest business
scandals of the 1970s. As part of its attempts to sell its planes in overseas markets, it was found

to be making multi-million dollar payments to influential people in many countries, including

Adnan Khashoggi and even a Dutch prince!

BUSINESS ETHICS &
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ANSWERS Invitations and offers

Sounding polite

MAN Can [ invite you to dinner this evening? (Polite)
WOMAN  Thank you. That’s very kind of you. (Polite)

MAN Thanks very much for everything. I'd like you to have this. (Polite)
WOMAN  I'm sorry but my company doesn’t allow me to accept gifts. (Rude)

WOMAN  Would you like to go to the concert tonight? (Rude)
MAN That's very kind of you, but I must refuse. (Rude)

BUSINESS ETHICS
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the digital revolution

Hi-tech vocABULARY

OBJECTIVE

To introduce and practise hi-tech vocabulary

BACKGROUND  Tom Peters

Tom Peters has built his career as a management guru on the idea that business is all about
people; he believes that companies should be customer-focused, responsive and dynamic. He has
no time for old-fashioned, hierarchical structures or stuffy bureaucracies. Here is how he justifies
his idea of a ‘crazy organization’.

‘Anyone who has followed my work knows that I'm no fan of organization charts. I think
they're a waste of even recycled paper. I recently ran across ... a Jackson Pollock painting which
to me looks the way a corporate organization chart should look like. It's a depiction of ... a total
intertwining of people without regard to rank or function or location.’

The Tom Peters Seminar pp. 182—183 (Macmillan, 1994)

Note: the painting in the Course Book is a work in the style of Jackson Pollock by Stephen
Bryant.

Further reading

Tom Peters has written a number of books including /n Search of Excellence (with Robert
Waterman), published in 1982, which is probably the best-selling business book ever. For a good
introduction to his thoughts on business in the 1990s, try The Tom Peters Seminar, mentioned
above.

Revolution and language

It’s often difficult to explain why particular words have been given new meanings by the
computer industry. However, the explanation of ‘bug’ is quite straightforward. In 1945, a huge
US Navy computer broke down. The cause of the problem was found to be a moth which had
been squashed by an electric switch!

ANSWERS

A revolution in language
ORIGINAL MEANING

()
T s A T e S R i v
Ip’bo%"lxhl W&ﬁr}l "t:d_'HL# '&":Jii _'hll{ eln an;;%'ﬁhlff_{)lfw
‘abug.  asmallinsest . anerorinacompuler program

1o crack to make something split 1o break a computer code

aflame ared or yellow burning gas an insulting or unfriendly e-mail

a geek an entertainer who bites the heads off live chickens a rich successful person in the computer industry
a pirate a person who robs ships at sea a person who illegally copies software

to surf to ride on a board on the waves of the sea to move around the Intermnet

THE DIGITAL REVOLUTION IR
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Technologies and services

digital telephony

television

Grammar review REPORTED SPEECH
OBJECTIVE  Review of reported speech

BACKGROUND A bad prediction

Thomas Watson’s prediction might sound strange today, but until relatively recently there were
very few computers in existence. In 1956, there were probably only around 24 computers in the
whole of the USA, while as late as 1976, it is estimated that there were only around 50,000 in
the world.

ANSWERS A bad prediction

Correct answer: He said there was a market for about five computers.

Some more quotations

1 Peter Drucker said that the computer industry, as an industry, had never made a dime.

2 Steve Jobs said that the Web was not going to/would not change the world, certainly not in
the next ten years.

3 David Shaw said that finance was a pure information-processing game. He said that a lot of
people were doing things that should have been done by computers.

4 Steven Holtzmann said that what was really exciting about the digital revolution was that
everybody was going to/would have a computer.

The George Lucas interview

1 1 In wo or three years.
2 Digital movies will be considerably cheaper.
3 It’s a revolution similar to the introduction of sound and colour.

2 The interviewer asked him how much the new Star Wars movies would cost.
The interviewer asked him how he was making them so cheaply.
The interviewer asked him if the approach was revolutionary.

3 He said he would make the films for between US$60 and US$70 million.
He said the first film would be a big experiment.
He said it was the same revolution as adding sound to pictures and colour to pictures.

SN THE DIGITAL REVOLUTION
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OBJECTIVE

BACKGROUND

ANSWERS

OBJECTIVE

ANSWERS

Doing business 1 e-maL 1

To consider the effects of e-mail on business life

Microserfs

Microserfs (Pub: Harper Collins, 1995) is a novel about a group of young people who leave their
well-paid jobs at the giant computer company, Microsoft, and start up their own computer
games company. It is written by the Canadian author, Douglas Coupland, who is also famous
for inventing the term ‘Generation X’ to describe a ‘lost” generation, born between 1961 and

1971.

Microserfs

1 Because e-mail is like highways: if you have them, traffic follows.
2 You don’t have to talk to the other person.
3 A maximum of 60% — although it could be less if there are other things going on in his life.

Two views

1 (Possible answers — the name in brackets indicates probable agreement.)
E-mail saves time. (Alan Davies)
It wastes time. (Susan Fearn)
E-mail means that people spend more time at their desks. (Susan Fearn)
It allows people to have a more flexible working life. (Alan Davies)
E-mail is now more important than the telephone. (Alan Davies)
It could never be more important than the telephone. (Susan Fearn)

2 1 When I first started using e-mail back in "86, I really just used it to transmit simple text
messages. (Alan Davies)
# [ understand that some organisations are establishing e-mail filters. (Susan Fearn)
I This product is not just text, it is digital information. (Alan Davies)
I In my view, e-mail is very definitely a mixed blessing. (Susan Fearn)
I Probably 75% of the e-mails that I get are not directly relevant. (Susan Fearn)
I The other thing that is happening now is the mobile office. (Alan Davies)

Doing business 2 e-maIL 2

To practise writing e-mails

Effective writing
1 7 False 2 True 3 True 4 True 5 False 6 False

2 The first sentence uses too many words. It includes clichés like ‘dynamic sales and marketing
representatives’ as well as the expression ‘make your acquaintance’ which can easily be
replaced by something shorter such as ‘call on you’ or ‘visit you'.

The second sentence is passive, when it could easily be active.

3 Both sentences could be rewritten in the same way:
One of our salespeople will call on you over the next two weeks.

THE DIGITAL REVOLUTION
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Editing activity
1 (Suggested version with unnecessary words deleted)

#» File Edit Mailbor Message Transfer Special Window 12:28 pm 3

(] ¢

Dear Mr Adebayo,

I was informed today by Jane Rodber that your company is ready to consider our proposal.
I am delighted to hear this news. However, I will be on vacation for the next four days

and so, during this period, I will not be available to attend to any queries.

You will be telephoned by my secretary to arrange a rendezvous after my return, when
this matter can be discussed further.

I look forward to meeting you,
With best wishes,

Brian de Glanville

2 (Possible rewritten version)

® File Edit Mailbox Message Transfer Special Window 12:28 pm

Dear Mr Adebayo,

Your colleague, Jane Rodber told me that you are now ready to consider our proposal. Of

course, I am delighted to hear this news.

However, 1 am on vacation for the next four days, so won’'t be able to deal personally

with any gueries until I get back.

My secretary will call you to arrange a meeting after my return when we can talk about

this matter further.
I lock forward to meeting you,
With best wishes,

Brian de Glanville

Focus THE DIGITAL FUTURE
OBJECTIVE Discussion

BACKGROUND  Nicholas Negroponte
Nicholas Negroponte is the Director of the Media Laboratory at the Massachusetts Institute of
Technology in the USA. The Media Lab is an academic institution that looks at ways of creating
new multimedia products out of the merger of newspapers, TV, entertainment and education
with the interactive technologies of the computer industry. Negroponte is also famous as a public
speaker, columnist and author as well as a tireless publicist for the digital revolution.

"' THE DIGITAL REVOLUTION
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OBJECTIVE

BACKGROUND

ANSWERS

Further reading
Being Digital — Nicholas Negroponte (Hodder & Stoughton, 1995)

Social skills poLITE EXCUSES

To practise ending conversations and apologising

Pretty Woman

Pretty Woman is the story of a wealthy and ruthless asset stripper called Edward Lewis (Richard
Gere) who gets lost in a borrowed car on Hollywood Boulevard late one night and asks a
prostitute for directions. Before long the prostitute, Vivian Ward (Julia Roberts) and Ed Lewis
have fallen in love; she shares his luxury hotel suite and starts accompanying him to his business
meetings. In the scene in the Course Book, Vivian and Ed are having dinner in an expensive
restaurant with two businesspeople — Jim Morse, the boss of a large American corporation, and
his grandson, David.

Pretty Woman (1990) Directed by Garry Marshall. Screenplay by J.E Lawton.

Pretty Woman

1 They finish on bad terms.
2 Ironic or humorous.

Parting shots

2 You two enjoy your dinner.

b T've heard enough of this.

¢ Good luck.

d T've got to get some air.

e It was a great pleasure to meet you.
f Td better join my grandson.

‘T've heard enough of this’ is unfriendly.

Apologising
1 ¢ 2b, 3a

2 You can say ‘Excuse me’ or I'm sorry’ to apologise when you leave a social situation.

Saying goodbye
1f, 2a, 3¢, 4b, 5d, Ge

THE DIGITAL REVOLUTION



THE GODS OF MANAGEMENT

MATCH THE GODS

THE GODS OF
MANAGEMENT

THE GODS AND YOU

In his book, The Gods of Management, Charles Handy says there are four different kinds of
company. He names them after four of the ancient Greek gods: Zeus, Apollo, Athena and

Dionysus.

What did the four gods symbolise for the ancient Greeks? Match each of the descriptions below

to one of the four gods listed above.

I The goddess of wisdom
2 The king of the gods

3 The god of order
4 The god of wine and song

Read about the four kinds of company and discuss the four questions underneath.

S
LD

o

Zeus does not write, he speaks, eyeball to eyeball if possible;
if not, then by telephone.

This kind of company is dominated by one
person: the boss. The boss surrounds him or
herself with family and friends. Everything

depends on his or her decision.

Athena

Management is seen as lhe continuous and successful solution
of problems.

This kind of company is focused on solving
problems and getting results. Your age, your
experience and your position in the company
are not as important as your skill and talent.

The Apollo style is excallent when it can be assumed that fomorrow
will be like yesterday.

In an ‘Apollo’ company everything is organised
in a strict and logical way. A person’s role in
the organisation is more important than their
personality.

Dionysus

The organisation exists to help the individual achieve his purpose.

In this case, individuals are more important
than the company they work for. The
Dionysus company is a collection of stars:
people like doctors, lawyers or even rock
musicians!

1 Which kind of company is best in a stable environment?

2 Which kind of company gives people the most freedom?

3 Which kind of company gives the boss the most power?

4 Which kind of company is best at solving problems?

3 Now discuss these points.

1 Which kind of company do you work for?

2 Which kind of company would you like to work for?

I
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THE STOCK MARKET

THE BOND MARKET

‘market price  big companies
rate of interest  maturity

FOUR FINANCIAL
VERBS

I like to take big”
risks in the financial
markets, because |
want to make a big —
and quick— profit.

THREE FINANCIAL
CRIMES

FINANCIAL VOCABULARY

1 Which of these is the best definition of a share?

a Part of a company’s profits
b A regular payment received from an investment
¢ A share in the ownership of a company

2 What do you call the payment that shareholders regularly receive?
a a perk b a dividend

¢ a bonus

3 The performance of a stock market is measured by an index. Here are five of the world’s
most important indices. Match them to their stock markets.

INDEX STOCK MARKET
Dax Hong Kong

Hang Seng Brazil

KOSPI 200 Germany

CAC 40 Korea

BRSP Bovespa France

I Complete the text using the words in the box.

Bonds are issued by governments or ...
bond, you receive a fixed ...
when the bond reaches ...

when they need money. If you buy a
.% . You also know that you will get your money back

3 at a fixed date in the future. If you want your money

back before that date, you simply sell the bond to someone else for its current ... .

2 Here are three kinds of bond. Match them to the definitions.

BOND DEFINITION

Gilt A UK government bond

T bond A very risky bond with a high yield

Junk bond A US government bond
These four verbs describe four common activities on tohedge  to speculate
the financial markets, Match them to the four cartoons.  foinvest todeal

& | want security. | buy

things that will make

mongey over a long
period of time.

My job is to buy and
sell. | don't fake big
risks and | don't care
what happens in the
long term — | just want
a quick profit,

| never put all my money
in the same place. | like
to balance my risks.
If one investment fails,
| want to be sure that
another one will succeed.

1 B Three of these financial activities are against the law in most countries.

Which are they?
a leveraging d asset stripping
b fraud ¢ money laundering

¢ insider dealing

2 Now match the three crimes to the three definitions.
a making money as a result of not telling the truth
& using secret information to make a profit on the financial markets
¢ hiding the source of money that has been made illegally
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‘ WHY ARE THE WORLD’S TOP BRANDS AMERICAN?

THE WORLD’'S TOP 10

Source: Interbrand (quoled in The
Economist 16.11.96 p.113)

A UNIVERSAL PRODUCT

The Seven Cultures of Capitalism,
Fons Trompenaars and Charles
Hampden-Turner, p.20 (edited)

Here is a chance to think about why American business has been so successful around the world
— and to think about the connection between America’s success in business and its culture.

g WA report in 1996 listed the ten most valuable brand names in the world. Look at the list

and discuss your answers to these questions.

I Which product is each of these companies most famous for?

BRAND NAME PRODUCT

8 Levis
9 Microsoft
10 Marlboro

2 Only o of these brands are not American. Which are they?

3 Which two adjectives would you use to describe all the American brands above? Choose from
this list, or think of other adjectives that you know.

basic cheap popular simple stupid
luxurious expensive exclusive complex intelligent

4 Think of four other successful American brands. Can you use the same two adjectives to
describe them accurately?

5 Why do you think that American brands are so successful? Think of at least three reasons.

Read this explanation of the success of American business.

T T T R I S T I ST A S

he American ideal is the Universal Product. It is a product that you can reduce to its parts
Tand reproduce as many times as you like. We can see this in products as different
as microprocessors and Coca-Cola. Americans want to make a product with the widest
possible product appeal and to use a manufacturing process of simple steps. In this way the
parent company can manufacture where costs are lowest and sell to as many people as possible.

L e | - S

1 Which of these sentences best summarises Trompenaars and Hampden-Turner's view of the
success of American brands?
a Americans make complex products for professional people.
& American products are cheap and low quality.
¢ Americans make products which are popular and easy to manufacture.

2 B3 Think of the ways that your ideas about the success of American brands are different
from theirs.

-
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TWO PRODUCT DESCRIPTIONS

The new Wystan 07
weighs less than any other
mobile phone on the
market and comes with the
following special features:

Personal phone book — stores
up to 200 numbers

Call timer — tells you how long
your call lasts ... and how much
it costs!

Silent ringing — user can switch
off sound and rely on visual
display

‘Message waiting’ indicator

The Wystan 07 comes in a
choice of 12 colours

WYSTAN

* Measures 100cm x 200cm x 150cm

* All metal surfaces
are covered in
easy-to-clean paint

* Push button ignition

* Fully controllable
gas flame

* Available in
three colours

, = ©°
Ppy Patio Gas B2

Assembly instructions included

00
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From the manufacturer ... ... through the wholesaler ... ... to the retailer.

SALES VOCABULARY

s

THE CHEAPEST AND I Look at these pairs of phrases. In each case, which phrase is associated with a product that is
THE BEST sold as ‘the cheapest on the market’ and which is associated with ‘the best quality on the

market’?

THE CHEAPEST THE BEST QUALITY
in a special limited edition
at an unbelievable discount
exclusive offer
special offer
a bargain
a perfect opportunity
clearance sale
executive promotion

2 B® Use the phrases above to fill the

gaps in this sales letter. One person = = T MR

should try to write a letter that sells on Sheringhams ———————-——_'—|i
price, the other should write one that
sells on quality. When you've finished,

compare your answers.

3 B What sales strategies can you
think of that have been used to sell
these products and services?

aiine tickels  futbecroom fumiture

acar healthcare  language courses

Dear Customer, \
As you know, here at Sheringhams we |
specialise in providing products at the \
cheapest possible prices/ of the v?ry

highest quality, which is why we're

making this i offer to all

our regular customers.

*

As part of our end-of-year s

we are offering the ‘Pretender’ wristwatch
... The new Pretender

e, that you

4 B Describe the strategies that your
company uses to sell two of its main

istwatch 1S o
products. il

cannot afford to miss! To avoid
disappointment, call in to any of our 25
department stores today.

|
|
Clarke Savighar N

THE CHAIN OF I Put these words into the correct factory middleman  warehouse production point of sale
DISTRIBUTION space in the chain of distribution. storage  display depot end user department store  shop

=
4 y

2 B3 Add any other appropriate words that you know.
3 P Choosea product that you know well and describe how it gets from the factory to the

end user.

© Powerh Addison Wesley Lang Il COPYMASTER 6




ECONOMIC VOCABULARY

ECONOMIC TERMS 1 March the phrases in the column on the left with their definitions on the right.

the budget deficit the difference between the value of a country's imports and the value of its exports
gross domestic product the amount of money that a government spends

inflation the rate at which prices increase

government expenditure the total value of goods and services produced by a country

the balance of payments the amount by which a government’s spending exceeds ils income

2 W Which of the above do you think are a problem for the economy of your
country/countries? Give your reasons.

THE ROLE OF I In the left-hand column of the table below are the names of four British government
GOVERNMENT departments. Which of the following things do you think they are responsible for?
(Write your answers in the right-hand column.)

training  military personpe;  pensions teachers

go

taxation  weapons ., qfir

e,

GOVERNMENT DEPARTMENT

Treasury 5 .- ; '_-1. i
Ministry of Defence
Department of Health and Social Security

Ministry of Education

2 What are the equivalents of these four government departments in your country? Make a list
that summarises their reponsibilities.

3 % Compare your lists with a partner.

L w_t_ (L0 QPR RN © Powerbouse, Addison Wesley Longman, 1998




Sun Tzu was a successful military commander who lived in China around 2,500 years ago.
Today, businesspeople still read his book, The Art of War, because they believe that it can teach
them a lot about modern business. Here are five of Sun Tzu’s sayings.

—
o

g[f and
emy, in 2 When soldiers are seen

will whispering in emall groups,
the general has lost the
confidence of his men.

If you know yours

know your €n
hundred battles yoU

never fear the result.

As water changes its flow
according to the ground, so
an army wins by relating to
the enemy that it faces.

All warfare is based on deception.
When you are capable, pretend to

be incapable. When you are active,
pretend to be inactive. When you
are near, make the enemy believe
that you are far away.

g |

1 Which areas of modern business do you think that these sayings could be relevant to? Here
are a few ideas:

public relations office politics
information systems flexible thinking
meetings

2 In your own words, rewrite Sun Tzu’s sayings so that they are directly relevant to modern
business life.

3 Compare your ideas with those of others in the class.

© Powerhouse, Addison Wesley 1
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KEY IRREGULAR VERBS FOR BUSINESS ENGLISH LEARNERS

INFINITIVE PAST SIMPLE PAST PARTICIPLE
be was/were been
break broke broken
buy bought bought
come came come
cost cost cost

do did done
fall fell fallen
fly flew flown
forget forgot forgotten
give gave given
go went gone
have had had
keep kept kept
know knew known
leave lefe left
lend lent lent
lose lost lost
make made made
meet met met
pay paid paid
read read read
rise rose risen
run ran run
say said said
see saw seen
sell sold sold
speak spoke spoken
spend spent spent
tell told told
think thought thought
win won won
write wrote written

3 '.l.lJ' Wes]eyl

1998




LA NN N EEEEERENNENREESEEENREREREEREREERESE S EENEENREENERNERNEREENEREENRE N EN N NN ENNNES NN NNNNN]

Index of Course Book teaching points

BUSINESS SKILLS PAGE
e-mail effect on business life 116-117
effective writing 118
practice 119
Figures 32-33
Getting open and closed questions 56-57
information roles 57
Graphs 34-35
Interviewing preparation 59
interview 58-59
roles 59
Meetings asking for an opinion 23
chairing 21
formal and informal 21
kinds of meeting 20
making a point 22-23
phrases 21
preparation 20
roles 21,23
Negotiating accepting a proposal 47
bargaining 68-69
making a proposal 44-45
negotiating problems 72-73
negotiating practice 70-71
refusing a proposal 46-47
roles 45, 47, 69, 70-71
Phone answering the phone 8
getting through 8-9
not getting through 10-11
phrasal verbs 10
roles 9,11
Presentations emphasis 107
links 95
list of three 105
openings 94-95
pauses 107
posture 107
practice 109
preparation 92-93
repetition 106
rhetorical questions 105
roles 95, 105, 107
signposting 104
visual aids 93
voice 107
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Reasons giving reasons 80-81
roles 81
Writing an advertisement 48-49
an e-mail 118-119
formal and informal styles 82-83
a report 82-83
CULTURE
Anglo-Saxon, Latin and Oriental 62
Body language 20
Culture and communication 12-13
Lunch 86
Management culture 60-61
Misunderstanding (Younghusband) 12
High and low context 86
Questionnaire 13
Theory X and Theory Y 60-61
DISCUSSION TOPICS
Building a celebrity management team 84-85
Culture and communication 12-13
Echics and Levis 108-109
The Hanson Group 24-25
Is profit the only goal? 96-97
Management culture 60-61
Negotiating problems 72-73
Nicholas Negroponte and the digital revolution 120-121
Nick Leeson and the collapse of Barings 36-37
Writing an advertisement 48-49

GRAMMAR REVIEW

Conditional 1 6667
Conditional 2 66-67
Conditional 3 102-103
Deductive modals 90-91
Futures 54-55
Have to 18-19
Must 19
Passives 78-79
Past simple 30-31
Past continuous 31
Present continuous 6-7
Present perfect 4243
Present simple 6-7
Reported speech 114-115



PRONUNCIATION

Elision (conditionals 1 and 2) 67
Elision (conditional 3) 103
Emphasis 107
Intonation 6263
Pausing 107
Sounding polite 110
Sound and spelling (-ed) 35
Sound and spelling (-gh) 41
Stress 32
Word stress 113
Voice 107
SOCIAL SKILLS
Arrangements making an arrangement 50-51
making excuses 51
roles 51
Business and acceptable topics 87
pleasure talking about interests 87
roles 87
Breaking the ice phrases 38-39
roles 39
Developing a showing interest 62-63
conversation probing 63
restating 63
roles 63
Excuses apologies 123
parting shots 123
roles 123
Gifts ethics 111
invitations and offers 110
roles 111
Introductions introducing yourself 14-15
introducing others 15
roles 15
Parties and invitations and replies 98
receptions small ralk 99
roles 99
Restaurants menus 74-75
paying 75
Visitors offers and requests 26-27

roles

27
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VOCABULARY 2

Accounts 32-33
Company 16-17
Economics 88-89
Ethics 100-101
Finance 28-29
General business 4-5
Hi-tech 112-113
Management 52-53
Marketing 4041
Production 7677
Sales 64-65
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Index of authentic material, people and companies
mentioned in the Course Book

3-M

Aburdene, Patricia

Age of Unreason, The (Charles Handy)
Akers, John

Apple Computer

Barings

BBC World Service

Being Digital (Nicholas Negroponte)
Berlusconi, Silvio

Big Night

Bing, Stanley

Blair, Tony

Body Shop

Bonfire of the Vanities, The (Tom Wolfe)
Brando, Marlon

Bryant, Stephen

Bryson, Bill

Buffet, Warren

Burnett, Leo

Business Week

Calder, Alexander
Candy
Cartwright, Justin
Clinton, Bill
CNN

Coca-Cola
Connery, Sean
Coupland, Douglas
Crainer, Stuart
Crichton, Michael
Cruise, Tom

Daewoo

Davies, Alan
Devito, Danny
Disney

Douglas, Michael
Drucker, Peter

Economist, The

Edison, Thomas

Ellis, Patrick

Everything Is Negotiable (Gavin Kennedy)

Fearn, Susan

Financial Times, The

Firm, The

Ford

Frontiers of Excellence, The (Robert Waterman)

Gates, Bill

General Motors
Gere, Richard
Glengarry Glen Ross
Godfather, The

Page
43

5
16-17
96

7

36-37
117
120-121
85

4

61
88-89
85,97
929

44, 46
112

8

28

41
108

121
102
50
88-89
85
103
20
116
84
20
56

80-81
117

26

41

30, 106
114

25, 43, 53, 80
8

6869

72-73

117
25

56
52-53
109

85

76-77

122

8-9, 14
4445, 4647

Goldsmith, Sir James
Grant, Richard E.

Haas, Robert D.

Handy, Charles

Hanson

Hanson, James

Havel, Vaclav

Hawthorne Experiments, The
Heiniger, Andre

Holtzman, Steven

Hoover

How To Get Ahead In Advertising
Howe, Elias

IBM
Indepma’em, The

Jobs, Steve
Johnson & Johnson
Johnson, General Robert Wood

Kay, Professor John

Kennedy, Gavin

Kennedy, John E

Key Management Ideas (Stuart Crainer)
Khashoggi, Adnan

Khoo Kheng—Hor

Lauda Air

Lauda, Nikki

Leeson, Nick

Levis

Lewis, Michael

Liar’s Poker (Michael Lewis)
Lloyds Bank

Lockheed

London Business School
Look at it this Way (Justin Cartwright)
Lucas, George

Machine That Cbnged The World, The
(Womack, Jones and Roos)
Made in America (Bill Bryson)
Madonna

Mamet, David

Management Today

Mandela, Nelson

Marlboro

Mayo, Elton

McCormack, Mark H.
McDonald’s

McGregor, Douglas
Mercedes—Benz

Microserfs (Douglas Coupland)
Microsoft

Morgan, J. B.

Morita, Akio

Page
28
104

108
16
24-25
24
88-89
78

64
114
102
104
103

96, 113, 114
28

7, 114
97
97

55
72-73
121
84
110
101

85

85
36-37
41, 108-109
61

61

60
110
55

50
115

76-77
8

85
8-9
22-23
88-89
4041
78
6465
41

60

41
116
85,116
113
85, 96



Naisbitt, John
Negroponte, Nicholas

Observer, The

Odyssey: Pepsi to Apple (John Sculley)
Olympia & York

Orwell, George

Other Peoples Money

Park Chung Hee
Perrier

Peters, Tom
Philip Morris
Platt, Polly

Player, The
Pretty Woman

Re-inventing the Corporation (Naisbitt and Aburdene)
Reichmann, Paul

Riding the Waves of Culture (Fons Trompenaars)
Rising Sun (Michael Crichton)

Roddick, Anita

Rolex

Schusser, George

Sculley, John

Shaw, David

Sheen, Charlie and Martin
Shell International
Shikanai, Nobutaka
Siemens

Silbiger, Steven

Silver, Dr Spencer

Page
5
120-121

110
7
31
118
26

80

103

112
4041
86

38
122-123

5

31
13,62
20
85,97
64

97
7
114
15
117
121
97
92
43

Singer

Snipes, Wesley

Sony

Soros, George

Star Wars

Sun Tzu

Sun Tzu and Management (Khoo Kheng-Hor)

Templeton, Sir John

Ten Day MBA, The (Steven Silbiger)
Thatcher, Margaret

Tom Peters Seminar, The (Tom Peters)
Toyota

Trompenaars, Fons

Trotman, Alex

Turner, Ted

Wall Street

Waterman, Robert

Watson, Thomas

What They Don't Teach You At The Harvard
Business School (Mark H. McCormack)

White, Gordon

Who Dares Sells (Parrick Ellis)

Wiesner, Jerry

Wired

Wolfe, Tom

Womack, Jones and Roos

Woo Chong, Kim

Younghusband, Colonel Francis
Zworykin, Vladimir
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103
20
85, 96

115
101
101

28

92

31
112
76-77
13, 62
53

85

15, 30, 106
109
114

64-65
24
68-69
121
115
99
76-77
80

12
121
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High-impact Business English content

® Authentic materials from highly original sources - not just magazines and newspapers,
but also movies, novels, speeches and business books
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® Business skills for the modern world - such as systematic work on vocabulary and social skills,
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Maximum support

® Complete ‘frammar reference and practice section at the back of the Coursebook plus extra
activities and tests in the Study Book for self-study use

® Teacher's Book includes additional photocopiable material and background information to support
busy teachers

Course components:

Coursebook 0 582 29879 2

Teacher's Book 0 582 32558 7

Coursebook Cassette 0 582 32557 9

Study Book 0 582 32560 9

Study Book Cassette 0 582 32542 0 ISBN 0-582

[i[]

|
80582

Pearson :

Education

—

(;}
www.longman-elt.com



	Image 0001
	Image 0002
	Image 0003
	Image 0004
	Image 0005
	Image 0006
	Image 0007
	Image 0008
	Image 0009
	Image 0010
	Image 0011
	Image 0012
	Image 0013
	Image 0014
	Image 0015
	Image 0016
	Image 0017
	Image 0018
	Image 0019
	Image 0020
	Image 0021
	Image 0022
	Image 0023
	Image 0024
	Image 0025
	Image 0026
	Image 0027
	Image 0028
	Image 0029
	Image 0030
	Image 0031
	Image 0032
	Image 0033
	Image 0034
	Image 0035
	Image 0036
	Image 0037
	Image 0038
	Image 0039
	Image 0040
	Image 0041
	Image 0042
	Image 0043
	Image 0044
	Image 0045
	Image 0046
	Image 0047
	Image 0048
	Image 0049
	Image 0050
	Image 0051
	Image 0052
	Image 0053
	Image 0054
	Image 0055
	Image 0056
	Image 0057
	Image 0058
	Image 0059
	Image 0060
	Image 0061
	Image 0062
	Image 0063
	Image 0064
	Image 0065
	Image 0066
	Image 0067
	Image 0068
	Image 0069
	Image 0070
	Image 0071
	Image 0072
	Image 0073
	Image 0074
	Image 0075
	Image 0076
	Image 0077
	Image 0078
	Image 0079

