
Teacher’s Book

Andrew Littlejohn

Company to Company
A task-based approach to business
emails, letters and faxes

Fourth Edition

© Cambridge University Press www.cambridge.org

Cambridge University Press
0521609763 - Company to Company: A Task-based Approach to Business Emails, Letters and Faxes, Fourth Edition
Andrew Littlejohn
Frontmatter
More information

http://www.cambridge.org/0521609763
http://www.cambridge.org
http://www.cambridge.org


C A M B R I D G E U N I V E R S I T Y P R E S S

Cambridge, New York, Melbourne, Madrid, Cape Town, Singapore, São Paulo

Cambridge University Press
The Edinburgh Building, Cambridge CB2 2RU, UK

www.cambridge.org
Information on this title: www.cambridge.org/9780521609760

© Cambridge University Press 2005

This publication is in copyright. Subject to statutory exception
and to the provisions of relevant collective licensing agreements,
no reproduction of any part may take place without the written
permission of Cambridge University Press.

First published 2005
Reprinted 2005

Printed in the United Kingdom at the University Press, Cambridge

A catalogue record for this publication is available from the British Library.

ISBN-13 978-0-521-60976-0 Teacher’s Book
ISBN-10 0-521-60976-3 Teacher’s Book

ISBN-13 978-0-521-60975-3 Student’s Book
ISBN-10 0-521-60975-5 Student’s Book

© Cambridge University Press www.cambridge.org

Cambridge University Press
0521609763 - Company to Company: A Task-based Approach to Business Emails, Letters and Faxes, Fourth Edition
Andrew Littlejohn
Frontmatter
More information

http://www.cambridge.org/0521609763
http://www.cambridge.org
http://www.cambridge.org


3

To Lita, without whom I doubt this book or my writing career would ever have
happened; Daniel, aged 11/2, who almost made the writing of the first edition of this
book impossible; Fiona, whose imminent arrival kept me working; and David, who
arrived just in time for the second edition. Since then, there’s been the third and now
the fourth edition, and Daniel is now 20, Fiona is now 18 and David is now 12. As
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Note on the Fourth Edition

For the fourth edition of Company to Company, both the Student’s Book and the
Teacher’s Book have been completely reset with improvements in the design. Many
additions have also been made to the text. The course includes new guidance on
writing emails, British and American English usage, style, levels of formality and
politeness, customer-service language, inviting and responding to invitations, use of
paragraphs and other language points. Two new sections have been added to further
develop the students’ ability to edit their own work. All of the innovations introduced
in previous editions are still there, of course, including the self-test tasks at the start
of each unit, the guided work in the Study sections and the fluency-focused Activity
sections, and The writing process sections.

We welcome your comments on using Company to Company. Please write to Andrew
Littlejohn, c/o ELT, Cambridge University Press, The Edinburgh Building, Shaftesbury
Road, Cambridge CB2 2RU, England. Fax: +44 1223 325984, email
eltmail@cambridge.org.

You are also welcome to visit the website which Andrew Littlejohn maintains.
Articles, papers and an A–Z of ELT methodology are available at the following
website: www.AndrewLittlejohn.net
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