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Introduction

Who is this book for?

Business Vocabulary in Use Elementary is in the same series as Business Vocabulary in
Use Intermediate and Advanced. Tt is designed to help you to learn basic business
vocabulary. It also helps you to learn the language of business communication for social
situations, telephone calls, business writing, presentations, and meetings.

The book is for people who are studying English before they start work, and for people
already working who need English for their job.

You can use the book on your own for self-study, or with a teacher in the classroom.

What is in the book?
In the book there are 49 two-page units.

The first three units are learner training units. They give you ideas on the best ways to

learn. They explain the instructions used in the book, how to do the exercises, how to

learn vocabulary and how to use dictionaries. It is a good idea to do these units first to
help you use the rest of the book in the best way.

There are then two units about how to use numbers.

After that, there are 28 subject units with key vocabulary for different business subjects,
and 16 units with business communication language. These help you with the skills you
need in business, for example in presentations and meetings.

The new words and expressions for you to learn in each unit are in bold. They are
explained in different ways, for example with a sentence showing you how to use them,
or with pictures. Sometimes there is a '=' symbol, followed by some words to explain the
new language.

You can use the contents pages at the beginning of the book to find the subject or skill
that you want to study.

There is an answer key at the back of the book. Most of the exercises have questions
with only one correct answer. But in some of the exercises, including the Over to you
activities at the end of each unit (see below), you write and/or talk about yourself and
your own organization. So the answers in the key for these sections are examples, to
compare with your own answers.

There is also an index. This is a list of the new words and expressions in the book and
the unit numbers where they appear. The index also tells you how to say the words and
expressions.

The left-hand page

This page shows the new words and expressions for each subject or skills area. Each page
has a number of sections with the letters A, B, C (and sometimes D), and short titles.

On the left-hand page there is:
m information about the meanings of the words and expressions.

information about word combinations - words that are often used together.

|
B notes on language points such as the differences between British and American English.
|

notes to tell you where you can find more information in other units.
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The right-hand page

The exercises on the right-hand page give you practice in using the new words and
expressions shown on the left-hand page. There are different types of exercise for this.
Sometimes the exercise asks you to write sentences, or to write words to finish sentences.
Some units contain tables or diagrams to complete, or crosswords.

'Over to you' activities

An important part of Business Vocabulary in Use Elementary is the Over to you activity
at the end of each unit. The Over to you activities give you the chance to practise the
words and expressions from the unit in a way that is useful in your own job or studies.

Self-study learners can do this section as a written activity.

In the classroom, the teacher can use the Over to you exercises for discussion with the
whole class, or in small groups. After the discussion the teacher can ask learners to look
again at the words and expressions that have caused difficulty. Learners can then do the
Over to you exercise as a written activity, for example as homework.

How to use the book for self-study

Find the subject or word that you are looking for in the contents page or the index. Read
the information on the left-hand page of the unit. Do the exercises on the right-hand
page. Check your answers in the key. If you have made mistakes, go back and look at the
unit again. Note down important words and expressions in your notebook.

How to use the book in the classroom

Teachers can choose units that relate to learners' needs or interests, for example areas
they have covered in course books, or that have come up in other activities. Alternatively,
lessons can contain a regular vocabulary slot, where learners look at the vocabulary of
particular subject or skills areas.

Learners can work on the units individually or in pairs or groups, with the teacher going
round the class assisting and advising. Teachers should get learners to think about the
logical process of the exercises, pointing out why one answer is possible and the others
are not.

We hope you enjoy using this book.
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