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Author’s note

To the student

This Personal Study Book provides you with two pages of extra exercises

and activities for each unit of the Student’s Book. The exercises and activities
are designed to reinforce what you have studied and they cover vocabulary,
grammar and reading. There is also a Writing supplement section after the units.

It is a good idea to do the work in each unit of the Personal Study Book after
you have finished the corresponding unit in the Student’s Book. This will help
you to remember things you have studied. You will need to write your answers
in your notebook. Do the exercises regularly while the things you have studied
in the Student’s Book are still fresh in your memory.

Check your answers by looking in the key on pages 70-79. If you are not
sure why an answer in the Kkey is correct, ask your teacher to explain. When you
do the writing exercises, you can compare your answer with a sample answer in
the key. If your teacher agrees, you can give him/her your answer to correct.

If you are preparing for the Cambridge English: Business Preliminary exam or
the BULATS test, many of the exercises are designed to give you exam practice.
The Personal Study Book also contains a 16-page Writing supplement, which
covers a number of areas that students at your level often have difficulty with.
These include: punctuation and spelling; linking words and expressions; writing
in paragraphs; and organising your writing in a clear and logical manner. Take
time to work through the Writing supplement methodically, doing all the tasks.
Don’t leave it till the end of your course. When you’re not sure about what you
have written, hand your writing in to your teacher and ask him/her to correct it
and comment on it with you. The sooner you start work on it and the more you
write, the sooner your writing will improve, giving you greater satisfaction and
leading to higher grades in homework and exams.

Acknowledgements

The author and publishers acknowledge the following sources of copyright
material and are grateful for the permissions granted. While every effort has been
made, it has not always been possible to identify the sources of all the material
used, or to trace all copyright holders. If any omissions are brought to our notice,
we will be happy to include the appropriate acknowledgements on reprinting.

Barry Scanes for his help with the exercise on p. 40; Hasbro Inc. for the text on
p. 44 adapted from ‘Parker Brothers Company History’, http://www.hasbro.com.
Hasbro is the owner of the copyright work from which the question is adapted.
Reproduced with permission.

Front cover photography by: Shutterstock/Baloncici

[lustrations by: Hart McLeod Ltd. (p. 14) and Simon Tegg (p. 38)

Design and layout: Hart McLeod Ltd. Production controller: Liz Knowelden
Project management: Jane Coates Publisher: Karen Barns

Editor: Andrew Jurascheck

Author’s note 3

@© in this web service Cambridge University Press www.cambridge.org



http://www.cambridge.org/9781107628489
http://www.cambridge.org
http://www.cambridge.org

Cambridge University Press

978-1-107-62848-9 — Business Benchmark Pre-intermediate to Intermediate

Norman Whitby
Frontmatter
More information

The working day

Vocabulary: company departments;
word diagrams

Grammar: present simple questions

Online communication

Reading: reading for general
understanding

Vocabulary: collocations

Grammar and vocabulary: two emails

10

Company growth

Grammar 1: past simple
Grammar 2: past simple or past
continuous?

12

Corporate culture
Reading: matching paragraphs
Vocabulary: collocations

14

Describing equipment

Vocabulary: describing shapes; raw
materials; phrasal verbs; need and
keep +-ing

16

Processes and procedures
Grammar 1: present simple passive
Vocabulary: production processes
Grammar 2: present simple active or
present simple passive?

4 Contents

18
Distribution and delivery
Grammar: modals
Vocabulary: telephoning
Grammar and vocabulary: an
advertisement

20

Advertising and marketing
Vocabulary: a crossword; advertising;
marketing

Grammar: cause and effect; because,
so, in order to

22

Making arrangements

Grammar 1: future forms: present
continuous; going to; will
Grammar 2: customer reviews
Vocabulary: verbs for making an
appointment

24

Transport

Vocabulary 1: compound nouns;
collocations; travel vocabulary
Grammar: contrast words;
punctuation

Vocabulary 2: guessing unknown
words

26

Working holidays
Grammar: comparatives; as ... as
Grammar and vocabulary: an article

28

Conferences

Grammar: comparatives and
superlatives

Vocabulary: collocations; conferences

@© in this web service Cambridge University Press

www.cambridge.org



http://www.cambridge.org/9781107628489
http://www.cambridge.org
http://www.cambridge.org

Cambridge University Press

978-1-107-62848-9 — Business Benchmark Pre-intermediate to Intermediate
Norman Whitby

Frontmatter

More information

30

New places, new people

Grammar: past simple or present
perfect?

Vocabulary: verbs for making types of
changes

32
Corporate gift-giving
Grammar: plurals; countable and
uncountable nouns; articles
Vocabulary: verbs of giving

34

Teamwork

Vocabulary: suffixes: -able, -al, -ation,
-ing, -ive, -ment; compound nouns
Grammar: an advertisement

36
Thinking globally

Grammar: quantity expressions
Grammar and vocabulary: an article
Vocabulary: thinking globally

38
Describing statistics
Grammar: adjectives and adverbs
Vocabulary: describing trends

40

Company finances
Vocabulary: profit and loss; a word
square

42

Investments
Grammar: link words
Vocabulary: a crossword; investments

44

Starting up
Grammar: which, who or where?
Vocabulary: finance; collocations

46

Job applications

Vocabulary: suffixes: -ity, -ness;
candidates’ skills

Grammar: a covering letter

48

Recruitment

Grammar: first and second
conditional

Vocabulary: jobseeking

50

Staff development

Vocabulary: a word square; human
resources

Grammar: nouns, adjectives, adverbs

52

Employee productivity

Grammar: infinitives and -ing forms
Vocabulary: personalities

Grammar and vocabulary: an article

54

70

Contents 5

@© in this web service Cambridge University Press

www.cambridge.org



http://www.cambridge.org/9781107628489
http://www.cambridge.org
http://www.cambridge.org

