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Business Impact

This innovative modular business English

course covers two levels B1-B2 (intermediate

to upper-intermediate) and B2-C1 (upper-
intermediate to advanced) in six books

(print + digital). Each of the six books comprises
three modules, A, B and C. All modules are also
available as stand-alone digital modules.

Welcome to Business Impact 1.2
Module A: Making conversation & building rapport

Business Impact 1.2.A is the A Module from Business Impact 1.2.
This module focuses on personal encounters in the business world and will
help you handle conversations and social situations in a business context.

All A Modules have a strong focus on personal
encounters, all B Modules focus primarily on
day-to-day business and all C Modules focus
on business results.

Modules can be chosen individually to suit the
level, interests and requirements of classes,
allowing full flexibility and control in terms of
content and progress.

Module A Agenda Language Page
Session 1 ) Starting conversations with > Opening lines 6
Opening strangers ) Appropriate responses
gambits Y Joining in & keeping conversations
going

) Responding positively
Session 1 PLUS » Breaking the silence > Extension & consolidation 10
Session 2 > Making connections > Building conversations 12
Building ) Asking the right questions > Avoiding Yes / No answers
rapport ) Responding & building rapport ) Polite responses: Me, too / Me neither,

» Finding things in common So do I/ Neither do |
Session 2 PLUS » Gossip in the workplace ) Extension & consolidation 16
Session 3 ) Changing the subject Y Changing the subject 18
Speaking of > Diplomatically avoiding taboo > Avoiding giving opinions
which ... topics > Using 'really’ as a softener

> Ending a conversation tactfully > Modals for diplomacy
Session 3 PLUS » Mighty modals ) Extension & consolidation 22
Business > Dining out > True-to-life business dialogues 24
English live > Essential phrases 25
Milestone > Progress check 26
Magazine 1 > Turn off to tune in > Extensive reading & discussion 28
Magazine 2 ) Networking and the rule of three ) Extensive reading & discussion 30
Final Milestone 84
Essential phrases 88
Useful abbreviations & acronyms 91
100 useful business English words 92
Audio transcripts 94
Acknowledgements 104

The page numbers on this page refer to the printed edition of Business Impact 1.2.
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This innovative modular business English

course covers two levels B1-B2 (intermediate

> to upper-intermediate) and B2-C1 (upper-
intermediate to advanced) in six books

(print + digital). Each of the six books comprises

three modules, A, B and C. All modules are also

available as stand-alone digital modules.

Welcome to Business Impact 1.2

All A Modules have a strong focus on personal
encounters, all B Modules focus primarily on

day-to-day business and all C Modules focus
on business results.

Modules can be chosen individually to suit the

level, interests and requirements of classes,
allowing full flexibility and control in terms of

content and progress.

Module B: Phoning, emails, video calls

Business Impact 1.2.B is the B Module from Business Impact 1.2.
This module focuses on day-to-day business and will help you

master phone calls, emails and video calls.

Module B Agenda Language Page
Session 1 > Formal & informal calls > Formal & informal telephone greetings 32
Hello? > Greetings & identification

) Leaving messages > Formal & informal answers to phone

) Goodbyes messages

) Ending formal & informal calls

Session 1 PLUS » Telephoning - a lost art? > Extension & consolidation 36
Session 2 > Making contact via email ) Set phrases for emails (formal & 38
You've got (formal & informal) informal)
mail! ) Writing an out-of-office message » Out-of-office notes (formal & informal)

Y Using Al tools & email generators » Prompts for Al tools
Session 2 PLUS » Think twice - before you hit send ...  Extension & consolidation 42
Session 3 ) Video calls vs. phone calls ) Dealing with technical issues on phone 44
Communication ) Writing group emails & video calls
is key Y Using Al tools to write emails » Formal & informal language for

group mails

Session 3 PLUS » What could possibly go wrong? ) Extension & consolidation 48
Business > Handling problems on audio & » True-to-life business dialogues 50
English live video calls > Essential phrases 51
Milestone > Progress check 52
Magazine 1 > Digital twins ... > Extensive reading & discussion 54
Magazine2 ) Voice notes ... > Extensive reading & discussion 56
Final Milestone 84
Essential phrases 89
Useful abbreviations & acronyms 91
100 useful business English words 92
Audio transcripts 98
Acknowledgements 104

The page numbers on this page refer to the printed edition of Business Impact 1.2.



Business Impact All' A Modules have a strong focus on personal
encounters, all B Modules focus primarily on
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Welcome to Business Impact 1.2
Module C: Successful presentations

Business Impact 1.2.C is the C Module from Business Impact 1.2.
This module focuses on business results and will help you become
an expert presenter in English.

Module C Agenda Language Page
Session 1 > Talking about what makes > Phrases for introducing yourself & 58
Presenting a good presentation your topic

with impact ) Introducing yourself & your topic » Presenting an agenda
> Talking through the agenda

Session 1 PLUS » Perfect presentations? ) Extension & consolidation 62
Session 2 > Signposting ) Phrases for signposting 64
Connecting > Using visuals ) Phrases to explain visuals

with the Y Drawing attention to important > Emphasising points

audience information

Session 2 PLUS » Present like a pro ) Extension & consolidation 68
Session 3 > Dealing with questions > Phrases for dealing with Q&A sessions 70
Ending > Summing up & ending > Language for summing up & ending
presentations a presentation a presentation with impact

with impact > Making an impact

Session 3 PLUS » Death by PowerPoint ) Extension & consolidation 74
Business > Presenting » True-to-life business dialogues 76
English live > Essential phrases 77
Milestone > Progress check 78
Magazine 1 > Online or in-person? > Extensive reading & discussion 80
Magazine2 ) Beyond PowerPoint > Extensive reading & discussion 82
Final Milestone 84
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Audio transcripts 101
Acknowledgements 104
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Module A. Session 1

Opening &
g%mbitg

)

~

Small talk

Start the session by chatting with a partner for a few minutes
about a recent sport or cultural event. Find out if your partner
watched or attended the same event, and talk about what you
enjoyed or didn’t enjoy, etc. Your conversation can, of course,
move on to topics that come up naturally. Use the following
phrases in your conversation.

Wasn't it amazing?
—_

So, what did you do afterwards?
~—

Down to business

Tip
A quick chat at the
beginning of every
English class is a great
opportunity to practise
and improve your
small talk skills.

1a Look at the photos above. Assume each of the photos was taken in a business context

and think about the following questions.

1. When and in what kind of business context might the photos have been taken?
2. How well do you think the people know each other? What gives you this impression?

3. What might the people be talking about? Give ideas.

i1b n pairs. Choose one of the photos and have a short conversation as if you were two of

the people in the photo.

> p. 4 in digital module 1.2.A Business Impact 1.2 | Personal encounters | Module A. Session 1



2a Do the questionnaire below on your own. Choose all options that apply to you.

BUSINESS

in English

“I'm terrible at making small talk.

H

o TP

B

=TI L

|

a0 TP

2b Compare and discuss your answers in class.

Just scan me”.

Which work-related events do you or might you attend where you need to make
conversation with other participants in English?

training course

social get-together, e.g. welcome party
trade fair or exhibition

other (Please specify.)

You're at an international welcome event where the common language is English.
You don’t know anyone. What do you do?

I stand near a group and listen to their conversation until I feel ready to join in.
I go up to a group, introduce myself, and ask if I can join them.

I wait for someone to approach me and introduce themselves to me.

other (Please specify.)

Which of the following statements is closest to how you feel about striking up
conversations with people in professional settings?

Ifind it easy. I can always think of something to say and I'm not worried about making mistakes.
I find it challenging because I never know quite what to talk about.

I find it challenging because I'm worried about making mistakes.

other (Please specify.)

CONVERSATIONS

A.1l

—anSENERGIZER

Enjoy watching this video clip.

Business Impact 1.2 | Personal encounters | Module A. Session 1 > p.5 in digital module 1.2.A



Module A. Session 1

hd

3a Whatare your three favourite ‘opening lines’ when initiating a conversation in your first
language? Write them down, then use an online Al tool to help you work out how to say them
in English.

Opening lines in your first language Equivalent in English

1.

2.

3.

3b Compare your opening lines in class. Note down further examples that you would like
to use.

4a You are going to hear four dialogues in which business partners start conversations
over lunch. Which of the following topics do you think are most and least likely to come up
as conversation starters? What other topics might come up?

> weather | sports | politics | food | jobs | cultural events | work events | what someone is
wearing or holding | entertainment | family ¢

3A.01-04 4b Now listen to the dialogues. Which of the topics in task 4a actually came up in the
conversations? Which other topics came up?

VA.01-04 4C Listen again. How do the speakers strike up the conversation in each case?

Dialogue 1:

Dialogue 2:

Dialogue 3:

Dialogue 4:

4d which of the following “tactics’ were used in the dialogues to respond and keep the
conversation going? Which tactic was used most often?

) agreeing | disagreeing | moving on to another related
topic | asking questions | showing interest & enthusiasm ¢

4e Read the audio transcripts of the dialogues in pairs. Identify and note down useful
words and / or phrases for each of the tactics in task 4d.

8 > p.6 in digital module 1.2.A Business Impact 1.2 | Personal encounters | Module A. Session 1



A.l

5a Match each of the opening lines below to one or more of the responses. (More than one
response is sometimes possible.)

Opening lines Responses
1. 1 don’t think we've met before. I'm ... a) Feel free!
2. I'm glad I'm not the only one here wearing b) 1 know exactly what you mean!
jeans. c) Well, it wasn't quite what | was expecting,
3. It's so hot and stuffy in here, isn't it? but I'm enjoying it anyway.
4. s this seat taken? I'd love to join you. Do you d) No, not at all!
mind? e) Of course not! / Yes, of course!
5. I'hear you're an expert on cybersecurity. I'd f) Pleased to meet you! I'm ...
love to hear more about it. g) Really? Is there anything particular you're
6. Can | have a quick look at your programme? interested in?
7. | really enjoyed your presentation this h) Yes, it's always the same in these meeting
morning. rooms, isn't it?

8. So, how are you finding this event so far?

5b In pairs. Practise the opening lines and responses
in short dialogues. Try and adapt the opening lines and

the responses to suit situations you might encounter. T]-p
Add the opening lines and

responses to a ‘Business

5¢if possible, change partners. Look back at your conversations’ phrase bank.

opening lines from task 3a and think of appropriate
responses for each one. Use an online Al tool to help
you if necessary.

6 Move around the class changing partners every few minutes. Start a short conversation
with each new partner using tactics and phrases you have practised in this session.

Review and AOB

Review what you have learned in this session: &
1. Suggest three safe topics that you could talk

about to start a conversation. Th/”w Topz TLP’S

~

2. Suggest three responses that show you agree y
with what someone has said. or g{;a,;ffl/nﬂ -
3. Suggest a conversation starter and response for oon/t)’&l"fwtww
joining a conversation that has already started.
4. Come up with a set of “Three Top Tips for 1.

starting conversations’ in English.

» Final feedback

What did you find most useful in this session? 3.
Tell the class. Any questions?

Business Impact 1.2 | Personal encounters | Module A. Session 1 » p.7 in digital module 1.2.A 9
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