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The title says it all – Real Business Eng-
lish B1 is not a book based on theory, 
but is inspired by real business life, 
offering students realistic material 
which is easy to relate to.

The lead-in questions 

Each unit starts with a question that 
is relevant for every student. This in-
troduces the focus of the unit, but 
also gives students the opportunity 
to share their ideas. For example, no 
matter what department or what po-
sition, everybody has an opinion 
when asked: Which modern technologies 
help us communicate? What are their ad-
vantages and disadvantages? (Unit 2) or 
Which skills are particularly important in 
today’s business world? (Unit 5).

To provide support for teachers and 
help them get a short discussion go-
ing, or even lengthen the time spent 
on this warm-up phase, the Teacher’s 
Book includes additional questions 
and ideas for each unit’s lead-in 
question.

Moving from the general to the specific 

Before being able to talk about their 
own tasks and responsibilities, stu-
dents need to interact with the nec-
essary vocabulary and structures. 
Throughout the book, the units pro-
vide exercises and general examples 
which students can later take as a 
basis and adapt to talk about their 
own personal situation.

For example, Unit 9 starts with read-
ing and listening activities that 
introduce expressions and demon-
strate how to talk about large num-
bers and trends regarding the topic 
market performance. Then students 
move to the next phase, where they 
practise using these expressions to 
describe a chart. Finally, they are giv-
en the opportunity to personalize 
the vocabulary, as seen in activitiy G 
below.

Focus on Speaking 

Speaking is essential for successful 
business communication, but this 
is often a skill where students at B1 
level lack confidence. Practice makes 
perfect! So, throughout the book, 
students are encouraged to speak 
about topics familiar to them and 
are given plenty of opportunities 
to do so. 

For example, at the beginning of 
Unit 15, students are first asked to 
analyse their daily tasks and think 
about their personal lives at home 
and at work.

They are next requested to discuss 
which tasks are the most time-con-
suming, stressful or annoying, and 
then to consider their work-life bal-
ance. Everyone will have something 
to say about this!

As a final question, students are 
asked: What can companies do to help 
their employees have a good work-life 
balance? 

This is a perfect opportunity for stu-
dents to talk about what is currently 
offered by their company and what 
they wish would be offered in the 
future. The topic of every unit is per-

sonalized in this way, inviting stu-
dents to speak about situations with 
which they can personally identify.

Pair work and group work

Working together with others facili-
tates speaking, and many activities 
have been constructed with this in 
mind. In Unit 15 students are intro-
duced to the topic of teleworking with 
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	 G		 Prepare	a	short	presentation	following	the	guidelines	below.

•  First, draw a chart that shows a trend or development in your company.
•  Present your chart to the group. Explain what the chart shows. Give reasons for the changes. 
•  Try to use some of the expressions from “D”.
•  Answer questions.

 3  Predictions

	 A	 Listen	to	the	conversation	and	mark	the	sentences	true	or	false.	 	32

  1.  Chad thinks the future will not be good.

  2.  The company doesn’t have enough money in the bank.

  3.  Chad thinks the company will need six months to pay back the banks.

  4.  The annual report was sent out last week.

  5.  Chad thinks there won’t be enough money to pay for the company’s expansion.

  6.  Chad hopes Paige will tell the public the truth.

  7.  Chad believes Theresa knows the information is false.
 

	 B 	 Listen	again.	Which	words	do	Chad	and	Paige	use?	Some	words	do	not	fit.	 	32

expect  |  predicts  |  hope  |  suppose  |  believe  |  guess  |  suspect  |  doubt 

1.  And she   that the company will do well in the near future, doesn’t she? 

2.  I   the future will be as bright as Theresa says. 

3.  I   we’ll be having some very difficult months soon. 

4.   I   we’ll need at least a year to repay all of the loans we have at the moment.

5.  And I   we won’t have the money very soon either. 

6.  I   someone will have to spread this news.

	 C		 Agreeing	and	disagreeing:	Write	the	sentences	in	the	correct	category.

I think you’re right.  |  I’m afraid I disagree.  |  I’m not sure about that.  |  I don’t think so.  |   
Exactly.  |  I don’t quite agree.  |  That’s quite true.  |  I couldn’t agree with you more.  |   
You’re absolutely right.  |  Not necessarily.  |  I see it differently.  |  I think so, too. 

Agreeing Disagreeing
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15 Working Flexibly

 C Listen to the conversation and mark the sentences true or false.  57

	 1.	 Martina	supports	telecommuting.

	 2.	 The	company	wants	to	try	it	first	to	see	if	it	works.

	 3.	 The	staff	will	get	equipment	set	up	in	their	homes.

	 4.	 Working	times	will	be	fixed	to	a	strict	schedule.

	 5.	 Martina	thinks	that	staff	will	have	more	time	for	personal	things.

	 6.	 There	will	be	some	basic	rules	to	follow.

	 7.	 The	project	will	begin	next	week.

	 8.	 Ray	will	explain	the	technical	side	to	the	staff.

 D  Listen again. Which advantages of telecommuting do the speakers mention?  57

 E In groups, make a plan for implementing a telework program in your company. 

1.		Tasks/jobs	that	are	suitable	
for	telework	(e.	g.	financial	
analysis,	data	entry,	preparing	
budgets,	design	work)

2.		Equipment/technology	needed	
to	set	up	the	home	offices

3.		Qualities	teleworkers	should	
have	(e.	g.	self-motivated,	able	
to	work	independently)

4.		Rules	and	expectations		
(e.	g.	work	schedule,	
availability	during	business	
hours,	communication	with	
supervisors)

 F Present your ideas to the class and compare.

 G  If your company offered you the opportunity to work from home, would you do it?

ninety-two
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a reading, a writing and a listening 
activity before being led into a speak-
ing activity, see activity E above, 
to personalize the vocabulary.

In order to do this activity, students 
have to build on real facts and incor-
porate relevant information from 
their working lives. They are not 
only required to talk to each other 
in the group, but then to present 
their ideas to the class.  

Relevant topics that are fun

Business topics can sometimes be 
difficult to relate to, and communi-
cating about them can prove to be 
quite a challenge for students at B1 
level. However, Real Business English 
offers easily accessible topics.

Unit 14 is about team building. Most 
students have experienced a team-
building event, or at least heard of 
them! Students should be able to re-
late to at least one of the photos that 
are provided for inspiration for 
team-building activities on page 89 
of the Student's Book.

Unit 8 starts with a section focusing 
on freebies. Most companies have 
some kind of freebie they give to cus-
tomers – even if it is just a pen – and 
everyone has probably received a 
freebie sometime in their life, be it a 
cloth bag with a company logo or a 
USB stick with product information 

saved on it. After working with typi-
cal expressions for giving reasons, 
students are then asked questions 
like: Why are promotional products im-
portant for businesses? Do you like receiv-
ing freebies? How long do you usually 
keep them? 

Using their own personal experi-
ence, students should easily be able 
to talk about freebies and give rea-
sons for their answers to the given 
questions. It’s a fun topic and rele-
vant for everyone.

Extra activity suggestions

In addition to providing teaching tips 
and answer keys for the Student’s 
Book, the Teacher’s Book includes 
suggestions for extra activities, many 
of which encourage students to talk 
about their real business life. 

For example, in Unit 2 students are 
encouraged to bring in some of their 
own emails, as seen in the example 
above. In Unit 5, it’s suggested that 
students bring in a copy of their  
own CV.

Motivating with storytelling

In Unit 12, students are encouraged 
to talk about their own experiences 
regarding the topic of business trips. 
The Teacher’s Book gives the follow-
ing suggestion as an extra activity: 

It is always useful to be able to tell a 
story, and most people have had interest-
ing experiences while they were staying 
in a hotel. At the time, it might have been 
stressful, but looking back, it often makes 
an amusing story. Lead into this activity 
by telling the class about one of your 
experiences. …

Motivating through personalization
Personalization is key to language 

acquisition and retention. Real Business 
English motivates students by encour-
aging them to talk about their busi-
ness and personal lives. Learning 
through personal experiences will 
help students prepare for the real 
business world.
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2 Communicating

A Reading
After learners read through the text, ask for 
any other phrases they might have seen in 
correspondence they have received. Point out that 
Yours sincerely is the BE way to end a formal letter  
if you know the name and that Sincerely yours is 
more common in AE.

B Phrases
Explain to learners that there are several ways to 
start and end letters so do accept other options.

KEY (possible answers)
1. Dear Ms Adams, Yours sincerely / Best regards 
2. Dear Sir or Madam / Dear Customer Service 
(Representative), Yours faithfully
3. Dear Bruce, All the best / Best wishes / Love 
4. Dear Sir or Madam, Yours faithfully

C Phrases
Learners should choose which phrases are not 
appropriate for an inquiry. If they are unsure of what 
an inquiry is, have a small discussion about it.

After completing the activity, take some time to 
brainstorm any other phrases which might be 
helpful for inquiries. Remind learners that stock 
phrases are good, but not to overuse them or use 
them if unsure of the meaning.

KEY
I am sorry to tell you that …
I am writing to complain about …
I am writing to apologise for …
I regret to inform you …

D Writing
Learners should put the words in order to make 
sentences about inquiries.

KEY
1. I am writing regarding the above invoice.
2. I am writing about the product on page 52 of  
your catalogue.
3. I would like to enquire about the above 
advertisement from the Internet.
4. I am writing to enquire about the prices.
5. We are writing in reference to your new line  
of printers.

E Vocabulary
Ask learners to fill in the email and then check their 
answers as a class activity. 

KEY
1. interest,  2. brochure,  3. provide,  4. contact,  
5. hearing,  6. sincerely

F Phrases
Make sure learners know the difference between an 
inquiry, an apology and a complaint. Learners decide 
if the phrases are from an inquiry, an apology or a 
complaint. You can take some time at the end of the 
activity to brainstorm more ideas for all three types 
of letters / emails.

KEY
an apology

G Phrases
Learners should use the phrases from activity F to 
fill in the blanks of the email. Advise learners that –  
due to the difference between the BE and AE way 
of writing the date – writing the month as a word 
prevents misunderstandings.

KEY
1. Thank you for,  2. We regret to inform you,
3. We are expecting,  4. We are very sorry for,
5. Please inform us,  6. We look forward to

H Discussion
Encourage a discussion about the types of emails 
learners write most often. This could lead into a 
revision of departments and jobs (from Unit 1). Point 
out that some departments will write one type of 
email more often than another type. Are there any 
other types of emails learners write?

Extra activity
Encourage learners to bring in real emails they 
have written for work. Are the phrases they used 
appropriate? If they have not written any emails in 
English, tell them to bring one in their language. In 
pairs and then as a class, you could discuss which 
phrases would be appropriate.

I Writing
Learners can either pick a real situation or make one 
up. Make sure they keep the email short and simple.

J Writing
Learners should swap their emails with a partner 
and write a response. Walk around and help learners 
with vocabulary, writing anything which might be 
helpful for the whole group on the board.

3 Letters and emails 
3
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