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Writing

Q fou are a financial manager.
Write a brief memo to the CEO
explaining why there was a
net loss in the last quarter
(100-120 words). Talk about:

-

.
g
s,

s Lower takings
last quarter

s Why expenditure was
high in the last quarter

o What you expect will
happen in the next
quarter
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tailored to your needs.
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v seminar to help organizations like yours
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- % aenerate MOTE appointments, deliver successtul pitches ang

fnve-d

wore business. The course covers the entire sales
greeting to closing the deal.

from the intia
~e vou will leam how to
active sales plan to help you set and achieve

e Anslyze \\(\; territory and your competitors

« Capitalize on oooortunities, develop key contacts and

influence the right buyers . :
~ustomers in a consultative manner

Approach potental ¢ \
" pproach to the personality of your

~h vour sales a

(LR
customers
Racome an attentive and active listener

Handle resistance and deal with negativity

Maintain your existing accounts

Define and demonstrate your strengths and develop new

suilis
vour sales team will leave the seminar equipped with
:m 2q they need to fulfill your clients' real needs.
Eor more information, or to book a Course,
telephone 1(800)-555-2718.
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¢ Listen to a conversation between a
company manager and a sales supervisor.
Mark the following as true (T) or false (F).
1 A The woman agrees to send the team to

_. the seminar.
2 \_ The sales team has lost several important
accounts.
3 | The man wants to hire new salespeople.

¢ Listen again and complete the
conversation.

p——

isor: We have soQ‘n

haem; o&%‘*‘*e‘gﬁ e

mon early, they need t
} h? Q0 N
: Yes, good point. But isn't that
something we can do in-house?
- We could try. But | think they would
benefit from some practice with other
professionals. ‘ #’
| see. Well, xfy‘outhmks,_l,_‘l
W 0YI__ ¥ go ahead. But this

L 3

What's that?
| need to know if our gL
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Writing

© You are a sales supervisor, Write
an email to the company manager
explaining why you believe a sales
seminar would benefit your team (‘\00-121
words). Talk about:

e What the course promises to do

e What the current problems in the jllﬂ
team are

« Whyyoummkmceumtmrwm

benefit your team
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g What dges the statute say about th
A It is legal to use in everything excep! food N S,
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Have you had a chance to read .7

‘Stt“n!ng Just try to
) ( Listento a conversation between an

msr‘ ﬁ;tor and a new employee. Mark the
mf: wing statements as true (T) or false (F)
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€
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w ~artification must be renewed every

e Writing
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the email. Tell the class.
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1 Which of the following statements is NOT true?
A The takings are higher than last year.
/ah.iost of the profit came in the second quarter.

=" The company received a grant in the third
quarter.

Vocabulary

€ Match the words (1- 7) et
the definitions (A-G).

D The company bought delivery vehicles in 1 Q expenditure 5 A grant
he first quarter. 2 (_balance sheet 6 £ net loss
2 1 ompany's assets decreased in value 3 € assets 7(1 financial report
because S depreciation
A this year's profits were low.
éﬁ.fe company suffered a net loss. A money given to help a specific project
C Jthe delivery trucks were expensive. B a situation where you spend more than you' 3
receive

D the computers decreased in value.
C a document giving information about fi

D the money you spend
E things you own which have value

3 What is the company likely to do next year?
A puy a new computer system
receive $3,000 in debts
C receive a grant

F the loss in something’s value over time =

G a document containing statements reld
money ‘

D reduce spending
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