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To the student 

Please 1·ead this (i1·st! (Tea.che1·s, too!) 

Company to Compa11y is probably very different from other books that  you have 
used to learn English, so it may help if you read this introduction first. 

The book has eight units. Each unit is d ivided into three d ifferent sections. 

Section A is the Study section. At the beginning of the section, you can do a self-test 
in the f9rm of a letter- or email-writing exercise. You can then learn phrases for 
writing business correspondenc�. At the end of the section, there is another writing 
exercise. These beginning and end exercises will show you how much you have 
learned in the section. 

Section B is the Activity sectimt. This helps you to practise writing i�
· 
a 'real' 

situation. Here, you can use everything you learned in Section A. In the activity, the 
class is divided into groups. Each group is one of three 'companies' in a business 
situation (for example, buying or selling something). In your group, you have to write 

. . messages to the other 'companies' using the role cards at the back of the book (see 
page 86). There are three cards fofeach group in each activity, and your teacher will 
tel l  you which card to look at next. The role cards a nd the messages that  you get 
frpm other group� give YO\! new informatioi1 and, together, you will have to make 
decisions before you write. Your company is trying to get its business done, so you 
will have to think and write as quickly as possible. !· 

· 

To get maximum benefit from the activity, it is important that everyone in your 
group,wrircs. Once the activity is over, you can look back at your own messages and 
the messages written by other students to . see if  you can improve them: 

·section C is The WJ-iting process section. Thi� shows you how you can develop your 
abilities in writing, how you can plan and rev�se letters and help yourself to write 
better English. 

At the back of the· book, there is an l1tdex of model lette1·s, emails attd key wm·ds 
that you can use in class, at work or at home. This will help you to �ind an example 
letter or email or a particular word. There is a lso a Suminm')' of useful phrases and 
main points from each unit and a Letter and �mail layout guide . 

. . .  ; 

We hope you learn a lot from this book and enjoy .us�ng it. 

I 


