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Welcome to Business Impact 1.1  
Module A
Business Impact 1.1.A is the A Module from Business Impact 1.1.  
This module focuses on personal encounters in the business world 
and will help you master meetings and greetings in business situations.

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.

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.
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Welcome to Business Impact 1.1  
Module B
Business Impact 1.1.B is the B Module from Business Impact 1.1.  
This module focuses on day-to-day business and will help you  
master the organisation and carrying out of business meetings.
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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.

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.
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Module A . Session 1

Greeting 
  new 
colleagues

Agenda
 Greetings & small talk

 Addressing clients & colleagues

 Names & titles

 First contacts

 to give someone a high five | to press your hands together | to give a namaste (to someone) |  
to shake hands (with someone) | to bow (to someone) (Tip: ‘bow’ rhymes with ‘how’) |  
to hug (a person) | to take a person in your arms | to kiss a person on the cheek 

Small talk 
Start the session by chatting with a partner about the  
current weather for a few minutes. Your conversation can,  
of course, move on to other topics that come up naturally.  
Use the following phrases in your conversation.

     I know exactly what you mean!
     

     Oh, my goodness!
     

Down to business 
1  Discuss the following questions in class.

1.  Which of the ways of greeting people shown in the photos above have you experienced in a 
business or private context? Which have you never experienced?

2. What other ways of greeting people in a business context do you know, or have you experienced?
3. How do you and your colleagues usually greet each other (at different times of day)?
4. How do you usually greet English-speaking visitors?

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

› p. 4 in digital module 1.1.A Business Impact 1.1 | Personal encounters | Module A . Session 1
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A .1

Mrs Tanya Whittendale
Event Manager
Blue Sky Events

Ms Tanja WhittendaleEvent Coordinator
Blue Sky Events Tanja Whittindale

Event Manager

Blue Sky Events

Miss Tanya WittindaleEvent Planner
Blue Sky Events

Business Impact
1  If you’re not sure of the gender, use the name without the title.
2  Using ‘Mrs’ and ‘Miss’ is becoming less common.
3  ‘Mx’ and ‘Ms’ are normally written, not spoken.
4   One title is enough, e.g. Professor Jones or Dr Jones, not Mr Professor Jones or Mr Dr Jones.
5   Users of American English are more likely to add a full-stop after the title, e.g. Mr. Jones.

A
C  

D
B  

2a  A visitor has arrived at reception in your company. Listen and find the badge 
offered (X) and the right badge for the visitor ( ).

2b  Talk in class: Have you ever made a mistake addressing people?  
How did you deal with the situation?

3a  Look at the forms of address below. Match each one to its correct usage (status, 
gender and context).

3b  Look at the following guidelines for using titles in English. Read them and then 
discuss whether the same guidelines apply in your language.

  Form of address
 1.  Ms
 2.  Mr
 3.  Mrs
 4.  Miss
 5.  Mx
 6.  Dr
 7.  Dear Sir or Madam
 8.  Dear Mr Jones
 9.  Ma’am, madam
10.  Sir
11.  Hi (+ first name)
12.  Ladies and gentlemen
 

    Usage (status, gender, context)
 a)  a man, marital status not relevant
 b)   in written correspondence (email / letter) 

if the name is not known
 c)  formal and polite way of speaking to a man
 d)   formal and polite way of speaking to a woman
 e)   in an email or letter where the name is known
 f)  woman, marital status not relevant
 g)  informal greeting, gender neutral
 h)  gender and marital status not relevant 
 i)    addressing members of an audience when giving a speech
 j)   a single woman
 k)  a doctor (medical or academic)
 l)   a married woman

 A.01

Business Impact 1.1 | Personal encounters | Module A . Session 1 › p. 5 in digital module 1.1.A
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Module A . Session 1

4  Practise in pairs. Create a visitor’s badge for your partner.

1.  Ask your partner appropriate questions and complete the details for his / her badge.
2. When you’ve finished, ask your partner to check the details.
3. Change partners and practise again.

    Visitor 1        

5  Small talk: Many people introduce 
themselves by their first name, or soon switch 
to first name terms. What’s the policy in your 
organisation? Chat with a partner and 
exchange your ideas.

6a  Look at the names below and discuss  
the questions in class.

1.  How do you think the names are pronounced?
2.  Do you think the name is typically male (M), female (F),  

or gender-neutral (N)?
3.  Which of the names do you think is the first name and  

which is the surname?

Name: 

Organisation: 

Position: 

Name: 

Organisation: 

Position: 

Enjoy watching this video clip.

 A.1

Ghislaine Guillaume
Phoenix Constantine

Siobhan Coughlan

Nguyễễn Xuân Phúc

Tip
To check if a name is male or 
female, a surname or a first 
name, or how to pronounce a 
name, enter the name in a search 
engine and add, for example, 
"first" name or "surname".

Visitor 2

ENERGIZERENERGIZER

› p. 6 in digital module 1.1.A Business Impact 1.1 | Personal encounters | Module A . Session 1
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A .1

6b  Now listen. Underline the person’s surname and add the additional information.

1.  Ghislaine Guillaume
  M  F  N  

  Title (if known): 

  Preferred form of address: 

2.  Siobhan Coughlan
  M  F  N  

  Title (if known): 

  Preferred form of address: 

3.  Phoenix Constantine
  M  F  N  

  Title (if known): 

  Preferred form of address: 

4.  Nguyễễn Xuân Phúc 
  M  F  N  

  Title (if known): 

  Preferred form of address: 

6c   What would you say in the following situations? Suggest suitable phrases, then 
listen again to check.

1. You’re greeting someone face-to-face for the first time.  
2. You’re not sure you heard the name properly.
3. You’d like the person to address you in a certain way, e.g. by using your first name.
4. You want to check how to say the person’s name.
5. You’d like to ask someone how they prefer to be addressed.
6. You want to apologise to a person for making a mistake with their name.
7. You want to tell someone you don’t know how to say their name.

7  Practise with different partners: Have a short conversation introducing  
yourselves and establishing how to address each other. Practise using phrases  
you noted down in 6c in your conversation.

Review and AOB 
Review what you have learned in this session:

1.  Suggest three ways in which people in different 
parts of the world greet each other.

2. Explain when to use the terms Ms, Mrs and Mx.
3.  Suggest a phrase you can use to confirm whether 

to address a person by their first or last name.
4.  Suggest a fairly formal greeting for when you 

meet someone face-to-face for the first time.

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

 A.02-05

Business Impact 1.1 | Personal encounters | Module A . Session 1 › p. 7 in digital module 1.1.A

Pleased to meet you!
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1 Read the following article about mistaken identities. 

M aking a mistake about a 
business partner’s name or 
identity shouldn’t happen – 

but sometimes it does! While it can be very 
embarrassing at the time, it’s often funny in 
retrospect. Here are some classic examples.

Mr or Mrs?
The most embarrassing thing happened 

to me a few years ago! I had to call a client 
to apologise for a wrong delivery. When he 
answered the phone, he seemed surprised to 
hear from me, but was more than happy to 
accept a refund. We ended up having a really 
nice chat about all sorts of things, including 
his new project and his dog - a poodle 
called Fluffy. I ended the call by asking “Is 
there anything else I can do for you, Mr 
Fabricious?”. There was an awkward silence, 
then the person at the other end of the line 
said, “Actually, I’m Mrs Fabricious. I just 
have a very deep voice.”. Luckily, she was very 
nice about it. Apparently, I wasn’t the first 
person to make the same mistake.       Jodie

Just a joke?
I was at a job interview and the secretary 

met me at the reception. She took me to the 
interview room and told me to wait outside 
because I was early. So, I gave her my coat 
and asked her to get me a coffee with two 
sugars “and a double vodka to calm my 
nerves!”. She didn’t smile. She just gave me 
a funny look. Anyway, a few minutes later, 
she came back with my coffee and led me 
into the interview room. She invited me 
to take a seat, sat down next to one of the 
interviewers, and introduced herself as a 
member of the works council!       Franco

A broken man
I was having a meeting with an important 

client in Italy when there was a loud buzzing 
sound. My client threw her arms up in the 
air, cried what sounded to me like “Signor 
Rotto”, went downstairs and came back with 
a visitor, one of her colleagues. We shook 
hands and I said “Pleased to meet you, 
Signor Rotto.”. He looked confused, then my 
client explained that before she left the room 
she had said “il citofono è rotto”, which is 
Italian for “the intercom is broken”. She and 
Signor Rotto tried to keep a straight face 
after that, but they kept cracking up.       Isaac

H O W 
embarrassing! 

B u s i n e s s  I m p a c t

M a g a z i n e

› p. 8 in digital module 1.1.A Business Impact 1.1 | Personal encounters | Module A . Session 1 PLUS
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2  Explain the mistake that each of the people made in your own words.

3  Expand your vocabulary: Find the phrases in the article. (The paragraph numbers are in 
brackets.) Then choose ( ) the best meaning for the words in bold in the context of the 
anecdotes.

Phrase Option 1 Option 2 Option 3

it’s often funny (1) odd strange comical 

in retrospect (1) on second thoughts looking back on review

classic examples (1) typical traditional simple

more than happy to do something (2) satisfied willing lucky

an awkward silence (2) clumsy stiff embarrassing 

Apparently … (2) Clearly Seemingly Possibly

keep a straight face (4) serious upright honest

4  An online thesaurus can help you find new ways to 
express things. Look up the words in bold in an online 
thesaurus. (The paragraph numbers are in brackets.)  
Which options do you find? Which is the most appropriate 
in the context of the anecdotes?

Best option Alternative 1 Alternative 2

to be very nice about it (2) kind friendly fair

a funny look (3)

classic examples (1) 

to cry (4)

to look confused (4)

to crack up (4)

5  Optional extra: Have you or anyone you know ever made a similar mistake in identity? 
Prepare a short anecdote to present in the next session. Try to include words and phrases 
from tasks 3 and 4 where possible.

Tip
Enter "online thesaurus English" 
into a search engine to find an 
online thesaurus.

Business Impact 1.1 | Personal encounters | Module A . Session 1 PLUS › p. 9 in digital module 1.1.A
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