
Contents 

. Meeting People 
1. Introducing yourself 9 
2. Introducing Other People and Greetings 

at Subsequent Meetings 13 
3. Introductory Remarks: Welcoming a Visitor 

and Saying Goodbye 18 
4. Your Personal Profile 24 
5. Talking about Company Profile 

and the Economy 28 

Social Situations 

6. Social Responses: Thanking, Giving 
and Getting Things, Apologizing 35 

7. Survival Language: Active Listening 39 • 
8. Starting a Conversation 46 
9. Invitations and Restaurant Language 51 

10. Getting and Giving Information 
and Permission 58 

Business Communication 

11. Meetings 67 
12. Presentations 77 
13. Negotiations 86 
14. Showing Visitors around your Company .... 95 
15. Telephoning Including Making Arrangements 102 
16. Writing Letters, Faxes and Emails 113 

http://d-nb.info/1067160353

http://d-nb.info/1067160353


6 Contents 

Extras (Appendix) 

17. Spelling 127 
18. Numbers, Dates and Tune 131 
19. An Organigram - A Typical Company 

Structure 137 
20. Vocabulary 

A English - German 138 
B German - English 148 


