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Dear student,

Welcome to your online Business English course at Cambridge Institute. Please, read the following instructions 
carefully so that you can fully understand how to use the platform and learn with it.

Our platform basically works alternating theory and practice. The course will be developed entirely in English; 
this has proved to be a much more e�ective method for students to get used to working in this language. 

The course has been divided into 15 units, where you will �nd the following sections:



Each unit has a text related to the topic studied. Their length and complexity vary as you go through the course. Reading sections include 
comprehension questions for you to test your understanding of the subject; you will �nd “multiple choice” exercises, where you need to choose 
the right answer out of the three possibilities suggested.

READING



First of all, you will �nd a list of relevant vocabulary for each unit. After that, there will be a “�ll in the blank” exercise, where you will have to 
complete some sentences with one of the words provided in the list.

IMPORTANT!
When you write a sentence in a gap, remember to use apostrophe (  ‘ ) and not accent mark ( ´ ). Also, do not use a period ( . ) at the end of words 
and sentences you write. 

VOCABULARY



Our courses have di�erent recordings which will allow you to develop good listening skills for di�erent 
business situations.  The �rst thing to do here is click on the “Play” button to listen to the selected extract 
for each unit. After that, you will �nd several activities. Sometimes you will have to answer to some 
“multiple choice”  questions; in other cases, you may be asked to decide which speaker a given 
statement refers to . The transcript for the recording is always provided; you just need to click the button 
“Hide the transcript” (although you  should only do this after you have completed the exercise).

LISTENING



You will be asked to write three texts responding to speci�c situations: a cover letter, a letter of complaint and a letter of resignation . Writing tips 
will always be provided in this section. After being submitted, your texts will be corrected by our teachers within 48-72 hours.

WRITING



In this section you will �nd a series of useful tips to help improve both your writing and speaking abilities. Some relevant examples will be 
provided, too. You do not need to submit any exercises here.

USEFUL LANGUAGE



BUSINESS GRAMMAR
Here you will �nd an interesting grammar explanation related to the topics studied along the course. You will also have to complete a “�ll in the 
blank” exercise.

IMPORTANT!
When you write a sentence in a gap, remember to use apostrophe ( ‘ ) and not accent mark ( ´ ). Also, do not use a period ( . ) at the end of words 
and sentences you write


