
Business English for BeginnersActivity 1 Vocabulary Bank

Word Definition Sample Sentence

3 min
Reporting an incident

Read the following words and sample sentences with your student.

Please read after me.

(Read this direction silently.)

toxic
There may be toxic materials stored on the
floor above the area.

ad..j containing poisonous or 
dangerous material

swift Thank you so much for your swift response.
adj.

quick; fast

flammable
Are there flammable materials in the affected area?

adj. capable of being set on 
fire quickly

orderly 
We'll instruct everyone to leave the building in 
an orderly manner.

ad.j
peaceful or well-behaved

assistance We will send assistance as soon as possible. 
n.

the act of helping

emergency This is the emergency hotline.
n.

a situation that needs 
immediate action

instruct We'll instruct everyone to leave the building 
in an orderly manner.

v. past: instructed
to give an order or command



Activity 2 Note-taking 5 min

After you read the whole dialogue, ask your student to choose the appropriate word for each blank.

Activity 3 Dialogue 4 min

(Read this direction silently.)
Refer to the dialogue in Activity 2. Read the dialogue with your student.
Make sure all blanks are filled in before reading it aloud with your student.

What is the missing word in blank no. __? (1) to (7)
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(Read this direction silently.)

This is the (1) emergency hotline. My name is Yuna. How may I help you?TUTOR

Hello, my name is Ryan. I'm calling to report an incident. 
We saw smoke coming from one of the floors of our building.

STUDENT

Please stay calm. Are there (2) flammablematerials in the affected area?TUTOR

Please provide your exact address. We will send (4) assistance as soon as possible. 
Just remind everyone to keep calm.

TUTOR

Alright. I don't think there are, but there may be (3) toxic
stored on the floor above the area.

STUDENT

Thank you for your (5) swift response. Sunshine Building is on the 22nd Street. 
We'll (6) instruct everyone to leave the building in an (7) orderly manner.

STUDENT

Read the whole dialogue as clearly as you can.
This will be your student's guide in choosing the appropriate word for each blank.

materials



Activity 4 Appropriate Response 6 min

Read the following statements below and ask your student to choose the appropriate response.

1. This is the emergency hotline. My name is Yuna.

a. Hello, Ynna. 
b. Wrong number. 
c. I'm calling to report an incident.
d. I would like to buy pizza, please.

2. Please provide your exact address

a. Why would you like to know?
b. Somewhere along Main Street
c. Sunshine Building is on 22nd Street.
d. We are near some gasoline station.

3. We saw smoke coming from one of the floors of our building.

a. Run for your life!
b. Please stay calm. 
c. Never give up.
d. You have called the wrong hotline.

4. Are there flammable materials in the affected area?

a. We have ten floors, and the flammable materials are safe.
b. I don't think so.
c. Yes, it could be less dangerous.
d. There may be toxic materials stored on the floor above the area.

5. We will send assistance as soon as possible.

a. Sunshine Building is on the 43rd Street.
b. Thank you for your swift response.
c. Okay, but please slow down. 
d. Hello, my name is Ryan.
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(Read this direction silently.)


