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Don’t worry about the ‘buch’, German for book, in the title 
or the fact that the information on the front and back cover of 
the book is in German. The interior of the book is entirely in 
English and is full of excellent ideas and activities for teachers of 
business English and intercultural understanding.

Trainingsbuch Business English is written by two of the 
leading business English teachers and intercultural trainers. Bob 
Dignen is CEO of York Associates and ILP (International Leader-
ship Performance) and the author of several books on intercul-
tural training. Ian McMaster is a business English teacher and in-
tercultural trainer and was Editor of Business Spotlight, a maga-
zine on Business English, published in Germany. The book is 
aimed at non-native speakers using business English in an in-
ternational environment but is also very useful as a guide for 
teachers of English in business and also trainers in a corporate 
environment. The book assumes a reasonable knowledge of 
English including grammar and professional vocabulary but goes 
on to offer tips and phrases which gives confidence to users and 
improves communication. The result is better relations with 
business partners, building trust and getting better results in 
business dealings. Included in the book are ways of getting your 
message across in meetings, how to manage meetings, influence 
discussions and the decisions that are taken, managing conflict 
and giving and receiving feedback both face-to-face and online.

The book offers activities that teachers and trainers can use 
in class and in the seminar room and discusses business manage-
ment issues as well as practising the language commonly used in 
particular situations.

The book is organised into three main sections. Part 1 deals 
with the fundamentals of communication, including how to get 
your message across, how to listen effectively and how to work 
with different communication styles. Part 2 looks at 20 areas of 
teamwork, grouped into five sections – forming relationships, 
teambuilding, leadership, building cooperation and dealing with 
disagreements, and resolving challenges. Part 3 focuses on useful 
basic phrases in managing communication, professional socialis-
ing and networking, meetings, presentations, negotiations and 
writing.

In the introduction to the book the authors make the point 
that international communication isn’t just about language. Busi-
ness environments can be very varied with people from differ-
ent organisations having different ways of doing things. We 
must also consider differences in cultures. Cultural diversity is a 
key factor in global business and differences can lead to language 
and behaviour misunderstandings both within and between 
companies. At the same time, it is important for the business 
English user working in international environments to assess 
their own communication style and see how they need to adapt 
to the situation they are in.

Two tips in Part 1 which addresses communication funda-
mentals are the D.I.E. model that helps users select the most ap-
propriate phrase for what they want to convey. D stands for De-
scribe, I stands for Interpret and E stands for Evaluate. This is 
about developing the right mindset for dealing with communica-
tion issues that might arise and your response to them. The sec-
ond tip is P.R.O.D.U.C.E., a way of deciding how to set priorities. 

P stands for Purpose (decide what you want). R stands for Rela-
tions (be aware that the need for quick decisions may lead to ig-
noring relationships). O stands for Organisations (what are the 
priorities and aims of the organisation?) D stands for Decision 
(how to ensure good decision making). U stands for Upshot (the 
results of our decisions). C stands for continuous learning (self-
development), and E stands for Energy (pay attention to health 
and well-being). Examples like this draw attention to the 
authors’ immense experience, not just in teaching Business Eng-
lish but also in their familiarity with working with leading in-
ternational organisations and how to improve students’ commu-
nication style.

Focusing on the English language phrases taught in each 
chapter, Parts 1 and 2 contain a simple and quick test to check 
understanding of the key phrases taught. Answers are listed at 
the end of the book. One exciting feature of Parts 1 and 2 is the 
use of critical incidents, real-life situations that have occurred in 
international business which the teacher and students can an-
alyse and suggest ways of resolving the problems that arise. One 
real-life example concerns a team manager who wants to nomi-
nate two members of her project team to make a presentation of 
their excellent results to the board of senior managers. The prob-
lem is can they speak English fluently enough to make a good 
presentation? She knows that some of the managers can be very 
critical of presenters who make mistakes when using English in a 
meeting. So, the question is should she make the presentation 
herself or should she nominate her project team members to 
make the presentation and risk possible negative feedback from 
the audience? The difficulty in reaching a decision is making rela-
tions between the team leader and her team colleagues quite dif-
ficult as they are enthusiastic about having the opportunity to 
present their results to the senior managers’ board.

Dignen and McMaster suggest relevant and thought-pro-
voking questions the students can discuss under the title of 
‘What do you think?’

1. Why should the team leader let her project team mem-
bers make the presentation to the board?

2. Would be better if the team leader makes the presenta-
tion herself?

3. What do think the team leader should do?
Setting up the work in this direction, the class is invited to 

exchange their views on the questions and offer answers which 
may be based on their own experiences.

The chapter goes on to discuss different management as-
pects of the situation including thinking about decisions, leader-
ship and decision making and exploring strategies to make better 
decisions. Then the authors provide a number of possible an-
swers to solve the problem, the team make the presentation, the 
team leader makes the presentation herself and leaves her col-
leagues out and finally, the whole team appears in front of the 
board. The team leader leads the presentation but gets her team 
members to make parts of the presentation which they will feel 
competent to do. The chapter continues by teaching key phrases 
that can be used in a presentation and concludes with a short sec-

tion of exercises to test what has been learned about the lan-
guage used in making decisions. A perfect lesson plan for upper 
intermediate and advanced users of English as an international 
business language which can be spread over one or two sessions 
as required.

All the critical incidents featured in the book are very much 
true to life and focus on difficult decisions or poor relations with-
in the company or between different businesses, positively en-
gaging the participants in the class by asking what they think of 
the problem and what they would do to resolve it. They will 
certainly have experienced similar issues in their own careers at 
some point.

Part 3 of the book presents phrases which are typically 
used in business communication exchanges, including social 
phrases and ways of explaining what you want. Chapter 30 on 
writing, for example, contains phrases to explain the reason why 
you are writing as well as listing common greetings and phrases 
to establish good relations and how to sign off and choose from a 
range of closing remarks. It also offers ‘crucial phrases’ used in 
giving good news and bad news, making a request, offering help, 
confirming, offering and giving opinions, complaining, apologis-
ing and thanking. Although students will certainly know some 
the expressions listed, others will be new to them and each ‘cru-
cial phrase’ category contains three to five examples. An excel-
lent strategy for teachers and trainers is to take a category and 
introduce it into the class alongside the critical incident discus-
sion.  For example, if you have chosen the critical incident story 
about the team leader making the right choice of team members 
for the presentation to senior managers, you might want to look 
at Chapter 28, Presentations, which lists phrases the students 
can use to improve their presentation style.

In addition to its emphasis on language proficiency, Train-
ingsbuch Business English uniquely addresses the importance of 
cultural diversity in global business. The authors highlight how 
varying cultural backgrounds within organisations can lead to 
misunderstandings in both language and behaviour. Recognising 
and navigating these differences becomes crucial for effective 
communication. The book guides business English users in as-
sessing their own communication styles, encouraging adaptabili-
ty to diverse situations. This cultural awareness aspect adds a 
layer of depth to the language learning process, preparing users 
to navigate the complexities of international business environ-
ments successfully.

Trainingsbuch Business English not only equips users with 
language skills but also efficiently explores decision-making pro-
cesses within a professional context. The authors introduce prac-
tical models such as the D.I.E. model and P.R.O.D.U.C.E., offering 
users frameworks to approach communication challenges and 
set priorities. These tools go beyond language instruction, build-
ing a holistic approach to effective communication that considers 
both mindset and decision-making strategies. This integrated ap-
proach undoubtedly reflects the authors' comprehensive under-
standing of the multifaceted nature of successful business com-
munication.
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News & Events

RUDN University Rector Receives Prestigious Themis 
Legal Award

On October 14, the esteemed Themis Legal Award cere-
mony unfolded, presenting the oldest legal accolade to distin-
guished individuals. Among the honoured recipients was Oleg 
Yastrebov, the rector of RUDN University, acknowledged as a 
laureate in the Traditions and Education category. The selection 
of nominees is conducted by the award’s expert council, consid-
ering their eminence in the field of law and notable contribu-
tions to society and the state. This year, individuals whose en-
deavours align closely with the international agenda were recog-
nised in the Traditions and Education category. Heartfelt con-
gratulations to Rector Oleg Yastrebov on this well-deserved 
recognition!

 
RUDN University Rector Extends Heartfelt Gratitude 

to Educators on Teacher’s Day
In a heartfelt message, RUDN University Rector, Oleg Yas-

trebov, expressed gratitude to educators on the occasion of 
Teacher’s Day. He conveyed appreciation for every teacher he 
has encountered throughout his journey, including his own 
teachers, his son’s mentors, and colleagues at Peoples’ Friendship 
University of Russia named after Patrice Lumumba.

Dr Yastrebov acknowledged the demanding nature of the 
teaching profession, emphasising the daily commitment of giving 
knowledge, strength, and time. He extended his wishes for tran-
quil changes, restful holidays, and a supportive environment for 
teachers. The rector hoped for grateful students, wise parents, 
interesting colleagues, and understanding administrators.

Wrapping up his statement, Dr Yastrebov conveyed his 
hope for favourable circumstances, allowing teachers to fully 
savour the depth and significance of their multifaceted work. 
The Rector’s message encapsulated the true spirit of Teacher’s 
Day, offering heartfelt regards to all outstanding educators.

 
RUDN International Scholarship
The outcomes of the RUDN International Scholarship at 

RUDN University have been announced, revealing 13 success-
ful candidates who will each be awarded 55,000 rubles. This 
scholarship, a one-time cash grant, is bestowed upon RUDN Uni-
versity students selected through a competitive process. It 
specifically supports undergraduate, specialist, and graduate stu-
dents planning to pursue studies at partner universities during 
the second semester of the 2023/2024 academic year. Notewor-
thy is the diverse representation among the winners, spanning 
the Law Institute, the Faculty of Humanities and Social Sciences, 
the Faculty of Economics, the Faculty of Philology, and the Acad-
emy of Engineering.

 Education in Russia: Your Key to Success
Belarusian students aspire to pursue diverse career paths, 

with ambitions ranging from becoming doctors, linguists, econo-
mists, to international specialists. On November 22, a delegation 
from RUDN University actively participated in the initiative Ed-
ucation in Russia: Your Key to Success, which brought together 
47 leading universities in Russia. This collaborative project was 
orchestrated by the Representative Office of Rossotrudnichest-
vo in the Republic of Belarus.

The online presentation witnessed the engagement of over 
100 schoolchildren, displaying a keen interest in the pro-
grammes offered by RUDN University, notably in the Medical 
Institute, the Faculty of Humanities and Social Sciences, as well 
as the Philological and Economic faculties. The students exhibit-
ed a pronounced curiosity about fields such as General Medicine, 
International Relations, Linguistics, and Economics.

During the event, RUDN University representatives 
shared insights into the admission procedures for foreign stu-
dents, highlighted opportunities such as the RUDN University 
Open Olympiad, and provided information on international 
competitions.

At present, RUDN University hosts 173 Belarusian stu-
dents, with 40% benefiting from budgetary allocations. The aca-
demic preferences of Belarusian students at RUDN University 
include General Medicine, Advertising and Public Relations, 
Law, Dentistry, and International Relations. Notably, the influx 
of Belarusian students to RUDN University has nearly tripled 
since 2019.

 
Africa’s Path to 17 SDGs: An Integrated Approach
RUDN University has convened a gathering of 1,500 ex-

perts from 70 countries, uniting them in a collective effort to de-
vise solutions for the 17 sustainable development goals (SDGs) 
that shape the future of our world.

The conference, titled For the Sustainable Development of 
Civilisation: Cooperation, Science, Education, Technology (Africa’s 
Path to 17 SDGs: An Integrated Approach), was inaugurated at 
RUDN University. Among its distinguished attendees are minis-
ters from Sierra Leone and Ethiopia, alongside eminent scientists 
hailing from Algeria, Brazil, Germany, Zambia, India, Indonesia, 
Morocco, Namibia, South Africa, and other nations.

This monumental assembly of 1,500 experts spans across 
13 sections, each dedicated to one of the 17 SDGs. Within these 
sections, scientists, ministers, business leaders, and heads of pub-
lic organisations will share research findings and best practices, 
addressing contemporary challenges in ecology, agriculture, ur-
ban planning, and healthcare.

The focal point of the conference revolves around the sev-
enteen United Nations SDGs, with a specific emphasis on how 
African countries are progressing towards achieving them. 
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The inclusion of critical incidents in Parts 1 and 2 adds an 
interactive dimension to the learning experience. By presenting 
real-life scenarios, the book encourages students to think critical-
ly, apply language skills in context, and propose viable solutions. 
This pedagogical approach does a great job levelling up language 
proficiency and developing problem-solving and analytical skills, 
valuable assets in the professional world. The book’s practicality 
extends beyond language learning, making it a valuable resource 
for educators seeking to cultivate critical thinking skills in their 
students.

Trainingsbuch Business English recognises the evolving na-
ture of international business communication, particularly in the 
era of online interactions. The inclusion of guidance on giving 
and receiving feedback both face-to-face and online reflects the 
authors’ awareness of the contemporary business landscape. As 
virtual communication becomes increasingly prevalent, the book 
prepares users for effective digital interactions, ensuring they 
can face the challenges of remote collaboration with confidence.

The book’s structure, divided into three main sections, 
caters to diverse learning needs. Whether focusing on communi-
cation fundamentals, teamwork dynamics, or specific language 
phrases, users can tailor their learning experience. This modular 
design accommodates various teaching styles and thus allows ed-
ucators to adapt the material to the specific needs and proficien-
cy levels of their students. Such flexibility is what ensures the 
book’s usability in a range of educational settings, from tradition-
al classrooms to online learning environments.

Summing up, Trainingsbuch Business English is an excellent 
book for training students and business executives in in-
ternational business communication as it offers practical situa-
tions to engage students and involve them in expressing their 
views through the critical incidents and presents phrases com-
monly used by native speakers of English grouped by function 
that students can learn and practise to improve their communi-
cation skills. An excellent resource for your personal or institu-
tional library.
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