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Date: …./…./….
BUSINESS ENGLISH PRE-COURSE QUESTIONNAIRE AND NEEDS ANALYSIS

Name              : ………………………………………………………………………………
Job/status       : ………………………………………………………………………………
Date of Birth    : ……/……/……

Tel no              (office):  ……………………(GSM) :…………………….(home) :………………….

E-mail
          : …………………………………………………………………………………………


Address           :………………………………………………………………………………………….

                         ………………………………………………………………………………………….   

below to be completed  by ESP 

Level
:…………………………………………………………………………………..

Teacher : …………………………………………………………………………………..
Lesson days/time: ………………………………………………………………………..
This questionnaire will help us to design an individual course for your needs. Think carefully about the language skills you need, or might need in the future, and then complete the below.
Language Area

SPEAKING


               Need              Don’t Need           Might be useful

Meeting visitors


   O

  O

    O
Giving Presentations


   O

  O

    O
Telephoning



   O

  O

    O
Formal meetings


   O

  O

    O
Negotiating



   O

  O

    O
Social discussion


   O

  O

    O
Travel (hotels/restaurants, airports)
   O

  O

    O
Other




   O

  O

    O
LISTENING

             
 
Telephoning



  O

  O

    O
Formal Meetings


  O 

  O

    O
Informal meetings


  O

  O

    O
Presentations



  O

  O

    O
Training sessions


  O

  O

    O
TV / radio / video


  O

  O

    O
Social discussion
 

  O

  O

    O
Other




  O

  O

    O
READING

             
 
Faxes / memos / letters

                O

  O

    O
Business Reports


  O

  O

    O
Newspapers / magazines

  O

  O

    O
Trade press /company newsletters
  O

  O

    O
Legal contracts



  O

  O

    O
Technical manuals

 
  O

  O

    O
Other




  O

  O

    O
WRITING

             
 
Faxes / email / memos
O

  O

    O          
Business letters


  O

  O

    O          
Reports



  O

  O

    O          
Presentations



  O

  O

    O          
Legal contracts



  O

  O

    O          
Other




  O

  O

    O          

GRAMMAR



  O

  O

    O          
PRONUNCIATION


  O

  O

    O          
TOPICS OF INTEREST FOR DISCUSSION

e g. marketing, finance, job-specific, company-specific, etc. 

Please list the topics:

...........................................................................................................................

...........................................................................................................................

...........................................................................................................................

VOCABULARY BUILDING

e.g. general English, general business, marketing, finance, numbers, etc. 

Please list the topics:

...........................................................................................................................

...........................................................................................................................

...........................................................................................................................

Is there anything else we should know when planning the content of your course?

...........................................................................................................................

...........................................................................................................................

...........................................................................................................................

THANK YOU!
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