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Unit 1 Applying for a Job

1.1 Listening Task

1.2 Speaking Task

1.3 Reading Task

1.4 Writing Task

1.5 Vocabulary &amp; Notes
1.6 Language Focus

1.7 Follow-up Practice

1.8 Vocabulary Extension
Unit 2 Companies

2.1 Listening Task

2.1 Speaking Task

2.3 Reading Task

2.4 Writing Task

2.5 Vocabulary &amp; Notes
2.6 Language Focus

2.7 Follow-up Practice

2.8 Vocabulary Extension
Unit 3 Business Calls

3.1 Listening Task

3.2 Speaking Task

3.3 Reading Task

3.4 Writing Task

3.5 Vocabulary &amp; Notes
3.6 Language Focus

3.7 Follow-up Practice

3.8 Vocabulary Extension
Unit 4 Business Travel

4.1 Listening Task

4.2 Speaking Task

4.3 Reading Task

4.4 Writing Task

4.5 Vocabulary &amp; Notes
4.6 Language Focus

4.7 Follow-up Practice

4.8 Vocabulary Extension
Unit 5 Business Meetings

5.1 Listening Task

5.2 Speaking Task

5.3 Reading Task

5.4 Writing Task

5.5 Vocabulary &amp; Notes
5.6 Language Focus

5.7 Follow-up Practice

5.8 Vocabulary Extension
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Unit 6 Business Presentations
6.1 Listening Task

6.2 Speaking Task

6.3 Reading Task

6.4 Writing Task

6.5 Vocabulary &amp; Notes
6.6 Language Focus

6.7 Follow-up Practice

6.8 Vocabulary Extension
Unit 7 Establishing Business Relations
7.1 Listening Task

7.2 Speaking Task

7.3 Reading Task

7.4 Writing Task

7.5 Vocabulary &amp; Notes
7.6 Language Focus

7.7 Follow-up Practice

7.8 Vocabulary Extension
Unit 8 Enquiries and Offers
8.1 Listening Task

8.2 Speaking Task

8.3 Reading Task

8.4 Writing Task

8.5 Vocabulary &amp; Notes
8.6 Language Focus

8.7 Follow-up Practice

8.8 Vocabulary Extension
Unit 9 Negotiating the Price
9.1 Listening Task

9.2 Speaking Task

9.3 Reading Task

9.4 Writing Task

9.5 Vocabulary &amp; Notes
9.6 Language Focus

9.7 Follow-up Practice

9.8 Vocabulary Extension
Unit 10 Terms of Payment
10.1 Listening Task

10.2 Speaking Task

10.3 Reading Task

10.4 Writing Task

10.5 Vocabulary &amp; Notes
10.6 Language Focus

10.7 Follow-up Practice

10.8 Vocabulary Extension
Unit 11 Packing and Shipping
11.1 Listening Task
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11.2 Speaking Task

11.3 Reading Task

11.4 Writing Task

11.5 Vocabulary &amp; Notes
11.6 Language Focus

11.7 Follow-up Practice

11.8 Vocabulary Extension
Unit 12 Complaints and Adjustments
12.1 Listening Task

12.2 Speaking Task

12.3 Reading Task

12.4 Writing Task

12.5 Vocabulary &amp; Notes
12.6 Language Focus

12.7 Follow-up Practice

12.8 Vocabulary Extension
Unit 13 Marketing and Sales
13.1 Listening Task

13.2 Speaking Task

13.3 Reading Task

13.4 Writing Task

13.5 Vocabulary &amp; Notes
13.6 Language Focus

13.7 Follow-up Practice

13.8 Vocabulary Extension
Unit 14 Going Global

14.1 Listening Task

14.2 Speaking Task

14.3 Reading Task

14.4 Writing Task

14.5 Vocabulary &amp; Notes
14.6 Language Focus

14.7 Follow-up Practice

14.8 Vocabulary Extension
Unit 15 E-commerce

15.1 Listening Task

15.2 Speaking Task

15.3 Reading Task

15.4 Writing Task

15.5 Vocabulary &amp; Notes
15.6 Language Focus

15.7 Follow-up Practice

15.8 Vocabulary Extension
Transcripts
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[0 O "Products " are the things that you sell to people. You might also have a servicethat theyll pay for as your
product. Products can range all of the way from goodspeople need every day to live, like milk, tuna or vegetables or
they can be veryexpensive products, like a private jet. Having the right product for your target market[] thats the
people or businesses you want to sell to [0 requires knowing what they needand want. This often involves research
and development of a new product, research ofthe potential market, testing of the product to insure quality, and
then introduction tothe market.[J O "Place "refers to how you get your product to your customer. Your product
mightbe something that you produce or it could be something you never see or touch. Thatsquite possible if you
have customers order through you and you arrange to have itdirectly shipped to them from the maker or a
fulfillment center. There are a lot of waysto get your product to your customer, so its important to know if its
something theywant to see and touch before they buy it. If so, youll probably want to order and stockit and sell it
directly from your business. If its something they dont need to see beforebuying it, you need to make sure that its
delivered promptly to them and is what theyexpected when they bought it.(J [ " Price " is pretty self-explanatory
but its very important to your success. Pricesomething too high and you may never sell a single item of it. Price it
too low and youcan lose money on every sale once all of your costs of doing business are considered.So you want
to price it attractively so that you can sell it to your clients and theyll feelgood about the purchase.
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