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Unit 1 Introductionsandgreetings [0 0 [0 00 O
1.1 Introducingyourself

1.2 Sayingwhereyou'refrom

1.3 Introducingotherpeople

Unit 2 Occupations [ [

2.1 Sayingwhatyoud0

2.2 Telephoning

2.3 Findingoutinformationaboutpeople
Unit 3 Companies [ [

3.1 Describingacompany

3.2 Talkingabouttypesofbusiness

3.3 Findingtheperfectpartner

Unit 4 Theplaceofwork O [0 (0 OJ

4.1 Givingdirections

4.2 Talkingaboutdepartments

4.3 Takinga message

Unit 5 Revision and consolidation 0 O O 0 [
Summary

Unit 6 Day-to-day work [0 [0 00 J

6.1 Talkingaboutyourwork

6.2 Describingroutines

6.3 Likes and dislikes

Unit 7 Theworkingenvironment [0 [0 00 [
7.1 Asking people to do things

7.2 Talkingaboutstress

7.3 Givingadvice

Unit 8 Plans [ [

8.1 Discussingarrangements

8.2 Malangarrangements

8.3 Planningatrip

Unit 9 Visitsand travel 0 0O 00 0O O
9.1 Findingoutabouthotels

9.2 Talkingtoavisitor

9.3 Attendingbusinessevents

Unit 10 Revision and consolidation [0 [0 [0 [0 [
Summary

Unit 11 Workhistory 0 0 O [

11.1 Findingsomeoneajob

11.2 Talkingaboutyourcareer

11.3 Describingyourfirstjob

Unit12 Fairsandsales 0 0 0 0O 0 O
12.1 Finding out about a trade fair

12.2 Talkingaboutproducts

12.3 Placinganorder

Unit 13 Productdescription [0 00 [0 [
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13.1 Comparingproducts

13.2 Sayingwhat'sbest

13.3 Makingsuggestions

Unit 14 Entertaining O [

14.1 Taking a guest to dinner

14.2 Makinginvitations

14.3 Describingfood

Unit 15 Revision and consolidation 0 O O O [
Summary

Unit 16 Firms and factories 0 00 0 O O

16.1 Sayingwhatyou've done

16.2 Visitinga factory

16.3 The companyreport

Unit 17 Problems,problems O O ,00 [

17.1 Dealingwithproblems

17.2 Complainingandapologizing

17.3 Findinga solution

Unit 18Futuretrends O 0 [0 OJ

18.1 Makingpredictions

18.2 Talkingaboutthefuture

18.3 Changingthewaywework

Unit 19 Enjoying a businesstrip 0 O O O O O
19.1 Finding out about a city

19.2 Makingoffers

19.3 Thanking

Unit 20 Revision and consolidation 0 O O O [
Summary

Files O O

Transcripts 0 O O O

Thanks and acknowledgements 0 00 O 0 [
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