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Unit 1 House Hunting

Section [ :Focus on Talking

Section [ :Focus on Listening

Section [J :Reading

Part A : Building for the Future

Part B : What Is a Housing Grant?
Section [ : Writing

Famous Quote

Unit 2 Hosting a Meeting

Section [J :Focus on Talking

Section [J :Focus on Listening

Section [J :Reading

Part A : Historic APEC 2001 Ends

Part B : UN Women's Conference Opens Amid Abortion
Controversy

Section [J : Writing

Famous Quote

Unit 3 Factory &amp; Company
Section [ :Focus on Talking

Section II: Focus on Listening

Section [ :Reading

Part A : Ford-A Giant Global Company
Part B : Developing History of Nokia
Section [ : Writing

Famous Quote

Unit 4 Product Presentation

Section I :Focus on Talking

Section Il: Focus on Listening

Section [J :Reading

Part A : Sales and Marketing

Part B : The Customer Is Number One!
Section [J : Writing

Famous Quote

Unit 5 Complaints &amp; Claims
Section [J :Focus on Talking

Section [J :Focus on Listening

Section [ :Reading

Part A : Negotiating a Consumer Complaint
Part B : Dealing with Problems in Your Family
Section [ : Writing

Famous Quote

Unit 6 Business Talk

Section ! : Focus on Talking

Section Il: Focus on Listening

Section [J :Reading
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Part A : Art of Negotiation

Part B : Salary Negotiations

Section [ : Writing

Famous Quote

Unit 7 Responsibility

Section [ :Focus on Talking
Section [ :Focus on Listening
Section [J :Reading

Part A : Business Ethics

Part B : SARS and a Sense of Responsibility
Section [J : Writing

Famous Quote

Unit 8 Finance

Section [J :Focus on Talking
Section I1: Focus on Listening
Section [J :Reading

Part A : Many Ways to Bank Online
Part B : The Pitfalls of Buying and Selling
Section [ : Writing

Famous Quote

Glossary
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