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Part 1 Talking on the telephone O [ [ [ Unit 1 Basic business telephone etiquette O [0 00 [0 O O O O Unit 2
Taking calls and making calls [0 [0 00 0 O O O O Unit 3 Taking messages and transferring information O [0 [0 [
O O O O O Unit 4 Switchboard speaking [ [ [ [ Unit 5 Dealing with communication difficulties 00 O O O [
0 O O O Part 2 Making arrangements and appointments [ 00 O 0 O O O Unit 6 Arranging a meeting [0 00 [
O Unit 7 Arranging an appointment with a client, supervisor O [0 [0 00 O O O O O Unit 8 Arranging a schedule
0 OO O O Unit9 Canceling or changing times O O O O O O O Part 3 English for socializing O O O O O Unit
10 First meetings [0 00 O O Unit 11 Talking about jobs O O O O Unit 12 Talking about family 00 00 00 O Unit 13
Talking about interests and sports [1 [0 (I O OO O O Unit 14 Talking about vacations (I [ [0 [0 Unit 15 Talking
about health O OJ O O O O Unit 16 Inviting people to a dinner party or otheractivityl 0 0 O OO0 OO0 00O O
[0 Unit 17 Social phrases for dinner Parties 11 0 O O O [ [J Part 4 Making a speech and presentation [J [J (1 [J
[0 O Unit 18 Making preparations] [1 [J Unit 19 Opening and introducing the topicd O O O O 00 O 0O Unit 20
Stating the pointsand linking theparts 0 O 0 O 0O 00O 0O O O O O O O Unit 21 Highlighting and
emphasizing 0 O O O O O O Unit 22 Interacting with the audience/drawing attention D 0 O OO /0 00O
0 O O O Unit 23 Using visual aids and describingthem 0 0O O 0O 0 O O O O O O Unit 24 Analyzing facts and
trends O 00 O O O O O Unit 25 Suggestions and conclusion O O O O O Unit 26 Answering questions from the
audience 1 0 O OO0 DO OO O O Part 5 Running a meeting [ O O O Unit 27 Opening a meeting [ 0 O

0J Unit 28 Progressing and controlling the meeting U U [J O O O O O Unit 29 Asking for opinions; agreeing and
disagreeing0 0D D000 0OODO OO O0ODO OO Unit30 Interruptions O O Unit 31 Asking questions [
[0 O O Unit 32 Making decisions and closing a meeting [1 [0 [0 00 00 O O O O Part 6 Negotiation and persuasion
0 O O O O Unit 33 Making preparations [ [ [0 [ Unit 34 Opening and agreeing on the agendal] 00 O O O [
0O OO O O O Unit 35 Stating your purpose and position [ 0 0O O O O O O O Unit 36 Making and responding
toproposals 0 0 OO OO0 OO0 O O Unit 37 Bargaining [ O [ [ Unit 38 Dealing with sticking points and
conflictD O OO0 OO OO O O Unit 39 Closing a negotiation] [0 O [ Part 7 Sales and promoting] [0 O O
O Unit 40 Talking about market and company strategy foraproduct 0 O O OO OO O 0O O O O O Unit41
Proposing and discussing a strategy for advertising 0 O O 00 O O O O O Unit 42 Planning a promotional
campaign O 0O O O O O O Unit 43 Describing and recommending services to customers 0 0O 0O 0O 0O 0O O O O
0 O Unit 44 Persuading your customer [1 [0 [J [ Part 8 Communicating and problem solving at workd 00 [0 [
00000 D0 OO Unit 45 Discussing a mistake made atwork O 0 O 0O 0O O O O O O Unit 46 Discussing
issues or problems for yourwork 0O 0O 0O 0O O 0O 0O O O O O O Unit 47 Making complaints or criticisms [ [ [J
0 O O O Unit 48 Making requests or suggestions [1 O [ [0 O O O Unit 49 Dealing with complaints from
customers 0 OO O O O O O Part 9 Reading and writing business documentst] O O 0O 0O O O O O O Unit50 The
Layout and structure of business letters 1 0 O 0 0 O O 0O O O O O Unit 51 Expressions for business letters [ [J
O 0O O O O Unit 52 The layout and structure of businessemails 0 O 0O 0 0 O O 0O O O O O Unit 53 The layout
and structure of reportst] [0 [0 00 00 O O O Part 10 English for job huntingd O O O [0 Unit 54 Reading want ads
000000 UNit55Writinga CV or resumel O 0O O O O O O O Unit 56 How to write a cover letter(] [ O
O 0O O O Unit 57 Interview and follow-up O 0 O O O
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