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. Business Link | Unit Business Situation period
Material
Further Business Unit 1 Meeting people 2
Ahead: communication Keeping conversation going 2




Preliminary

Starting a business

2
Unit 2
n1 Getting product information 2
Unit 9 Defscribing a product 2
) Keeping a customer happy 2
Marketing - -
Unit 11 Choosing a media 2
Choosing a promotional product 2
Unit 12 Describi.ng Performa.nce 2
Presenting information 2
Unit 3 C?@pany struct.ur.e. . 2
Describing responsibilities 2
Human resources
) Work and play 2
Unit 4
Market research 2
Describing infrastruct 2
Transportation | Unit 6 ceeToTe T
Forms of transport 2
‘ Unit 7 Imports. and exports 2
International Made in America 2
trade ) Negotiating the price 2
Unitl3 ; ;
Getting and chasing payment 2
) Dealing with an itinerary 2
Unit 8 ; 5 ;
Making and changing appointments| 2
O izing th fi 2
Administration |Unit 19 eanzTe e et ?rence
Conference location 2
Unit 17 Office e?nvironment 2
Cutting costs 2
Gift-givi 2
Unit 14 : - evTe
Eating out 2
Business . Corporate culture 2
] Unit 16 - ;
etiquette& Business dilemmas 2
Business . Office environment 2
Unit 17 -
management Cutting costs 2
Unit 18 Talking about re.gulations 2
Company history 2
Unit 1 | Meeting people for the first time 2
Unit2 | Finding out about work routines 2
Unit 3 Cultures and customs 2
Workine i Unit 4 Request and permission 2
];) r lm lgl m Business Unit 5 Communication difficulties 2
nglish: . ; — — :
Vaﬁta o communication |Unit 29 Receiving visitors & gifts 2
& Unit 30|Socializing & personal relationships| 2
Unit 31 Table manners 2
Unit 32 Free time activities 2
Unit 33 Staying in a business hotel 2




Unit 34 Travel and accommodation 2
problems
Unit 6 Answering phone calls 2
Unit 7 | Numbers and figures, Making notes| 2
Business Unit 8 Taking & leaving messages 2
etiquette Unit 9 | Different kinds of phone calls and | 2
preparation
Unit 10| Dealing with problems on phone 2
Unit 11 Layout and content 2
Unit 12|  Sending and receiving e-mails 2
Unit 13 Spelling and punctuation 2
Unit 14 Writing reports 2
Unit 15 Replying to letters, faxes and 2
e-mails
Unit 16 Sorting out problems
International Unit 17 Asking questions and giving
trade . a.nswers . .
Unit 18 About details, specifications, 2
numbers and prices
Unit 19 Following-up questions
Unit 20 Arranging appointments and
meetings
Unit 21 Avoiding misunderstandings 2
Unit 22 Thank you for your order 2
Unit 23 Different kinds of meetings 2
Unit 24|Participation in one-to-one meetings| 2
) Unit 25| Working with agenda, meetings 2
Business . .
management . .w1th a cl.lalrperSQn.
Unit 26 Taking part in negotiations 2
Unit 27|  Different styles of negotiating 2
Unit 28| Simulating a series of meetings 2
Unit 35| About the company — the history 2
and structure
Unit 36| Demonstrating what to do and how | 2
to do it
Marketing  |Unit 37 Processes and procedures 2
Unit 38 Marketing and advertising 2
Unit 39| Preparing and giving presentation 2
Unit 40|Product development and presenting| 2

products
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