
1.4 M ee ting  peop le  and m ak ing  
conversation

Expressions fo r meeting people and
making conversation
Roleplay: at an international conference

1.5 In fo rm a l em ails

Analysis: in ferring meaning 
Language focus: hellos, goodbyes and 
introductions

1.6 The In te rn  Shop 

Discussion, reading, listening and 
presentation relating to  internships

2.4 T e lephon ing

Expressions fo r telephoning 
Roleplay: telephone conversations

2.5 Form al le tte rs  and em ails

Analysis: paragraph order
Language focus: starting and signing o ff

2.6 Rock to u r

Discussion, reading, listening, w riting  and 
a meeting relating to  a rock tour

3.4 Presenting a process

Expressions fo r presenting a process 
Presentation: presenting the ordering and 
returns processes

3.5 Ins truc tions  and d irec tions

Analysis: direct and indirect language 
Language focus: referring to  additional 
inform ation; emphasizing instructions

3.6 D ig id isc Ltd 

Discussion, reading, listening and 
presentation relating to  a factory 
reorganization

4.4 In terv iew s

Expressions fo r interviews 
Roleplay: interviews for jobs and 
internships

4.5 CVs

Analysis: order o f inform ation 
Language focus: expressing inform ation in 
a dynamic way

4.6 O nestop  jo b  search

Discussion, reading, w riting  and simulation
relating to  job interviews

5.4 Persuading

Expressions fo r persuading
Roleplay: persuading people to  do things

5.5 'S e llin g ' changes

Analysis: paragraph order and content
Language focus: giving reasons and results

5.6 D a llivan  Cars

Discussion, listening and presentation
relating to  a marketing plan fo r a new car

6.4 M eetings 

Expressions fo r meetings 
Roleplay: a meeting to  promote a 
sandwich bar

6.5 Agendas and m inu tes 

Analysis: content
Language focus: putting inform ation into 
minutes form at

6.6 Solar M o b ile

Discussion, reading, listening and a 
meeting relating to  starting a company

7.4 N e go tia ting  

Expressions fo r negotiating 
Roleplay: a negotiation w ith  a travel 
agency

7.5 A sk ing  fo r  pa ym en t 

Analysis: form at and content 
Language focus: identifying threats and 
promises; identifying level o f politeness

7.6 D oug's M ugs

Discussion, reading, listening and 
negotiation relating to  the sale o f a 
company

8.4 G iving upda tes and h a n d lin g  
questions

Expressions fo r handling questions 
Presentation: presenting a project schedule 
using a Gantt chart

8.5 Progress repo rts  
Analysis: order o f inform ation; content 
Language focus: punctuation; linking 
words

8.6 A n in te rn a tio n a l o p p o r tu n ity  

Discussion, reading, listening and roleplay 
relating to  a franchise opportunity

Recordings p a g e s  1 4 0 - 1 4 9  Glossary p a g e s  1 5 0 - 1 5 9
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