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U n it a n d  to p ic s I  C o m m u n ic a tio n  s k ills I  R e a d in g  a n d S G ra m m a r a n d  L e x is  lin ks
1 a n d  ta s k s 1 lis te n in g  te x ts

1
1 B us iness or D iscussing  co rp o ra te  ente rta inm ent R  In fo rm ation  o n  fo u r co rpo ra te Tense rev iew  C onversa tion
p leasu re ?  p4

S haring  in form ation  to  se lec t a pp rop ria te even ts in th e  U K

N e tw o rk in g co rpo ra te  even ts fo r  c lien ts L  People  cha ttin g  a t co rpo ra te

C o rp o ra te A vo id ing  saying 'n o ' events

e n te r ta in m e n t
Paying & receiving co m p lim en ts L  P eople  cha ttin g  a t co rpo ra te

M a k in g  c o n v e rs a tio n
Keeping up  a  conve rsa tion

even ts

2  E xch ang ing  
in fo rm a tio n  p io

M e e t in g s

P ro v id in g  a c c u ra te  
in fo rm a tio n

D escrib ing  a ttitu d e s  to  & co n te n t o f m ee tings  

Paraphras ing  in form ation  

P o in ting  o u t d iscrepanc ies  

Saying c o m p le x  n um bers  & figures

D ia logue-bu ild ing  using th e  language  o f 
m eetings

Breaking bad  new s & w riting  a report

R  A rtic le  on  H aro ld  Geneen 

L E xtrac t fro m  a m eeting : 

p rob lem s w ith  a  p rod u c t 

L E xtrac ts  from  five  m eetings: 
d iscrepanc ies

L Saying co m p le x  num bers  & 

figures

R /L  M eeting : b reaking  bad  new s

C ond itiona ls Language  o f 

m eetings

3  M a te ria l w o rld  p i  6 

T a lk in g  p o in ts

S u c c e s s  &  fa ilu re  

E th ic s  &  in v e s tm e n t

D oing a qu iz  on  th e  b illionaire lifestyle 

D iscuss ing  w h a t su ccess  m eans 

D iscuss ing  e th ics  &  investm ent

L R adio  p rog ra m m e  on  the  
co lla p se  o f Barings Bank

R A rtic le  on  th e  V ice  Fund 

L  P eople  d iscuss ing  investm ents

4  V o ic e  an d  visuals D oing a qu iz  on  h o w  to  co m m a n d  a tten tion R B o o k  ex tra c t on th e  Kennedy- M odal ve rbs Language  o f
p 20

P re s e n t in g  

G iv in g  p re s e n ta tio n s

G iving fe e d b a c k  on a  p resen ta tion  

U sing visua ls  in a  p resen ta tion  

A na lysing th e  vo ice  in p resen ta tions  

G iving a speech

N ixon d eba te  

L V oice mail

L  P resenters g iv ing  in form ation  in 
d iffe rent w ays

L  R adio  p rog ram m e: d ram a  fo r 
bus iness

L  S peeches fro m  five  film s

presen ta tions

5 P ro b le m s  on th e D iscussing  pho n e  usage & its usefu lness R  A rtic le  on  ‘ch a tte re rs ’ C om p lex Phone, fax and
p h o n e  p 2 6

D ealing w ith  ‘cha tte re rs ' L  S o m eone  dea ling  w ith  a question e-m ail
D e s k  w o rk

C u s to m e r  c o m p la in ts  

S o lv in g  p ro b le m s

C om p la in ing  &  dea ling  w ith  com p la in ts  

Toning d o w n  'fla m e s ’

S pecu la ting  a b o u t a  p rob lem  

Solving p rob le m s on  th e  phone

'ch a tte re r'

L S o m eone  dea ling  w ith  a 

cu s to m e r co m p la in t 

L  P eople  d iscuss ing  a p rob lem  

L P eople  so lv ing  a  p rob lem

fo rm ation

6 Le ad in g  m eetin g s D iscussing  dyna m ics  o f m eetings L R adio  p rog ram m e: a lternative Linking & Language  o f
p 3 0

D isagreeing d ip lom a tica lly app ro a che s  to  m eetings con tra s ting  ideas co m pa n ies  &
M e e tin g s  

C h a ir in g  m e e tin g s
C hairing  a m eeting R A rtic le  on  behaviour in m eetings 

L  E xtracts  from  a  m eeting  

R  N e w sp a pe r artic les

capita l

7  In fo rm a tio n  ag e
p 3 6

T a lk in g  p o in ts

In fo rm a tio n  a n d  

d is in fo rm a tio n

D iscuss ing  th e  re liability o f in form ation  

D iscuss ing  th e  tru th  beh ind  new s headlines 

D iscuss ing  th e  reliability o f s ta tis tics

Exchang ing  op in ions  on  th e  In form ation  
econ o m y

R  B o o k  e x tra c t on  th e  reliability o f 
in form ation

L P eople  ta lk ing  a b o u t th e  tru th  
beh ind  n ew sp a pe r headlines

R  A rtic le  on  Enron

L P eople  g iving th e ir op in ions  on 

th e  in form ation  econ o m y

8  P ro m o tin g  yo ur  
id e a s  p 4 0

P re s e n t in g

In n o v a t io n

P re s e n t in g  n e w  id e a s

D iscuss ing  a ttitu d e s  to  p u b lic  speaking  

D escrib ing  w h a t m akes a g oo d  ta lk  

D iscuss ing  innova tion  in yo u r co m pa n y  

Presenting  an idea fo r  a p ro d u c t o r service

L P resen ters ta lk ing  a b o u t w ha t 
m akes them  nervous

L  P eople  co m pa rin g  aud ience 

expe c ta tio n s  o f p resen ta tions

R W ebsite  e x trac t: In trap reneurs  

L Presentation : a new  idea

Passive Phrasal ve rbs

9 R e la tio n sh ip - D iscussing  firs t im press ions R A rtic le : F irs t im press ions M ulti-ve rb S ocia l English
bu ild ing  p 4 6  

N e tw o rk in g  

F irs t im p re s s io n s

V is it in g  a  c o lle a g u e ’s 
h o m e

C om p le ting  a  questionna ire  on  ne tw ork ing  

P ractis ing  n e tw o rk ing  skills 

V is iting  a  co lleague ’s  hom e

R  A rtic le  on  g o lf and  business 

L P eople  cha ttin g  a t g o lf

L C onversa tion  e x trac ts : visiting 
som eone 's  hom e
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_ ' : a n d  to p ic s  1 C o m m u n ic a t io n  s k ills 1 R e a d in g  a nd 1 G ra m m a r a n d  L e x is  lin ks1a nd  ta s k s I  lis te n in g  te x ts :

10 Taking d e c is io n s D iscussing  m aking  dec is ions  in d ifficu lt R W ebsite  e x trac t: W ors t-ca se A rtic les M arketing  &  legal

p52 s itua tions scenarios English

' . f e e l in g s D oing a qu iz  on  life -and -dea th  dec is ions L A dv ice  on surviv ing w o rs t-case

.'. o rs t-c a s e  s c e n a r io s G iving a dv ice  on w o rs t-ca se  scenarios or scenarios

C o m p a n y  c r is e s w o rkp la ce  d ilem m as L  E xtracts  fro m  d ec is ion -m ak ing

Inserting m iss ing  a rtic les in tw o  te x ts m eetings

H old ing  a c ris is  m anagem en t m eeting R  C om p a n y  crises 

L  C ase s tudy: C o ca -C o la  cris is

11 B ra n d ed  p lan e t D iscuss ing  ‘the  su rp lus  s o c ie ty ’ R  B o o k  ex tra c t on  ‘th e  su rp lus 

so c ie ty '

L  R adio  p rog ram m e: B ra nd e d !

R N ew sp a pe r artic le : Logom an ia  

R  M agazine e x trac t: P ro  Log o

p 5 8

T a lk in g  p o in t s

B ra n d  a w a re n e s s  

G lo b a lis a t io n

Fact o r hoax: d iscuss ion

D iscuss ing  issues re lating to  g loba lisa tion

C hoos ing  b rand  nam es fo r c lien t g roups

L  P eople  d iscuss ing  g loba lisa tion

1 2  E -m ailin g  p 6 2 C orrec ting  errors in an e-m ail R  E xtracts  on  e -m ailing Future fo rm s Prepositiona l

D e s k  w o r k S horten ing  &  s im plify ing  an e-m ail R  N ew sp a pe r artic le : B a d  spelling phrases

W ritin g  e -m a il A d d in g  th e  persona l to u ch  to  an e-m ail is  the  key  to  success

E -m a il s ty le C hoos ing  an  app ro p ria te  e -m ail style  

A nsw ering  e-m ail

L  R adio  p rogram m e: The  b iggest 
e -m ail b lunders  ever m ade

13 M a k in g  an Identify ing effective  p resen ta tion  o pen ings R B o o k  ex tra c t on  open ing  a R hetorica l M e ta p ho r
im p a c t p 6 8 Identify ing rheto rica l tech n iq u es p resen ta tion te ch n iq u es

P re s e n t in g R ephras ing  to  add  im pa c t L Presen tation  open ings

O p e n in g s Identify ing  w ays o f c los ing  a presen ta tion L E xtracts  from  politica l speeches

R h e to r ic a l te c h n iq u e s  

C lo s in g s
P roduc ing  a party  politica l b roadcast L C los ing  rem arks from  fo u r 

p resen ta tions

R  A rtic le  on  B hutan

14  O u t and  a b o u t D iscuss ing  business trave l & pack ing  hab its R  E xtracts  from  The A cc id e n ta l N arra tive  tenses Language  o f

p 7 4 Identify ing  e llipsis in conversa tion Tourist storyte lling

N e tw o r k in g

B u s in e s s  tra v e l 

T e llin g  a n e c d o te s

S trik ing  u p  a  conve rsa tion  

Telling an a ne cd o te  

C ha tting  o ve r a bus iness lunch

L  People  ta lk ing  a b o u t th e ir w o rs t 

fly ing  experiences 

L C onve rsa tions  over lunch

15  B ig id eas  p 8 0 D iscuss ing  business &  m anagem en t books R  A rtic le : A  L icence  to  P rin t M o n e y

T a lk in g  p o in ts Inventing  &  presen ting  a m anagem en t trend L P eople  d iscuss ing  the  m eaning

M a n a g e m e n t  t r e n d s D oing a s h o rt qu iz  on  th e  secre t o f leadership o f bus iness b uzzw ords

L e a d e rs h ip C hoos ing  a  new  CEO R  B o o k  e x tra c t on  h ow  to  b ecom e  

a guru

R Profiles o f s ix  bus iness leaders

16  Te leco n fe re n c in g D iscussing  potentia l uses o f te le - & v ideo R  N ew sp a pe r artic le : J e t lag  ha te r's R eporting V ocabu lary of

p 8 4 con fe renc ing  facilities g u id e  to  b us iness  trave l personnel &

D e s k  w o r k C om p le tin g  th e  m inu tes o f a  te lecon fe rence L  An ü nexpec ted  p hone  call p rod u c tio n

T e le c o n fe re n c in g H old ing  a te lecon fe rence L  A n em ergency te lecon fe rence

R E-m ails a b o u t a film  shoo t

1 7  N e g o tia tin g  d e a ls N ego tia ting  a tr ic ky  s itua tion L  A nalysis o f a  nego tia tion D ip lom a cy  & Language  o f

p 9 0 Identify ing  nego tia ting  ta c tic s L E xtrac ts  from  nego tia tions persuasion nego tia tions

M e e t in g s N ego tia ting  a c o n tra c t L  P eople  ta lk ing  a b o u t nego tia ting

N e g o tia tin g stra tegy

R  A rtic le  on th e  m us ic  bus iness

L M eeting : s ign ing  a new  band

1 8  S h ap in g  th e D iscussing  th e  like lihood  o f p red ic tions R  E xtract from  British  T e lecom ’s

fu tu re  p 9 6 S pecu la ting  a bo u t th e  fu ture 2001 T echno logy T im eline

T a lk in g  p o in ts S um m aris ing  & d iscuss ing  th e  ideas o f six R  P red ic tions o f s ix  fu tu ris ts

F u tu re  te c h n o lo g y fu tu ris ts L People  d iscuss ing  issues raised

F u tu r is ts ’ p re d ic t io n s by  six  fu tu ris ts


