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UNIT ONE - MAKING CONTACT, SECRETARIALS
I. 1. Introduction .
2. Foreign Visitor .
3. Postponing an Appomtment
4. Wrong Extension
II. A.Joint Stock Company

B. Office Equipment .

ITI. A. Note-Taking
B. A Letter of Introduction

IV. Revision Exercises

UNIT TWO - BUSINESS TRIP
I. 1. At the Airport
2. In the Hotel . :
3. Travel Information, Rallway Statlon
4. At an Exchange Office
II. A. London - Prague timetable - chtlonary work
B. Airport Services and Notices A
C. Hotel Services .
III. A. Telegram
B. A Letter Announcmg a VlSIt
IV. Revision Exercises e

UNIT THREE - BUSINESS MATTERS
I. 1. Filling-in a Form
2. Business Minitalks 5
3. Discussing Terms of a Contract
II. A. Shipping and Forwarding
B. Minutes of Discussions .
ITI. A. Statement of Account
B. Business Letters
IV. Revision Exercises

UNIT FOUR - ETIQUETTE, LEISURE TIME .
I. 1. Visit in a Family
2. Sightseeing and Entertamment in Praguc
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3. Buying Souvenirs and Presents
II. A. Etiquette Quiz .
B. Royal Mail

C. When in Rome, Do As the Romans Do Dictionary work

III. A. Visiting Cards, Replies 3
B. Letter of Thanks for Hospltallty =
IV. Revision Exercises i

UNIT FIVE - MARKET RESEARCH AND ADVERTISING
I. 1. At the Fair Stand .
2. Sales Report and Prospects .
3. Promoting Sales
II. A. Acquisition .
B. Do You Know? - Some Facts on GB chtnonary work
C. Language of the Adverts — Dictionary work .
III. Written work — Exercises
IV. Revision Exercises
Anglicko-esky slovnicek . .
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