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A WORLD OF IDEAS:
SEE ALL THERE IS TO KNOW

How the course works 8
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03

12

16

Vocabulary 20
Countries and continents
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New language Negative statements 
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New skill Saying where things are from
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Vocabulary Office equipment 26
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New language Forming questions

Vocabulary Office equipment

New skill Asking colleagues questions

07 Exchanging details
New language Short answers 

Vocabulary Contact information 

New skill Exchanging contact details
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Skills and experience 36

New language "Have/' "have got/' articles

Vocabulary Jobs and skills

New skill Writing a business profile

| Vocabulary 40

Jobs and employment

J Choosing a job 42

New language "Like/' "enjoy/' and "hate"

Vocabulary Workplace activities

New skill Finding the right job

Describing your workplace 44

New language "There is" and "there are"

Vocabulary Office equipment
New skill Describing a workplace

Vocabulary 46
Money, pay, and conditions

Personal qualities 48

New language Possessive adjectives

Vocabulary Personality traits

New skill Describing your co-workers

Describing your job 54

New language Adjectives and comparatives

Vocabulary Money and pay

New skill Describing your job to someone

Workplace routines 60

New language Prepositions of time
Vocabulary Commuting and transportation

New skill Describing routines

Vocabulary 64
Routines and free time

J Hobbies and habits 66

New language Adverbs of frequency

Vocabulary Hobbies and habits

New skill Talking about free time

[fl Past events 70

New language The past simple

Vocabulary Activities outside work

New skill Talking about past events

|Dates and times 74

New language When things happen

Vocabulary Telling the time

New skill Making appointments

|Career history 76

New language Past simple irregular verbs

Vocabulary Jobs and workplaces

New skill Talking about previous jobs

2 Company history 80

New language Past simple with time markers 

Vocabulary Describing trends
New skill Describing a company's history



Vocabulary Making arrangements 84 29 Rules and requests 110

New language Modal verbs

Talking about your plans 86 Vocabulary Polite requests

New language The present continuous 

Vocabulary Making arrangements

New skill Talking about rules and regulations

New skill Talking about your plans | Vocabulary Work idioms 114

24 Giving opinions 92 Discussing issues 116

New language Interruptions and opinions New language Past continuous

Vocabulary Environmental issues Vocabulary Work idioms

New skill Giving opinions politely New skill Describing workplace problems

.Agreeing and disagreeing 96 |Apologies and explanations 120

New language Reacting to opinions New language Past continuous and past simple

Vocabulary Agreeing and disagreeing Vocabulary Workplace mistakes

New skill Discussing opinions New skill Apologizing and giving explanations

23 Health and safety 100 |Tasks and targets 124

New language Reflexive pronouns New language Present perfect and past simple
Vocabulary Health and safety at work Vocabulary Workplace tasks
New skill Talking about safety at work New skill Discussing achievements at work

2 Suggestions and advice 102

New language Prefixes and suffixes

Vocabulary Everyday workplace problems
New skill Making suggestions

Dealing with complaints 128

New language The future with "will"
Vocabulary Complaints and apologies
New skill Dealing with complaints

28 Giving a presentation 106 35
New language Signposting language 

Vocabulary Presentation equipment
New skill Structuring a talk
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Transportation and travel
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| Making travel arrangements 134 Formal phone calls 162

New language Zero and first conditional

Vocabulary Travel

New skill Talking about actions and results

New language Adjective order 
Vocabulary Formal telephone language 

New skill Leaving phone messages

mAsking for directions 138

New language Imperatives, prepositions of place

Vocabulary Directions

New skill Asking for and giving directions

Writing a résumé 166

New language Action verbs for achievements

Vocabulary Résumé vocabulary

New skill Writing a résumé

J Describing your stay 142 RS Making plans 17O

New language The passive voice 

Vocabulary Hotels and accommodation 

New skill Using the passive voice

New language The future with "going to"

Vocabulary Polite requests

New skill Making arrangements and plans

| Vocabulary 146 G Vocabulary 174

Eating out, food, and drink Communication and emails

2.0 Conferences and visitors 148

New language "A," "some," "any"

Vocabulary Hospitality

New skill Welcoming visitors

4 Emailing a client 176

New language Future tenses for plans

Vocabulary Polite email language

New skill Emailing a client

Dining and hospitality 152

New language "Much / many," "too / enough"

Vocabulary Restaurants

New skill Offering and accepting hospitality

Answers 180

Index 190

Informal phone calls 156

New language Telephone language

Vocabulary Phone numbers and etiquette

New skill Calling your co-workers


