
CONTENTS

Preface.................................................................................................................................... 5

Unit 1 Presentations.....................................................................................................................9

Unit 2 Company Organization...................................................................................................37

Unit 3 Management....................................................................................................................67

Unit 4 Recruitment.....................................................................................................................95

Unit 5 Employment and Social Policy..................................................................................... 121 

Unit6 Banking......................................................................................................................... 139 

Unit 7 Stocks and Shares..........................................................................................................155

Unit 8 Financial Problems and Crimes.................................................................................... 171

Unit 9 Computers.................................................................................................................... 189

Unit 10 Marketing and Promoting the Product.........................................................................217

Unit 11 The Environment..........................................................................................................239

Unit 12 The European Union....................................................................................................271

Unit 13 Introduction to Writing Business Letters....................................................................299

Bibliography..............................................................................................................................327

>V

3


