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Unit 1 Meeting PeopleUnit 2 Occupations and PositionsUnit 3 Describing Your CompanyUnit 4 Presenting
ProductsUnit 5 Entertaining VisitorsUnit 6] On the PhoneUnit 7 Explaining and Giving Instructions Unit 8 Plans
and AppointmentsUnit 9 InterviewUnit 10 Business TripsUnit 11 Business Letters-the BasicsUnit 12 Negotiations
on PricesUnit 13 Concluding a DealUnit 14 ComplaintsUnit 15 Customer ServicUnit 16 Money MattersUnit 17
Brands and TrademarksUnit 18 International Trade[ -A Brief IntroductionUnit 19 Communicating Across

CulturesUnit 20 Testing-Answer Key
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