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Chapter 100 00 [0 0O O Unit 10 Arriving at a new job[ [ [0 [0 Unit 200 Welcoming and introducing the
newcomerd [0 O 00 O O O Unit 300 Meeting your new boss or supervisor(] [ [0 00 O 0 O Unit 40 Learning
about your officel] OO O O [0 OO [0 Unit SO Learning about locations near your officel] O O O O O O O Unit 6
[ Learning about your company’ s organization(] [0 [ 00 0O O Unit 70 Asking[] answering questions about
your dutiesat work(] [0 00 00 0 O O Chapter 20 O O O O O O Unit 800 Greetings and small talk in the officeld
OO000O0OD0OO0O0OUNit9d Telephone etiquetted O O O Unit 1000 Taking messagesC [0 [ [0 Unit 11

[ Taking a day offCJ [0 [0 Unit 1200 Explaining reasons for being late[] 00 00 00 O O Unit 130 Email
correspondence within the company [ O OO O O O 0O O Unit 140 Setting up a meeting] [ 0 O O O Unit 15
O Applying for stationeryd (I OO O Unit 1601 Making requests related to your work and asking for permission(]
0000000000 Chapter30 0000 OO O UNit170 Using a fax machined O O 0O 0 O Unit 18

[ Using a copy machined I OO O O O Unit 1900 Basic computer functionsd [0 [0 0 O O O Unit 2000 FTP and
networks inside the companyd [0 O O O O O O O Unit 210 Using the Internetl] 0 O O O O Unit 220 Using
instant messengers for corresdondence] U O O O O O Unit 230 Using a printerC] 0 O O O O Unit 240 Using
emaild O O 0O O O O Unit 250 Viruses and troubleshootingl) 0 O O O 0O O O O Chapter 40 O O O O Unit
2601 Making proposals in a meetingl] 0 O O O O O O Unit 2700 Running a meeting O O O Unit 28

O Discussing marketing strategy] O O O O O Unit 290 Proposing a new projectd O 00 O O O Unit 30

O Presenting a new product] [0 00 O O Unit 510 Discussing solutions to a problemO O 0 0O 0O O O O O Unit
3201 Discussing a mistakelJ O [J [0 O O Unit 330 Accepting criticism and taking responsibilityC] 0 0 O 0O O O
[0 ?Unit 3400 Distribution of work and resonsibilitiesT] (1 [0 [0 00 0 O O O Unit 350 Feeling overworked and
making complaintst] O 0O O O O O Unit 3600 Wormng overtimeld [ Chapter 500 0 O O O O Unit 37

[0 Contacting by emailJ O O O O O O Unit 3800 Contacting bv fax(] 00 0 O O Unit 3900 Making appointments
with customers on the phoned [0 00 00 O 0 O O O O Unit 4000 A 1unch meeting with customers] [ 00 O O

[0 Unit 410 Introducing and promoting your product] [0 00 00 O 0 O O O Unit 4200 Describing and comparing
productst] O O O O O O Unit 4300 Negotiating the price with customers] 00 O O O Unit 4400 Making
purchases and comparing pricest] O O O O O O Unit 4500 Accepting orders and shipping orders] [0 00 O

(0 Unit 460 Making a deal with a customer (I OO O 00 [0 [0 Unit 470 Discussing contract terms] [0 [ [ [

0 Unit 4807 Signing an official contractl] (O OO O 00 [ Unit 490 Dealing with complaints from customers(] [J [
0 0O O Chapter 601 0 0 0 O O O Unit 5000 Interviewing a job applicant] OJ [0 O [0 Unit 5100 Explaining the
benefits of the company] 00 00 0 O O Unit 5200 Negotiating the salaryl] O O [J Unit 5300 Hiring a new
employeeld OJ 0 [0 Unit 5400 Tax issuesC] [0 [0 [ Unit 5500 Insurance issuest] [J OJ [0 Unit 5601 A promotion[]
O Unit 5700 A change in personnel] O O [0 Unit 5800 Resignation] O Unit 5900 A lunch gathering between
colleaguest] 0 O O 0 O Chapter 700 O O O O O Unit 600 Year-end bonusest) [0 O O Unit 610 Staff outings
O 0O O O Unit 620 Arran Ring a business tripC] [0 O O Unit 630 Booking a hotel room[] [ Unit 64

O Confirming flights and booking air tickets[] O O [0 O O O [ Unit 6500 Renting a car or taking public
transportationd O 0 0 0 0 0O 0 O O O ANSWER KEY & SCRIPTSTRANSLATION
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