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1. �@30=870F8O 

 

Words and expressions to describe company structure. 

'B5=85: A successful organization. Case Study< In Step's relocation>: 

Decide on the relocation site of a shoe manufacturer 

2. �@5=4K 

 

�C48@>20=85 : An interview with a management consultant. Words 

that go with brand, product and market. Present simple and present 

continuous. �>43>B>28BL 

!>>1I5=85 >1 8725AB=>< 1@5=45. 
3. ">@3>2;O Words and expressions for talking about trade. 

�@>A;CH820=85 B5:AB>2 8 480;>3>2 2 @568<5 on-line, 2K?>;=5=85 
7040=89 =0 0C48@>20=85. 
!;>6=>?>4G8=5==K5 ?@54;>65=8O A ?@840B>G=K<8 CA;>28O. 
�K?>;=5=85 3@0<<0B8G5A:8E C?@06=5=89. 

4. �@575=B0F8O Useful language. 

Starting and structuring a presentation. 

Listening to presentation 

5.  5:;0<0 

 

 

Words and expressions for talking about advertising. Articles 

'B5=85: A new kind of campaign. �C48@>20=85 8 2K?>;=5=85 
7040=89 : B5:ABC: An interview with a marketing communications 

executive. Case Study <Alpha Advertising>:  Develop an advertising 

campaign. !>AB02;5=85 B5:AB0 @5:;0<=>3> >1JO2;5=8O 

6. 

�5=L38 

 

Words and expressions for talking about finance. Do a quiz and 

discuss attitudes to money. Describing trends. 

Dealing with figures. Make your pitch: Present a new idea to investors 

7. �>=:C@5=F8O 

 

Do a quiz on how competitive you are. : An interview with a manager 

from the Competition Commission. �0?8AL >A=>2=KE <KA;59 8 
D0:B>2 87 0C48>B5:AB0. Idioms from sport to describe competition. 

Case Study< Fashion House: Negotiate new contracts with suppliers.> 

Writing: e-mail 

8. �5;>2>5 
?8AL<>. 
 

"@51>20=8O : 45;>2><C ?8AL<C. 
�0?8A0=85  e-mail 

Letter of complain 

Agenda of the meeting 

Minutes 

Passive Voice 

9. �@8=OB85 
@5H5=89. 
 

Collocations with the word decision. 

$@07>2K5 3;03>;K. Reading comprehension. 

�K?>;=5=85 3@0<<0B8G5A:8E C?@06=5=89. 
Video How to Improve Decision Making 8 >1AC645=85 
?@>A<>B@5==>3> <0B5@80;0. 



 

 

10. �@>2545=85 
45;>2KE 2AB@5G, 
?5@53>2>@>2 

 

Words and expressions for talking about meetings and negotiations. 

How to prepare for negotiations and meetings. 
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Definition of communication. External communication 

(communication between companies and their customers). 

(�C48@>20=85) Internal communication (communication within a 

company). 'B5=85 B5:AB0 8 >B25BK =0 2>?@>AK. 

Past Perfect. 

13.  5H5=85 
?@>1;5< 

 

Words and expressions for talking about problem-solving. Problem-

solving steps and skills.�>43>B>28BL ?@575=B0F8N. 

�K?>;=5=85 3@0<<0B8G5A:8E C?@06=5=85. 

14. �==>20F8O 

 

Four types of business innovation (product innovation, 

process innovation, marketing innovation, and 

organizational innovation) �>43>B>28BL ?@575=B0F8N. 

Present Perfect and Past Perfect. 
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and discuss attitudes to money. Describing trends. 

Dealing with figures. Make your pitch: Present a new idea to 

investors 
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manager from the Competition Commission. �0?8AL 
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Letter of complain 
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Minutes 
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Collocations with the word decision. 

$@07>2K5 3;03>;K. Reading comprehension. 
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Definition of communication. External communication 

(communication between companies and their customers). 

(�C48@>20=85) Internal communication (communication 

within a company). 'B5=85 B5:AB0 8 >B25BK =0 2>?@>AK. 

Past Perfect. 
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Words and expressions for talking about problem-solving. 

Problem-solving steps and skills.�>43>B>28BL ?@575=B0F8N. 
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Four types of business innovation (product innovation, 

process innovation, marketing innovation, and 

organizational innovation) �>43>B>28BL ?@575=B0F8N. 
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48AF8?;8=5 >D>@<;5= 2 #$��"��!�� :  ���'�� � �� ���� ��!&�����Ы 
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7.1. #4ECBDF HBA84 BJ9ABKAOI ED98EF6 8?O CDB6989A<O F9>GM9= 4FF9EF4J<< CB 
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№ 
C/C 

�BAFDB?<DG9@O9 
D4;89?O (F9@O) !4<@9AB64A<9 BJ9ABKAB7B ED98EF64 

1. �@30=870F8O 

 

�@>1;5<=>-0=0;8B8G5A:>5 7040=85, B5AB8@>20=85 

2.  �@5=4K 

 

�>:;04K ?> B5<5, ?@>25@:0 ;5:A8:8. �@0<<0B8G5A:89 B5AB. 
 

3. ">@3>2;O 

 

 

�>?@>AK : :>=B@>;L=>9 @01>B0< 

4. �@575=B0F8O �@575=B0F8O 

 

5.  5:;0<0 

 

�@>1;5<=>-0=0;8B8G5A:>5 7040=85. !>AB02;5=85 
@5:;0<=>3> >1JO2;5=8O. 
 



 

 

6.  

�5=L38 

 

!8BC0F8>==>5 7040=85 (Case Study) �>=B@>;L=>5 
0C48@>20=85. 
 

7. �>=:C@5=F8O 

 

 

�@>1;5<=>-0=0;8B8G5A:>5 7040=85, B5AB8@>20=85. 
 

8. �5;>2>5 ?8AL<>. �0?8A0=85 45;>2>3> ?8AL<0. 
 

9. �@8=OB85 @5H5=89. 
 

!8BC0F8>==>5 7040=85 (Case Study) �>=B@>;L=>5 
0C48@>20=85. 
 

10. �@>2545=85 45;>2KE 
2AB@5G, ?5@53>2>@>2 

 

�@>1;5<=>-0=0;8B8G5A:>5 7040=85, B5AB8@>20=85. 
 

11. �5;>2K5 :>=B0:BK. 
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0C48@>20=85. 
 

12. �><<C=8:0F88 

 

 

�@>1;5<=>-0=0;8B8G5A:>5 7040=85, B5AB8@>20=85. 
 

13.  5H5=85 ?@>1;5< 

 

�@0<<0B8G5A:>5 B5AB8@>20=85. �@575=B0F8O. 
 

14. �==>20F8O 

 

ЭAA5. !>>1I5=8O ?> B5<5. 
 

 

7.2 &<CB6O9 >BAFDB?PAO9 ;484A<O <?< <AO9 @4F9D<4?O, A9B5IB8<@O9 8?O BJ9A>< 
;A4A<=, G@9A<=, A46O>B6 < (<?<) BCOF4 89OF9?PABEF< 6 CDBJ9EE9 F9>GM97B >BAFDB?O  

 

&<CB6O9 6BCDBEO  

 

1.Give definition of brand. Why do people buy  brands. Name some international and national brands. 

2.Talk about recent changes that have happened in your life? 

3.What does it mean to earn interest? 

4.What is the difference between a debit card and a credit card? 

5.How to built better business relationship. 

6.What makes presentation successful? 

7. What is necessary to be a good negotiator? 

8.What do the negotiators do to make their statement more diplomatic? Do you prefer the direct or 

diplomatic versions? 

9. How to prepare a presentation? 

10.How to make contacts? 

 

Test 

1.Complete a report of the meaning using the verbs in the box 

1-5 doubted     insisted      pointed out     raised 

6-10  agreed       came in     reminded       suggested 

wondered 

11-15  added       assured      explained      recommend 

warned 

            Report 



 

 

Gerry(1)&&&&..the issue of the training  budget and(2)&&&&..comments 
from the group .Anna(3)&&&&&&..that we spend more on advanced IT skills, but Ingmar 

(4)&&&&&..that was what was needed. He (5)&&&& that it was basic computer skills that 
most of our  personnel lack. Gerry (6)&&&&&. and  (7)&&&&&&&.if it wasn’t a recruitment  
problem. 

He (8) &&&&&.we make computer literacy a requirement for employment. 

Anna (9)&&&&&&at this point and (10)&&&&&&..everyone that we were talking about  

entry-level staff .She (11)&&&&&that we didn’t  pay sufficient to expect computer skills and 
(12)&&&&&.that IT training was the company responsibility. Gerry (13)&&&&&.us that if 
we didn’t change our recruitment policy, we’d have to spend a fortune on training, but Anna 
(14)&&&&&.him the current cost of training was negligible and (15)&&&&&.we spend more.   

 

2.Choose the correct answer 

1. Can I __________ extension 305, please? 

a) have 

b) take 

c) put 

 2. I’ll __________ him the message as soon as he’s free. 
a) transfer 

b) give 

c) call 

3. I’m afraid the line is engaged. Will you __________? 
a) hold 

b) listen 

c) return 

4. Can I ask her to call you __________? 

a) repeat 

b) through 

c) back 

5. Could you __________ me through? 

a) give 

b) check 

c) put 

6. I’m phoning __________ your advertisement. 
a) to 

b) about 

c) at 

 

7. Use the words below to fill in the blanks: 

*reply  

*forward 

*inbox 

*receive  

*delete 

*open 

*reply to all 

 

When you open emails that you                      , you have some options for what to do with them. 

You can                       to the original sender, or you can                              if there is more than one 

person on the email so that an email is sent out to all recipients. If you want to send an email that 

was sent to you to someone else so they can see, use the                        option. You should also be 



 

 

sure to                       emails you don't need so your                  doesn't get too full. 

 

8. Complete the sentences 

1. What I would like to change in my office is  ......................................................... 

2. If I were transferred abroad, the country I would prefer to be sent to is  .............. 

3. If I could change the way my company was run, I would  .................................... 

4. What I would like to find in an airport is ............................................................... 

5. I would like to have an opportunity to  .................................................................. 

6. Work would be more fun if .................................................................................... 

7. The best way to relax after a tiring day is .............................................................. 

8. Appearance is important at work but  .................................................................... 

9. Candidates nowadays  should  ............................................................................... 

10. The thing that irritates me most in my company is ................................................ 

11. If I had the time I would ......................................................................................... 

12. It would be a good idea if all companies ................................................................ 
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�F5=:0 «>B;8G=>» AB028BAO 2 A;CG05, :>340 >1CG0NI89AO 2K?>;=8; 7040=85 (@5H8; 
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70AG8BK205BAO, 5A;8 ?@>B82>?>;>6=0O :><0=40 =5 >?@>25@3=5B 53> :>=B@0@3C<5=B0<8. 
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 >;520O 83@0 :0: ?@028;> 8<55B D01C;C (A8BC0F8N, :07CA), @0A?@545;ONBAO @>;8, 
?>43>B>2:0 >ACI5AB2;O5BAO 70 2-3 =545;8 4> ?@>2545=8O 83@K. 
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10.  9FB8<K9E><9 G>4;4A<O 8?O B5GK4NM<IEO CB BE6B9A<N 8<EJ<C?<AO (@B8G?O) 
#A?5H=>5 >A2>5=85 40==>3> :C@A0 1078@C5BAO =0 @0F8>=0;L=>< A>G5B0=88 =5A:>;L:8E 

284>2 CG51=>9 45OB5;L=>AB8 3 ;5:F89, A5<8=0@A:8E 70=OB89, A0<>AB>OB5;L=>9 @01>BK. �@8 
MB>< A0<>AB>OB5;L=CN @01>BC A;54C5B @0AA<0B@820BL >4=8< 87 3;02=KE 725=L52 ?>;=>F5==>3> 
2KAH53> >1@07>20=8O, =0 :>B>@CN >B2>48BAO 7=0G8B5;L=0O G0ABL CG51=>3> 2@5<5=8. 

!0<>AB>OB5;L=0O @01>B0 ABC45=B>2 A:;04K205BAO 87 A;54CNI8E A>AB02;ONI8E: 
1. @01>B0 A >A=>2=>9 8 4>?>;=8B5;L=>9 ;8B5@0BC@>9, A <0B5@80;0<8 8=B5@=5B0 8 

:>=A?5:B0<8 ;5:F89; 
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