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Record Your Progress! 

 
        Lesson                                       Comments                             Spoken? 

 

 
 

Unit 1:   Getting Started.  Introductions.  
 

 

First Meetings 

 

 

 

 

 

 

Introducing People 

 

 

 

 

 

 

Saying Goodbye 

 

 

 

 

 

  

 Meeting The Boss 

 

 

 

 

 

 

Welcoming The Team 

 

 

 

 

 

 

 

Unit 2:   Socializing 

 

 

Eating Out 

 

 

 

 

 

 

Using Friendly Phrases  

 

 

 

 

 

 

Health and Fitness 

 

 

 

 

 

 

Taking A Break 

 

 

 

 

 

 

An Office Tour 

 

 

 

 

 



 

Record Your Progress! 
 

             Lesson                                           Comments                      Spoken? 

 
 

Unit 3:   MEETINGS  
 

 

What Makes A Good 

Meeting? 

 

 

 

 

 

 

Setting The Agenda 

 

 

 

 

 

 

Interrupting 

 

  

 

  

 Making Decisions 

 

 

 

 

 

 

Wrapping Up 

 

 

 

 

 

 

 

Unit 4:   TRAVEL 

 

 

Airport Greetings 

 

 

 

 

 

 

 

Travel Itinerary 

 

 

 

 

 

 

Entertaining Clients 

 

 

 

 

 

 

Leisure Time 

 

 

 

 

 

 

Fear Of Flying 

 

 

 

 

 



 

Lesson                                           Comments                      Spoken? 

 
 

Unit 5:   TELEPHONING 

 

 

Answering A Call  

 

 

 

 

 

 

Receiving And Taking 

Messages 

 

 

 

 

 

 

Structuring A  Call 

 

 

 

 

 

  

 Returning The Call 

 

 

  

 

 

 

What Makes a Good Call? 

 

 

 

 

 

 

 

Unit 6:   PRESENTATIONS 

 

 

Presenting At A Glance 

 

 

 

 

 

 

Organizing Information 

 

 

 

 

 

 

Using Visual Aids 

 

 

 

 

 

 

The Golden Rules 

 

 

 

 

 

 

What Makes A Good 

Presentation?  

 

 

 

 

 

 

 



 

Lesson                                           Comments                       Spoken? 

 
 

Unit 7:   SKILLS 

 

 

Business Golden Rules 

 

 

 

 

 

 

Negotiating Skills 

 

  

 

 

Getting Feedback 

 

  

 

  

 Giving Advice In  

Writing 

 

 

 

 

 

 

Shaking Hands 

 

  

 

 

 

Unit 8:   MOVERS AND SHAKERS 

 

 

Warren Buffet 

 

 

 

 

 

 

Steve Jobs 

 

 

 

 

 

 

Mark Zuckerberg 

 

 

 

 

 

 

Morgan Stanley 

 

 

 

 

 

 

Obama On The Economy 

 

 

 

 

 

 

 

 



  

Answer Key Unit 1 
 
First Meetings                   Introducing People   
 
1. flight 
2. hope 
3. catch 
4. manage 
5. delay 
6. miserable 
7. free 
8. call 
9. pilot  
10. Somehow 

 
Saying Goodbye               Meeting The Boss 
 
1. pleasure 
2. trip 
3. appreciate 
4. learn 
5. use 
6. soon 
7. past 
8. time 
9. miss 
10. better 

 
Welcoming The Team                              
 
1. detail 
2. familiar 
3. moment 
4. ready 
5. line 
6. marketing 
7. somewhat 
8. join 
9. company 
10. work 

1. Nice 
2. Marketing 
3. bother 
4. flight 
5. assistant 
6. face /  face 
7. drink 
8. awake 
9. ago 

10. great 

1. forward 
2. introduce 
3. launch 
4. know 
5. pretty 
6. help 
7. database 
8. see 
9. need 
10. branch 



 
Answer Key Unit 2 
 
Eating Out                            Using Friendly Phrases    
 
1. order 
2. delicious 
3. try 
4. avoid 
5. spice 
6. vegetarian 
7. favorite 
8. notice 
9. grill 
10. menu 

 
Health And Fitness             Taking A Break 
 
1. poison 
2. diagnose 
3. business 
4. bother 
5. severe 
6. upset 
7. lifestyle 
8. catch 
9. seem 
10. upset 

 
A Tour Of The Office                   
 
1. drink 
2. regular 
3. snacks 
4. well-stocked 
5. kitchen 
6. office 
7. help 
8. excellent 
9. full 
10. big 

1. extra 
2. mind 
3. annoy 
4. break 
5. street 
6. respond 
7. pouring 
8. around 
9. ideas 
10. shame 

1. mind 
2. break 
3. plan 
4. join 
5. think 
6. Put 
7. sense 
8. while 
9. sure 
10. need



Answer Key Unit 3 
 
A Good Meeting?                 Setting The Agenda                        
 
1. attend 
2. important 
3. circulate 
4. approach 
5. refreshment 
6. chair 
7. Plan 
8. propose 
9. few 
10. length 

 
Interrupting                           Making Decisions                  
 
1. different 
2. technique 
3.interrupt 
4. add 
5. think 
6. assumption 
7. suggestion 
8. find 
9. interruption 
10. hear 
 

 
Wrapping Up                             
 
1. productive 
2. mind 
3. agreement 
4. partnership 
5. draft 
6. initial 
7. receive 
8. right 
9. standard 
10. shot 

1. correct 
2. purpose 
3. appropriate 
4. strategy 
5. valuable 
6. effort 
7. specific 
8. future 
9. explore 
10. clients 

1. show of hands 
2. implement 
3. favor 
4. decide 
5. reject 
6. consensus 
7. minute 
8. spend 
9. wish 
10. decision 



Answer Key Unit 4 
 
Airport Greetings                Travel Schedules                        
 
1. take 
2. happy/nice 
3. finally 
4. hotel 
5. dicuss 
6. then 
7. meet 
8. Yes 
9. sound 
10. account 
 

Entertaining                           Leisure Time                 
 
1. book 
2. manager 
3. flight 
4. tour 
5. client 
6. dinner 
7. idea 
8. problem 
9. facility 
10. out 
 

 
Fear Of Flying                             
 
1. scary 
2. travel 
3. bounce 
4. bumpy 
5. sometimes 
6. ride 
7. safe 
8. mean 
9. around 
10. know 

 

1. customer 
2. back 
3. leave 
4. advance 
5. less 
6. visit 
7. recently 
8. schedule 
9. save 
10. reduce 

 

1. taste 
2. cheap 
3. before 
4. winer(ies) 
5. Actually 
6. start 
7. own 
8. friend 
9. else 
10. fun 



Answer Key Unit 5 
 
Opening A Call                    Messages                         
 
1. reason 
2. check 
3. spell/give 
4. call 
5. moment 
6. message 
7. order 
8. number 
9. alright 
10. summer 

 
Structuring A Call              Returning A Call                  
1. handle 
2. confirm 
3. explain 
4. decide 
5. receive 
6. option 
7. fax 
8. person 
9. discuss 
10. here 

 
 
A Good Call?                             
 
1. follow 
2. message 
3. identify 
4. possible 
5. save 
6. interest 
7. greet  
8.customer 
9. polite 
10. start 

 

1. Let 
2. back 
3. extension 
4. repeat 
5. message 
6. receive 
7. husband 
8. tell 
9. better 
10. moment 

1. boat 
2. ticket 
3. man 
4. back 
5. Sadly 
6. possible 
7. look 
8. horse 
9. diamond 
10 h d

1. see 
2. return 
3. invoice 
4. actual 
5. appoint 
6. ship 
7. get 
8. available 
9. hour 

10. talk 



Answer Key Unit 6 
 
Organizing  Information          Using Visual Aids                       
 
1. incident 
2. then 
3. prioritize 
4. brainstorm 
5. accountability 

6. final 
7. organize 
8. list 
9. thought 
10. practical 

 
The Golden Rules               Presenting At A Glance                 
 
1. spontaneity 
2. positive 
3. joke 
4. practice 
5. distract 
6. anecdote 
7. appropriate 
8. mannerism 
9. tip 
10. clarity  
 

 
A Good Presentation?                           
 
1. handout 
2. for instance 
3. chance 
4. example 
5. relevant 
6. adjust 
7. complex 
8. question 
9. introduce 
10. last 

1. fluctuate 
2. slump 
3. gradual 
4. worsen 
5. look 
6. going to 
7. hit 
8. year 
9. graph 
10. last

1. outline 
2. length 
3. audience 
4. relaxed 
5. handle 
6. digress 
7. state 
8.  present 
9. point 
10. feel 



Answer Key Unit 7 
 
Golden Rules                      Negotiating                        
 
1. anticipate 
2. objective  
3. sense 
4. waste 
5. represent 
6. authority 
7. agreeable 
8. trick 
9. conversation 
10. keep 

 
Getting Feedback               Giving Advice                 
 
1. summary 
2. report 
3. interest 
4. Overall 
5. research 
6. revise 
7. comment 
8. feedback 
9. point 
10. helpful 

 
Shaking Hands                             
 
1. specialist 
2. clock 
3. handshake 
4. impact 
5. straight 
6. pleasure 
7. powerful 
8. take 
9. Move 
10. length 

 

1. offer 
2. negotiate 
3. colleague 
4. Likewise 
5. delight 
6. allow 
7.  company 
8. create 
9. climate 
10. meet 

1. boat 
2. ticket 
3. man 
4. back 
5. Sadly 
6. possible 
7. look 
8. horse 
9. diamond 

1. sentence 
2. Pause 
3. phrase 
4. expert 
5. comma 
6. punctuation 
7. semicolon 
8. put 
9. case 
10. colon 

 



Answer Key Unit 8 
 
Warren Buffet                     Steve Jobs                         
 
1. support 
2. early 
3. president 
4. make 
5. chang(ing) 
6. puzzle 
7. political 
8. both 
9. Los(ing) 
10. idea 

 
Mark Zuckerberg                Morgan Stanley                
 
1. community 
2. monthly 
3. issue 
4. idea 
5. website 
6. launch 
7. pending 
8. apartment 
9. program 
10. pretty 
 

 
Obama                            
 
1. benefit 
2. globe 
3. prosperity 
4. invite 
5. pursue 
6. trade 
7. regional 
8. agreement 
9. integral 
10. consumer 

1. successful 
2. hire 
3. intuition 
4. decision 
5. sustain 
6. tough/hard 
7. quit 
8. period 
9. rational 
10. totally 

1. structure 
2. challenge 
3. specific 
4. market 
5. impossible 
6. bank 
7. mean 
8. anywhere 
9. bid 
10. hint 
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