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Chapter 1 Business Meetings Part [1 Led-in Questions Part [1 Warming-up Part [J listening-in Part [I speaking
out Part O listening tips Part [I read for more Part (I follow-up exercisesChapter 2 Negotiation Part [ Led-in
Questions Part [1 Warming-up Part [ listening-in Part [0 speaking out Part [J listening tips Part [ read for
more Part [ follow-up exercisesChapter 3 Talk to Your Boss and Co-workers Part [I Led-in Questions Part [
Warming-up Part O listening-in Part 0 speaking out Part [ listening tips Part (I read for more Part []
follow-up exercisesChapter 4 Marketing Strategies Part (I Led-in Questions Part 0 Warming-up Part (I
listening-in Part 0 speaking out Part O listening tips Part [0 read for more Part [ follow-up exercisesChapter 5
Financial Repor Part [0 Led-in Questions Part [1 Warming-up Part [ listening-in Part (I speaking out Part [
listening tips Part [ read for more Part [0 follow-up exercisesChapter 6 Business Etiquettes Part [ Led-in
Questions Part [ Warming-up Part [ listening-in Part [J speaking out Part [J listening tips Part [J read for
more Part (I follow-up exercisesChapter 7 Business Ethics Part [0 Led-in Questions Part [0 Warming-up Part
O listening-in Part O speaking out Part [I listening tips Part [J read for more Part O follow-up
exercisesChapter 8 Trade Fair and Exhibition Part [ Led-in Questions Part 0 Warming-up Part O listening-in
Part [ speaking out Part [J listening tips Part (I read for more Part J follow-up exercisesChapter 9 Rational
Investment Part 0 Led-in Questions Part 0 Warming-up Part (I listening-in Part [J speaking out Part [J
listening tips Part (I read for more Part [J follow-up exercisesChapter 10 Financial Crisis Part [ Led-in
Questions Part 0 Warming-up Part O listening-in Part J speaking out Part [J listening tips Part [J read for
more Part [ follow-up exercisesKeys to the ExercisesListen MaterialstJ [J [J List of Trade Fairs[J Reviewed on
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00 O 4. 1 Work in groups and have a series of short meetings. Take turns to be chairperson. The chairperson should
choose the subject of the meeting and decide on things like a time limit(] agendal]l minutes[] etc. At the
beginning of each meeting he/she should do the following[1 [1 0 1. Signal the start.[] [J 2. Introduce the objective.
[0 O 3. Mention issues such as agendal] time limit as appropriate.[] (I 4. Ask for questions.[J [ Others in the
group should interrupt] ask for clarificationJ repetitiond etc.[0 as appropriate.(] [J 4. 2 Work in groups of
around 3-4 persons and have meetings to discuss solutions to these two business problems. Groups should take a
few minutes to read the problems under discussion. Thend somebody should act as chairperson and begin the
meeting in the way described in 4.1.00 [ 1[0 Break time for smoking[] [ The anti-smoking lobby continues. In the
early 1980s less than 5% of UK companies had a policy towards smoking. Today[] according to ASH [ Action on
Smoking and HealthJ 9 out of 10 major companies have some code of practice on smoking in the workplace. But
more than 25% of Britains adults continue to smokeld so what attitude should the other employers take[]

Should they try to accommodate the needs of smokers as well as non-smokers(]

Or should they ban smoking completely[
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