Table of Contents

Map of the Book 9
In the Office

1-3 Daily Office Activities 15
4-5 Office Supplies 33
6 The Office 43
Jobs

7-8 Jobs 45
9-10  Business Jobs 52
11 Job Applications 62
12 Job Advertisements 65
Telephoning

13-17 Telephoning 75
Social English

18-20 Social English 94
Correspondence

21-22 Business Correspondence 107
23 Punctuation 121

Making Appointments and Plans

24 -25 Making Appointments and Plans 125
Around the Company

26 Departments 136
27 The Factory 144
Products

28 Products 149
29 Buying and Selling 158
30 Marketing 165
Meetings

31-32 Meetings 170

Presentations
33-34 Presentations 185

Economic Indicators
35-36 Trends 197

Business Vocabulary
37 -38 Business Collocations 205

Cross Cultural Awareness
39-40 Cross Cultural Awareness 212




	Presentation_for_BESIG 1
	Binder1
	 Marjorie_Book_001-014
	 Marjorie_Book_015-044 1
	 Marjorie_Book_015-044 2
	 Marjorie_Book_015-044 3
	 Marjorie_Book_015-044 4
	 Marjorie_Book_015-044 5
	 Marjorie_Book_015-044 6

	Presentation_for_BESIG 52



