
Welcome! 6

• Greeting colleagues and new acquaintances
• Talking about learning objectives
• Meeting the characters

Unit 1 First impressions 10

Part A A typical day • Talking about your job, responsibilities and 
current projects

Simple present 
Present continuous

Part B Working together • Describing companies and products Passive: simple present

Business 
file

Here’s my card • Giving your contact details
• Introducing yourself and your company

Extra practice
Culture spot: The first 30 seconds

19

Unit 2 Then & now 22

Part A Working here • Talking about your job experience and 
your past

Simple past
Used to

Part B Old job, new job • Talking about your skills and abilities Can, could, be able to
Passive: simple past and modals

Business 
file

I’m calling 
about …

• Making telephone calls and leaving messages
• Exchanging information

Extra practice
Culture spot: When in Rome …

31

Unit 3 A company tour 34

Part A Meeting people • Welcoming visitors and socializing Adjectives and adverbs
Past continuous 

Part B How things work • Talking about rules and regulations
• Describing a process
• Writing emails

Must(n’t), need(n’t), (not) have to

Business 
file

Tell me more … • Developing small talk tactics Extra practice
Culture spot: 
What is the point of small talk?

43

Unit 4 Big plans 46

Part A Looking ahead • Talking about plans and projects
• Looking at graphs and sales figures

Will future
Going to future

Part B Projects & 
planning

• Taking part in meetings Passive: will future 
Word order with adverbs of manner

Business 
file

Have I got that 
right?

• Checking and comparing information
• Placing orders

Extra practice
Culture spot: Being polite

55

Unit 5 It’s a deal 58

Part A Terms & 
conditions

• Discussing terms 
• Negotiating a deal

First conditional
if vs when

Part B Work-life balance • Talking about differences 
• Persuading others

Making comparisons
Fewer/fewest, less/least, more/most

Business 
file

What are your 
terms?

• Talking about prices and terms Extra practice
Culture spot: ‘What does that stand for?’
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Unit 6 Changing times 70

Part A A new job • Talking about your experiences Present perfect
(with ever, never, so far)

Part B Making 
arrangements

• Discussing and making arrangements
• Checking and reporting progress

Present continuous for future arrangements
Simple present for fixed future schedules
Present perfect with already, not … yet, just

Business 
file

Can we find a 
time?

• Updating a diary
• Writing emails to make and change 

appointments

Extra practice
Culture spot: Time matters

79

Unit 7 Out of the office 82

Part A Presenting ideas • Talking about recent activities and new 
developments

• Making small talk and saying goodbye

Present perfect with for and since 
Passive: present perfect
Present perfect vs simple past

Part B Travelling on 
business

• Communicating at the hotel
• Making polite requests and complaints

Some and any

Business 
file

I’d like to begin 
with …

• Structuring and giving presentations Extra practice
Culture spot: Doing business in other countries

91

Unit 8 At a trade fair 94

Part A The eco trade fair • Describing features and benefits of 
products

• Linking words 

Adjective + infinitive
Adverb + past participle
Past perfect

Part B Back in the office • Writing formal and informal emails

Business 
file

A product review • Analysing data and writing reports Extra practice
Culture spot: Email etiquette

103

Unit 9 A company tour 106

Part A New management • Talking about a company’s history Present perfect continuous

Part B At a restaurant • Discussing international management 
styles

• Explaining a menu

Verb + object + infinitive

Business 
file

I’m very sorry 
about this

• Making and dealing with complaints Extra practice
Culture spot: Wining, dining ... and paying!

115

Unit 10 Smooth operations 118

Part A Supply chains • Talking about supply chains
• Discussing hypothetical situations and 

consequences

Second conditional
First conditional vs second conditional

Part B Budget talk • Asking for and giving approval
• Exploring the next steps for learning

Unless and in case

Business 
file

Here’s my idea • Pitching a proposal Extra practice
Culture spot: Time to say goodbye
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