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2id Unit 1 Introducing Yourself LU \E§i5 CDE S4BT %rciaglégngraslieading Example Business Email
31 Unit 1 Introducing Yourself UL \Bi5 TR |{ooabuary  Listening - conversation  Useful
48 Unit 2 Introducing Companies B#tDBNZ T D %r?ghgngrasieading Example Business Email
1stQ - - -
5iE Unit 2 Introducing Companies B#tOBN %93 \E/)?S?gsusliaorg Listening  conversation  Useful
618 Unit 3 Explaining Your Role Bi#5 TDR h&E#BAY |Speaking Reading Example Business Email
) Writing Task
78 Unit 3 Explaining Your Role B3 TR hZFtBA T |Vocabulary  Listening  conversation Useful
= 3 Expression
- 8i& Unit 4 Introducing Products E#&ROEN %rciagl%ngraslieading Example Business Email
93 Unit 4 Introducing Products B#&RRDEBEN \E/gssgsusli?)? Listening  conversation Useful
10i8 Unit 5 Checking Information &R {&E#HR=EH#R I D aﬂ?gléigngrasieading Example Business Email
1138 Unit 5 Checking Information &&IER=ZHRT \E/stgsuslirr?' Listening  conversation Useful
i 125  |Unit 6 Giving Your Opinion EI5DEREHAS %r?t"’i‘r‘%”%asieadmg Example Business Email
138 Unit 6 Giving Your Opinion EI5DEEZHAS E/)(()S?éasusl%rg/ Listening conversation Useful
14:8 Unit 7 Making Requests BRZ(LX %rciaglégngraslieading Example Business Email
o= sepas . : R sHERERET  Vocabulary Listening
158 stBRIRAD Unit 7 Making Requests ERZ{5X D conversation  Useful Expression
168 Unit 8 Asking Permission §¥a]&3k& > af)r?glégngrasieading Example Business Email
138 Unit 8 Asking Permission §Fr]&3k&bD \E/stgsuslirr?' Listening  conversation Useful
238 Unit 9 Making Invitations £&(C1B& 3 3 %r?t"’i‘r‘%”%asieadmg Example Business Email
#%HA 3rdQ 3 Unit 9 Making Invitations £&(CBF IS E/)?S?gsuslgg Listening  conversation Useful
48 Unit 10 Making Appointments 9 d#13K%Z 3 D %rciagl%ngraslieading Example Business Email
e ; ; ; su¢ ; Vocabulary  Listening  conversation Useful
5iE Unit 10 Making Appointments E# 3 IR %= 9 Expression




Speaking Reading Example Business Email

618 Unit 11 Canceling and ReschedulingF#INDZEE%Y
= 3 Writing Task
78 Unit 11 Canceling and ReschedulingF#IDZ &% 9 |Vocabulary  Listening  conversation Useful
= 3 Expression
8E FUBRIRAN Unit 12 Describing Locations 1ZPidDEREA% |5XB&fAREX  Speaking Reading Example Business
= I3 Email Writing Task
95 Unit 12 Describing Locations 1BFrMD:RBA%Z T S ?E/)(();?ebsusli%rg/ Listening  conversation Useful
103  |Unit 13 Looking after a Visitor SEEDIEB%E T 3 %r?t"’i‘r‘jig”%asﬁeadmg Example Business Email
113 |Unit 13 Looking after a Visitor k&M@ 33  |focabuary  Listening - conversation  Useful
A ; ; s Speaking Reading Example Business Email
4thQ 12:8 Unit 14 Making a Phone Call EiEZ=h\13 Writing Task
13 |Unit 14 Making a Phone Call BEEN+3 \E’%?gsus'gg’ Listening  conversation  Useful
14  |Unit 15 Taking Messages (ZE%ZFTAETS %r?t"’i‘r‘%”%asieadi”g Example Business Email
158 sHERIRAD Unit 15 Taking Messages {G=%ZX |7 CA |ilB#f#sE Vocabulary  Listening
= 9D conversation Useful Expression
16i8 FEH HiEH Various types of Business Email
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