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THE BASICS

Topics Page No.
Before We Start 1
What Will You Find In This Course 2
The Most Important Page 3
Unit 1 — The Present (State)
o Present (State) — Positive Sentence 5
o Present (State) — Negative Sentence 7
o  Where Are You From? 8
o How're You Feeling? 10
o What's She Like? 1
o  She’s Pretty Smart 11
o  What Do You Do? 13
o  What's The Weather Like? 16
o  Possessions 17
o Present (State) — Asking Yes/No Questions 20
o  Present (State) — Asking Wh- Questions 21
o  Bored vs. Boring — Words Ending with “-ed / -ing” 22
o Articles—a/an/the 24
o  Countries & Nationalities 28
o  This/That/ Those / These 29
Unit 2 — The Present (Routine)
o Telling Time 31
o In/On/At-Time 32
o  Present Action (Routine) — Positive Sentence 33
o  Present Action (Routine) — Negative Sentence 36
o  Phrasal Verbs 37
o  Collocations 39
o  Present Action (Routine) — Asking Yes/No Questions 39
o  Present Action (Routine) — Asking Wh- Questions 41
o When Do You Get Up? 43
o  What Do You Do First? 45
o Would You Try Kayaking? 46
o  We Need Onions 48
o Have — Positive Sentence 50
o Have — Negative Sentence 50
o  There Is — Positive Sentence 51
o In/On/At-Place & Time 52
o  Where’s The Mall? 53
o Take A Left 54
o Do You Know...? 56
Unit 3 — The Present (Right Now)
o  Present Action (Right Now) — Positive Sentence 59
o  Present Action (Right Now) — Negative Sentence 60
o  Present Action (Right Now) — Asking Yes/No Questions 61
o  Present Action (Right Now) — Asking Wh- Questions 62
o  Clothes 64
o What Are You Wearing? 66
o  What's New In Your Life? 67
o | Travel For Free 68
o  This Happened Because... 69
o  Present Action — Routine vs. Right Now — Review 7
o Who Is...That Is... 73
Unit 4 — The Past (State)
o Past Keywords 77
o Past (State) — Positive Sentence 78
o Past (State) — Negative Sentence 80



o Past (State) — Asking Yes/No Questions 81
o Past (State) — Asking Wh- Questions 82
Unit 5 — The Past (Ended)
o  Past Action (Ended) — Positive Sentence 84
o Past Action (Ended) — Negative Sentence 89
o  Past Action (Ended) — Asking Yes/No Questions 91
o  Past Action (Ended) — Asking Wh- Questions 92
o  Overview - Routine vs. Ended Actions 94
o | Had A Great Weekend 94
o What Time Did You Call? 95
o  You Won't Believe It! 96
o Did You Go Alone? 98
Unit 6 — The Past (Was Happening)
o Past Action (Was Happening) — Positive Sentence 100
o Quick Review 101
o  Past Action — Ended + Was Happening 103
o  Past Action — Was Happening + Was Happening 105
o  Past Habits — | Used To...I Didn’t Use To... 106
Unit 7 — The Future (State)
o  Future Keywords 109
o  Future (State) — Positive Sentence 109
o  Future (State) — Negative Sentence 110
Unit 8 — The Future (Action)
o  Future Action (Going To #1) — Positive Sentence 112
o  Future Action (Going To) — Negative Sentence 113
o  Future Action (Going To) — Asking Yes/No Questions 114
o  Future Action (Going To) — Asking Wh- Questions 114
o  What're Your Plans? 115
o  Future Action (Going To #2) — Positive Sentence 116
o My Goalls To... 116
o  Future Action (Going To #3) — Positive Sentence 117
o  Future Action (Will #1) — Positive Sentence 118
o  Future Action (Will) — Negative Sentence 119
o  Future Action (Will #2) — Positive Sentence 119
o I'll Pick You Up! 120
o  Future Action (Will #3) — Positive Sentence 121
o  Future Action (Will #4) — Positive Sentence 121
o  Future Action (Using Right Now Actions) 122
Review 123
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Topics

Page No.

Active Listening
Pronunciation: -ed Sounds
Unit 1 — Introducing Yourself

[¢]
[¢]
[¢]

Introducing Yourself
Introducing Someone Else
Small Talk

Unit 2 — Introducing Your Company

O O O O

Introducing Your Company

Asking For Repetition and Spelling
Describing Your Company’s Business
Talking About Your Responsibilities

Unit 3 — Presentation

12
13
14

o

Structuring A Presentation
Introduction To Presentations

= Wise — Opening a Presentation

- Structure of a Presentation

- Final Details of Introduction
Main Body

. Referring To Visuals

. Explaining A Visual

. Describing Trends Of A Graph

Ll Describing Results & Making Contrasts
Conclusion

= Dealing With Questions

. Polite Questions

. Dealing With Interruptions

Unit 4 — Meetings

18
19

28

44

[e]

Vocabulary
Opening A Meeting
. Welcoming Participants
. Introducing Participants
. Reporting Absence
L] End In Mind — The Objective(s) Of The Meeting
= Starting The Meeting
Running A Meeting
= Starting To Talk About An “ltem”
. Asking People For Their Opinions
. Suggesting Your Opinion / Idea
n Agreeing / Disagreeing
= Getting Off Track
Concluding A Meeting
= AOB
" Ending A Meeting
. Action Plan
" Thanking Everyone
= Saying Goodbye

57
57

62

66



Unit 5 — Telephoning

o  Telephoning 70
o  Asking To Speak To Someone 71
. Receiver: Greeting
. Caller: Asking To Speak To Someone
. Receiver: Asking Who'’s Calling
. Receiver: Asking What They Are Calling About
. Receiver: Telling Caller That You Are Speaking
. Receiver: Telling Caller To Hold
. Caller: Telling Reason For Calling-1
. Receiver: Asking What They Would Like To Know
. Caller: Giving Personal Details
. Receiver: Telling Caller The Person Is Not Available
. Receiver: Asking Caller To Leave A Message
. Caller: Leaving A Message
. Caller: Asking Them To Call You Back
. Caller & Receiver: Saying Goodbye
o  Scheduling 84
. Setting Up A Meeting
. Suggesting The Appointment Time
. Grammar Tip —In/ On / At
. Confirming You Can Come
. Saying You Cannot Come
. Calling In To Say You Are Late
. Calling In To Postpone A Meeting
. Calling In To Cancel A Meeting
o  Complaining 90
o  Caller: Calling In To Complain
o  Receiver: Apologizing
o  Receiver: Promising To Fix The Problem
o  Receiver: Compensating
o Receiver: Rechecking The Information And Getting Back
To The Customer
Unit 6 — Negotiating
o  Collocations 97
o  Asking For Information 98
o  Requesting 98
o  Emphasizing A Point 99
o  Asking Seller For A Suggestion 99
o  Making A Suggestion 99
o Negotiating: Being Firm 100
o  Negotiating: Considering The Offer 100
o  Negotiating: Being Flexible 101
o  Negotiating: Agreeing 101
o  Negotiating: Not Agreeing 102
o Interesting Words You Should Know 102
o Next Steps 102
o  Closing 102
Unit 7 — Describing Products
o  Grammar Tip 106
o  Asking About Business’ Structure 108
o Interesting Words You Should Know 108
o  Talking About Your Business Structure 108
o  Asking About Product Dimensions & Shapes 108
o  Talking About Product Dimension & Size 109
o Asking About Product Materials 109
o  Talking About Product Material 110
o  Asking About Selling Points 110
o  Talking About Unique Selling Points 110
o  Talking About Pros And Cons 111
o  Describing Cons Using Contrasting Words 113
o  Comparing Pros And Cons 115
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EMAIL WRITING

Topics Page No.
Active Listening 1
Pronunciation: -ed Sounds 1
Unit 1 — Email Structure
o  Email Structure 4
o  Tips for Writing Good Emails 6
Unit 2 — Subject Line
o  Subject Line 8
Unit 3 — Important Writing Rules
o  Punctuation & Spelling 13
o  Apostrophes 16
o  Abbreviations 17
o  Missing Out Words 18
o  Formal vs. Informal Language 20
. Phrases
. Vocabulary
. Friendly Words
. Professional Words — Being Polite & Diplomatic
Unit 4 — Things You Find In An Email
o  Things You Find In An Email 39
Unit 5 — Making Inquiries
o  Making An Inquiry 43
o  Replying To An Inquiry 47
o  Vocabulary 49
o  Other Situations 52
. Supplier Following Up A Call
. Customer Clarifying Issue With Supplier
. Supplier Agreeing To Customer’s Terms
. Customer Making An Order
. Supplier Confirming An Order
. Supplier Asking For Payment
Unit 6 — Making Arrangements
o  Vocabulary 57
o  Setting Up A Meeting 57
o  Suggesting The Appointment Time 58
o  Confirming You Can Come 58
o  Saying You Cannot Come 59
o  Postpone A Meeting 60
o  Asking The Other Person To Prepare Before The Meeting 60
o Close 61
o In/On/At- Grammar Tip 63
Unit 7 — Negotiating
o  Collocations 70
o  Asking For Information 7
o  Requesting 71
o  Emphasizing A Point 72
o  Asking Seller For A Suggestion 72
o  Making A Suggestion 72
o Negotiating: Being Firm 73
o  Negotiating: Considering The Offer 73
o  Negotiating: Being Flexible 74
o  Negotiating: Agreeing 74



o  Negotiating: Not Agreeing 74
o  Next Steps 75
o  Closing 75
o  Discussing Terms 77
Unit 8 — Complaining
o  Opening (Customer) 82
o  Complaining (Customer) 82
o Requesting To Take Action (Customer) 83
o  Close (Customer) 83
o  Sample Complaint 83
o  Apologizing (Supplier) 88
o  Not Taking Any Responsibility (Supplier) 88
o  Promise An Action To Customer (Supplier) 88
o  Giving A Compensation (Supplier) 89
o  Close (Supplier) 89
Unit 9 — Other Situations
o When Things Go Wrong 91
o Informing 91
o  Requesting Action 92
o  Giving Good News 93
o  Giving Bad News 93
Unit 10 — Grammar Tips
o  Linking Words 95
. Actually
. Really
. Just
. Well & Anyway
o Tenses 98

- Present: State

- Present: Routine

. Present: Right Now
- Past: Ended

. Past: Recent Past
. Future Tense

- Practice





