
Map of the book
Introduction, p8

A c tiv ity  
a n d  p a g e  
n u m b e r

L e ve l B u s in e s s /
s o c ia l
fu n c t io n

L a n g u a g e
fo c u s

T im in g T y p e  of 
a c t iv i ty

O n e -to -o n e

1.1
Four skills
needs
analysis

P 9

L o w e r
in te rm e d ia te

 ̂ : '

D iscu ss in g
E ng lish
la n g u ag e  needs

A sk ing
q u e s tio n s

3 0 - 4 0  m in u te s G ro u p s  o f  fo u r P o ss ib le  if 
a d a p te d

1.2 This is me 

p12

In te rm e d ia te  
(a d a p ta b le  fo r 
o th e r levels)

D e sc r ib in g
yo u rse lf

A d je c tiv e s  and 
th e ir  an tonym s

4 0  m in u te s Ind iv idua l then  
g ro u p

Yes

1.3 Graph 
skills analysis

p14

L o w e r
in te rm e d ia te

D e sc r ib in g  
E ng lish  a b ility

M o d a ls  o f ab ility 3 5 - 4 5  m in u te s Ind iv idua l and 
sm all g ro u p s

Yes

1.4
Personality
scales

p16

M id 
in te rm e d ia te

G e tt in g  to  know  
so m e o n e

S e c o n d
co n d itio n a l

5 0 - 5 5  m in u te s Pa ir Yes

1.5 Identity 
swap

P l 9

L o w e r
in te rm e d ia te

F ind in g  ou t 
a b o u t ne w  
p e o p le

Q u e s tio n  fo rm s 3 0 - 4 0  m inu tes W h o le  c la ss No

2.1
Introducing 
yourself and 
others

p20

L o w e r
in te rm e d ia te

Form al 
in tro d u c tio n  
a nd  p o lite  
in te rru p tio n

P o lite  g re e tin g s  
a n d  q u e s tio n  
ta g s  a t h ig h e r 
leve ls

1 0 - 3 0  m in u te s  
(d e p e n d in g  on 
level)

W h o le  c lass P o ss ib le  if 
a d a p te d

2.2
Restaurant 
board game

p23

L o w e r
in te rm e d ia te

S o c ia liz in g  a t a 
bu s in e ss  lunch

P o lite  reques ts , 
e n q u ir ie s  and 
su g g e s tio n s

7 0 - 9 0  m inu tes S m a ll g ro u p P o ss ib le  if 
a d a p te d

2.3 Question 
and answer 
Pelmanism

p28

P re -/M id -
in te rm e d ia te

R eco g n iz in g  
c o m m o n  soc ia l 
exchanges

B a s ic  soc ia l 
q u e s tio n s  and 
a n sw e rs

1 2 - 1 5  m in u te s P a irs  a n d  sm all 
g ro u p s

Yes

2.4 Asking 
questions

p30

Elem entary,
p re 
in te rm e d ia te

A sk in g  b a s ic  
q u e s tio n s

Q u e s tio n  fo rm s 3 5 - 3 5  m in u te s C la s s  a nd  p a ir Yes



Unit 3: Using the phone

3.1 A
te lep h on e
m aze

p33

M id 
in te rm ed ia te

Telephon ing E nqu iring  and 
check ing

3 0 - 3 5  m inutes C lass  and pa ir Yes

3.2 Phone  
quartets

p36

L ow er
in te rm ed ia te

Telephon ing  fo r 
a varie ty  o f 
pu rp o se s

Telephone
language

4 0 - 6 0  m inutes G ro u p s  o f fo u r No

3.3 W h a t not 
to  do

p39

In te rm ediate D ea ling  w ith  
angry and 
im po lite  ca lle rs

R ude and 
ta c tfu l language 
on th e  phone

2 0 - 4 0  m inutes C ross-c lass
pa irs

Yes

4.1 Form al or 
in form al?

p41

In te rm ed ia te /
u p p e r
in te rm ed ia te

R ecogn iz ing  
reg is te r in 
le tte rs

Le tte r
language /
reg is te r

3 0  m inutes Pairs o r th rees Yes

4.2 W riting  
a CV

p45

L ow er
in te rm ed ia te

D iscuss ing
som eone 's
experience

Past s im p le  
and p resen t 
p e rfe c t
q ues tions ; tim e  
p re pos itions

3 5 - 6 0  m inutes Pair Yes

4.3 A le tte r to  
correct

p47

in te rm e d ia te /
u p p e r
in te rm ed ia te

R ecogn iz ing  
e rro rs in a 
bus iness le tte r

E rror co rre c tio n 3 0 - 4 5  m inutes Pair Yes

4.4 A group  
le tter

p50

Low er-/
u p p e r
in te rm ed ia te

O rgan iz ing  a 
bus iness le tte r

U sing
co n ju n c tion s

.....................

12 m inutes or 
2 2 -3 7  m inutes 
w ith  extension 
activ ity

W ho le  c lass Possib le  if 
adapted

4.5 Keeping  
it brief

p53

E lem entary
in te rm ed ia te
U ppe r
in te rm ed ia te

W ritin g  a 
m em o/fax a fte r 
scan and skim 
read ing

Language o f 
faxes and 
m em os

E 7 5 -9 0  
m inutes; l/U  
4 5 -7 5  m inutes

Individual and 
pa irs

Yes

5.1 Bingo  
diaries

p58

Low er
in te rm ed ia te

A rrang ing  tim es 
to  m eet

Tim e
expressions 
w ith  presen t 
con tinuous

2 0 - 3 0  m inutes Sm all g roup Possib le  if 
adapted

5.2
N apoleon's
decis ion
m aking
p64

U pper
In term ediate

Reach ing a 
dec is ion

A gree ing  and 
d isagree ing ; 
g iv ing and 
d iscuss ing  
op in ions

3 0 - 6 0  m inutes Individuals, 
pa irs  and fours

Possib le  if 
adapted



5.3 H ow  shall 
w e m arket it?

p67

M id-in term ediate
Interm ediate
Advanced

D iscussing  how  
to  m arket a 
p roduct

Agree ing, 
d isagree ing  and 
reaching a 
g ro u p  decis ion

7 5 -9 0  m inutes Sm all g roup Possib le if 
adapted

5.4 A  m eeting

P71

U pper
in term ediate

H o ld ing  a 
m eeting

Agreeing, 
disagreeing, 
asking fo r and 
giving opinions

6 0  m inutes G roup Possib le if 
adapted

6.1
Conditionals in 
a negotiation  
p73

U pper
in term ediate

N egotia ting First and second 
cond itiona ls

3 0  m inutes W h o le  c lass Yes

6.2 S om eone  
else's shoes

p75

M id
in term ediate

Recognizing the 
o ther party's 
position in a 
negotiation

The language of 
negotia ting

6 0 - 8 0  m inutes Pair Yes

7.1 The crystal 
ball gam e

p80

Low er
in term ediate

P red ic ting  fu ture 
changes

W ill/ go ing  to 2 0 -4 0  m inutes 
depend ing  on 
size o f class

W ho le  c lass Possib le  if 
adapted

7.2 A
company's
progress
p81

In term ediate
U pper
in term ediate

D escrib ing  a
com pany's
deve lopm ent

The language of 
change

3 0  m inutes Sm all g roup  and 
pair

Yes

7.3 Graph  
dictations

p84

Low er
in term ediate

D escrib ing  a line 
graph

The language of 
change

3 5 - 4 5  m inutes Pair Yes

8.1 Describe  
an organigram

p87

Intermediate-)- D escrib ing
com pany
structu re

Position, relative 
position

5 0 - 8 0  m inutes W h o le  c lass Yes

8.2 Talking  
pictures

p88

In term ediate D escrib ing  and 
specu la ting

.......

A gree ing  and 
d isagree ing  plus 
m odals

3 0 - 4 0  m inutes Pairs and threes Possib le if 
adapted

8.3 My  
w orking day

p91

Elem entary D escrib ing  a 
w o rk  routine

M oda ls o f 
possib ility

3 5 -5 5  m inutes Pairs Yes

9.1 A  roof 
over your 
head?  
p93

U pper
in term ediate

O rganiz ing a
process
descrip tion

Instructions 4 5 - 6 0  m inutes W h o le  c lass and 
g roup

Yes

9.2 The  
process jigsaw

p95

M id 
in term ediate

M arking the 
s tages o f a 
p rocess w ith  
key w o rds

C ohesive  and 
referential w o rds

8 5 -1  20  m inutes Pair Possib le  if 
adapted



Unit 10: Making comparisons

10.1 The best Lower- Agreeing, C om paratives 6 0 - 8 0  m inutes Sm all g roup Possib le if
offer U pper- d isagree ing  and and superlatives adapted

p99 in term ediate persuading

10.2 Selling Pre- Describing yourself

....................................

C om paratives 3 0 - 4 0  m inutes Individual and Yes
yourself in term ediate and preparing for and superlatives pair

p103 Interm ediate inten/iew

11.1 All Appreciating the
. -

2 0 -3 0  m inutes Pair Yes
Intonation effects of different
patterns p105

■■■ : Ы щ  ■■■ intonation

11.2 A Interm ediate R ecogniz ing the The IPA 2 0 -3 0  m inutes Pair o r w ho le Possib le if
phonemic order o f a class adapted
phone call p107 business call *. *

11.3 Strong

..................

Interm ediate R ecognizing D escrib ing  a 4 5  m inutes Threes Yes
or w eak? w eak form s procedure

p109

12.1 A m em o Any G iving feedback D epends on 1 5 -2 0  m inutes Individual and Yes
to  your language used group
students p 1 13 by s tudents

12.2 Pairs to Any Error recognition D epends on 1 0 -2 0  m inutes Pairs Yes
com pare language by

p116 students

13.1 W hen it Pre- G iv ing  advice A dv ice  m odals 4 5  m inutes W h o le  g roup Possib le if
goes wrong in term ediate w riting adapted

p 1 17

13.2 Business M id- Expressing 'ff 1 w e re  you 4 0 - 6 5  m inutes

____________ ___________

Sm all g roup Yes
scruples in term ediate op in ions and and advice

p i  18 giving advice m odals

14.1 Num ber Intermediate-!- Using variety of N um bers 2 0 -2 5  m inutes Pair Possib le if
noughts and num bers adapted
crosses p120

14.2 Checking Pre- Using variety of N um bers and 1 5 -2 5  m inutes Pair o r teacher- Yes
the  details in term ediate num bers using contrastive led w ho le  class

p122 stress

14.3 Shared Interm ediate Using variety of Num bers 2 0 - 3 0  m inutes Pair Yes
number num bers
dictations p i 24

14.4 Testing Pre Using variety of N um bers and 1 5 -2 5  m inutes Pair o r teacher- Yes
each other in term ediate num bers using contrastive led w ho le  class

p i  28 stress


