
Contents

1. Technology. Page 15

7

2. Management. Page 29

A. Understanding 

a Printed Text

Technology.

B. Comprehension

Check

Comprehension
questions. 
Vocabulary expansion.
Greek words. 
British and American
English.

C. Language Work

'Phobia about information
Technology' 
Uses of the verb "to
take". 
Nouns-Male and 
Female forms.
The indefinite article a/an 
Countable-uncountable
nouns.
Derivation : changing
verbs to nouns.
Review of irregular verbs. 
Simple Present or
Present Continuous?

D. Skills Work

The layout of a 
business letter.
Activities.
Puzzle.

A. Understanding 

a Printed Text

Management.

B. Comprehension

Check

Comprehension
questions. 
Vocabulary expansion.

C. Language Work

'Managers in
Multinational
Corporations'.
Words easily confused.
Definite or indefinite
article.
Plural forms of nouns.
Derivation : changing
nouns to verbs.
Review of irregular verbs.
Simple Past or Past
Continuous?

D. Skills Work

Application forms 
and letters.
Activities.
Puzzle.



8

3. Marketing Research. Page 43

A. Understanding 

a Printed Text

Marketing Research.

B. Comprehension

Check

Comprehension
questions.
Vocabulary expansion.

C. Language Work

'Personal interview
surveys'.
Pronouns.
Derivation : changing
nouns to adjectives.
The genitive.
For or since.
Present Perfect or Past tense.
Review of irregular
verbs.

D. Skills Work

Curriculum vitae. 
Activities.
Puzzle.

4. International Markets. Page 59

A. Understanding 

a Printed Text

International 
Markets.

B. Comprehension

Check

Comprehension
questions.
Vocabulary expansion.

C. Language Work

'When the wife earns,
the family spends'.
Question tags.
Nouns with a special
meaning in the plural.
Compound nouns.
Derivation: changing 
adjectives to nouns.
Simple Past Perfect or
Past Perfect Continuous.
Review of irregular
verbs.

D. Skills Work

Order forms and
letters. 
Terms of sale.
Activities.
Crossword.

5. International Accounting and Foreign Currencies. Page 77

A. Understanding 

a Printed Text

International

Accounting and

Foreign Currencies.

B. Comprehension

Check

Comprehension
questions.
Vocabulary expansion.

C. Language Work

'Strong and weak
exchange rates'.
Comparison of
Adjectives. 
Forming adjectives.
Simple or Continuous
Future tense.

D. Skills Work

Telex messages and 
telegrams .
Activities.
Puzzle.



9

6. Computers. Page 91

A. Understanding 

a Printed Text

Computers.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'The reliability of
computers'.
Adjective Formation 
(opposites).
Participial adjectives.
Making comparisons.
Simple Future, Future
Continuous or Future
Perfect Simple?
Words with a special
meaning in the plural.

D. Skills Work

The Sign Language. 
Activities.
Puzzle.

7. The Use of Computers in Handling Information. Page 103

A. Understanding 

a Printed Text

The Use of Computers

in Handling

Information.

B. Comprehension

Check

Comprehension
questions.
Vocabulary
expansion.

C. Language Work

'Intelligence services.
The best source of
intelligence for
business'.
Reported Speech.
Prepositions.
Adjective formation
(opposites).
Intensifying Adjectives.

D. Skills Work

Organisation chart.
Activities.
Puzzle.

8. The Greek Banking System. Page 113

A. Understanding 

a Printed Text

The Greek Banking

System.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Specialised Institutions'.
Passive voice.
Derivation : changing
the meaning of words 
to the opposite.
Forming adjectives.
Pairs of words joined
with and.

D. Skills Work

Writing statistical
information 
presented as graphs.
Activities. 
Puzzle.



10

9. Bank Cards. Page 131

10. Assessment Test for Units 1 to 9. Page 141

A. Understanding 

a Printed Text

Bank Cards.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Stop payment orders'.
Causative form.
Passive voice with
impersonal expressions.
Useful expressions (with
the words money and
time).
Statements of account.
Derivation : Changing
verbs to nouns.
Adjectives of
nationality.

D. Skills Work

Chronological Order.
Activities. 
Puzzle.

11. Mergers and Acquisitions. Page 151

A. Understanding 

a Printed Text

Mergers and

Acquisitions.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Transnational Mergers'.
Phrasal Verbs.
Derivation : Adjectives
from participles.
The order of Adjectives.

D. Skills Work

Writing Short 
Reports, Memos.
Activities .
Puzzle.

12. Stock Marketing in E.E.C. Countries. Page 163

A. Understanding 

a Printed Text

Stock Marketing in

E.E.C. Countries.

B. Comprehension

Check

Comprehension
questions.
Vocabulary
expansion.

C. Language Work

'Measures to overcome
problems'.
Conditional Sentences.
Type 1 Conditionals.
Forming Questions.
Mid-position Adverbs.

D. Skills Work

Minutes of Meetings.
Activities.
Puzzle.



11

13. Marine Insurance. Page 175

A. Understanding 

a Printed Text

Marine Insurance.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Adjustment of actual
total less'.
Conditional Sentences.
Type 2 Conditionals.
Adverb Particles after
Verbs.

D. Skills Work

Letters of enquiry.
Activities.
Puzzle.

14. Lloyd’s Register of Shipping. Page 187

A. Understanding 

a Printed Text

Lloyd’s Register of

Shipping.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Lloyd’ s Register’ s
services'.
Conditional Sentences.
Type 3 Conditionals.
Finding Synonyms of
Adjectives.
Sentence Construction.
Prepositions after verbs.

D. Skills Work

Product 
specifications.
Activities.
Puzzle.

15. The Corporation of Lloyd’ s. Page 197

A. Understanding 

a Printed Text

The Corporation of

Lloyd’s.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Lloyd’s security'.
Conditional Sentences.
Mixed Conditions.
Prepositions after
Adjectives.
Words often confused.
Idiomatic Expressions.
Forming Compound
nouns.

D. Skills Work

The headlines.
Activities.
Puzzle.



12

16. International Commercial Terms. Page 207

A. Understanding 

a Printed Text

International

Commercial Terms.

B. Comprehension

Check

Comprehension
questions.
Vocabulary
expansion.

C. Language Work

'Packaging'.
Prepositions after nouns.
Review of adverbs.
Questions ending to 
a preposition.
Finding synonyms 
for verbs.
Bare or Full infinitive

D. Skills Work

Punctuation.
Activities.
Puzzle.

17. Bills of Lading. Page 217

A. Understanding 

a Printed Text

Bills of Lading.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'The bill of Lading as a
document of title'.
Derivation: Changing
adjectives to adverbs.
Gerund or Infinitive.
Prepositions after verbs.
Idiomatic expressions.

D. Skills Work

Making Corrections.
Activities.
Puzzle.

18. Advertising. Page 227

A. Understanding 

a Printed Text

Advertising.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Advertising
Agencies'.
Changing adjectives to
adverbs.
The impersonal it.
Inversion.

D. Skills Work

How numbers are
spoken.
Activities.
Puzzle.



13

19. Tourism. Page 239

A. Understanding 

a Printed Text

Tourism.

B. Comprehension

Check

Comprehension
questions.
Vocabulary 
expansion.

C. Language Work

'Travel agencies'.
Incomplete
Comparisons.
Review of irregular
verbs.
Phrasal Verbs.
Word order.

D. Skills Work

Letters of 
complaints.
Activities.
Puzzle.

20. Assessment Test for Units 11 to 19. Page 249

GLOSSARY. Page 299

KEY TO THE EXERCISES. Page 347

GRAMMAR NOTES. Page 257

List of Irreggular Verbs. Page 295

APPENDICES. Page 337

Appendix 1 : Main Currencies. Page 337

Appendix 2 : Mode of Transport and the appropriate 

Incoterm 1990. Page 339

Appendix 3 : Abbreviations and Acronyms. Page 340


