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English Central      makes improving one's English fun and effective by turning popular
web videos into powerful language learning experiences. EnglishCentral users not only
watch videos, they speak them and receive instant, personalized pronunciation feedback

via our cloud-based system.

Students WATCH authentic videos then SPEAK the videos.  They are motivated
through authentic content and a point based system. Students LEARN by taking video
quizzes of the vocabulary of each video. We also have a cutting edge phonetic speech

recognition system which will give students valuable feedback about their speech. 

Teachers can track and assess their students using EnglishCentral.  Sign up students.
Make your own school, classrooms, groups. Assign video tasks and build curriculum for
your students. Track your student’s progress and print reports. Discuss and get tips on

our Teacher’s Forum. 

_____________________________________
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Using This Book

This book is meant to compliment the low level video content of EnglishCentral.  The 
book can be used in class and students can then “speak” the videos and do the quizzes on 
EnglishCentral. It is built in recycling of the curriculum. 

In class, 3 steps are recommended. 

  

That’s it!  Students can then in a language lab or at home, use EnglishCentral and 
“SPEAK” the videos + do the video quizzes for each video. Teachers can track their 
progress. 

We hope you enjoy using EnglishCentral in this “blended” fashion. 

http://www.englishcentral.com/academic

Ask a few pre-viewing questions to students. Then WATCH the video 
together. Repeat as necessary. Students can follow with the script if 
needed.  The script can also be used as a listening cloze.

Model the dialogue with students, using a high level student. In 
pairs/groups, students make their own dialogue – personalizing it and 
completing it with their own information. Students can then present the 
dialogue for the class

Students complete a simple “fill in the blanks” activity to consolidate 
their learning of the vocabulary and language forms. 
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Before you watch the videos 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
First Meetings 

1.  Who did you last meet and speak English with?  
 
2.  How do you usually introduce yourself?  Say good bye?  
 
3.  What are the differences between your culture and American culture  
      in how you start business relationships? 
 
4.  What types of “small talk” do you usually chat about with someone you 
      just met? 
 
5.  How formal is your business culture ? Rate it between 1 – 10.  
 
Task: 
 
Take out your business card.   Give the card to someone else and get  
someone’s card. Walk around the room introducing yourself using the 
business card. Each time you get a new business card, continue greeting and 
pretending you are that person. Make  some small talk.  



First Meetings

  -   Good afternoon.  I have an appointment with Mr. Miller.

Please, take a seat.  Mr. Miller is taking a _________________ call at the moment.

  -   Mr. Miller, are you free?   You may __________  _____________  now.

How do you do, Ms...  I'm sorry, I didn't _________________ your name.

 -   ______________  ______________.   Please call me _________________.

A pleasure to meet you, ___________.   I hope you have a chance to look ____________.

our beautiful city before you fly back. How was the flight coming here, by the way?

-    It was fine. I ___________________ I might be late because the flight was delayed 

-    by the miserable weather back home. But the _____________ somehow managed

-    to make up the time.

http://www.englishcentral.com/video/11144/first-meetings


Finish the sentences:

1. The _________________ was delayed. 

2. I _______________ you have a chance to look around. 

3. I didn’t ________________ your name?

4. The pilot _________________d to get us there on time.

5. I was late because my flight was _______________ed

6. We had ____________________ weather during the trip. 

7. Mr. Jones, are you ___________________?

8. Please _________________ me Janet. 

9. Our ___________________ greeted us after our flight. 

10. __________________ I managed to get there on time. 



Greetings and Introductions

Hello, Mr. Tanaka.  Welcome to Silicon Valley Software.  I'm Jack, VP of Sales.
Very nice to meet you.

     I'm Takashi Tanaka, General Manager of Tokyo Technology. It's nice to meet you as   
     well. Please call me Taka.

I'm Victoria, VP of Marketing. It's great to finally meet you face to face.
After speaking so often on the phone, it's nice to "put a face with the voice".

Thank you for coming all the way from Japan to visit our company.
We've been looking forward to meeting you today. How was the flight?

     It was long... but very good. I just arrived at San Francisco airport 3 hours ago.

Wow... you must be tired from the long flight. Is the jet lag bothering you?

     I'm fine. I was able to get some sleep on the airplane.

Would you like something to drink? We have coffee, tea, soda and water here.

     Oh, thank you. I could use some coffee. The caffeine will help me stay awake during 
      the meeting.

Of course. My assistant will bring it for you right away.

http://www.englishcentral.com/video/10394/meetings-greetings-introductions


Finish the sentences:

1.  __________ to meet you.

2. I’m Victoria, V.P. of ____________________.

3. Is the jet lag _______________ing you?

4. How was the ______________________?

5. My ___________________ will be able to help you.

6. It’s great to finally meet you ________________ to _________________.

7. Would you like something to ______________________?

8. A coffee will help me stay _____________________.

9. I just arrived 3 hours _________________.

10. It’s __________________ to finally meet you.

http://www.englishcentral.com/watch/video/10394/meetings-greetings-introductions


Saying Good Bye

Saying Good-Bye.

Look at the time!   I'd better leave soon or I'll miss my flight.

       It's been a pleasure working with you over the past few days, Linda.

I learned a lot while I was here.  I think the trip was very useful.
I really appreciate everything you've done for me.

      I'm sure we'll meet again.

You have my business card with my e-mail address.
Write or give me a call anytime.

      Thanks! I will keep in touch.

Have a safe trip back!

http://www.englishcentral.com/video/11174/socializing-saying-good-bye


Complete the sentences:

1. It’s been a ____________________ working with you. 

2. Have a safe ________________ back!

3. I really _________________________ everything you’ve done. 

4. I __________________ed a lot while I was here. 

5. The trip was very _________ful.

6. I have to leave ________________, I’m late!

7. I’ve enjoyed working with  you the ____________ few days.

8. Look at the _______________! 

9. I don’t want to _______________ my flight.

10. I’d __________________ get to the airport. 



Meeting The Boss

Akira. Please come in.  It's very nice to finally meet you.

      It's nice to meet you too.

Have a seat.  Now you know Eric, right?

     Yes. I know him from the Shinjuku Branch.   I am happy he's here.

And we're happy you are here.

     Thank you.

I see you're going to help us launch our new database.

     Yes. I worked on this for more than one year.

Tomorrow I'll introduce you to the team. Today you should just relax.
     
     Thank you. I am pretty tired.

Akira, I'm here to help you.  If there's anything you need, just let me know.

     OK. Thank you. I will.

Good. Then I look forward to seeing you again soon.
Enjoy your time in Boston.

http://www.englishcentral.com/video/10084/introductions-meet-the-boss


Complete the sentences:

1. I look ______________________ to seeing you again. 

2. Tomorrow, I’ll _____________________ you to the team. 

3. I’m glad you are going to help us ________________ our business.

4. I ____________________ her from our L.A. office. 

5. I am ___________________ tired. 

6. I’m here to __________________ you. 

7. I’ll add your telephone number to our _____________________.

8. I _________ you are going to help us with the launch. 

9. If there is anything you ________________, just ask. 

10. She was working at our Tokyo ____________________.



Welcome To The Team!

Ted, you've joined the marketing group at a really busy time.  At the moment, most of us 
are working on the "Light Wave" product line.   Are you familiar with it?

     Somewhat.  As far as I know, it's an important new line for the company.

Very important.  I need you to get up to speed on it right away.

     No problem.

Good.  You'll be working with Sharon.  She'll fill you in on the details of the case.

So, are you ready?

    I sure am!

http://www.englishcentral.com/video/10115/introductions-welcome-to-the-team


Complete the sentences:

1. She’ll fill you in on the _____________________s.

2. Are you ______________________ with our local business? 

3. At the ________________, most of us are working on the new project.

4. So, are you __________________?

5. It’s an important new product _________________ .

6. The ___________________ing group is working on that. 

7. I’m ____________________ familiar with the new project. 

8. I’m happy you’ve ___________________ed our team!

9. It is an important line for the ________________________.

10. You’ll be _______________ing with David. 

http://www.englishcentral.com/video/11833/how-to-be-frightfully-posh


 
Before you watch the videos 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.  Where do you usually socialize with colleagues?  
 
2.   What things do you commonly talk about in the office (besides business)? 
 
3.   Do you  often have office or staff parties?  When was the last one?  
 
4.  Do you like to socialize on the job or is it a waste of time?  
 
5.  How important is socializing for your career?  
 
 
Task: 
 
Imagine you and 2 classmates are standing around the water cooler. It is 
Monday morning. Role play a conversation about the weekend and the coming 
week.  



Small Talk and Eating Out

Eating Out.

How are you enjoying the Happy Hour, Linda?

     It's wonderful!  All of the food is delicious.

Yeah. My favorites are the stuffed eggplant and cocktail shrimp. 

     The grilled zucchini is also very tasty.

I noticed you didn't try the chicken wings. Are you a vegetarian?

     No, but I try to avoid fatty foods.  And besides, they looked really spicy.

We should order drinks.  How about some wine, Linda?    Here is the wine list.

http://www.englishcentral.com/video/11173/socializing-eating-out


Complete the sentences:

1. We should _______________ drinks. 

2. All the food is _______________________!

3. Why don’t we ______________ the chicken wings? . 

4. I try to ___________________ fatty foods. 

5. The chicken is really hot and _________________.  

6. You don’t eat meat? Are you a strict _________________________?

7. My ____________________s are the salads and the appetizers. 

8.  I _________________d you didn’t order dessert. 

9. The ____________________ed lamb is very tasty!

10. Can I look at the wine ___________________?



Using Phrases In Social Conversation

Social Phrases - Responding.

We've been at this all afternoon. Let's take a break and go out for coffee.

      That sounds like a good idea.

I know a great coffee shop down the street if you don't mind walking a bit.

      Not at all.Oh! Look at the rain!  It's pouring outside!

That's typical around here. It rains almost every day in this time of year. It's a shame you 
couldn't see the city in the spring. The weather is much nicer then.

     But I don't have an umbrella or anything. How annoying!

Don't worry.  We keep extras here in the office.

http://www.englishcentral.com/video/11147/using-phrases-in-social-conversations


Complete the sentences:

1. We keep __________________ umbrellas here in the office.

2. If you don’t ____________ walking, we can visit our factory.

3. He is always late for meetings. How ______________ing!

4. Let’s take a ___________________, I’m tired.

5. The post office is just down the ________________________. 

6. He took 4 days to _______________________ to my emails.

7. It started raining outside and it is ___________________ing.  

8.  He is the boss ____________________ here. 

9.  Jennifer always has some good _________________s at our meetings. 

10. It’s a ____________________ you can’t come on the business trip.



Chatting About Health And Lifestyle

Talking about Health and Lifestyle 

I hate traveling for business. I always seem to come down with something.

     I've heard it's easy to catch a cold from flying.

A cold wouldn't bother me. When I get sick, it's worse than that.  Like on my last 
business trip, I got food poisoning!

     That's terrible! Are you sure it wasn't just an upset stomach?

No, it was food poisoning. At first, I thought it was the flu, so I went to the doctor.
But he diagnosed it as severe food poisoning. Luckily, he gave me a prescription that 
worked great and I could still get some work done.

http://www.englishcentral.com/video/11169/talking-about-health-and-lifestyle


Complete the sentences:

1. I want to ___________________ out the other princesses. 

2. It’s the ________________________ frog prince. 

3. I want an energy _________________________.

4. I _____________, you want me to kiss you.  

5. I’m __________________ing a little tired. 

6. You’re _______________________ fat!

7. I want to keep my _______________________s open. 

8. __________________, I’m feeling a little tired. 

9. The _________________ turned into a handsome prince. 

10. Love gives you _________________________s. 



Lunch Break Chit-Chat

Have you got plans for lunch?

No, I'm still trying to make sense of all these files.
I haven't even thought about food.

Well, you can put away the files for a while. 
Needless to say, they'll still be here in the afternoon.  Want to join me for lunch?

Sure, I guess I could do with a break. Where did you have in mind?

There's an Italian place across the street. It's pretty good.

All right, let me grab my coat.

http://www.englishcentral.com/video/10118/office-talk-break-for-lunch


Complete the sentences:

1. It was 70% off. What a __________________!

2. Start bringing ____________________ to your life. 

3. It could ____________________ your life. 

4. It was free. 100 __________________ off!

5. The sun has __________________ rays. 

6. They have ______________________ specials at the store. 

7. I first signed up to the website 3 years _________________. 

8. The flowers ________________________ in the spring. 

9. Sign up right _____________________.

10. It ____________________ed about a year ago. 



A Tour Of The Office

Here's our office kitchen.  You can help yourself to anything here.

     It looks very well-stocked.

It is. The fridge is full of drinks.  We have soda, juice, and energy drinks.

     Excellent! I'm a big fan of Red Bull.

We also have coffee, regular, and decaf.

     Is that an espresso maker?

Yes. You can make espresso or cappuccino.

     Great! And I can see you also have lots of snacks.

http://www.englishcentral.com/video/10100/introductions-tour-of-the-office-kitchen


Complete the sentences:

1. How many ________________________s are in your lunch? 

2. I want good information. I want to know __________________ where he is. 

3. Where did you ____________________ the car?  

4. The weather ________________________s are horrible. 

5. I had a sandwich for ___________________________.

6. There are many ___________________ things about the iPhone. 

7. It can do _______________ about anything. 

8.  A new _____________________ for a new time. 

9. The ___________________________ is very difficult to climb. 

10. There isn’t any ___________________ to go skiing. 

                               

http://www.englishcentral.com/video/11605/superman-hangs-out-with-jerry-seinfeld
http://www.englishcentral.com/video/10422/breakfast-at-tiffanys-10-at-tiffanys


 
 

Before you watch the videos 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.  How often do you have meetings?  Usually where and when?  
 
2. Are meetings a waste of time? Explain your opinion about meetings. 
 
3.  What role do you play at meetings?  
                          Listener   |   Facilitator    |   Recorder   |     Leader  
 
4.  How do you communicate with others on the job?  Email?  Face to face?   
      Skype?   Telephone?   Memo? 
 
5.  What was the worst meeting you ever attended?  Why was it so bad?  
 
Task: 
 
You want to improve your English class. Hold a real meeting about this with 
one chairperson.  Come to some decisions.  



What Makes A Good Meeting? 

What Makes a Good Meeting?

Did you see the memo that is circulating the office?

      Do you mean the one about the meeting tomorrow? Yeah, I saw it.

I'm still not sure what the meeting is about.

     We're supposed to brainstorm ideas for better sales approaches.

Is it essential that everyone attend the meeting?

I was planning to be out of the office tomorrow afternoon.

     Of course, it's important.  Bob is going to chair the meeting.

     I think he's going to propose an idea he came up with.

I guess the length of the meeting will be at least a few hours.

I hope we have refreshments.

http://www.englishcentral.com/video/11117/meetings-what-makes-a-good-meeting


Complete the sentences:

1. All ______________________ the next train.

2. We are going to ________________ in the new one. 

3. Not upfront but in the ____________________________. 

4. We buy it back when it’s time to ______________________.

5. It looks like a ________________________.

6. Is this the _________________ out?

7. This is the new __________________________.

8.  What are you ___________________ing about?

9. We have a new ____________ back program. 

10. Don’t touch my _________________!

http://www.englishcentral.com/watch/video/11117/meetings-what-makes-a-good-meeting


Setting The Agenda

OK, then, let's get started. First, let me review the agenda for today's meeting. It's the one

I sent out in my e-mail last week. The purpose of the meeting is to introduce our 

companies formally and to explore whether a cooperative marketing and sales effort 

makes sense. First, Taka will provide an overview presentation introducing Tokyo 

Technology. Correct?

     Yes, that's right.

After Taka's presentation, Victoria will present a similar summary of Silicon Valley 

Software. Then, we will discuss our respective marketing and sales strategies to see how 

we might work together in the future.

      Would it be appropriate for us to compare our client and prospect lists?

Did everyone sign the Non-Disclosure Agreement?

     Yes, both companies signed the "NDA" so we should definitely cover that.

Thanks, that is a valuable addition to the agenda. Finally, we will agree on next steps ... 

specific action items for both companies.

     That sounds good.

Excellent. Taka, the floor is yours!

http://www.englishcentral.com/video/10396/meetings-the-agenda


Complete the sentences:

1. It’s not long enough. It’s a little too ____________________.

2. Where do I _________________________?

3. I think my _____________________ wore this. 

4. I prefer the _____________________ to the purple. 

5. It has too many colors, it’s too ____________________.

6. This color is _______________ this season. 

7. Where do I sign? You ________________ did. 

8. I ________________ it looks great. 

9. It’s the hottest of the _____________________. 

10. This is _____________________!

http://www.englishcentral.com/watch/video/10396/meetings-the-agenda


Interrupting A Meeting

Interruptions.

If I could just interrupt for a moment.

      I think Linda has made a good point. Do you want to add something, Mark?

Yes. I'd like to add namely that different clients have different needs. A few of the 

suggestions we've heard superficially acknowledge these differences. But I think if we 

explore these techniques in more depth, we'll find that they really make all the same 

assumptions about the needs of our clients.

     May I just point out...

          Just a minute, Mark.

One at a time, please. We can't all speak at once.  Yes, Linda?

http://www.englishcentral.com/video/11124/meetings-interruptions


Complete the sentences:

1. Now this is a chicken ___________________________.

2.  Try the original recipe or ___________________ed.

3. It’s made from 100% _________________________ chicken.

4. So long, __________________!

5. _______________ me more chicken!

6. The bun is small, really __________________.

7. We didn’t have ___________________ for a bun. 

8.  Someone was ____________________ing.

9. It has two ____________________s of everything. 

10. Unthink and _________________ the unhungry side of KFC.

Making Decisions

http://www.englishcentral.com/watch/video/11124/meetings-interruptions


Making Decisions.

I wish we had more time to spend brainstorming ideas, but it's getting late.

But before we are completely out of time, I'd like to try and come to a consensus on the 

next step in implementing some of these ideas.

      If possible, I would really like to see an outline of all of the ideas from this meeting    

      before deciding on which ones to implement and which ones to reject.

               I'm also in favor of that proposal.

Can I get a show of hands on that? All in favor? It looks like the idea carries.

Karen will type up the outline from the minutes.

http://www.englishcentral.com/video/11133/meetings-making-decisions


Complete the sentences:

1. Should I read you a soulful _______________________?

2. I ___________________ that I made mistakes.

3. Should I have my tatoo ______________________d?

4. Should I just sell _______________________s?

5. Do you believe I ruined my ___________________?

6. We won the league _________________________ title.

7. Should I _____________ you how much fun we had?

8. I am not a __________________ model.  

9. Do you ____________________ I am telling the truth?

10. Should I give you a history _______________________?

Wrapping Up

http://www.englishcentral.com/watch/video/11133/meetings-making-decisions


Let's get started on a business collaboration agreement. 

     Would you mind taking a shot at the first draft?

No problem. I'll have the legal department work on it. We have a standard template for a 

business alliance, so I think I can send the first draft by the end of next week.

     Sounds good. As soon as I receive it, I'll have my team review it.

Good. Thank you, Taka. Well, I think it's about time to wrap it up. Victoria, do you have 

anything to add?

             No, I think we've covered everything.

Ok then, our action items today are to set up a conference call with the engineering teams

next week. And I will send you an initial draft of the partnership agreement by the end of 

next week.

    Sounds right to me.

Thank you all for a very productive meeting today. I hope it's the first of many more to 

come!

http://www.englishcentral.com/video/10400/meetings-wrapping-up


Complete the sentences:

1. We had meat and potatoes for _________________________.

2. Steak has a lot of ______________________.

3. ___________________ me, it was delicious. 

4. It is good food for ________________________s.

5. No vegetables. I only want ___________________.

6. My dog eats all kinds of ______________________.

7. Good food keeps me ________________ing. 

8.  Exercise keeps me ______________________. 

9.  I ___________________ only meat, only protein. 

10. Practice ______________________s my English perfect. 

http://www.englishcentral.com/watch/video/10400/meetings-wrapping-up


 
 

Before you watch the videos 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.  Do you travel often on business?  Tell us about your last business trip.  
 
2.  What do you hate most about business travel?  What is most enjoyable?  
 
3.  Have you ever been lost, had a flight delayed or any other disaster? 
 
4.  What’s the best airport?  Why?  
     What  advice can you give to prevent jet lag? 
 
5.  Do you think business travel is necessary, now that we have skype and the  
     internet? 
 
Task:    
 
Your boss has told you that tomorrow you must fly to Paris for a  
business meeting. You’ll be gone 1 week.  Write down all the things 
 you must do to prepare in advance for this trip.   
 
             Share your list with your classmates.  



Greetings At The Airport

Hello __________________.   Look at your _____________. 

Now back to me. Now back at your__________________. Now back to me.

Sadly, ______ isn’t me. 

But if ______ stopped using lady scented ________________________ 

and switched to __________________,  _____ could smell like _____’s me.

Look down, back up. Where are you? 

Your on a boat with the _____________ your _____________ could smell like. 

What’s in your hand?  Back at me.     I have it. 

It’s an ___________________ with two tickets to that thing you love.

Look again.  The ________________ are now ___________________s. 

Anything is possible when your _________ smells like  __________ and not a lady.   

http://www.englishcentral.com/video/10335/business-travel-greeting-at-the-airport


Complete the sentences:

1.   Your on a ___________________ with the man.  

2.   It’s an oyster with two _____________________s.  

3.  Look at your ________________.   

4.   Now, look _______________ at me.   

5.   _______________,  he isn’t me. 

6.  Anything is __________________ when your man smells like me. 

7.  ____________ down,  back up.

8. I’m riding on my ________________________. 

9. She wears a big ________________________ ring.

10. What’s in your ________________________?

http://www.englishcentral.com/watch/video/10335/business-travel-greeting-at-the-airport


Scheduling Problems

.

Hi.

     Hi.

I was marooned on an island for five years with this __________________

and I swore that I would deliver it to you  because I work for _____________.

    That's very ___________________, thank you.

Hey, by the way, what's in the ____________________?

    Nothing really, just a ___________________, ___________________, 

____________________, _________________________, 

    and some seeds.  Just silly stuff.

Thank you again.

   You keep up the good work.

http://www.englishcentral.com/video/10395/travel-schedule


Complete the sentences:

1. I swore I would ___________________________ it to you. 

2. He used a __________________ing rod to catch fish to eat. 

3. I was marooned on an ___________________________.

4. Keep up the ___________________ work.

5. Thank you, ___________________________.

6. We need some ____________________s to plant for food. 

7. What’s in the box? Nothing ______________________.

8. Nothing important. Just silly ________________________.

9. I was on the island for five ________________________s.

10. We will get sick if we don’t use a __________________ purifier. 

http://www.englishcentral.com/watch/video/10395/travel-schedule


Entertaining Clients

Ok. So, it's $37.08.

     Paper or plastic?

Plastic.

     That's the magic word. Green Police.

You picked the wrong day to mess with the ____________________, plastic boy.

Battery!

Battery.

Let's go, take the _________________. Come on!

Put the rind down, sir!

That's a compost infraction.

Whoa! Did you install these ____________________?

Yeah.

Tragedy strikes tonight where a man has just been arrested for possession of a  

_______________________________________

What do you guys think about plastic bottles now?

The water setting is at 105.

We've got a TDI here.

Clean ___________________. You're good to go, sir!

Good afternoon, officers! Are those ____________________ cups you're drinking from?

Yeah?  Can you please step out of the car and put them on the _______________?

http://www.englishcentral.com/video/10334/business-travel-entertaining-clients


Complete the sentences:

1. Paper or _________________________? 

2. You need a ____________________ to start a car. 

3. Are those __________________ cups you are drinking from?

4. Did you _________________________ these lightbulbs?

5. It comes in _______________________s or cans. 

6. The man was ______________________ed by the police.

7. You are good to go, ________________!

8. You picked the ____________________ day to mess with me. 

9. The temperature is at a _____________________ of 105 degrees. 

10. The car runs on ____________________________.

http://www.englishcentral.com/watch/video/10334/business-travel-entertaining-clients


Leisure Time

Hey man! What's that?

It's my _______________________.

It looks like a ______________________________.

Na-ah, it's real!

Here, watch.

Free ___________________ at __________________ today?

I think that's a yes!

Free ________________________!

Will I finally get that ________________________?

___________________? Not in your future.

http://www.englishcentral.com/video/10397/business-travel-leisure-time


Complete the sentences:

1. It won’t happen in your _________________________.

2. It __________________s like a snow globe.

3. I ___________________ that’s a yes. 

4. Here. ______________________ me tell you the future. 

5. Will you be at home ________________________?

6. __________________ food for everyone at the party!

7. Hey _____________! How are you doing? 

8. Will I ___________________ get more money at work?. 

9. Is John at the ______________________ today?

10. Will I finally get that big job ________________________________?

http://www.englishcentral.com/video/10397/business-travel-leisure-time


Fear Of Flying

Mr. ______________, I'll just let you out.

I'm fine.

He's on the move.

There he is!

You got a __________________ _________________?

Thanks!

Hey Bob!

Hey Brad!

Hey, whatcha doin'?

Yeah, we're still on.

Hey, can you come ______________________?

http://www.englishcentral.com/video/10331/fear-of-flying


Complete the sentences:

1. I’ll ________________ let you out.

2. Yeah, we’re _____________________ on.

3. My hands are full. Can you open the ____________________?

4. Can you ___________________ pick me up?

5. He’s on the ________________________. 

6. Hey, whatcha _______________________?

7. _____________________ he is!

8.  ________________ Brad!

9. How are you? I’m ___________________.

10. You gotta __________________ door?

http://www.englishcentral.com/video/10331/fear-of-flying


 
Before you watch the videos 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.  How often do you speak English on the phone?   
 
2.   Do you remember the first time you spoke on the phone in English?  
      What happened? 
 
3.   Which do you prefer, the phone or skype?  Why? 
 
4.    How much do you text message  for business communication?  
       Is it effective?  Is it better than using the phone?  
 
5.   Do you use the phone after office hours for business? If you do, how do 
       you feel about this?  
 
Task: 
 
Write down the most useful English phrases for speaking on the telephone. 
Share them with  other classmates.  



Opening A Telephone Call

I get asked to do commercials all the time and I always say the same thing.
 
First, I need some hot ___________________________s.
 
Second, we film at my house so I ain't gotta go anywhere.
 
Third, I record my own _____________________.
 
Bring it, cool refreshing _______________________, drink it!
 
But once I try their products, I always hate 'em!
 
So I bounce.
 
Damn! That is pretty __________________!
 
But I got one final demand.
 
No, we can't change the name to _____________________, shut up and drink it.
 
See? That's why I don't do commercials.

http://www.englishcentral.com/video/11085/opening-a-call


Finish the sentences:

1. That’s why I do ____________________________s.

2. I record my own _______________________.

3. Damn! That is _____________________ good!

4. I always say the same ___________________________.

5. This drink is cool and _______________________ing.

6. I tried their _____________________________.

7. I ain’t gotta go _____________________________.

8. I need some hot _________________________s.

9. I always _______________________ ‘em.

10. Second, we ___________________ at my house.

Leaving And Receiving Messages



This is the truth.

I'm not the __________________

Not the greatest of all time.

I'm not here to shout, boast, or preach.

I'm not the _____________ ___________________.

I'm not there yet, but...

I'm runnin' up on you.

I'm fast because I'm _______________________.

I'm ___________________ and fast don't ____________________.

http://www.englishcentral.com/video/11089/receiving-and-taking-messages


Finish the sentences:

1. I’m not the __________________est  of all time

2. I’m not here to shout, __________________ or preach.

3. I tell the truth, I don’t _____________________.

4. I’m not the best of all ________________________.

5. _________________ don’t lie. 

6. I’m not the worst but I’m not the ______________________.

7. This is the simple _________________________ I’m telling you. 

8. I am quiet, I don’t _________________________.

9. I’m not __________________ to shout. 

10. I’m fast because I’m _________________________.



Structuring The Phone Call

I've got something very __________________________ to tell you.
 
Something we can't keep quiet any longer.
 
We felt it was time the people knew.
 
Nike Air is actually the ______________ of our very best athletes.
 
We've been collecting athletes' ______________ for over 30 years now.
 
Come with me.     Welcome to the ____________________ Collection Unit.
 
This is where we collect the ____________ from our athletes to put it in the shoe. ………

Technically, we collect your ____________ in canisters and then we put it in the shoes.
 
I know that.      Of course, you know that.
 
Well, there you have it.
 
Nike Air is actually the _______________of our very best athletes.
 
Please treat with caution.

http://www.englishcentral.com/video/11092/structuring-a-call


Complete the sentences:

1. We collect the air from our _____________________s.

2. Don’t be so _________________________!

3. ______________________,  we collect the air in cannisters. 

4. We can’t keep ___________________________ any longer.

5. They told me my air is really ________________________.

6. “Hi Maria, you’re ____________________!”

7. Girl _______________________!

8.  Take _________________ care of them. 

9. ___________________! It’s time to give air. 

10. Nike Air is _____________________ the air of our very best athletes.



Calling Back

So, you're that new crispy M&M's guy, huh?

       What, are you trying to get me __________________?

What do you mean?

        Just look at this body. I'm chocolate. I'm crispy.

        I just got this feeling once word gets out.....

You know, I read _________________.

       Really?

Give me your ____________________.

      Do you see my lifeline?

Mmm-hmm.  It ends right here.

       Wow, that's amazing!

       With the glove and everything, I didn't think you could make out...

       Oh! Could I have my _________________ back?

Not this time, little guy.

       Alright! Make it quick.

http://www.englishcentral.com/video/11103/calling-back


Complete the sentences:

1. What do you ____________________?

2. I’m chocolate. I’m ______________________.

3. It ends ____________________ here. 

4. _______________ me your hand. 

5. I’m in a hurry. Make it ____________________.

6. I ___________________ got this feeling.  

7. Not now, ______________ guy.

8.  Are you trying to get me _________________ed?

9. In the winter, we usually wear _______________________s.

10. Give me your ________________.



What Makes A Good Phone Call?

What can I get ya?

       I'll take the __________________ and a Pepsi Max, please.

Good song.

       Great song.

So, Pepsi Max has ____________ calories, huh?

       Yup.

How many calories?

       ______________.

_____________?

      ___________________.

I think he _______________________ it.

      What are you doin'?

______________________.

      Oh.

Pepsi Max. Zero calories, maximum Pepsi taste.

http://www.englishcentral.com/video/11071/what-makes-a-good-telephone-call


Complete the sentences:

1. I’ll have a hamburger, _______________________. 

2. I think he _________________s it. 

3. I’ll have the _________________ and a coke.

4. It has zero __________________________s.

5. _________________  restaurant!

6. What ________________ is playing on the radio?

7. I’ll _______________ the daily special and a coffee, please. 

8. This drink has great ____________________.

9. I ___________________ it is a great song!

10. Zero calories, __________________ taste.  



 
 
Before you watch the videos 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1.  When did you last give a presentation?  What was it about? 
 
2.  Do you get nervous and stressed out before giving a presentation? 
 
3.  What  makes a good presentation?  List  some things presenters must do.  
 
4.  Do you use power point?  What are the benefits and the negatives of this? 
 
5.  Why is it difficult to give a presentation in English?  How can you become  
      a better presenter in English?  
 
Task: 
 
Give a presentation on the advantages or disadvantages of ___(topic)____ 
 
Write down your points. When it is your turn stand up and tell the class about 
your topic.  
 
 



Presenting At A Glance

So, let me get this straight.

You've solved all of our shipping problems with __________________?

         _________________, sir.

Isn't this a little outdated?

         No. These ________________ are equipped with GPS and night vision.

         This little guy's headed off to ___________________.

Amazing! What about the big stuff?

         That's been taken care of.

Wow!

Let's switch to __________________.

http://www.englishcentral.com/video/11191/organizing-information


Complete the sentences:

1. The little ________________’s  headed home. 

2. Let’s ___________________ to a better company. 

3. These ____________________ are equipped with GPS. 

4. You’ve ____________________d our problems?

5. Mike Tyson kept ____________________s as pets. 

6. The car is ___________________ped with leather seats. 

7. Did you get the job done?  Yes, _____________!

8.  We have solved the ________________________.

9. ___________’s  try another company. 

10. How much does the ______________ping cost? 

http://www.englishcentral.com/video/11191/organizing-information


Using Visual Aids

People hang on his every word,

even the _______________________.

He could disarm you with his looks...

or his hands,......either way.

He can speak French... ...in ___________________.

He is the most ___________________ man in the world.

          I don't always drink _______________.  But when I do,...

          I prefer _________________________.

         Stay thirsty, my friends.

http://www.englishcentral.com/video/11120/visual-aids-describing-charts


Complete the sentences:

1. Stay happy, my _____________________s

2. I don’t always drink __________________________.

3. He can __________________ Italian. 

4. That man is very ____________________ing. 

5. People hang on his every ___________________.

6. He is the most famous man in the whole ____________________.

7. Don’t move. ______________________ here.  

8.  I _______________________ coffee to tea. 

9. He can ____________________ you with his looks.

10. Give me some water. I’m ______________________.

http://www.englishcentral.com/video/11120/visual-aids-describing-charts


What Makes A Good Presentation? 

Ribbit, ribbit.

      Hey, it's the legendary _______________ prince.

Yeah.

      I bet you want me to __________________ you.

No. Actually, Princess, I'm feeling a little sluggish.

A _________________ energy drink is really what I want.

     Well, alright, as long as you still turn into a prince.

Hah, hah, hah, hah.

     My god! You're totally _________________!

     Wait, where are you going?

I want to check out the other princesses, keep my options open. Excuse me.

      Typical prince. ____________________ gives you wings.

http://www.englishcentral.com/video/11108/what-makes-a-good-presentation


Complete the sentences:

1. I want to ___________________ out the other princesses. 

2. It’s the ________________________ frog prince. 

3. I want an energy _________________________.

4. I _____________, you want me to kiss you.  

5. I’m __________________ing a little tired. 

6. You’re _______________________ fat!

7. I want to keep my _______________________s open. 

8. __________________, I’m feeling a little tired. 

9. The _________________ turned into a handsome prince. 

10. Love gives you _________________________s. 

http://www.englishcentral.com/video/11108/what-makes-a-good-presentation


The Golden Rules Of Presenting

It started about a year ago.

I signed up for _____________________.com and bought my first ________________.

I used to feel trapped.

But with all these deals, 50, 60, 70 percent off, I feel __________________.

The warm rays making me blossom.

________________________ changed my life.

It could change yours too.

Sign up right now to get free ___________________________and start bringing surprise 

to your life.

____________________.com

http://www.englishcentral.com/video/11131/golden-rules-in-presenting


Complete the sentences:

1. It was 70% off. What a __________________!

2. Start bringing ____________________ to your life. 

3. It could ____________________ your life. 

4. It was free. 100 __________________ off!

5. The sun has __________________ rays. 

6. They have ______________________ specials at the store. 

7. I first signed up to the website 3 years _________________. 

8. The flowers ________________________ in the spring. 

9. Sign up right _____________________.

10. It ____________________ed about a year ago. 

http://www.englishcentral.com/video/11131/golden-rules-in-presenting


 
 

Before you watch the videos 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1.  What is your most important skill?   What do you need to improve at? 
 
2.   How important is a knowledge of technology today?  
 
3.   Do you think that training courses are good or just a waste of time?  
 
4.   Steve Jobs had some important qualities.  What was he good at? What did 
       he do poorly? 
 
5.    What are the most important skills for those who work at your company? 
 
Task: 
 
You are in charge of hiring a new director of sales for a multi million dollar hi 
tech start up selling educational software.  List the skills you will look for in 
the candidates to be interviewed.  
 



Negotiating 

Welcome to 4G.           -          Cut!

Don't touch my hair, man!

All right. This is the new version, this is the ____________.

No, no it's _____________  -           It's just _________.

This is _________, I think.  -           It's a __________.

What're you talking about?

      Just a __________, just say a __________, just say _________.

All aboard the _____________ train. How many bloody ______________s are there?

      I'll take it from here.

Okay.  All right, we're gonna lose Ozzy and bring in the new one.   Marker.

        Ozzy is in the background, _________________s.

What?         -                He's in the background.

Is this the way out?

        The new Buy Back program.

        You buy it now, we buy it back when it's time to upgrade.

        It's __________________, _______________ fever.           What's a ___________?

What the ……… is a ________________?  I don't know, kinda looks like a __________.

http://www.englishcentral.com/video/11168/negotiating-making-and-responding-to-proposals


Complete the sentences:

1. All ______________________ the next train.

2. We are going to ________________ in the new one. 

3. Not upfront but in the ____________________________. 

4. We buy it back when it’s time to ______________________.

5. It looks like a ________________________.

6. Is this the _________________ out?

7. This is the new __________________________.

8.  What are you ___________________ing about?

9. We have a new ____________ back program. 

10. Don’t touch my _________________!

http://www.englishcentral.com/video/11168/negotiating-making-and-responding-to-proposals


Feedback From The Boss

This is the _______________ of the season.

   Okay 

         Noooooo.

It's a little too __________________.

Too purple.

Too ___________________.

Too hot.

    Yeah, that's new.

Okay.

I think my __________________ wore this.

This is great!

___________________.

Where do I sign?

    You just did.

http://www.englishcentral.com/video/10063/getting-feedback-input-from-the-boss


Complete the sentences:

1. It’s not long enough. It’s a little too ____________________.

2. Where do I _________________________?

3. I think my _____________________ wore this. 

4. I prefer the _____________________ to the purple. 

5. It has too many colors, it’s too ____________________.

6. This color is _______________ this season. 

7. Where do I sign? You ________________ did. 

8. I ________________ it looks great. 

9. It’s the hottest of the _____________________. 

10. This is _____________________!

http://www.englishcentral.com/video/10063/getting-feedback-input-from-the-boss


Giving Advice In Writing

What's up with chicken sandwiches?

Big bun.

Puny chicken.

It takes two to fill me up.

Give me more chicken!

Finally!

Hello chicken!

Someone was listening.

It's got two of everything: two pieces of cheese, two pieces of bacon, and two pieces of 

chicken.

So long, bun!

Mmmhmm!

Now, this is a chicken sandwich.

The new KFC Double Down Chicken Sandwich.

So much 100% premium chicken, we didn't have room for a bun.

Try it in Original Recipe or grilled.

Hey Colonel, you the man!

Unthink and taste the unhungry side of KFC.

http://www.englishcentral.com/video/11210/business-writing-giving-advice-to-a-colleague


Complete the sentences:

1. Now this is a chicken ___________________________.

2.  Try the original recipe or ___________________ed.

3. It’s made from 100% _________________________ chicken.

4. So long, __________________!

5. _______________ me more chicken!

6. The bun is small, really __________________.

7. We didn’t have ___________________ for a bun. 

8.  Someone was ____________________ing.

9. It has two ____________________s of everything. 

10. Unthink and _________________ the unhungry side of KFC.

http://www.englishcentral.com/video/11210/business-writing-giving-advice-to-a-colleague


What Makes A Good Handshake

What should I do?

Should I admit that I've made ___________________?

Should I remind you that I've done this before?

Should I give you a ______________________ lesson?

What should I do?    Should I tell you how much fun we had?

So, this went well.

Should I really believe I ruined my ____________________?

What should I do? What should I do? What should I do?

Should I have my _____________________ removed?

Wanna see my shiny new shoes? Should I just sell shoes? Shiny new shoes.

Or should I tell you, "I am not a role model"?  ………………..

Should I be writing this down?   Uh-huh.

Should I make you ____________________? Should I read you a _________________?

Shoot me with your words, you may cut me with your eyes, but still, like air, I'll rise.

Or should we just clear the decks and start _______________________?

Coming through here.

What should I do?

Should I be who you __________________ me to be?

http://www.englishcentral.com/video/11629/how-to-shake-hands-at-a-job-interview


Complete the sentences:

1. Should I read you a soulful _______________________?

2. I ___________________ that I made mistakes.

3. Should I have my tatoo ______________________d?

4. Should I just sell _______________________s?

5. Do you believe I ruined my ___________________?

6. We won the league _________________________ title.

7. Should I _____________ you how much fun we had?

8. I am not a __________________ model.  

9. Do you ____________________ I am telling the truth?

10. Should I give you a history _______________________?

http://www.englishcentral.com/video/11629/how-to-shake-hands-at-a-job-interview


 

 
 

Before you watch the videos 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

1.  Who are the business leaders you most respect?  Why?  
 
2.   Which is more important:  a  leader that makes decisions on their own or  
       a leader that listens to everyone and agrees with the majority?   
 
3.   Have you ever had a terrible boss?  Describe them.  
 
4.   Have you ever had an amazing superior?  Describe them.  
 
5.   Do you think CEOs are paid too much?   What is the argument for paying  
      them high wages and bonuses?  
 
Task: 
 
You are the CEO of an older, respected Fortune 500 company. Your earnings 
are down a lot. The future looks bad.  You have to make changes.  What will 
you do, what might you do? List these actions and then share with the group. 



Warren Buffet

It's __________________ time.

I want _______________________.

The ______________________ keeps me strong,

so I can keep going.

And believe me,

I will.

___________________. Really good food for ___________________.

http://www.englishcentral.com/video/10306/warren-buffett-interview


Complete the sentences:

1. We had meat and potatoes for _________________________.

2. Steak has a lot of ______________________.

3. ___________________ me, it was delicious. 

4. It is good food for ________________________s.

5. No vegetables. I only want ___________________.

6. My dog eats all kinds of ______________________.

7. Good food keeps me ________________ing. 

8.  Exercise keeps me ______________________. 

9.  I ___________________ only meat, only protein. 

10. Practice ______________________s my English perfect. 

http://www.englishcentral.com/video/10306/warren-buffett-interview


Steve Jobs

Hello __________________.   Look at your _____________. 

Now back to me. Now back at your__________________. Now back to me.

Sadly, ______ isn’t me. 

But if ______ stopped using lady scented ________________________ 

and switched to __________________,  _____ could smell like _____’s me.

Look down, back up. Where are you? 

Your on a boat with the _____________ your _____________ could smell like. 

What’s in your hand?  Back at me.     I have it. 

It’s an ___________________ with two tickets to that thing you love.

Look again.  The ________________ are now ___________________s. 

Anything is possible when your _________ smells like  __________ and not a lady.   

http://www.englishcentral.com/video/11604/steve-jobs-the-rules-for-success


Complete the sentences:

1.   Your on a ___________________ with the man.  

2.   It’s an oyster with two _____________________s.  

3.  Look at your ________________.   

4.   Now, look _______________ at me.   

5.   _______________,  he isn’t me. 

6.  Anything is __________________ when your man smells like me. 

7.  ____________ down,  back up.

8. I’m riding on my ________________________. 

9. She wears a big ________________________ ring.

10. What’s in your ________________________?

http://www.englishcentral.com/video/11604/steve-jobs-the-rules-for-success


Mark Zuckerberg

.

Hi.

     Hi.

I was marooned on an island for five years with this __________________

and I swore that I would deliver it to you  because I work for _____________.

    That's very ___________________, thank you.

Hey, by the way, what's in the ____________________?

    Nothing really, just a ___________________, ___________________, 

____________________, _________________________, 

    and some seeds.  Just silly stuff.

Thank you again.

   You keep up the good work.

http://www.englishcentral.com/video/11624/mark-zuckerberg-i-just-threw-together-facebook


Complete the sentences:

1. I swore I would ___________________________ it to you. 

2. He used a __________________ing rod to catch fish to eat. 

3. I was marooned on an ___________________________.

4. Keep up the ___________________ work.

5. Thank you, ___________________________.

6. We need some ____________________s to plant for food. 

7. What’s in the box? Nothing ______________________.

8. Nothing important. Just silly ________________________.

9. I was on the island for five ________________________s.

10. We will get sick if we don’t use a __________________ purifier. 

http://www.englishcentral.com/video/11624/mark-zuckerberg-i-just-threw-together-facebook


Morgan Stanley

Ok. So, it's $37.08.

     Paper or plastic?

Plastic.

     That's the magic word. Green Police.

You picked the wrong day to mess with the ____________________, plastic boy.

Battery!

Battery.

Let's go, take the _________________. Come on!

Put the rind down, sir!

That's a compost infraction.

Whoa! Did you install these ____________________?

Yeah.

Tragedy strikes tonight where a man has just been arrested for possession of a  

_______________________________________

What do you guys think about plastic bottles now?

The water setting is at 105.

We've got a TDI here.

Clean ___________________. You're good to go, sir!

Good afternoon, officers! Are those ____________________ cups you're drinking from?

Yeah?  Can you please step out of the car and put them on the _______________?

http://www.englishcentral.com/video/10290/morgan-stanley-ceo-john-mack


Complete the sentences:

1. Paper or _________________________? 

2. You need a ____________________ to start a car. 

3. Are those __________________ cups you are drinking from?

4. Did you _________________________ these lightbulbs?

5. It comes in _______________________s or cans. 

6. The man was ______________________ed by the police.

7. You are good to go, ________________!

8. You picked the ____________________ day to mess with me. 

9. The temperature is at a _____________________ of 105 degrees. 

10. The car runs on ____________________________.

http://www.englishcentral.com/video/10290/morgan-stanley-ceo-john-mack


Obama On The Economy

Hey man! What's that?

It's my _______________________.

It looks like a ______________________________.

Na-ah, it's real!

Here, watch.

Free ___________________ at __________________ today?

I think that's a yes!

Free ________________________!

Will I finally get that ________________________?

___________________? Not in your future.

http://www.englishcentral.com/video/10610/obama-in-tokyo-2009-the-global-economy


Complete the sentences:

1. It won’t happen in your _________________________.

2. It __________________s like a snow globe.

3. I ___________________ that’s a yes. 

4. Here. ______________________ me tell you the future. 

5. Will you be at home ________________________?

6. __________________ food for everyone at the party!

7. Hey _____________! How are you doing? 

8. Will I ___________________ get more money at work?. 

9. Is John at the ______________________ today?

10. Will I finally get that big job ________________________________?

http://www.englishcentral.com/video/10610/obama-in-tokyo-2009-the-global-economy


Record Your Progress!

        Lesson                                       Comments                             Spoken?

Unit 1:   Getting Started.  Introductions. 

First Meetings

Introducing People

Saying Goodbye

Meeting The Boss

Welcoming The Team

Unit 2:   Socializing

Eating Out

Using Friendly Phrases 

Health and Fitness

Taking A Break

An Office Tour

http://www.englishcentral.com/video/10100/introductions-tour-of-the-office-kitchen
http://www.englishcentral.com/video/10118/office-talk-break-for-lunch
http://www.englishcentral.com/video/11169/talking-about-health-and-lifestyle
http://www.englishcentral.com/video/11147/using-phrases-in-social-conversations
http://www.englishcentral.com/video/11173/socializing-eating-out
http://www.englishcentral.com/video/10115/introductions-welcome-to-the-team
http://www.englishcentral.com/video/10084/introductions-meet-the-boss
http://www.englishcentral.com/video/11174/socializing-saying-good-bye
http://www.englishcentral.com/video/10394/meetings-greetings-introductions
http://www.englishcentral.com/video/11144/first-meetings


Record Your Progress!

             Lesson                                           Comments                      Spoken?

Unit 3:   MEETINGS 

What Makes A Good
Meeting?

9

Setting The Agenda 11

Interrupting 13

Making Decisions 15

Wrapping Up 17

Unit 4:   TRAVEL

Airport Greetings 21

Travel Itinerary 23

Entertaining Clients 25

Leisure Time 23

Fear Of Flying 25

http://www.englishcentral.com/video/10331/fear-of-flying
http://www.englishcentral.com/video/10397/business-travel-leisure-time
http://www.englishcentral.com/video/10334/business-travel-entertaining-clients
http://www.englishcentral.com/video/10395/travel-schedule
http://www.englishcentral.com/video/10100/introductions-tour-of-the-office-kitchen
http://www.englishcentral.com/video/10400/meetings-wrapping-up
http://www.englishcentral.com/video/11133/meetings-making-decisions
http://www.englishcentral.com/video/11124/meetings-interruptions
http://www.englishcentral.com/video/10396/meetings-the-agenda
http://www.englishcentral.com/video/11117/meetings-what-makes-a-good-meeting
http://www.englishcentral.com/video/11117/meetings-what-makes-a-good-meeting


Lesson                                           Comments                      Spoken?

Unit 5:   TELEPHONING

Answering A Call 9

Receiving And Taking
Messages

11

Structuring A  Call 13

Returning The Call  15

What Makes a Good Call? 17

Unit 6:   PRESENTATIONS

Presenting At A Glance 21

Organizing Information 23

Using Visual Aids 25

The Golden Rules 23

What Makes A Good
Presentation? 

25

http://www.englishcentral.com/video/11108/what-makes-a-good-presentation
http://www.englishcentral.com/video/11108/what-makes-a-good-presentation
http://www.englishcentral.com/video/11131/golden-rules-in-presenting
http://www.englishcentral.com/video/11120/visual-aids-describing-charts
http://www.englishcentral.com/video/11191/organizing-information
http://www.englishcentral.com/video/11128/presenting-at-a-glance
http://www.englishcentral.com/video/11071/what-makes-a-good-telephone-call
http://www.englishcentral.com/video/11103/calling-back
http://www.englishcentral.com/video/11092/structuring-a-call
http://www.englishcentral.com/video/11089/receiving-and-taking-messages
http://www.englishcentral.com/video/11089/receiving-and-taking-messages
http://www.englishcentral.com/video/11085/opening-a-call


Lesson                                           Comments                      Spoken?

Unit 7:   SKILLS

Business Golden Rules 9

Negotiating Skills 11

Getting Feedback 13

Giving Advice In 
Writing

15

Shaking Hands 17

Unit 8:   MOVERS AND SHAKERS

Warren Buffet 21

Steve Jobs 23

Mark Zuckerberg 25

Morgan Stanley 23

Obama On The Economy 25

http://www.englishcentral.com/video/10610/obama-in-tokyo-2009-the-global-economy
http://www.englishcentral.com/video/10290/morgan-stanley-ceo-john-mack
http://www.englishcentral.com/video/11624/mark-zuckerberg-i-just-threw-together-facebook
http://www.englishcentral.com/video/11604/steve-jobs-the-rules-for-success
http://www.englishcentral.com/video/10306/warren-buffett-interview
http://www.englishcentral.com/video/11629/how-to-shake-hands-at-a-job-interview
http://www.englishcentral.com/video/11210/business-writing-giving-advice-to-a-colleague
http://www.englishcentral.com/video/11210/business-writing-giving-advice-to-a-colleague
http://www.englishcentral.com/video/10063/getting-feedback-input-from-the-boss
http://www.englishcentral.com/video/11168/negotiating-making-and-responding-to-proposals
http://www.englishcentral.com/video/11114/golden-rules


Answer Key Unit 1

First Meetings                   Introducing People  

1. flight
2. hope
3. catch
4. manage
5. delay
6. miserable
7. free
8. call
9. pilot 
10. Somehow

Saying Goodbye               Meeting The Boss

1. pleasure
2. trip
3. appreciate
4. learn
5. use
6. soon
7. past
8. time
9. miss
10. better

Welcoming The Team                             

1. detail
2. familiar
3. moment
4. ready
5. line
6. marketing
7. somewhat
8. join
9. company
10. work

1. Nice
2. Marketing
3. bother
4. flight
5. assistant
6. face /  face
7. drink
8. awake
9. ago
10. great

1. forward
2. introduce
3. launch
4. know
5. pretty
6. help
7. database
8. see
9. need
10. branch



Answer Key Unit 2

Eating Out                            Using Friendly Phrases

1. friend
2. beer
3. speak
4. interest
5. word
6. world
7. stay
8. prefer
9. disarm
10. menu

Health And Fitness             Taking A Break

1. deal
2. surprise
3. change
4. present
5. warm
6. daily
7. ago
8. blossom
9. now
10. start

A Tour Of The Office                  

1. aboard
2. bring
3. background
4. upgrade
5. girl
6. way
7. version
8. talk
9. buy
10. hair

Answer Key Unit 3

1. extra
2. mind
3. annoy
4. break
5. street
6. respond
7. pouring
8. around
9. ideas
10. shame

1. calorie
2. exactly
3. park
4. condition
5. lunch
6. great
7. just
8. mountain
9. even
10. snow



A Good Meeting?                 Setting The Agenda

1. chicken
2. grill
3. premium
4. bun
5. Give
6. puny
7. room
8. listen
9. pieces
10. taste

Interrupting                           Making Decisions

1. dinner
2. protein
3. Believe
4. dog
5. meat
6. food
7. go
8. strong
9. want
10. keep

Wrapping Up                            

1. deliver
2. fish
3. island
4. good
5. again
6. seed
7. really
8. stuff
9. year
10. water

1. poem
2. admit
3. remove
4. shoe
5. legacy
6. Championship
7. tell
8. role
9. believe
10. lesson

1. boat
2. ticket
3. man
4. back
5. Sadly
6. possible
7. look
8. horse
9. diamond
10. hand



Answer Key Unit 4

Airport Greetings                Travel Schedules

1. chicken
2. grill
3. premium
4. bun
5. Give
6. puny
7. room
8. listen
9. pieces
10. taste

Entertaining                           Leisure Time                

1. dinner
2. protein
3. Believe
4. dog
5. meat
6. food
7. go
8. strong
9. want
10. keep

Fear Of Flying                            

1. deliver
2. fish
3. island
4. good
5. again
6. seed
7. really
8. stuff
9. year
10. water

Answer Key Unit 5

1. poem
2. admit
3. remove
4. shoe
5. legacy
6. Championship
7. tell
8. role
9. believe
10. lesson

1. boat
2. ticket
3. man
4. back
5. Sadly
6. possible
7. look
8. horse
9. diamond
10. hand



Answering A Call                Messages

1. chicken
2. grill
3. premium
4. bun
5. Give
6. puny
7. room
8. listen
9. pieces
10. taste

Structuring A Call              Returning A Call

1. dinner
2. protein
3. Believe
4. dog
5. meat
6. food
7. go
8. strong
9. want
10. keep

A Good Call?                            

1. deliver
2. fish
3. island
4. good
5. again
6. seed
7. really
8. stuff
9. year
10. water

Answer Key Unit 6

1. poem
2. admit
3. remove
4. shoe
5. legacy
6. Championship
7. tell
8. role
9. believe
10. lesson

1. boat
2. ticket
3. man
4. back
5. Sadly
6. possible
7. look
8. horse
9. diamond
10. hand



Presenting                           Organizing

1. chicken
2. grill
3. premium
4. bun
5. Give
6. puny
7. room
8. listen
9. pieces
10. taste

Using Visual Aids               The Golden Rules

1. dinner
2. protein
3. Believe
4. dog
5. meat
6. food
7. go
8. strong
9. want
10. keep

A Good Presentation?                          

1. deliver
2. fish
3. island
4. good
5. again
6. seed
7. really
8. stuff
9. year
10. water

Answer Key Unit 7

1. poem
2. admit
3. remove
4. shoe
5. legacy
6. Championship
7. tell
8. role
9. believe
10. lesson

1. boat
2. ticket
3. man
4. back
5. Sadly
6. possible
7. look
8. horse
9. diamond
10. hand



Golden Rules                      Negotiating

1. chicken
2. grill
3. premium
4. bun
5. Give
6. puny
7. room
8. listen
9. pieces
10. taste

Getting Feedback               Giving Advice                

1. dinner
2. protein
3. Believe
4. dog
5. meat
6. food
7. go
8. strong
9. want
10. keep

Shaking Hands                            

1. deliver
2. fish
3. island
4. good
5. again
6. seed
7. really
8. stuff
9. year
10. water

Answer Key Unit 8

1. poem
2. admit
3. remove
4. shoe
5. legacy
6. Championship
7. tell
8. role
9. believe
10. lesson

1. boat
2. ticket
3. man
4. back
5. Sadly
6. possible
7. look
8. horse
9. diamond
10. hand



Warren Buffet                     Steve Jobs

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

Mark Zuckerberg                Morgan Stanley

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

Obama                           

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

1. 
2. 
3. 
4.
5. 
6. 
7. 
8. 
9. 
10. 
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