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Function

Introducing yourself

Saying names and numbers

Asking and answering questions

Discussing ways to manage money

Describing things in an office
Completing a fact sheet

Describing daily routines

Reading an article
Understanding expressions

Assessing feedback
Giving instructions

Comparing products and services

Answering comprehension
questions
Exchanging information

Sequencing

Interpreting feedback

Describing what is happening now

Communication skills

Comparing currencies
Answering comprehension
questions

Asking and answering questions

Language

am | is! are Present simple of be

Acronyms
What does ABD stand for?

have (present tense)

Do you have any cash?

Present simple

He pays his rent by standing order.

Asking questions
Do you have a car?

There is / There are
Singular s plural questions
Is there...»

Are there ...»

Present simple

What do you do every day?
Adverbs of frequency
always, never, sometimes,...

Forming sentences
i1handle ...

I'm responsible for...
1take care of...
ldeal with ...

Adjectives
The imperative

Verb opposites
save /spend
borrow / lend

can and can't
Questions and short answers

Word partnerships
telephone banking
can /can't +present simple

Comparative adjectives

Present continuous
I'm serving a customer.

Polite language
Couldyou...?

lwould like ...

Word stress

Wh- questions

Which country uses ... ?

Wh- question words
Countable and uncountable nouns

Vocabulary

Nationalities, countries and
languages

Numbers

one hundred and twenty-six
Currency symbols

£ pound, $ dollar,...
Everyday things

petrol, garden, computer,
NV, ...

salary, income, pension, budget,...

Things in an office

desk, chair, printer,...

Banking expressions
currentaccount, withdrawals,
mortgages,...

Everyday activities

get up, watch TV, study,

go to work,...

Companies /places of work
Jobs in Banking

Positive and negative adjectives
friendly, attentive, ...
ignorant, unhelpful,...

Products and services
foreign exchange, insurance,...

Advertising

special offer, free gift, limited,
small print,...

Online banking

Products and services
credit card, interest rate, ...

Customer surveys

Time expressions
every day, now, at the moment,...

Transactions

Foreign exchange
buy-back rate, commission,
flat fee....

Currencies

yen, yuan, dirham,...

Singular and plural nouns
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Review p.67
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Audio script p.70

Function

Comparing investments

Comparing and contrasting

Predicting

Making and confirming

appointments

Interpreting an article

Understanding a financial statement

Describing jobs in accountancy
Asking and answering questions

Describing people

Discussing past events

Making calculations
Sequencing

Exchanging information

Describing a career

Reporting
Requesting information

Understanding economic indicators

Interpreting graphs

Reporting trends

Speculating about the economy

Exchanging information

Using expressions

Language

Investment expressions
He made aprofitof...
The interest rate is fixed at...

Investment portfolios

Plurals
index / indices

Present continuous

Who is he meeting on Wednesday?
Prepositions of time

on Tuesday, in September, at five
o'clock, ...

Adjectives
ambitious, rewarding, in demand,...

be going to

He's going to ...

will

I'll give you some information
about...

Matching verbs to noun phrases
set a target, prepare a written report,
keep track of something,...
Negative prefixes

unreliable, incompetent,...
Opposite meanings of adjectives
interested/ uninterested,...

Past simple of be

The weather was fine on Monday.
Stronger adjectives

fascinating, horrible, excellent,...
five times one hundred and sixty
equals...

minus / equals to / subtracted from /
added to / percent of,...

Past simple of regular verbs
/ submitted my tax return.

Past simple

Pronunciation

1t/id/nd/

Past simple of irregular verbs

A tax return letter

Synonyms

; Economic descriptors

fluctuate, remain steady
The number 0
zero, oh, nought, nil

Will for future predictions

issue banknotes, store gold,
regulate supply....
A news briefing

Vocabulary

Expressions
guarantee,predictable, fixed,...
Investment types

shares, bonds, mutual funds,...

Expressions

minimise risk, diversify,

high return,...

Stock exchanges

Stock indices

Nikkei, Hang Seng, Dow Jones,...

Appointments

Careers in accountancy

Financial statements
Opposites of nouns
profit/ loss

owns /owes,...

Accountancy jobs
bookkeeper, tax advisor,
budget analyst,...

Job qualities
responsible, patient,...
Job descriptions
satisfying, stressful,...

Business and travel

Calculation symbols
+plus,-minus,...

Large numbers

a/ one trillion, five hundred and
sixty seven million,...

Tasks

Careers

A 'to do' list
Tax returns

Economic indicators
stock market index, unemployment
rate,...

Decimal numbers

0.0563 / nought point nought five

six three

Percentages

3.75% / three point seven five percent
grow / decline

rise / fall

remain steady / decrease

fluctuate / stabilise

Bank of England

Positive and negative expressions
Fortunately,...
Sadly,...
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