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       Unit Functions Grammar Vocabulary Reading Writing Pronunciation

Starter	   
Get to know people Review personal questions

Review relative clauses

Review the present perfect continuous

—— —— —— ——

1	 Job interviews

Ask questions about a person’s professional background Tag questions

Questions ending in prepositions

Adjectives to describe people

Adjectives and nouns related to work relations

Article about job 
interview tips 

Letter of 
recommendation

Intonation in tag questions

Stress in short answers

2	  Crime

Talk about crime

Talk about a sequence of events in the past

Past perfect

Adverbial clauses with before, after and when

Crime Hotel safety 
instructions 

Letter of 
reimbursement for 
stolen goods 

Contrasting // and /e/

Review 1 & 2

3	 Work ethics

Talk about acceptable and unacceptable professional behavior

Apologize

Discuss work ethics

Separable and inseparable phrasal verbs

Object pronouns with phrasal verbs

Phrasal verbs Article about corporate 
apologies

Letter of apology to 
client

Stress in phrasal verbs

The prefix dis-

4	 Parenting and life 
choices

Talk about regrets

Talk about consequences

Third conditional

Wish and the past perfect

Work-related items Article about career 
change

Letter to reschedule 
appointment

Reduction in past modals

Review 3 & 4

5	  Making mistakes

Talk about unfulfilled promises

Describe small accidents

Regrets with should have

Reflexive pronouns

Words related to making mistakes and solving problems Article about mistakes 
that became famous 
products

Letter of complaint to 
a supplier

Stress in reflexive pronouns

Verbs and nouns with /s/ and /z/ sounds

6	 Sleep

Discuss problems related to sleep

Talk about the future

Talk about universal truths

Zero conditional

Future continuous

Sleep and travel Article about sleep 
habits

Letter of travel 
confirmation

Intonation in complex sentences containing 
adverb clauses

Stress in the future continuous

Review 5 & 6

7	 Opening a business 

Talk about probabilities May and might

Must and can’t

Adjectives and nouns related to networking and new 
business 

Quiz about networking Referral thank you 
note

Elision of t in must

Long and short /u/

8	 Continuing education

Give reasons for decisions

Talk about graduate studies

So and such

Infinitives of purpose

Words related to college, study abroad and further 
education 

Brochure about MBA 
programs 

Letter requesting more 
information

Hesitation

        Review 7 & 8
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