
Business to Business

 First impressions 

  A | Introduction
 B | Activities
  C | Tool kit 
  D | Additional practice
  E | Business basics

 Telephoning

  A | Introduction
  B | Activities
  C | Tool kit 
  D | Additional practice

 Making arrangements

  A | Introduction
  B | Activities
  C | Tool kit 
  D | Additional practice
  E | Prüfungsvorbereitung

 Enquiries

  A | Introduction
  B | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F  | Prüfungsvorbereitung

 Offers

  A | Introduction
 B | Activities
 C  | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung

 Comparing options 

 A | Introduction
 B  | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung
 
 Orders

 A | Introduction
 B | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung

· Introducing yourself and your business 
· Layout and elements of business letters 
· Holidays and hours of work in the UK

· Telephoning · Taking messages  
· Telephone alphabet · Telephone phrases
·  Communicating across cultures:  

Telephoning in English-speaking countries

· Receiving visitors · Preparing meetings  
·  Taking the minutes · Booking an exhibition  
 stand · Making hotel reservations

· Communicating across cultures: Small talk

· Structure of a detailed enquiry  
· enquiry in writing · Enquiries by telephone  
· Building blocks: Enquiries · Trade Unions
· Communicating across cultures: Politeness

·  Structure of a detailed offer · Reply to an  
renquiry · Offers in writing · Offers by phone 

· Communicating across cultures: Queueing

· Comparing products · Giving presentations  
·  Memos and reports · Describing graphs and  

diagrams · Incoterms 2010

· Legal aspects · Commercial aspects  
· Structure of a detailed order · Orders in writing  
·  Order by phone · Sales contract · Cheque and 

bill of exchange
· Communicating across cultures: Negotiating
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 Order confirmation and  
 cancellation

  A | Introduction
 B | Activities
  C | Tool kit 
  D | Additional practice
  E | Business basics
 F | Prüfungsvorbereitung

 Payment

  A | Introduction
  B | Activities
  C | Tool kit 
  D | Additional practice
 F | Prüfungsvorbereitung

 Credit enquiries

  A | Introduction
  B | Activities
  C | Tool kit 
  D | Additional practice
  F | Prüfungsvorbereitung

 Delivery

  A | Introduction
  B | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F  | Prüfungsvorbereitung

 Complaints and adjustment

  A | Introduction
 B | Activities
 C  | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung

 Reminders 

 A | Introduction
 B  | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung
 
 

· Structure of a detailed order confirmation  
·  Accepting orders by phone · Order confirm-

ation in writing · Confirming a reservation
· Sales confirmation and pro forma invoice  
·  Cancellation of order · Types and organisation 

of companies

 
 
· Pro forma invoice · Commercial invoice  
·  Payment by bank transfer · Payment by letter 

of credit

 ·  Credit enquiries 
· Methods and terms of payment

·  Trade within the EU · Packing · Shipping and 
handling marks · Arranging for transport 

·  Dispatch advice · Export documents (Export 
invoice - Bill of lading - Air Waybill 

- Certificate of Origin) · Insurance

·  Making complaints in writing and on the 
phone ·  Structure of a detailed complaint 

·  Adjusting complaints in writing and on  
the phone · Rejecting complaints · Apologizing

·  Organisations and associations · Economic 
indicators

· Comparing products · Giving presentations  
·  Memos and reports · Describing graphs and  

diagrams · Incoterms 2010
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 Marketing and sales

 A | Introduction
 B | Activities
 C | Tool kit 
 D | Additional practice
 E | Business basics
 F | Prüfungsvorbereitung
 
 Job applications

  A | Introduction
  B | Activities
  C | Tool kit 
  D | Additional practice
 E | Business basics

 Anhang

  Video Lounge
  Role Cards
  Alphabetical word list 
  List of key commercial terms

 ZQ   Zusatzqualifikation für kaufmännische Auszubildende
 FK   Fremdsprachenkorrespondent/in
 KA   Kaufmännische Assistenten Fremdsprachen

· Life cycle of a product · Market research 
·  Advertising · Fairs, exhibitions and 

conferences ·  Co-operation and agencies 
·  Distribution channels · Wholesalers and 

retailers · Intermediaries in foreign trade

· Searching for vacancies · Writing a CV 
· German job titles · Job advertisements 
·  Writing a letter of application · Preparing for 

an interview · The European Union
·  Communicating across cultures: Paraphrasing 

German job titles
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Ö V 1 How does one become an event manager?
Ö V 2 Rotterdam
Ö V 3 Waste
Ö V 4 Mumbai
Ö V 5 Shenzen
Ö V 6 Simultaneous interpreting
Ö V 7 Presentations
Ö V 8 Enquiries
Ö V 9 Telephoning
Ö V 10 Job interview


