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 GRAMMAR 

Strutture morfosintattiche relative al livello A2/B1.

Formazione e uso dei principali tempi verbali: 

Present forms (simple present, present continuous)

Past forms (past simple, past continuous, present perfect, past perfect)

Future forms (present continuous, going to, will, may might, present simple)
 if clauses del 1^ e 2^ tipo
 passive form
BUSINESS BACKGROUND

Business theory: 
Production :

- goods and services

- Economic resources: factors of production

- The three sectors of production

- The supply chain

  Commerce:

-Home trade (wholesalers, retailers)

-international trade

-protectionism

Business Communication:
Methods of communication:

oral communication: 

- telephone conversations

- Key language: starting and ending telephone calls

Visual communication

Written communication: 

- Text messages

- Emails

- Emails: pros and cons

- Email netiquette

- Business letters

- Faxes
BUSINESS TRANSACTION – ENQUIRING

Business theory: 
Definition and steps

Foreign trade terms

Sales contract

Delivery- Incoterms


Risk assessment

Methods of payment:

open account/ bank transfer

clean bill collection

documentary collection

documentary letter of credit

payment in advance

Enquiring 


Business language:

Requesting


Questioning


Word groups


Telephone enquiries


Key language: telephone enquiries


Email enquiries


E-enquiries

Written enquiries- letter plan and phraseology

Letters of enquiries


Enquiring Replies
Granting and refusing requests


Telephone replies


Key language: replies to enquiries


Written replies to enquiries 
Quotations 

Letter plan and phraseology


Replies to enquiries
ORDERING

Business theory:

- International trade documents

- Invoicing

-customs procedures

Business communication:

placing an order

replying to and modifying an order
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