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Welcome to the 2010 Heinle ElT Business Catalogue

This year we are proud to present the Heinle ELT business list in a separate catalogue. Towards the
end of last year Cengage Learning acquired the Marshall Cavendish and Summertown Publishing lists
bringing a wealth of new materials across the adult, exam and business lists.

Summertown Publishing is known for its high quality business and English for Specific Purposes (ESP)
titles, especially the dedicated materials for the Business English Certificate (BEC). We aim to build on
the success of this list and continue to publish in growing areas such as ESP.

In 2010 we are expanding our ESP series with English for Cabin Crew (see page 13), a communicative
course which teaches and practises the language needed when carrying out pre- and in-flight duties.

Are you working in an industry which requires specific English language materials? If so, we would like
to hear from you—perhaps our next ESP title will be inspired by you!

Our authors and editors are specialists in writing and teaching business English so you’ll find our
materials are relevant and up-to-date in teaching English in today’s business world.

We hope you enjoy browsing this catalogue. For further information please contact your local
representative or write to us at the email address below.

Wishing you a successful year of teaching.

Heinle ELT team
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BUSINESS ENGLISH COURSES

For all table of contents and sample pages see
elt.heinle.com/totalbusiness

ToTal BuSinESS
Providing a complete package for the world of work

Mara Pedretti, Rolf Cook, Helen Stephenson, John Hughes, 
Paul Dummett, Colin Benn

Level: Pre-Intermediate to Upper Intermediate • CEF Level: B1 – C1

Total Business is a three-level business English course for 
pre-work students and business people wishing to improve 
their English and their employment prospects. It is also suitable
for in-company training.
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The core lessons offer:

u Modern, business-related topics to engage students and
involve them in the practice of everyday business

u An integrated grammar syllabus offering extensive
functional practice

u Varied activities and learner strategies to motivate and
support students in their studies

FEaTuRES

from Total Business 2

Total Business 1 
Student’s Book with Class Audio CD 978 0 462 09861 6
Workbook with Key 978 0 462 09862 3
Class Audio CD 978 0 462 09864 7
Teacher’s Book 978 0 462 09863 0
Total Business 2 
Student’s Book with Class Audio CD 978 0 462 09865 4
Workbook with Key 978 0 462 09866 1
Class Audio CD 978 0 462 09868 5
Teacher’s Book 978 0 462 09867 8
Total Business 3
Student’s Book with Class Audio CD 978 0 462 09869 2
Workbook with Key 978 0 462 09870 8
Class Audio CD 978 0 462 09872 2
Teacher’s Book 978 0 462 09871 5
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BUSINESS ENGLISH COURSES

4

BEST PRaCTiCE
Business English in a Global Context

Bill Mascull with David Kerridge

Level: Elementary to Upper Intermediate • CEF Level: A1 – B1

Best Practice is a four-level course designed for both pre-work and
in-work students.

For all table of contents and sample pages visit
elt.heinle.com/bestpractice

u Short two-page modules get straight to the point,
building up basic language quickly and efficiently

u The Business across Cultures pages develop
understanding of the scope and importance of culture
in business

u Extensive presentation and practice of communication
skills

u Comprehensive teacher support including ExamView®

test-generating software and test bank

FEaTuRES

Elementary
Student’s Book 978 1 4130 0902 6
Student’s Book + Audio CD Pack 978 1 4080 0763 1
Workbook 978 1 4130 0903 3
Teacher’s Resource Book 978 1 4130 0904 0
Audio CD 978 1 4130 0906 4
Assessment CD-ROM with ExamView® 978 1 4130 0907 1
Pre-intermediate
Student’s Book 978 1 4130 0908 8
Student’s Book + Audio CD Pack 978 1 4080 0764 8
Workbook 978 1 4130 0913 2
Teacher’s Resource Book 978 1 4130 0912 5
Audio CD 978 1 4130 0910 1
Assessment CD-ROM with ExamView® 978 1 4130 1469 3
intermediate
Student’s Book 978 1 4130 2185 1
Student’s Book + Audio CD Pack 978 1 4080 0765 5
Workbook 978 1 4130 2859 1
Teacher’s Book 978 1 4130 2858 4
Audio CDs (2) 978 1 4130 2856 0
Assessment CD-ROM with ExamView® 978 1 4240 0886 5
upper intermediate
Student’s Book 978 1 4240 0065 4
Student’s Book + Audio CD Pack 978 1 4080 0766 2
Workbook 978 1 4240 0066 1
Teacher’s Book 978 1 4240 0068 5
Audio CDs (2) 978 1 4240 0069 2
Assessment CD-ROM with ExamView® 978 1 4240 1617 4
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nEW BuSinESS
MaTTERS
Business English with a Lexical
Approach
Mark Powell with Ron Martinez, Rosi Jillett,
Charles Mercer

Level: Intermediate to Upper Intermediate 
CEF Level: B1 – B2

Designed for both in-service and pre-service
courses the fully updated New Business
Matters offers a unique lexical / grammatical
syllabus focusing on the language students
need to increase their fluency, understanding,
and communication skills in business.

Student’s Book 978 0 7593 9856 6
Workbook 978 0 7593 9859 7
Teacher’s Book 978 0 7593 9857 3
Audio CDs (2) 978 0 7593 9853 5
Assessment CD-ROM ExamView® 978 0 7593 9852 8
CNN® Video 978 0 7593 9855 9

from Best Practice Elementary
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BUSINESS ENGLISH COURSES

For all table of contents, sample pages and multilingual glossaries visit elt.heinle.com/doubledealing

DouBlE DEaling
The all-in-one business course you won’t want to
put down!

James Schofield and Evan Frendo

Level: Pre-Intermediate to Upper Intermediate • CEF Level: B1 – C1

A three-level business English course that uses a powerful
storyline to teach all the skills, vocabulary and grammar needed
for students in work or pre-work.

All-in-one package—Student’s Book, Self-Study, Grammar
reference and practice sections and Audio CD.*

*Separate self-study book for the Upper Intermediate level.

Pre-intermediate
Student’s Book package 978 1 9027 4151 2
Teacher’s Book 978 1 9027 4152 9
intermediate
Student’s Book package 978 1 9027 4174 1
Teacher’s Book 978 1 9027 4148 2
upper intermediate
Student’s Book with Audio CD 978 1 9027 4153 6
Self Study Workbook 978 1 9027 4183 3
Teacher’s Book 978 1 9027 4154 3

u Story-driven—motivating and stimulating for students

u Strong cross-cultural focus

u Flexible teaching for modular or sequential use

u Learner autonomy—self-study and databank sections

FEaTuRES
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For all table of contents, sample pages and multilingual glossaries visit elt.heinle.com/business

EngliSH FoR BuSinESS liFE
The flexible business English course 

ian Badger and Pete Menzies

Level: Elementary to Upper Intermediate • CEF Level: A2 – C1

English for Business Life is suitable for a wide range of training
situations from in-company courses in multinationals to colleges
that train students for the workplace. 

Elementary
Coursebook 978 0 4620 0755 7
Self-Study Book with Audio CD 978 0 4620 0756 4
Trainer’s Manual 978 0 4620 0757 1
Class Audio CD (1) 978 0 4620 0758 8
Pre-intermediate
Coursebook 978 0 4620 0759 5
Self-Study Book with Audio CD 978 0 4620 0760 1
Trainer’s Manual 978 0 4620 0761 8
Class Audio CDs (2) 978 0 4620 0762 5
intermediate
Coursebook 978 0 4620 0763 2
Self-Study Book with Audio CD 978 0 4620 0764 9
Trainer’s Manual 978 0 4620 0765 6
Class Audio CDs (2) 978 0 4620 0766 3
upper intermediate
Coursebook 978 0 4620 0767 0
Self-Study Book with Audio CD 978 0 4620 0768 7
Trainer’s Manual 978 0 4620 0769 4
Class Audio CD(s) (2) 978 0 4620 0770 0

u Large number of short units with customisable sections 

u Glossary of key business-related terms in the Course
Book and Self-Study Guide

u Self-Study Guide to support the Course Book or as a
stand-alone resource

u Comprehensive grammar syllabus supported by
Language Notes and Business Grammar Guide

FEaTuRES

Flexible study hours
The hours of study youcan achieve depends onwhich track you choose—Fast, Standard orComprehensive.

English for Business life 

Level Fast Track Standard Track Comprehensive Track

Total Hrs Hrs/Unit Total Hrs Hrs/Unit Total Hrs Hrs/Unit Total Hrs

Upper Intermediate 40 1½ 60 2 90 3

Intermediate 40 1½ 60 2 90 3

Pre-Intermediate 45 1 60 1¾ 90 2½

Elementary 45 1 60 1¾ 90 2½
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EXAM PREPARATION

Preliminary
Student’s Book 978 1 9027 4180 2
Workbook without Key 978 1 9027 4193 2
Workbook with Key 978 1 9059 9203 4
Teacher’s Book with Class Audio CDs 978 1 9027 4194 9
Class Audio CDs 978 1 9059 9200 3
Vantage
Student’s Book 978 1 9027 4187 1
Workbook without Key 978 1 9027 4195 6
Workbook with Key 978 1 9059 9204 1
Teacher’s Book with Class Audio CDs 978 1 9027 4190 1
Class Audio CDs 978 1 9059 9201 0
Higher
Student’s Book 978 1 9027 4188 8
Workbook without Key 978 1 9027 4196 3
Workbook with Key 978 1 9059 9205 8
Teacher’s Book with Class Audio CD 978 1 9027 4197 0
Class Audio CD 978 1 9059 9202 7

SuCCESS WiTH BEC
The new multi-level course for students preparing
for the Business English Certificates exams.

Rolf Cook, Mara Pedretti, Helen Stephenson, John Hughes, 
Paul Dummett with Colin Benn

Level: Preliminary to Higher • CEF Level: B1 – C1

BEC (Business English Certificate) is a business qualification that
demonstrates an ability to use English in professional contexts. 
As a University of Cambridge ESOL examination it is officially
recognised by educational and professional organisations around
the world. 

Success with BEC provides complete preparation for the BEC
exams, but is also an ideal focus for in-company training courses
and for business people and students wishing to improve their
English and job prospects. The course covers the three levels of
the exam: BEC Preliminary, BEC Vantage and BEC Higher.
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from Success with BEC Higher

For all table of contents, sample pages 
and multilingual glossaries visit
elt.heinle.com/successwithbec 

For more information about BEC examinations 
visit the Cambridge ESOL website
www.cambridgeesol.org/bec

Each module is divided into:

u Business Topic lessons which teach vocabulary from
BEC topic areas

u Business Skills lessons which focus on essential
communication skills

u Exam Spotlight lessons which present information about
the exam, develop exam skills and provide exam practice

Diagnostic Tests for each level are also available on the
website elt.heinle.com/successwithbec

FEaTuRES

Ideal for BEC examination candidates: Complete exam
preparation

In-work students: Business topics, business skills and the
language students need to get on in business

Pre-work students: Teacher’s Book contains suggestions for
adapting activities and photocopiables for this type of learner
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EXAM PREPARATION

For all table of contents, sample pages and multilingual glossaries see elt.heinle.com/cambridgebec

For more information about BEC examinations visit the Cambridge ESOL website www.cambridgeesol.org/bec

PaSS CaMBRiDgE BEC
ian Wood, anne Williams, louise Pile, Russell Whitehead, 
Michael Black, Colin Benn, Paul Dummett & Paul Sanderson

Level: Preliminary to Higher • CEF Level: B1 – C1

Pass Cambridge BEC is a practical course for students who wish to
gain a recognised business English qualification. Focusing on
relevant international business situations, the course has been
structured to provide students with a thorough preparation for
the Business English Certificates (BEC).

Preliminary
Student’s Book 978 1 9027 4125 3
Workbook with Key 978 1 9027 4129 1
Teacher’s Book 978 1 9027 4126 0
Class Audio CDs 978 1 9027 4128 4
Self-Study Practice Tests with Audio CD 978 1 9027 4140 6
Progress to Vantage
Student’s Book 978 1 9027 4143 7
Workbook with Key 978 1 9027 4147 5
Teacher’s Book 978 1 9027 4144 4
Class Audio CD 978 1 9027 4146 8
Vantage
Student’s Book 978 1 9027 4130 7
Workbook with Key 978 1 9027 4134 5
Teacher’s Book 978 1 9027 4131 4
Class Audio CDs 978 1 9027 4133 8
Self-Study Practice Tests with Audio CD 978 1 9027 4141 3
Higher
Student’s Book 978 1 9027 4135 2
Workbook with Key 978 1 9027 4139 0
Teacher’s Book 978 1 9027 4136 9
Class Audio CD 978 1 9027 4138 3
Self-Study Practice Tests with Audio CD 978 1 9027 4142 0

u Wide variety of relevant, work-related situations

u Exam tests to consolidate and review

u Essential tips for exam success

u Opportunities for self-study

Self-Study Practice Tests with Answer Key and Audio CD
can also be used with Success with BEC

u Three complete practice tests

u Sample Cambridge ESOL answer sheets

u Advice on how to approach every task in the exam

FEaTuRES
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For more information about ILEC and BULATS examinations visit the Cambridge ESOL website www.cambridgeesol.org/exams

Success with ILEC 978 1 9027 4184 0

SuCCESS WiTH ilEC
international legal English Certificate

nick Brieger and Joanna Kosta

Level: Intermediate to Advanced
CEF Level: B2 – C1

Success with ILEC provides both detailed
information about and vital practice for
the ILEC exam. The book and
accompanying audio CDs will be
invaluable for maximising exam results
and are perfect for self-study.

u 4 complete ILEC practice tests and
advice on how to approach the
exam

u Full answer key including model
compositions for the Test of Writing

u Audioscript for all the Tests of
Listening content and a sample Test
of Speaking

u Language support sections for the
Tests of Writing and Speaking

SuCCESS WiTH BulaTS
Business language Testing Service

nick Brieger and Jeremy Comfort

Level: Elementary to Advanced
CEF Level: A2 – C1

This test preparation material for
Cambridge ESOL’s BULATS provides
three complete practice tests for the
BULATS Standard Test.

u 3 complete BULATS practice tests
for Language Knowledge and
Listening

u Tips on how to approach the test

u Answer sheets

u Multilingual version of instructions
available on the website

SuCCESS WiTH BulaTS
CD-RoM

Summertown’s aid to BULATS is a
computer-based language testing
system. It prepares students for the
actual BULATS test by familiarising
them with the format. The program can
be used by students to benchmark their
progress as part of a course or by
companies to assess the language
abilities of current or future employees. 

aCHiEVE BulaTS
English for international Business

Russell Whitehead and Mark Harrison

Level: Elementary to Advanced
CEF Level: A2 – C1

Helps BULATS candidates achieve their
best score in the test as well as
expanding their knowledge about the
business environment.

u Covers all the task types of the
BULATS Standard Test 

u Comprehensive preparation
exercises

u Three complete practice tests

u Writing and Speaking Test sections

u Answer Keys

u Includes 2 audio CDs

Try before 
you buy!

BULATS is supplied as a trial CD-ROM or online atwww.summertowndigital.comand can be purchased andactivated online. A networkversion is available for largerinstitutions and 
companies.

Success with BulaTS
Student’s Book 
with Answer Key and Audio CD 978 1 9027 4169 7

CD-ROM 978 1 9058 8900 6
achieve BulaTS
Student’s Book 
with Answer Key and Audio CD 978 0 4620 0783 0
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ENGLISH FOR SPECIFIC PURPOSES

EnERgy EngliSH
For the gas and electricity industries

Paul Dummett

Level: Intermediate • CEF Level: B1 – B2

Energy English is an essential resource for professionals working in
the gas and electricity industries who need to use English in their
work. It is also suitable for those preparing for a career in the
energy sector.

Energy English is a comprehensive course designed to

 — teach key industry vocabulary

 — improve fluency

 — develop listening skills

 — review key grammar points

For sample pages see elt.heinle.com/energyenglish

Course Book with Audio MP3 CD 978 0 4620 9877 7
Teacher’s Book 978 0 4620 9878 4

Class Audio CD 978 0 4620 9879 1

The Student’s Book is organised into:

u 24 topic units covering each part
of the gas and electricity supply
chain

u 12 communication skills units
which develop fluency in common
work situations (e.g. presenting
yourself and your company, writing
emails, formal meetings)

u Grammar section with practice
exercises

Pre-course tests available to download
from elt.heinle.com/energyenglish

FEaTuRES
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EngliSH FoR CaBin CREW
A course that gives cabin crew the language they
need to communicate effectively in English when
carrying out their pre- and in-flight responsibilities.

Terence gerighty

Level: Intermediate • CEF Level: B1 – B2

A Gate-to-Gate short course with emphasis on operational 
job-related issues.

Student’s Book with Audio MP3 CD 978 0 4620 9873 9
Class Audio CD 978 0 4620 9875 3

u Major emphasis on improving listening and speaking
skills:

 — dialogue work: understanding passengers in routine 
    and non-routine situations

 — speaking practice: strong on emphasis on 
    pronunciation, intonation and fluency

u Grammar in Use works on useful functional language
such as asking, refusing, don’t understand—please
repeat, giving information, telling people firmly what to
do, reporting back, seeking advice, solving problems,
getting advice and dealing with complaints

u Glossary of useful phrases

Teacher’s Book and a Diagnostic Test are available on the
website elt.heinle.com/cabincrew

FEaTuRES

For table of contents and samples pages see
elt.heinle.com/cabincrew
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ENGLISH FOR SPECIFIC PURPOSES

PRoFESSional EngliSH
SERiES
Level: Intermediate • CEF Level: B1 – B2

The five-volume series is designed for both pre-work students and
those already working. Learners will find a variety of practice
opportunities in problem-solving, critical thinking and
professional communication.

Each title offers:

u Integrated four-skills 
approach

u Two-page lessons

u Grammar Reference

u International English 
audio programme

u Comprehensive Teacher’s 
Resource Book with 
photocopiable material

EngliSH FoR
PRoFESSional SuCCESS
Hector Sánchez, Eric Tejada, 
norma gonzález, arturo Frías, 
isa Tirado, David Ramos

For university students who want to use
English for international communication
in professional contexts such as:

— Professional development

— Job-hunting

— Relocating

— On-the-job skills

— Language of the workplace

EngliSH FoR BuSinESS
Josephine o’Brien

Provides pre-work students with the
language and life skills necessary to
pursue business-related career goals.
Topics include:

— Job-hunting

— Interview techniques

— Language of sales, marketing and
finance

— Corporate culture

English for Professional Success
Student’s Book with Audio CD 978 1 4130 2087 8
Teacher’s Resource Book 978 1 4240 0007 4
English For Business
Student’s Book with Audio CD 978 1 4130 2088 5
Teacher’s Resource Book 978 1 4240 0011 1
English for Humanities
Student’s Book with Audio CD 978 1 4130 2090 8
Teacher’s Resource Book 978 1 4240 0012 8
English for Science and Engineering
Student’s Book with Audio CD 978 1 4130 2091 5
Teacher’s Book 978 1 4240 0013 5

EngliSH FoR HuManiTiES
Kristin Johannsen

Designed for university students
specialising in liberal arts programmes
or studying for a degree in the social
sciences. Integrated skills to practice
English language in these areas:

— Philosophy

— Language

— Arts

— History

— Social Science

EngliSH FoR HEalTH
SCiEnCES
Martin Milner

Written for university students who
want to use their English for
international communication in Health
Sciences fields. Students can practise
English language skills in these job-
related scenarios:

— Diagnosing

— Patient treatment

— Critical patient care

— Rehabilitation and long-term
treatment

— Patient referrals

EngliSH FoR SCiEnCE
anD EnginEERing
ivor Williams

An integrated skills book providing
practice for university students and
professionals specialising and working in
the fields of exact science or
engineering. English language skills can
be practiced in these job-related
scenarios:

— Research and development

 — Design and testing

— Construction and manufacturing
production

— Quality control and inspection,
operation and maintenance

— Management
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FinanCial EngliSH
With Mini-Dictionary of Finance

ian MacKenzie

Level: Intermediate to Upper Intermediate
CEF Level: B1 – B2

This book is ideal for students preparing
for a career in finance or for those
already working who wish to improve
their financial English.

Topics include:

u Talking Figures

u Accounting Basics

u Company Finance

u World Economic Issues

        — Trade

        — Money and Banking

ManagEMEnT anD
MaRKETing
With Mini-Dictionary of 1000 common
words

ian MacKenzie

Level: Intermediate to Upper Intermediate 
CEF Level: B1 – B2

This book is ideal for students who need
to be able to understand and effectively
communicate management and
marketing concepts. It focuses on
essential language and terminology.

Suitable for class or self-study it
provides 70 lessons of extensive reading
and vocabulary practice.

TECHniCal EngliSH
nick Brieger & alison Pohl

Level: Intermediate to Advanced
CEF Level: B1 – C2

A reference and practice book for class
or self-study. Divided into vocabulary
and grammar topic sections.

u 30 vocabulary topic units cover key
technical vocabulary drawn from
professional activities and company
profiles

u 20 grammar topic units review core
grammar uses in technical contexts

u Grammar glossary explaining key
grammatical terms

u Vocabulary glossary of 1,500 key
technical terms with multilingual
list of the website

u Answer key

Financial English 978 1 8993 9600 9

Management and Marketing 978 1 8993 9680 1

Technical English 978 1 9027 4176 5
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REFERENCE/SELF-STUDY

50 WayS SERiES
Level: Intermediate to Upper Intermediate • CEF Level: B1 – C1

The 50 ways to improve your… series provides a range of instant
ways to improve your communications skills in business. Suitable
for business people, language teachers, and trainers who wish to
improve their communication skill competence through flexible
and practical activities and thus ensure more successful business
outcomes.

50 ways to improve your 

inTERCulTuRal SKillS
Bob Dignen with James Chamberlain

This innovative title applies the theory of intercultural studies to
the practice of communicating in English in a business and
professional context.

This title comes from an EFL tradition and blends:

u an understanding of culture 

u an understanding of communication across cultures 

u focus on traditional situations but with greater sensitivity to
cultural/personal context

u examination of new areas such as team and leadership to
broaden beyond traditional EFL scope

Packaged with an Audio CD.

50 ways to improve your 

TElEPHoning anD TElEConFEREnCing
SKillS
Ken Taylor

With the advent of sophisticated digital telephony technologies
and the pressure on business people not to travel unnecessarily
for environmental reasons, the importance of one-to-one phone
calls and teleconferencing takes on a new dimension. This book
provides a range of useful tips and tasks to help business people
whose first language is not English prepare for that all-important
phone call or teleconference meeting.

Packaged with an Audio CD containing extensive listening
practice.

50 ways series
50 ways to improve your Business English 978 1 9027 41 82 6
50 ways to improve your Presentation Skills 978 1 9027 41 86 4
50 ways to improve your Business Skills using the Internet 978 1 9027 41 89 5
50 ways to improve your Telephoning and Teleconferencing Skills 978 1 9059 92 06 5
50 ways to improve your Intercultural Skills 978 1 9027 41 85 7
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50 ways to improve your 

BuSinESS EngliSH uSing THE inTERnET
Eric Baber

The aim of this book is to develop specific English language skills
frequently used online such as:

u reading and writing emails

u understanding websites

u taking part in online conferences and discussions

Also to introduce ways to use the Internet to continue improving
English via news websites, podcasts to improve listening or
setting up e-learning exchanges to practise speaking English with
a native speaker, online.

50 ways to improve your 

PRESEnTaTion SKillS in EngliSH
Bob Dignen

This title will support those presenting internationally develop
their language skills and presentation style to be effective with a
wide range of audiences. The book covers essential areas such as:

u preparing, structuring and closing presentations

u cross-cultural communication

u why to present benefits not objectives

u building rapport with your audience

u 10 ways to influence internationally

u the value of improvisation

and finishes with detailed advice on question handling.

50 ways to improve your 

BuSinESS EngliSH
Ken Taylor

Provides instant ways to improve readers’ business English skills.
The 50 ‘tips’ in this book include:

u Networking 

u Socialising

u Presentations

u Telephoning 

u Meetings

Containing a mixture of learning activities, the different learning
styles allow students to concentrate on specific areas which work
best for them. 

For table of contents and sample pages see 
elt.heinle.com/50ways

THE WoRKing WEEK
Spoken business English with a lexical approach

anne Watson-Delestrée, Jimmie Hill

Level: Intermediate • CEF Level: B1 – B2

Based on a lexical/grammatical syllabus it teaches the
vocabulary and language with emphasis on
communication—speaking, listening and problem
solving—needed during the working week.

PRESEnTing in EngliSH
How to give successful presentations

Mark Powell

Level: Intermediate to Upper Intermediate • 
CEF Level: B1 – C1

Presenting in English combines all the skills, language
and techniques needed to present with confidence.

u Real language of professional presenters

u Comprehensive range of public speaking tasks

u Techniques for handling an audience

u Attention to the structure and detail of rhetorical
language

BaSiC TElEPHonE TRaining
anne Watson-Delestrée

Level: Elementary • CEF Level: A1 – A2

This unique short course of book and audio material
sharpens students’ telephone skills.

Presenting in English
Text 978 1 8993 9630 6
Cassette 978 1 8993 9695 5
The Working Week
Text 978 1 8993 9685 6
Teacher’s Notes 978 1 4130 1858 5
Cassette 978 1 8993 9650 4
Basic Telephone Training
Text 978 0 9067 1742 4
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REFERENCE/SELF-STUDY

THE languagE oF MEETingS
Malcolm goodale

Level: Intermediate to Upper Intermediate • CEF Level: B1 – C1

This book presents and teaches all the language needed to
participate effectively in meetings. Ideal for self-study or
class use, each flexible unit gives students the opportunity to
practice what they have learnt while drawing on personal
experience.

BuilD youR BuSinESS VoCaBulaRy
John Flower

Level: Intermediate to Upper Intermediate • CEF Level: B1 – C1

Build Your Business Vocabulary contains graded vocabulary
exercises in a wide variety of business scenarios. An ideal
complement to business English courses and can be used in
class or for self-study.

BuilD youR BuSinESS gRaMMaR
Tim Bowen

Level: Intermediate to Upper Intermediate • CEF Level: B1 – C1

This book covers a carefully selected business syllabus. The
emphasis is on grammar practice in natural, functional
contexts. Build Your Business Grammar offers useful
vocabulary and exercises. Ideal for self-study or class use.

BuSinESS languagE PRaCTiCE
John Morrison Milne

Level: Intermediate to Upper Intermediate • CEF Level: B1 – C1

Designed as a business English workbook offering extensive
practice in the key areas of business grammar, vocabulary,
speaking, reading and writing. This book can be used with
business courses, in the classroom or for self-study.

The Language of Meetings 978 0 9067 1746 2
Build Your Business Vocabulary 978 0 9067 1787 5
Build Your Business Grammar 978 1 8993 9645 0
Business Language Practice 978 0 9067 1754 7
English for IT and the Internet 978 1 8448 0527 3
English for Business 978 1 8448 0528 0

EngliSH FoR i.T. anD THE inTERnET
lesley gourlay, Paul Hullock

Level: Intermediate • CEF Level: B1 – B2

A practical reference book including:

u The most commonly-used terms in IT

u Language focus on pronunciation and usage

u Dialogues illustrating typical conversations between
helpdesk operators and other IT professionals

u List of common abbreviations used in email

Not available for sale in Poland

EngliSH FoR BuSinESS
Barbara Campbell

Level: Intermediate • CEF Level: B1 – C1

General business reference book covering:

u Useful phrases for presentations, negotiations,
telephoning and letter writing

u Tips on language usage and cultural differences

u Help for preparing for presentations, negotiations and
interviews

u Sample letters and emails

Not available for sale in Poland or Italy
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nEgoTiaTionS
Phases of Negotiation

Stages—prepare, discuss, prose,
bargain, settle and conclude

Develop the language used in each
phase

Approach

Examine body language, rapport
and cultural differences

Diplomatic language

Handling problems and objections

Evaluation

Prepare for negotiation

Checklist

Assess your performance

MEETingS
Preparing for a meeting

Reasons

Planning

At the meeting

Introduction

Contribution

Chairing

Participation

Inter-cultural

Formal

After the meeting

Follow up

Review and evaluation

WRiTing SKillS
Preparing to write

Who, why, what, how?

Writing process

 — Functions

— Cohesion

—Clarity, Style and Tone

—Structure

—Pronunciation

—British and American Spellings

—Common Problems

—Sample Business Letters

PRESEnTaTionS
Preparing the Presentation

Purpose, People, Place

Presenting yourself: voice, body
language

Timing

Visuals

Content

Structure

Putting it into Words

Main message

Beginning, middle, end

Evaluating the Presentation

Before

During

After

THE BuSinESS SKillS SERiES
anne laws

Level: Upper Intermediate • CEF Level B2 – C1

The Business Skills Series uses diagrammatical illustrations and a systematical
approach to business situations to provide essential reference for self-study and
teaching.

The Business Skills Series

Negotiations 978 1 9027 4124 6

Meetings 978 1 9027 4115 4

Writing Skills 978 1 9027 4117 8

Presentations 978 1 9027 4116 1
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READERS AND DICTIONARIES

SuMMERToWn REaDERS
Fictional readers to complement business courses or
to enjoy as standalone extended reading materials.

Level: Pre-Intermediate to Advanced • CEF Level: A2 – C1

Summertown Readers are aimed at young adults/adults studying
business English or using English at work. The storylines offer
intrigue, murder and mystery to capture the reader and
encourage reading for pleasure.

u Each reader is supported by an audio MP3 CD and comes
with a unit glossary

u Activities are on the website

RooM SERViCE
Pre-Intermediate

James Schofield

This is a collection of short stories of experiences when staying in
a hotel. Adventure, disaster, funny and frightening.

SuPERSTaR
Pre-Intermediate

Doug Campbell

John decides to give up his office job for something more
exciting—managing a pop band!

MEET ME in BRazil 
Pre-Intermediate

Julie Woodward

It’s a case of mistaken identity when businessman 
Mike Carrington travels to Brazil on business.

Pre-intermediate
Meet me in Brazil 978 0 4620 9880 7
Room Service 978 1 9059 9208 9
Superstar 978 0 4620 9876 0
intermediate
The Top Floor 978 0 4620 9882 1
Peril in Venice 978 1 9027 4191 8
Double Trouble 978 0 4620 9881 4
upper intermediate
Sink or Swim 978 0 4620 9884 5
Awayday 978 0 4620 9883 8
Ekaterina 978 1 9027 4192 5
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For a full synopsis of each story and a sample of the audio file
go to elt.heinle.com/summertownreaders

CollinS CoBuilD BuSinESS
VoCaBulaRy in PRaCTiCE
Second Edition

Level: Intermediate to Advanced • 
CEF Level: B1 – C2

The second edition of the Collins Cobuild
Business Vocabulary in Practice equips learners
with the language they need for the world of
business in the 21st century.

The text has been illustrated with thousands 
of examples of real English from the Bank of
English to help students write, speak and
understand business English better. It features 
a user-friendly format, together with a
Materials Bank containing hundreds of
additional exercises.

PERil in VEniCE
Intermediate

James Schofield

An exclusive Wellness Centre near Venice is the holiday
destination for an exhausted young executive. But is it as it
should be?

DouBlE TRouBlE
Intermediate

James Schofield

Identical twins whose lives couldn’t be more different find
themselves trading places.

THE ToP FlooR
Intermediate

David Evans

A chilling mystery unravels when Maha’s boss disappears on a
business trip leaving her alone in the supposedly empty
neighbouring office.

EKaTERina
Upper Intermediate

James Schofield

“My name is Ekaterina. I am eleven years old. I am dead.” Who is
she? What does it mean? This mysterious message continuously
appears on the website of a mining company.

SinK oR SWiM
Upper Intermediate

andy Cowle

Unfairly sacked by an unpleasant boss he lost his savings, his
house and almost his wife. What will the outcome be when Eddie
comes face-to-face with his old boss?

aWayDay 
Intermediate

Chris Faram

An office ‘awayday’ tests more than the moral and physical
strength of friends Charlie, Driller and Beano.

Collins Cobuild Business Vocabulary in Practice
Cassette 978 0 9067 1747 9
Paperback 978 0 0071 9023 2
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CONTACT HEINLE OFFICES

HEaD oFFiCE—Europe, 
Middle East, africa
Heinle ELT, part of Cengage Learning
Cheriton House, North Way, Andover,
Hampshire, SP10 5BE, UK
Tel: +44 (0) 1264 332424
Fax: +44 (0) 1264 342762

uK SalES EnquiRiES
Sarah-Jane Platt
Tel: +44 (0) 1264 342799
Email: sarah-jane.platt@cengage.com

REGIONAL OFFICES & REPRESENTA-
TIVES
—Europe, Middle East, Africa

uK, iRElanD anD MalTa
Laura Austin
Sales Executive
Tel: +44 (0)7799 118 795 (mobile)
Email: laura.austin@cengage.com

iTaly
Heinle ELT, part of Cengage Learning,
Italy 
Nick Broom
ELT Manager: Italy
Tel: +39 335 677 4385 (mobile)
Fax: +39 055 718 8112
Email: nick.broom@cengage.com

SPain & PoRTugal
Heinle ELT, part of Cengage Learning,
Spain
Rodríguez San Pedro, 2, despacho 113
28015 Madrid
Tel: +34 91 593 45 59
Email: lola.reyes@cengage.com

FRanCE, BElgiuM, nETHERlanDS
anD luXEMBouRg
Eileen Fryer
ELT Consultant: France, Belgium, 
Netherlands, and Luxembourg
Tel: +44 (0)7921 582 094 (mobile)
Email: eileen.fryer

@contractor.cengage.com

gERMany,  auSTRia & 
CzECH REPuBliC
Bethan Williams
Business Development Executive: 
Germany, Austria and Czech Republic
Tel: +44 (0)7912 773 958 (mobile)
Email: bethan.williams@cengage.com

SCanDinaVia
Raili Seppänen
ELT Consultant: Scandinavia
Tel: +44 (0)20 8690 0205
Email: elteurope@aol.com

SWiTzERlanD
Stuart Beaumont
ELT Consultant: Switzerland
Tel: +41 (0)765 391 441 (mobile)
Email: stuart.beaumont

@contractor.cengage.com

CEnTRal anD EaSTERn EuRoPE
Liz Huntley
Business Development Manager: Central
and Eastern Europe
Tel: +44 (0)7793 264 606 (mobile)
Email: liz.huntley@cengage.com

MiDDlE EaST
Doruk Denkel
Sales Manager: Middle East and North
Africa
Tel: +90 532 690 2636 (mobile)
Fax: +90 312 439 1140 
Email: doruk.denkel@cengage.com

Kemal Kahraman
Sales Representative: Middle East and
North Africa
Tel: +90 530 404 9500 (mobile)
Fax: +90 212 598 9127
Email: Kemal.kahraman@cengage.com

Ersin Kelesoglu
Sales Representative: Middle East and
North Africa
Tel: +90 533 434 1724 (mobile)
Fax: +90 212 424 0932
Email: ersin.kelesoglu@cengage.com

Head office—Mexico
CEngagE lEaRning
Av. Santa Fe No. 505 piso 12
Col. Cruz Manca
Del. Cuajimalpa
México, D.F.
Tel: 0155 15006000
ext 6098, 6063, 6061, 6060
Toll free 01 800 800 3768
http://elt.heinle.com
www.cengage.com.mx

REGIONAL OFFICES—Mexico
GUADALAJARA
Fray Juan de Zumárraga # 739 – 1 
Col. Chapalita 
C.P. 45040 
Guadalajara, Jal.
Tel: 0133 36479826
Sales Information
Sales Manager México y Centroamérica
Mayte Corella
Email: mayte.corella@cengage.com

ELT Supervisor 
José Manuel Alatriste
Cell: 044 55 55066235
Email: jose.alatriste@cengage.com

ELT Sales Assistant
Mónica Sánchez
Email: monica.sanchez

@contractor.cengage.com

ELT Representative
Distrito Federal Zona Norte-Centro, 
Edo. de México, Hidalgo
Jaime Pérez
Cell: 044 55 21062153
Email: jaime.perez@cengage.com

ELT Representative
Distrito Federal Zona Sur, 

Morelos y Guerrero
Lourdes Zaldívar
Cell: 044 55 21062235
Email: lourdes.zaldivar@cengage.com

ELT Representative
Distrito Federal Zona Oriente y Oaxaca
Héctor Montañéz 
Cell: 044 55 85494735
Email: hector.montanez

@contractor.cengage.com
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ELT Representative
Puebla, Veracruz y Tlaxcala
Edgar Maldonado
Cell: 044 22 27693430
Email: edgar.maldonado

@contractor.cengage.com

ELT Representative
Sonora, Sinaloa y Baja California Sur
Mario Padilla
Cell: 044 66 71808397
Email: mario.padilla@cengage.com

ELT Representative
Chiapas y Tabasco
Christian O’Ferra
Cell: 044 96 16935444
Email: cristian.o’ferra@cengage.com

ELT Representative
Yucatán, Quintana Roo y Campeche
Gabriela Castillo
Cell: 044 99 99496424
Email: gabriela.castillo

@contractor.cengage.com

ELT Representative
Guanajuato, San Luis Potosí, 
Aguascalientes y Querétaro
Sandra García
Cell: 044 47 77271892
Email: sandra.garcia@cengage.com

ELT Representative
Monterrey, Tamaulipas, 

Coahuila y Chihuahua
Claudia Herrera
Cell: 044 81 81850766
Email: claudia.herrera@cengage.com

ELT Representative
Jalisco y Michoacán
Oscar Corona
Cell: 044 33 31010007
oscar.corona@cengage.com

ELT Representative
Zacatecas, Colima, Nayarit y Jalisco
Daniel Staines
Cell: 04433 35708983
Email: daniel.staines

@contractor.cengage.com

ELT Representative
Guatemala, El Salvador, Costa Rica,
Panamá, Nicaragua, Honduras, Belice
Natalia Fonseca
Cell:  506 88371045
Sabana  de la estatua Leon Cortez 100
metros este Fedex Paseo colon sjob hold
Email: natalia.fonseca

@contractor.cengagelearning.com
elt.heinle.com

REGIONAL OFFICES—South America

anDEan PaCT
Colombia, Ecuador & Venezuela
Cra. 90 No. 17B – 39 Bodega 27
Bogotá, Colombia
Tel: +571 2922040
Fax: +571 4247359
Email: elt.pactoandino@cengage.com

BRazil
Rua Werner Siemens, 
111 – Prédio 20 – Espaço 04
Lapa de Baixo – São Paulo –SP
CEP: 05069-900
Tel: +55 11 3665-9900
Fax: +55 11 3665-9901
Toll Free: 0800 11 1939
Email: clia.elt@cengage.com.br
www.cengage.com.br/elt

SouTHERn ConE
argentina, Bolivia, Chile, Paraguay, 
Peru & uruguay
Rojas 2128
C1416CPX Buenos Aires – Argentina
Tel: +54 11 4582-0601/7
Email: clientes.conosur@cengage.com

PERu
Av. Javier Prado Este 3502, San Borja 41
Lima - Perú
Tel: (511) 250-1876

HEaD oFFiCE—asia
Cengage learning asia Pte. ltd.
5 Shenton Way
01-01 UIC Building
Singapore 068808
Tel: +65 6410 1200
Fax: +65 6410 1208
Email: asia.info@cengage.com
www.cengageasia.com

REGIONAL OFFICES—Asia
CHINA
Cengage Learning  Asia Pte. Ltd.
(Beijing Representative Office)
Room 1201 South Tower C
Raycom Info Tech Park
No 2 Kexueyuan South Road,
Haidian District
Beijing 100080, China
Tel: +86 10 8286 2095/2096/2097
Fax: +86 10 8286 2089
Email: asia.infochina@cengage.com

Hong Kong
Cengage Learning Hong Kong Limited
Unit 808-810 8/F, Tins Enterprises Centre
777 Lai Chi Kok Road,
Cheung Sha Wan, Kowloon, Hong Kong
Tel: +852 2612 1833
Fax: +852 2408 2498
Email: asia.infohongkong@cengage.com

inDia/PaKiSTan/SRi lanKa/
nEPal/BanglaDESH
418 F.I.E. Patparganj
New Delhi 110 092, India
Tel: +91 11 4364 1111
Fax: +91 11 4364 1100
Email: asia.infoindia@cengage.com
www.cengage.co.in

inDonESia
Ruko Sentral Bisnis Tanjung Duren
Blok B No. 20
Jl. Tanjung Duren Raya
Jakarta Barat 11470, Indonesia
Tel: +62 21 565 3219
Fax: +62 21 565 2914
Email: asia.infoindonesia@cengage.com

JaPan
Cengage Learning K. K.
No 2 Funato Building 5th Floor
1-11-11 Kudankita, Chiyoda-ku,
Tokyo 102-0073, Japan
Tel:+ 81 3 3511 4390
Fax: +81 3 3511 4391
Email: asia.infojapan@cengage.com
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CONTACT HEINLE OFFICES

To place an order contact your local Heinle ELT Representative.

For Sample requests please visit elt.heinle.com

Email us at: elt.heinle@cengage.com

For online teacher resources go to:

elt.heinle.com

REGIONAL OFFICES—Asia
CHINA (continued)

KoREa
Cengage Learning Korea Ltd
Suite 1801, Seokyo Tower Building,
353-1, 22 Seokyo-Dong Mapo-Gu,
Seoul 121-837, Korea
Tel: +82 2 322 4926
Fax: +82 2 322 4927
Email: asia.infokorea@cengage.com

MalaySia
Cengage Learning Asia Pte. Ltd.
(f.k.a. Thomson Asia Pte Ltd)
(Malaysia Branch) Incorporated in
Singapore
Co. Reg No: 993622K
No. 4 Jalan PJS 11/18, Bandar Sunway
46150 Petaling Jaya
Selangor,
Malaysia
Tel: +60 3 5636 8351/52
Fax: +60 3 5636 8302
Email: asia.infomalaysia@cengage.com

PHiliPPinES/oCEania
Cengage Learning Asia Pte Ltd
(Philippines Branch)
Unit 2104-2106 Raffles Corporate Cen-
ter
Emerald Avenue
Ortigas Center, Pasig City
Philippines 1605
Tel: +63 2 915 5290
Fax: +63 2 915 1694
Email:
asia.infophilippines@cengage.com

TaiWan
Cengage Learning Asia Pte. Ltd.
(Taiwan Branch)
9F-1 No.87 Cheng Chou RD
Ta Tong District, 103 Taipei
Taiwan
Tel: +886 2 2558 0569
Fax: +886 2 2558 0360
Email: asia.infotaiwan@cengage.com
www.cengage.tw

THailanD/inDoCHina
Cengage Learning (Thailand) Limited
408/32 Phaholyothin Place Building
8th Floor, Phaholyothin Avenue,
Samseannai, Phayathai
Bangkok 10400,
Thailand
Tel: +66 2 619 0433-5
Fax: +66 2 619 0436
Email: asia.infothailand@cengage.com

ViETnaM
Cengage Learning Asia Pte Ltd
(Vietnam Representative Office)
Suite 1011, 10th Floor Zen Plaza
54-56 Nguyen Trai Street, District 1,
Ho Chi Minh City, Vietnam
Tel: +848 39257 880
Fax: +848 39257 881
Email: asia.infovietnam@cengage.com
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We mean business
u Coursebooks 

u Exam Preparation 

u English for Specific Purposes 

u Self Study 

u Reference 

u Readers 

u Dictionaries 


