
Careers
and How to Prepare for Them

www.teachersmarketplace.com

Caswell & Caswell

Business English
Lower Level Learners
Alternative Education
Effective Telephoning

Business Communications



© 2003, Caswell & Caswell, 1-800-757-7668, www.teachersmarketplace.com,  Page 10

Biz Talk-1:
American Business
Slang and Jargon

Contains over one thousand examples
of commonly used American business
slang terms and jargon, each with a
definition and sample sentence to
illustrate proper context.

Biz Talk 2:
More American

Business Slang and
Jargon

Over six hundred terms are covered in
ten chapters relating to international
trade, politics, management,

The ten lessons include:
♦General Office Slang (paper-pusher, desk jockey, rat
race, etc.).
♦Meeting/Negotiation Jargon (to have the floor, to table
a discussion, win-win situation, etc.).
♦Business Travel Jargon (jet lag, business class, the
red-eye, etc.).
♦Sports Terms Used in Business (ballpark figure, pinch
hit, game plan, etc.).
and six others.
Special sections examine
♦Advertising Slang and Jargon
♦Finance Slang and Jargon
♦Marketing Jargon.
Also discussed are innocent American gestures that can
be misinterpreted as offensive or obscene in other
countries. Includes glossary and answer key.  254 pgs,
6" by 9" softcover with illustrations.
9440172OP Book $16.95

computers, and finance. Chapters include:
♦General Business Slang and Jargon (all systems are
go, in a nutshell, knock-off, etc.).
♦International Trade Slang and Jargon (bill of lading,
export merchant, customs, etc.).
♦Bureaucratese (causal factors, past history, dysfunc-
tional, etc.).
♦Managment Slang and Jargon(business plan,
downsizing, to reinvent the wheel, etc.).
and six others.
Word games, context exercises, crossword puzzles,
and quizzes test the student's knowledge. Answer key
and glossary are included. 300 pgs, 6" by 9" softcover
with illustrations.
9440199OP Book $16.95

Oxford Dictionary of Business
English For Learners of English

Edited by Allene Tuck, Intermediate-Advanced
This dictionary includes up-to-date vocabulary from the
main areas of business: accounting, advertising, bank-
ing, computing, international trade, law, management,
sales, and the stock exchange. The words and phrases
used in meetings and presentations to describe manu-
facturing processes, distribution systems, and sales
performance are also provided.
431440-5 Ox Dict. of Bus English $15.95

HOW TO INCORPORATE AND
START A BUSINESS

IN MICHIGAN
J.W. Dicks
A Simple 6-Part Program covers state and federal require-
ments. Step-by-step advice for forming a corporation, a
partnership, or a sole proprietorship.  Myths and realities
of the tax and liability advantages of corporations. “S”
corporations and other important alternatives.  Employ-
ment law and payroll tax requirements.   Planning starting
and running a business.
5903P $16.95

MICHIGAN LAW FOR
EVERYONE, 5th Edition

Sherry A. Wells, J.D.
Includes a Law Dictionary.  Explains in plain American
English: Employment, Unemployment, Worker’s Comp,
Contracts, Starting a Business, Consumer Rights, Small
Claims Court, Real Estate and Landlord-Tenant, Criminal
and Traffic, Slip and Fall and other injuries, Wills, Trusts,
Probate and Guardianships, Family Law: Marriage, Divorce,
Children, How to Find, Use and Pay an Attorney, Alterna-
tives to Litigation, With examples of laws and legal forms,
Resource numbers and web sites.
0934981094 $24.00

HOW TO MAKE A MICHIGAN
WILL, 5th Edition

E Haman & M Wards/ Attorneys at Law
A simple English explanation of the law; Forms and in-
structions included; Fourteen different will forms; Codicil;
Living Will.  Easily and legally make your own Michigan
Will.  Do you know who will get your property if you die
without a will?  How to make a Michigan Will explains
Michigan Law regarding wills and joint property and
includes ready-to-use forms.  It will show you how to
quickly, easily and inexpensively set up  the distribution of
your estate.
182XSBP $16.95

HOW TO FORM YOUR OWN
MICHIGAN CORPORATION
BEFORE THE INC. DRIES

Phillip G Williams, Ph.D
All forms and instructions necessary to incorporate a new
or already existing business in Michigan.  Michigan profit
corporations; Michigan professional service corporations;
Subchapter S corporations; Michigan non-profit corpora-
tions; Desaware corporations.  How to..... use the corpora-
tions as a tax shelter, limit liability, obtain tax-free divi-
dends, receive tax free medical services and health and
life insurance benefits, retire with maximum pension
benefits.
4072P $31.95

Communication Skills Idioms, Law
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Ordering Information
All Orders Should be Addressed to:

Caswell & Caswell
3571 Newgate
Troy, MI  48084

WHEN ORDERING BY PHONE please let us know if a confirming purchase order will
be sent.  This will help us avoid possible problems with duplicate orders.

To Order Toll Free Call: 1-800-757-7668
To Order by Fax 1-248-646-4359

METHOD OF SHIPMENT will be United Postal Service unless special request is made
by the customer or we see a need to ship via another service.

SHIPPING AND HANDLING CHARGES are typically 10% of the total order.  There is a
$4.50 minimum charge.  Residential customers have a minimum charge of $5.25

ORDERS FROM INDIVIDUALS should be prepaid.  Be sure to include state sales tax.

ALL CHECKS OR MONEY ORDERS MADE PAYABLE TO:
CASWELL & CASWELL

ORDERS FROM EDUCATIONAL INSTITUTIONS should include a purchase order
number when possible and must be on either official stationary or an official purchase
order form.

CLASSROOM DISCOUNTS ARE AVAILABLE.
PLEASE CALL FOR INFORMATION.

EXAMINE ALL MATERIALS AS SOON AS RECEIVED!  Notify us of damaged or
missing items immediately.

ALL RETURNS MUST BE AUTHORIZED BY CASWELL & CASWELL.  Permission to
return should be requested and authorized in writing.  We will not issue credit on unau-
thorized returns.  All returned material must be in perfect, unmarked, saleable condition.

ALL PRICES IN THIS CATALOG are subject to change because of possible producer
price changes.  We bill at the producer’s latest selling price.  In case of a sizable in-
crease in price, we will notify prior to shipment for confirmation.
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To order by phone
Call 1-800-757-7668
Fax:  248-646-4359

william.caswell@sbcglobal.net

CASWELL & CASWELL
ORDER FORM
Ship To:

Name:________________________________________

Institution:__________________________________

Department:_________________________________

St. Address:_________________________________

City/State/Zip:_______________________________

Telephone:_(_____)___________________________

EMail Address ______________________________

Bill To: (if  different)

Name:________________________________________

Institution:__________________________________

Department:_________________________________

St. Address:_________________________________

City/State/Zip:_______________________________

Telephone:_(_____)___________________________

Payment Method: (Check One)

����� Payment Enclosed
����� Bill my Institution
P.O.#__________________________________

Shipping & Handling Charges:
10% of total purchase

$4.50 minimum S&H Charge
$5.25 minimum Residential S&H Charge

Date All orders are shipped net 30 days.  Returns must have written authorization from us.

$ TOT. COSTITEM# QTY PRODUCT DESCRIPTION $ EACH

Subtotal

Sales Tax

Shipping
TOTAL

CASWELL & CASWELL
3571 Newgate, Troy, MI  48084
www.teachersmarketplace.com

� Yes!  I would like to join your mailing list!


