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Unit 1 Adapting to New Environments

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class ActivitiesC] Listen for Fun

Unit 2 Handling Personal Information

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activities[] Listen for Fun

Unit 3 Planning Your Career

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activitiest] Listen for Fun

Unit 4 Hunting for a Job

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activitiest] Listen for Fun

Unit 5 Making Invitations

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activitiest] Listen for Fun

Unit 6 Receiving Visitors

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class ActivitiesC] Listen for Fun

Unit 7 Managing Office Work

Section 1 Before-class Activitiest] Getting Things Ready
Section 2 In-class Activities[] Things to Do

Section 3 After-class Activities[] Listen for Fun

Unit 8 Organizing Meetings

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activitiest] Listen for Fun

Unit 9 Making BUsiness Trips

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class Activitiest] Listen for Fun

Unit 10 Interpersonal Skills and Teamwork

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 After-class ActivitiesC] Listen for Fun
Vocabulary

Phrases
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