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1.Greetings & introductionsTOPICS & SKILLSGreetingsIntroductionsNationalitieslobs and office
tasksGRAMMARSimple present Adverbs of frequencyCULTUREUSsing first names2.Welcoming visitorsTOPICS
& SKILLSSmall talkMaking offersOffice departmentsShowing someone around the officeOrganization
chartGRAMMARPresent continuous Prepositions of positionCULTURESmall talk
disasters3.TelephoningTOPICS & SKILLSTaking messagesTelephoning languageNumbers and spellingMaking
appointmentsGRAMMARPresent continuous with a future meaningCULTUREGoodbye[d secretaries(]

4.Facts & figuresTOPICS & SKILLSCharts and graphsTaking minutesGetting information rightSaying
figuresGRAMMARSiImple past Question wordsCULTUREWorking mothersSimulation 1 TOPICS & SKILLSAlex
Flscher and Terry Jenkins arrange a meeting5.Requests & offersTOPICS & SKILLSLetter of invitationRequests and
offersTravel arrangementsGiving directionsSGRAMMARMOodal verbs in requests and offersCULTUREKeeping the
harmony6.Dealing with problemsTOPICS & SKILLSComplaints and apologiesOffering a solutionMaking
suggestionsOffice equipmentPlacing ordersGRAMMARwill vs going toCULTUREHow sorry are you7.Putting it
in writingTOPICS & SKILLSA letter of application & CVJob ads and an interviewEmailsC] lettersl] faxesU
memos and text messagesKey phrases for correspondenceGRAMMARPresent perfect and present perfect
continuousCULTUREGetting personal8.Making decisionsTOPICS & SKILLSGiving opinionsAgreeing and
disagreeingSaying thank you and goodbyeChirs Meier and Pat Johnson wodk together to organize an international
sales conference. GRAMMARComparatives and superlativesCULTUREA culture quizSimulation 2TOPICS &
SKILLSChris Meier and Johnson work together to organize an international sales conference

Page 4



000 0O, tushu007.com
<OQO00d0O0mn>>

goon

00000000000 DOO0DO0DO0D0DO0O000bO0bOO0ODOO0oDOOoDOoDOoDOoOooooOOon
00

00000000000 DO0DO0D00DO00O0000bO0bOO0OOO0ODOOoDOoDOoDOoOooOooOOn
OO00O000o0ooooo

000000000000 0D00D00D0000000o00bO0DO0oDOOooDOooOoo0DOnOneo—ao
000

O0O0O00ODOO0O0O0O0O0OCEFRO Common European Framework of References for Languagest [ [0 O [
OO00O000Bl—B200 00O

OO00000000DOOooOooOoog
OO00000000D00D0O0DOO0ooooooooooooon
OO0000000000D000O0DO0ooooooooooooon
OO000000000000D00D00000o0o0oo0ooo0o0DoooDooDooooDooon
oo otdodoooooooooodod

Page 5



000 0O, tushu007.com
<OQO00d0O0mn>>

goon
gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 6



