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Chapter 4 Making
Conversations at

Workplace
= Making Small Talk

= Greeting Visitors
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Chapter 4 Making
Conversations at
Workplace (Cont.)

- Welcoming
Visitors

- Making
Introductions

- Vocabulary
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Chapter 5 Telephoning
= Telephone
Etiquette
= Answering and
Transferring a
Telephone Call
= Leaving and

Taking a Message
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Chapter 5 Telephoning
(Cont.)
= Confirming and
Rearranging an
Appointment
- Dealing with a
Complaint on the
telephone

= Vocabulary
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Chapter 6 Emails
= Email Etiquette

= Formal Email

Format

= Inquiry Email
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Chapter 6 Emails (Cont.)
= Invitation Email
- Complaint Email
= Replying to an
Email

= Vocabulary
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= Grammar Review
(2)

- Vocabulary
Review (2)

- Crossword Puzzle
Review (2)

- Test 2 (CH4-6)
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