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Unit 1 At the Airport

Unit 2 Receiving a Visitor

Unit 3 Knowing Your Office

Unit 4 Secretarial English for Telephone Use
Unit 5 Eating Out

Unit 6 Going Shopping

Unit 7 Dealing with the Boss

Unit 8 Giving Advice to Visitors

Unit 9 Planning a Meeting

Unit 10 Handling Complaints

Unit 11 Business Negotiation

Unit 12 Asking for Help and Reaching Agreements
Unit 13 International Etiquette

Appendix Written Form of Secretarial English
Tapescripts
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[0 O Role Play[] Look at the topics below[] and take turns to ask for and give opinions about each onel] Practice
commentingd [0 [0 [0 on the others’ opinions] O O 10 In an international company] all meetings should be
in Englishd O O 200 Smokers have a right to smoke in public placest] [0 [0 Exampled [0 [0 AL What do you
think about this suggestion[] in an international company all meetings should be in English[]

O O BO WellO in my view its a good idea to speak English at formal meetings or international meetingsd but | feel
we don’ tneed to speak English at all the meetings(] especially for the internald O O O O onesd O O AL Yes

O 1" mwith you And I think most people would like to speak their mother language in order to make others
understood completely) [0 00 BO Yes[ that” S an important point[]
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