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% | Course Course  Introduction and | % | Telephone Answering / Transferring Calls
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%5 | Meeting Meeting and Introducing | % | Telephone Taking and Leaving Messages
2 | People People 10 | Skills #2
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% | Numbers Large Numbers / Dates / Time | %% | Giving Asking for Opinions / Giving
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%5 | Polite Could you... / Can you.. /|#% | Giving Agreeing / Disagreeing / Group
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