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1 Course Introduction [Course Introduction
2 Meeting People Meeting / Introducing People
3 About Companies General Business Vocabulary
4 Numbers Large Numbers / Dates
5 Time Time
6 Polite Requests Would you like--- / May I--- / Could I---
7 Appointments #1 Making Appointments / Fixing Schedules
8 Appointments #2 Asking / Accepting / Refusing
9 Midterm Exam Oral Speaking Test
10 Phone Skills #1 Answering / Transferring Calls
11 Phone Skills #2 Taking and Leaving Messages
12 Phone Skills #3 Answering / Transferring / Messages
. .. Asking for / Giving Opinions
13 Giving Opinions #1 Agreeing
. . Agreeing / Disagreeing
14 Giving Opinions #2 Group Discussion
. . Conclusion / Review
15 Conclusion / Review Final Exam Preparation
o Oral Speaking Test
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