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o|'| Exr

1-1 Describing People(1)
1-2  Describing People(2)
2-1 The Great Outdoors(1)
2-2 The Great Outdoors(2)
3-1 My New Wardrobe(1)
3-2 My New Wardrobe(2)
4-1 Where Should We Go?(1)

4-2 Where Should We Go?(1)

5-1 Moving Up in the World(1)

5-2 Moving Up in the World(2)

6-1 Hitting the Gym(1)

6-2 Hitting the Gym(2)

7-1 House Hunting (1)

7-2 House Hunting (2)

8-1 Making Dinner Reservations (1)
8-2 Making Dinner Reservations (2)
9-1 Sports and Games(1)

9-2 Sports and Games(2)

10-1 Banking(1)

10-2  Banking(2)

11-1 Thanks, But No Thanks(1)

11-2  Thanks, But No Thanks(2)

12-1  Making a Doctor's appointment(1)
12-2  Making a Doctor's appointment(2)

@ Read through the dialogue and practice.

<lt's y Her >

Larry Lookwho just walked in the door!

Gearge Whoare you talking about?

Larry  It's Lizzy Jenkins from high school!

George Areyousure’Thelall lon ewuhl\erhau m7

Describiﬁéisqulé - ] | Larry Yougotit.
Fr F
T M George You'e pullingmy leg. Are you sure that's her? hh
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1-1 Getting In Touch(1)
1-2 Getting In Touch(2)
2-1 Paying the Bill(1)
2-2 Paying the Bill(2)

3-1 Treat Yourself(1)

3-2 Treat Yourself(2)

4-1 Planning a Potluck(1)
4-2 Planning a Potluck(2)
5-1 Buying Tickets(1)

5-2 Buying Tickets(2)

6-1 Congratulations!(1)
6-2 Congratulations!(2)
7-1 Volunteer Work(1)
7-2 Volunteer Work(2)
8-1 TGIF(1)

8-2 TGIF(2)

9-1 Grabbing a Drink(1)
9-2 Grabbing a Drink(2)
10-1  Borrowing Money(1)
10-2  Borrowing Money(2)
11-1  The Post Office(1)
11-2  The Post Office(2)
12-1  Picking Up a Prescription(1)

12-2 Picking Up a Prescription(2)

13 Matchthe expressions (A-D) toits similar meaning (1-4).

Q Whathave you been up @

a Long time no hear!
G What's up?

Q I haven't seen you pop up on my feed lately.

1 You haven't posted on social media recently.
2) How are things?

) It's been forever! 7
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MYAR E|7] - 03 2|AMS"O| AJZfat &1 Effective Business E-mail Writing

|2L4¢ o|[|-||0| zl-kl
=] =T lin]

2 EArg 715t

3 7bg EO| ot= A=

4 H|=L|A O/} ¥ Punctuation H=3}7|!
5 EtRlet At HIEZA AFESH|!

6 oj=4{1 S=4 0 X0|H

7 ol & AlZtat E347]

8 Business E-Mails : Case Study |

9 Business E-Mails : Case Study I

10 Business E-Mails : Case Study llI

11 Business E-Mails : Case Study IV

12 Business E-Mails : Case Study V

13 Business E-Mails : Case Study VI

14 Business E-Mails : Case Study VIl

15 Business E-Mails : Case Study VIII

16 =2=oh7| 22 T 3 °fo FE| & HE FE ALEH

B 8| Apto| A|2fat B! Effective Business E-mail Writing

02. Understanding the Structure

| Mﬂ‘-’ = 1o ' @ Salutations (1A}
EIMJ%’ B 5|ness . @ JALZ Dear . Hello, Hi 211 44101 712
Effe -y ©) £ Dear Mr. Stevens:
|Wr|t|n9 ‘ 3 Comn (W TE.

&

HI"l—lA O[uf|2 ofefat7|
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w Organizing Mestings ~ Preparation - A

2|20 7] =2

3|0 =k T}

Organizing Meetings — Preparing for Meetings
Organizing Meetings — Scheduling Meetings
Opening Meetings — Introduction

Opening Meetings — Checking Agendas
Meeting Procedures — Managing Meetings
Meeting Procedures — Discussion
Communications - Exchanging Opinions
Communications - Making Suggestions
Closing Meetings - Summarizing

Closing Meetings - Warpping up

After Meetings - Checking Plans

After Meetings - Organizing

(& Mesting Case

{2
Jared : We need to organize g{ joint planning
meeting for our teams sometime next week

Hillary : What's going to be on the agenda?
o

Jared : We're going to go over some of last

quarter's sales data, & ¥/
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