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A Unit | Introduction and Greeting
Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3
S Unit 1 Introduction and Greeting R RERER | o] & WEE
Part 4 Business skill, Homework review
Unit 2 Dinner Etiquette Wi dhE Ti>] & WEFL
6 Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3
; Unit 2 Dinner Etiquette PR, REER | ) & WEE
Part 4 Business skill, Homework review
Unit 3 Telephone Etiquette S Wz & EEME
8 Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3
Unit 3 Telephone Etiquette PR, R WS & WS
9
Part 4 Business skill, Homework review
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Unit 4 Job Hunting e, UHE | T & R
10 | Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3
Unit 4 Job Hunting P WERE | B & BRI
11 | Part 4 Business skill, Homework review
12 | Quiz %
Unit 5 Communication at Workplace PHE . (R Wiz & EEME
13 | Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3, Homework Review
Unit 6 Business Reception PR, A R S & WEE
14 | Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3, Homework Review
Unit 7 Business Meeting PR, A R S & WEE
15 | Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3, Homework Review
Unit 8 Business Travelling PR, A R S & WIEE
16 | Part 1 Lead-in, Part 2 Language Focus, Reading
Part 3, Homework Review
Unit 9 Career Development YRR, B ER
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Part 3, Homework Review
18 Unit 9 Career Development PHE., B ER
Part 4 Business skill, Homework review
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