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0000 OO Unitl Will | Be Able to Get a Job?Unit2 Job InterviewUnit3 Work at Business OfficeUnit4
Experience Necessary for ReceptionUnit5 Showing Guests or Visitors AroundUnit6 The Skill in NegotiationUnit7
Discussing the Scope of SupplyUnit8 Talks about the Contents of the ContractUnit9 Signing the ContractUnit10
Setting Up a Joint VentureUnit11 Enterta in Partners at DinnerUnit12 Chat During Office BreakUnit13 Making a
Telephone CallUnit14 Keeping Money in a BankUnit15 VisitingUnit16 Just What the Doctor OrderedUnit17
Traveling and SightseeingUnit18 Something Important About Airport and FlightUnit19 Its Better to Have Hotel
ReservationUnit20 What Means of Transportation Do You Have?Unit21 Be Punctual for Appointment and
DateUnit22 Id Like to Go to a Library[d] Then to Post OfficeUnit23 Hunting for HouseUnit24 A Party at Nancys
New FlatUnit25 Enjoying Recreational ActivitiesUnit26 Ta Iking Over with the PoliceKey to the Exercises(] [ [
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00 O Good morningd Judy. Did you think I wasnt coming this morning?] [0 Oh[J no. 1 knew youd let me know
if you couldnt get here.[] [0 Anything important come up yet? | suppose youve looked over the mail?[] (I Yes[]
nothing unusual but theres a letter from your daughter. Its all sorted on your desk. A Mr. Hewitt called about
fifteen minutes ago. He asked me to have you call him between ten-thirty and twelve if its convenient for youl]
otherwised O hell call back this afternoon. He said our price is still too high. So its difficult for him to accept it.
What is your opinion? | jotted this phone number down on your memo pad.[ O Thanks. Id like to hear their
ideas about the problem. Would you mind having him call me sometime later? The best compromise we can make
is that we adjust the price for them if they buy in bulk.Cl [0 Morning] Judy. Got anything else to go to the other
offices?l] O Good morning[] Hazel. Can you wait just a minute? Mr. McRaell | have that memorandum you
dictated to me last night. Do you want to read it over now and initial it so that Hazel can take it? OK[J here you are
[0 Hazel. Now dont you go flirting with all the little steno girls out there? Mr. McRaell Ive brought a se-ries of
catalogues on our latest models with me. All of them meet the require-ments. Would you like to look over them?
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