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Unit 1 Working TogetherUnit 2 CommunicationUnit 3 MannersUnit 4 LettersC] Faxes and MemosUnit 5
InterviewUnit 6 In the OfficeUnit 7 AdvertisementsUnit 8 SalesUnit 9 NegotiationsUnit 10 Hotel ServicesUnit 11
HumourUnit 12 In the SupermarketUnit 13 PriceUnit 14 DietUnit 15 TV ProgrammesUnit 16 NewsExtensive

Listening
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