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5% Meeting for the first time #/X UL E

1 At reception FERT SRR 7

2 Company visitors ‘A al1h %

3Whatdoyou do? iR+ ATHE?

4 Making visitors feel welcome FUBTHARFRIAE

5 Small Talk %

6 Introductions /1485 1}

Emails EBFHFF o

7 An enquiry by email BB HF{+515

8 Areply to an'enquiry [B]%E &1

9 Afollow-up email B2 B9 B A 4 _
10 A reply to a follow-up email BERi# BB FHIERIEIE
11 Invitations BXi5

12 Replies to invitations [BIE#1E

Telephoning #£+TFB1%

13 Incoming calls K8

14 Outgoing calls &8 )

15 When things go wrong t 3 Al

16 Telephone messages BIEE 5

17 Conference arrangements =X ZHk

18 Travel plans =TT

Meeting again & /X ILHE

19 Welcome back Y[R

20 Plans 1+41 o

21 Achange of plan 1T X E&E

22 How was your visit? th T/ i a0 o] ?

23 What can'l do for you? BBE N4

24 Goodbye B

Resource bank HRE o

Answer key / Audio script 25 & 52/ REMIZA

Key phrases for speaking E2=1E A&

Key phrases for writing E2E{EFIE )

How to address an envelope £ BRI B E ST . \
Email signatures / Out-of-office messages BB FHI 5% /INHEE
Model schedule HIZZHFRIRIR

Model minutes =12 F1ER
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