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Part 1 0 O O O Meeting Conversations

1. 000000000000 Small Talk Before a Meeting
200000000000 O Starting a Meeting
3000000000000 0O0O0O00 Introducing New Members of a Team
4.000000000000000O000Ad-Briefingonan Upcoming Event
50000000000000000 Discussing Results of a Chart
6.0000000000O0ODODO0O0O0O0O0O0O Describing a Problem and Guessing the
Cause

7.000000000000 Solving a Problem

.00 000O0O0b0OU0OOonnnnbOAsking for Help and Suggesting a
Solution

.00 000000ODO0O DO O Making a Proposal
0000000000000 Clarifying
11.0000000000000000O -0 Asking and Giving Opinions
12.0000000000000D0000O Agreeing and Disagreeing
13.000000000 0 Interrupting

14.000000000 00 Making a Decision

1500000000000 0 Ending the Meeting

Part2 0 O O [J Presentations

1.00 0000 Introducing the History of a Company

2.0 000 Introducing a Team

3.0000000 Launch of a New Website

4.00 000 Introducing a New Product

5. 000000 Introducing a Training Plan

0000000000 Introducinga New HR Procedure

0000000 Demonstrating a New Computer System

000000 Introducing the Online Training

9.0 00000000 Introducing a New Marketing Strategy

10,0 000000 0O Introducing the Safety at Work

11.0 0 0 00O Competitor Analysis

12.0 0000000 Presenting a Market Research Report

13.0 0 0 00O Presenting a Sales Report

14.00000000 Introducing an E-Marketing Plan

15.0 0 O O O Giving a PowerPoint Presentation

Part30 O O OO O O O Useful Expressions in Meetings

1.0 000 Starting the Meeting

2.0 000 Chairing the Meeting

3.0 0 0O O Briefing on an Event

4.0 0 0 0O 0O Hlustrating and Contrasting

5000000000 Describing the Problem and Guessing the Cause

6. 000000000 Asking for Help and Suggesting a Solution

7.0 0 0O O Making a Proposal

8.0 0 00O Clarifying
9
1

0 N O

0000000 Asking and Giving Opinions
0.0 00000 Agreeing and Disagreeing
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11.0 0 0 0 O Comments and Suggestions

12. 0 0 Interrupting

13. 00 00/0 0 0O Ending the Meeting (Decisions)
Part4 0 0 0O 0O O O O O Useful Expressions in Presentations
1.0 0 0 0O Openings/Introductions

2.0 000 The Main Body

3.000 TheEnd

.0 0O Asking Questions

.0 00O Handling Questions

.00 00 Creating Rapport

.0 00 O Raising Queries

.0 0 Emphasis

.00 00 Softening

10. 0 O O O Repetition

Part50 0 0 00O OO O O Using Visual Aids

1.0 000 Introducing Visuals

2.0 0 0 Comparisons

3.0000 Trends

40000000 Change and Development
50000000000 Cause, Effectand Purpose
Part6 0 O O O O O O Useful Techniques

1. 000000000 Modal Verbs

2.0 000 Numbers

3.0 0 00 Quantity

4.0 0 0O O Prepositions

~

O 0 N o O1
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