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Part | Office routine——dealing with people and paper work[l [ [0 [0 Typical Sentences] [ [ [ Unitl
New-comersd O O O Unit2 Supervisors(] [0 [ 00 O Unit3 Colleaguest O O O Unit4 Meetings] [ Unit5
Schedule O Unit6 Reports[] (I Unit7 Raise[] [J Unit8 Resignation] [1 Appendix 1 Practical Writing Samples(]
000000000 1.MemoO OO 2.E-mailld O O O 3.FaxO [ 4.Letters[] O 5.NotificationJ [J 6.Note[]

[0 7.Noticel] O 8.Advertisementd [ 9.Resignation] [0 Words and Phrases] [J [0 [0 [J Part 0 Telephone—
—receiving and making callsCJ] O O 00 Typical Sentences] [0 O [0 Unit 9 Receiving callsCd O O Unit 10 Making
callsC] 00 O Unit 11 Transferring callsCI O OO O Unit 12 Taking messages] [ Unit 13 Flight reservationd O [

(0 Unit 14 Hotel reservationd [0 O O Unit 15 Appointments] [1 Unit 16 Invitations[] [0 Unit 17 Congratulations
0 O Unit 18 Thanks [0 Unit 19 Complaintst] O Unit 20 Information O O 0O O O Appendix 2 Country or
RegionCode 0 00000 OOO DO O O O Words and Phrasest] [ [J [ [J Part 0 Reception-receiving
visitors and customerst O [0 O
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