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Unit 1 English LettersC] Outline 1 Commonly used vocabularyl] Commonly used sentence patterns] Samples[]
[0 Sample 1 Letter of Booking a Room[ [0 Sample 2 Letters of Invitation] [0 Sample 3 Letter of Congratulations
[0 O Sample 4 Letter of Consolation[] [1 Sample 5 Letter of Appreciation] [1 Sample 6 Letter of Inquiry[]

[0 Sample 7 Letter of Reply[] [1 Sample 8 Letter of Complaint[] [ Sample 9 Letter of Job Applicationd [0 Sample
10 Letter of Job Terminationd [0 Sample 11 Letter of Recommendation[] [ Sample 12 Letter of Introduction(]

[0 Sample 13 Letter of Application] PracticeUnit 2 PostersC] Outlineld Commonly used vocabularyd Commonly
used sentence patterns] Samples] [0 Sample 1 Basketball Match(d [0 Sample 2 Speech Contest] [J Sample 3 Film
News[] [ Sample 4 Advance Notice of a TV Program(] PracticeUnit 3 Cards[] Outlinel] Commonly used
vocabulary[Dl Commonly used sentence patternsC] Samples] [ Sample 1 Name Cards[] [0 Sample 2 Greeting
Cards[J [J Sample 3 Invitation CardsJ [J Sample 4 Card to Accept an Invitation[J [J Sample 5 Card to Decline an
Invitation] [ Sample 6 ID Card (Identity Card)(J [J Sample 7 Employee's Card[J [0 Sample 8 Student's ID Card
[ PracticeUnit 4 Certificatest] Outlinel] Commonly used vocabulary[l Commonly used sentence patterns

0 SamplesC] OO Sample 1 Marriage Certificate] O Sample 2 Graduation Certificate [ O Sample 3 Birth Certificate
[0 OO Sample 4 Doctor's Certificate [J [1 Sample 5 Retirement Certificatel] PracticeUnit 5 Messagest] Outline

[0 Commonly used vocabularyd Commonly used sentence patternst] SamplesC] [1 Sample 1 Telephone Messages
[0 O Sample 2 Note for Asking for Leavel] [1 Sample 3 Note for Making an Appointment [J [J Sample 4 Message
for Saying Good-byel[] [ Sample 5 Message on the Blackboard[] PracticeUnit 6 Announcements(] Outline

[0 Commonly used vocabularyd Commonly used sentence patternst] SamplesC] [1 Sample 1 Lost(] OO Sample 2
Found[ [0 Sample 3 Notice of Engagement] [1 Sample 4 Person Missing[] [1 Sample 5 Contributions Wanted[]
[0 Sample 6 Clerk Wanted Notice[] [1 Sample 7 Notice for House Renting[] [1 Sample 8 Marriage Wanted

[ PracticeUnit 7 Bills & Forms[] Outline [ Commonly used vocabulary[] Samples] [0 Sample 1 1.0.U. Form(
[0 Sample 2 Form of Receipt] [ Sample 3 Note[d [1 Sample 4 Resumel] PracticeUnit 8 Broadcast
Announcements[] Outtine 0 Commonly used vocabularyld] Commonly used sentence patternsC] Samples[]

[0 Sample 1 Broadcast Announcement of a Party[] [ Sample 2 Broadcast Announcement of Airlines Flight[]

[0 Sample 3 Broadcast Announcement on a Train[J [0 Sample 4 Broadcast Announcement of an Urgency[

(1 Sample 5 Weather. Forecast[] [1 Sample 6 Telephone Announcement(] PracticeUnit 9 Memos & Diaries

0 Outlineld Commonly used vocabulary[l Commonly used sentence patternsC] Samplest] [1 Sample 1 Memo[l
[0 Sample 2 Business Memo[ [J Sample 3 DiariesJ PracticeUnit 10 Speechest] Outlinell Commonly used
vocabulary[D Commonly used sentence patternst] Samplesl] [J Sample 1 Welcoming Speechd [J Sample 2
Send-off Speech] O Sample 3 Opening AddressC] [1 Sample 4 Closing AddressU PracticeUnit 11 Notices

[0 Outlineld Commonly used vocabulary[l Commonly used sentence patternsC] Samplest] O Sample 1 Notice of
a Meeting] [J Sample 2 Notice of a Speechl] J Sample 3 Notice of Some Activitiest] [J Sample 4 Notice of a Visit
OJ 0 Sample 5 Notice of a Holidayd [J Sample 6 Notice of Employmentd [J Sample 7 Notice of a DecisionJ

[J Sample 8 Notice of Election Results[] PracticeUnit 12 Ads & InstructionstJ OutlinelJ Commonly used
vocabulary[l Commonly used sentence patternsC] Samplesl] [ Sample 1 Advertisements[] [ Sample 2
Instructions[] PracticeUnit 13 Contracts] Outlinel] Commonly used vocabulary[l Commonly used sentence
patternsC] SamplesC] [J Sample 1 Business Contract] [J Sample 2 Employment Contractsl] PracticeUnit 14 Faxes
& EmailsC] Outlined Commonly used vocabularyl Commonly used sentence patternsC] Samples] [J Sample 1
E-maillJ O Sample 2 Reply to an E-mail(] O Sample 3 Fax[J Practicel] Translation of SamplesKey to
PracticeAppendices
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