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Meeting an old friend Listening and speaking 1

Sudi 1 Meeting new people Listening and speaking 1
Meeting people at a dinner Listening and speaking 1

Meeting a new team member Listening and speaking 1

Suil 2 Keeping a conversation going Listening and speaking 1
Talking about your job Listening and speaking 1

Business cards Reading/listening/speaking 1

Suil 3 Talking about personal interests Listening and speaking 1
Showing a new member around Listening and speaking 1

A phone call from a customer Listening and speaking 1

Suii 4 Agreeing and disagreeing Listening and speaking 1
Making a decision Listening and speaking 1

Taking part in a meeting Listening and speaking 1

Sufi 5 | Completing forms Writing 1
An email from/to a friend Reading and writing 1

Writing emails Writing 1

ﬁ’uﬁ' 6 An email to invite someone to a job interview | Reading and writing 1
Accepting and refusing an invitation writing 1

An email about business event Reading and writing 1

Sufi 7 Messaging to make and cancel plans Writing 1
An email request Reading and writing 1

Asking for a favor Listening/speaking/reading/writing 1

Suil 8 Making an enquiry/asking for information Writing 1
A thank-you email and message Writing 1

A letter of complaint Writing 1

Suil 9 Responding to a complaint Writing 1
Apologizing Listening and speaking 1

Text message to a friend Reading and writing 1

Suil 10 Giving a presentation (cont) Listening and speaking 1
1

Giving a presentation (cont)

Listening and speaking
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