Unit 1: Starting Out

sl e ol WL Olags (Sls '("U'bféd‘ BEC ¢, ;s ol damr Slle 4 s ol o
W}LJ.ZJ:‘}JMC}J& BEC o)de.s‘byfngQLo.ls)\ a)L&»‘LWJJﬁs%ﬁ
O ij; O 3 ﬁ)bﬂ@ BEC Z)j) LSJLA 4.LA.>- d)ﬁ‘jﬁ &S5 L U.VJ“J.U ooy U'l\ )\ LY

m.«SwBECL;ng)‘jJ w).,\:

Sl e IS sl

Jeb + b + Jgnte + O U3 + Oy A3

1l
-1 visit him in the meeting every day.
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| want to attend the meeting.
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1 want to order a food.
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| want to order some scarfs. oA Sl (5 sy 315 Al e
| want to supply this order. oS el Sl cpl oal s
| would like to buy a new camera. A e 93 Gl e

First, | plan to send these letters to London.
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At the moment, it is difficult to transfer money to Dubai.
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Please load the truck as soon as possible.
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| have work overload now | want to be in company.
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| would like to sell this house. oba i |l ol ey e
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= Would =
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| can order these items now.
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The company may do shipment faster.
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You should confirm the time of shipment faster.
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You must deliver bill of loading by tomorrow.
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You could go on a mission tomorrow.
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Unit 2: Presentation - Part 1
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A. Welcoming the Audience a4 565 el
B. Introducing yourself OUd9> (B e

C. Giving your position, function, department, company
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E. Practical Points &35 LIS
A. Welcoming the Audience e G e
Practical Sentences &)l Mo

- Good morning / afternoon, ladies and gentlemen.
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- Hello? Hi everyone. Ao 4 Ol —

- First of all, let me thank you all for coming here today.
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- It’s a pleasure to welcome you today.
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- I’'m happy / delighted that so many of you could make it today.
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- It’s good to see you all here.

B. Introducing yourself Oogs 3 yse
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Let me introduce myself, ’'m Ann Brown from...
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For those of you who don’t know me, my name is ....
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Let me just start by introducing myself. My name is ...
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Good morning ladies and gentlemen. First of all, let me thank you all for

being here today.
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I’m glad that so many of you could come, especially since | know that this

time of year is....
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Probably the busiest for you. Let me introduce myself. My name is Don
Taylor.
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Practical Points S35 SIS
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l. Introduction

Il. Main part

I1l. Conclusion
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Today, | would like to talk about our new purposes.
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Today, | would like to bring up new plans.
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bring up (v.) 055 7 ke
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embark on (v.) os 5 ~ ks
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put forward (v.) o557 ke
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I will begin by explaining the new policies.
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| will start off reviewing our progress. oS o g s Olash i L

Then, | will move on to my next point. Wby el g (g BT Bl 4y
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| am going to discuss some changes in R and D department.
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| am going to give you a complete report about the establishment of new

department.
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During the next hour, we will be looking at the advantages of this system.
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Hi, everyone. caod 4 o

It’s good to see you all here. lleigs el o Leds B

What I want to do today is...I know you are all very busy...




Ok, shall we get started? SousS £ VI ouiblye g5 Lo
As you know, I'm .... e Cpo Sl o a5 jghilen
Today I’m going to talk about... oS Camto e 8,058 ol Suad gl

In my talk I’ll tell you about ....
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Good afternoon, ladies and gentlemen. o 4 s 5l am LBT g s o5l
Today I would like to... w950l el

Let me just start by introducing myself. My name is ...
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It’s pleasure to welcome you today.

In my presentation I would like to report on...
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The topic of today’s presentation is... ol s gyl Sl ggig0




| suggest that we begin now. oS E9y Y oS oo olgiin

I’m aware that you all have very tight schedules...
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