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(D Meeting a client — Introductions
@ Talking about yourself

@ Intervies

@ Introducing your company

® Company activities

® Department and daily activities
@ Arriving for an appointment

At reception

@ Meeting people

Describing routines

D Talking about company activities
D Office life

{3 Arranging to meet

Speaking to reception

1 An appointment

Placing an order

D Checking information — email and website addresses

(® TOEICKg S



