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Part One Engl ish for Publ ic Relations (I [0 [0 [0 00 O 0 1.Greetings [0 00 00 00 1.1 Daily Greetings O [ [ [
1.2 Festival Greetings 0 [0 [0 [0 2.Reception 0 O O O 2.1 Receiving a Visitor with Appointment [0 [0 [0 0 O
[0 2.2 Receiving a Visitor without Appointment 0 [0 [0 00 00 00 2.3 Meeting at the Airport 0 O O [0 3.Saying
Good-bye 0 0O O O 4.Appreciation&Apologies [0 00 00 0 O 4.1 Expressing Appreciation 0 0 OO0 4.2
Making Apologies [0 00 0 O 5.Agreement&Disagreement [J [0 [0 [0 00 6.Presentinga Gift 0 [0 00 O
7.Congratulations&Compliment 0 00 0 0 0 7.1 Congratulations 0 0 O O 7.2 Compliment 00 [0 [0 O Part
Two English for Routines 0 00 0 0 0 O 1.HandlingCallsO O O O 1.1 ReceivingaPhoneCallO OO 1.2
Making a Phone Call 0 00 [0 1.3 Recording Greetings and Leaving Messages 0 0 O 0O 0O 0O O O [
2.Reservation [1 [0 2.1 Making Restaurant Reservation [1 [1 2.2 Making Room Reservation O [0 2.3
Booking Tickets [J [0 2.4 Hiring Taxies J O 3.Arranging a Meeting [0 0 OO [0 4.Arranging Business Trips [J
OO0 4.1TripArrangementd O OO 4.2 Going about Financial Matters [0 [J [0 0 OO [0 5.Business
Activities 0 0 O O 6 .Interview&Training J O 00 O O 7.Handling Papers and Files J O [0 0 8.Business
Management O O [0 O Part Three Engl ish for Communication with Employer&Employee 0 O 0 &O O 0O 0O O
00O 1.Asking for Pay Raise O O 00 O 2.Asking fora Leave [ O [0 [0 3.Resignation [0 O OJ [0 4.Being late
0000 5.Asking for Instruction&Reporting Work [0 O O [0 6.Getting along with the Colleagues 0 00 0 O [
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