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1. Arranging a meeting
II. Making an appointment 2. Arranging a schedule 3.Canceling or 9
changing times
111, English for socializing( 1 |L-First meetings
' 2.Talking about jobs 9
3.Talking about vacation
%V. English for socializing( II 1. Inviting people to dinner party 9
1. Opening and introducing the topic
V. Making a presentation( I ) 2.Stating the points and linking the parts 9|58
3.Highlighting and emphasizing
1. Interacting with the audience
VI. Making a presentation( II ) |2.Using visual aids 9
3. Analyzing facts and trends
1. Progressing and controlling a meeting
VII. Running a meeting 2. Asking for opinions 9
3. Asking questions
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