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Handout
for Learners of Business English

A Introducing and greeting, socializing
B Revision of questions

A Making and changing appointments
B Giving directions, imperatives

A Reporting, describing graphs
B Simple and progressive tenses, language of meetings

A Writing business letters
B Conditional clauses

A Applying for a job, writing a CV
B Verbs + ing or infinitive

A Chairing a meeting, discussions
B Reported speech

A Giving talks and presentations
B Reported questions

A Economics and economy
B Most common passives, tense review
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