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1 Secretary Etiquette 6 0 6
2 Business email 6 6
3 Reception 6 0 6
4 How to write invitation letters and 6 0 6
corresponding replies
5 Telephone communication 6 0 6
6 Meeting organization 6 0 6
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SEEE—:  (—) Aims : Get the students to know how to meet people at the airport/train station. ..

(=) Contents: Let the student create a dialog “meet people in an office” with their
partners and present.




SEEE . (—) Aims : Get the students to know how to make and answer a business call
(=) Contents: Let the student create a dialog “Making a phone call” with their
partners and present .
SEEE=: (—) Aims: Get the students to know how to start a business conversation
(=) Contents: Let the student create a dialog “ Canceling a appointment” with their
partners and present.
SEEPY: (—) Aims : Get the students to know how to arrange a business trip
(=) Contents: Let the student create a dialog “Making a reservation” with their
partners and present.
S H:  (—) Aims : Get the students to know how to make a complain
(=) Contents: Let the student create a dialog “deal with customers’ complaint” with

their partners and present.
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