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1. Professional self-introduction; small talk; present simple

2. Starting and finishing conversation; present progressive

3. Making an appointment; past simple

4, Welcoming visitors to the company; past progressive

5. Telephone calls; present perfect

6. Meetings — starting a meeting; minutes and organization of
a meeting; keeping a meeting under control; closing the
meeting; cancelling or postponing a meeting
Past perfect

7. Negotiations; conditionals

8. Presentations; passive

9. e-mails and letters; modals

10. Summing up
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