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Unit 2 Business Meeting E Unit 2 Business Meeting

The Importance of Making a Plan e Toaportands of Makisg s Fan
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A good beginning is half the success.
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Preparedness ensures success and
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Can you list some reasons why people like or dislike
meetings?
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Business Meet|

Task 2: Watch the v
What needs to be do

RESEARCH
3% WITHOUT A PREPLANNED AGENGA

33% OF PARTICIPANTS FING MEETING
TIME UNPRODUCTIVE

Task 3: Game 2 ]
Choose the correct picture in the video clip; the winner will 1.[#1%21]Game 1: How are they going to arrange the tables?

get bonus points. (Choose from Pictures A, B, C and D)
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Unit 2 Business Meeting Unit 2 Business Meeting

Homework Homework
‘Work in Groups. Role-play a conversation between a secretary and
an HR Manager according to the following instructions. Finish Tasks 1-4 (P_24) on Unipus.
Time 2:30 p.m., Thursday
Place Conference Room 2

Attendees Al the Department Managers

Content Next year’s work plan

Secretary  Inform the HR Manager of the meeting, making sure the
manager gets the above information.

HR Manager Get information about the meeting from the secretary and

ask more quesiions.
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