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Unit 1 Adapting to New Environnents
Section 1 Before-class Activities?CGetting Things Ready
Section 2 In-class Activities?Things to Do
Section 3 Things to Wite
Section 4 After-class Activities?Mre Things to Do
Unit 2 Handling Peonal |nformation
Section 1 Before-class Activities?CGetting Thi ngs Ready
Section 2 In-class Activities?Things to Do
Section 3 Things to Wite
Section 4 After-class Activities?Mre Things to Do
Unit 3 Pl anni ng Your Career
Section 1 Before-class Activities?CGetting Thi ngs Ready
Section 2 In-class Activities?Things to Do
Section 3 Things to Wite
Section 4 After-class Activities?Mre Things to Do
Unit 4 Hunting for a Job
Section 1 Before-class Activities?CGetting Things Ready
Section 2 In-class Activities?Things to Do
Section 3 Things to Wite
Section 4 After-class Activities?Mre Things to Do



Unit 5
Secti
Sect i
Sect i
Secti

Unit 6
Secti
Secti
Secti
Secti

Unit 7
Sect |
Sect i
Secti
Sect i

Unit 8
Secti
Secti
Secti
Secti

Unit 9
Secti
Secti
Sect |
Sect i

Making Invitatio

on 1 Before-class Activities?CGetting Things Ready

on 2 In-class Activities?Things to Do
on 3 Things to Wite

on 4 After-class Activities?Mre Things to Do

Receiving Visito

on 1 Before-class Activities?Thi ngs Ready
on 2 In-class Activities?Things to Do

on 3 Things to Wite

on 4 After-class Activities?Mdre Things to
Managi ng O fice Wirk

on 1 Before-class Activities?Thi ngs Ready
on 2 In-class Activities?Things to Do

on 3 Things to Wite

on 4 After-class Activities?Mre Things to
Managi ng O fice Wrk

on 1 Before-class Activities?Things Ready
on 2 In-class Activities?Things to Do

on 3 Things to Wite

on 4 After-class Activities?Mdre Things to
Managi ng O fice Wrk

on 1 Before-class Activities?Thi ngs Ready
on 2 In-class Activities?Things to Do

on 3 Things to Wite

on 4 After-class Activities?Mre Things to

Unit 10 Managing Ofice Wrk

Secti
Secti
Secti
Secti

on 1 Before-class Activities?Things Ready
on 2 In-class Activities?Things to Do

on 3 Things to Wite

on 4 After-class Activities?Mre Things to
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