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1 Unit 1 Why are we here? Calling a meeting

2 Unit 1 Why are we here? Calling a meeting 40 20 20 10 10

3 Unit 2 Where do we start? Opening a meeting 40 20 20 10 10

4 Unit 2 Where do we start? Opening a meeting 40 20 20 10 10

5 Unit 3 Where are we going? Structuring a meeting 40 20 20 10 10

6 Unit 3 Where are we going? Structuring a meeting 40 20 20 10 10

7 Unit 4 Your views count : Presenting arguments and 40 20 20 10 10
Interrupting

8 Review 1-3 40 20 20 10 10

9 Mid term 40 20 20 10 10

10 Unit 4 Your views count : Presenting arguments and 40 20 20 10 10
Interrupting

11 Unit 5 Keeping to the point: Questioning and clarifying 40 20 20 10 10

12 Unit 5 Keeping to the point: Questioning and clarifying 40 20 20 10 10

13 Unit 6 What' s the idea? Asking for, giving and commenting 40 20 20 10 10
on opinions

14 Unit 6 What' s the idea? Asking for, giving and commenting 40 20 20 10 10
on opinions

15 Unit 7 Making decisions: Agreement and disagreement 40 20 20 10 10

16 Unit 7 Making decisions: Agreement and disagreement 40 20 20 10 10

17 Unit 8 What' s next? How to end a meeting effectively 40 20 20 10 10

18 Final Exam 40 20 20 10 10
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