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v
] Activity 6 : Giving a Company Presentation
4 What are the following topics the company usually uses to give a presentation ?
.
.
.
1 Drop Drag
1 '
E ) : state the objectives of a meeting
3 | 2. the Company's address NE v o 0 e N
] [ 1 H
: Drop Drag 4 B list all at the topics including some information for discussion © 0 L
e :
i i 8 e o
@' 3 @_ prepare the agenda and send it to all participants before the meeting H
3 .
: e 26
E assign who will be the chairperson and the partipants
__ False arrange the time and place that the meeting is going to be held
[ make sure the minutes of meetings will be taken by someone
1

]
] ead
B Rea
.
I e
* | seramy Yes , I like to book a room for 3 nights
5 | Receptionist : What's your name, please 7
I |
% | Receptioist: Thank you,, Mr. Jeramy. When will you arive? E |
& | Jermy L armive on the 23" of November and leave on the 26” of November. .
! | Receptionist: Do youwanta single or double room ? E
s | seramy Single,please. And could you tell me how much does it cost 7 c
= | Receptionist: 1t $160 per night including breakfast 3
B |emy:  ocrtuier L
= | Receptionist: Alight, Mr.Jeremy, /'l make the booking, and someone will call you up form the hotel later and confi it .
3 Grand Hotel - Room Reservation Form
1 * Name of guest : ~Select~
® RoomType: -select- v
* Aival & Departure Dates: From:| ~Select~ |v|To  —select- |
Submit 3
* Room Rate:| —Select- v |including|  —Select-  |v I
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