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FHER 1 Getting to know your group members

Why Meetings?

Unit 1 Meetings; The Game/The Players
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Unit 2 Rules of the Game

Set Phrases

Group Project (in-class activity)

Agenda/arranging items in a list
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Unit 3 Starting a Meeting

Unit 4 Managing a Meeting

Unit 5 Participating in a Meeting

Unit 6 Concluding a Meeting

Taking Meeting Minutes

Writing Follow-up E-mails

Teleconference 4.3t € ;%71 & ¥ 78
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Leaning from TED speakers

David Grady: How to save the world (or at least yourself)
from bad meetings

Mock Meeting 1

Mock Meeting 2

Mock Meeting 3

Mock Meeting 4 (video)

Mock Meeting 5 (video)

Mock Meeting 6 (video)




