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Note to the reader 
How to read this booklet

Words in regular typeface are used for example  phrases:
May I ask you what brings you here today and how I 
can help you?

Italic typeface are to be substituted by authentic names 
or situations:

It’s a pleasure to meet you. Would you like a cup of 
coffee?

Dates
1 August is pronounced the first of August or August 
the first.
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