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Assessment Checklist  

 

The student has completed the 
activities in this workbook 

 
 

▪ 1  
▪ Meeting planner 
▪ Question 

☐ 

▪ 2  
▪ meeting planner 
▪ Notes 

☐ 

▪ 3  
▪ Meeting planner 
▪ Notes 

☐ 

▪ 4  
▪ Meeting planner 
▪ Email 

☐ 

▪ 5  
▪ Meeting planner 
▪ Booking form 
▪ Emails 

☐ 

▪ 6  

▪ Meeting planner 
▪ Agenda 
▪ Email  
▪ Question 

☐ 

▪ 7 
▪ Role-play recording 
▪ Email 

☐ 

▪ 8  
▪ Meeting notes 
▪ Meeting minutes 
▪ Emails 

☐ 


