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Unit One Business Receptions] [0 [ [
Lesson One Making an Appointment [0 00 [
Lesson Two Changing an Appointment(] [1 [1 [J
Lesson Three Meeting at the Airport[] [0 00 O
Lesson Four Dinner Table Conversation] 0 [J [J
Lesson Five Company Profilel] 00 0 O
Lesson Six Visiting a Factoryd O O [
Lesson Seven Product Introductiond O [ [
Unit Two Office Work[J [0 00 O
Lesson One Taking Memost 0O 00 0O 0O O [
Lesson Two Dealing with E-mailst] 0 O 0 O [
Lesson Three Recruitingd [
Lesson Four FilingD O O O
Lesson Five Arranging Travelst OJ 00 O
Unit Three Business Callst] [ [ [
Lesson One Putting through a Callll O O [
Lesson Two Calling a Wrong Number [0 00 O
Lesson Three Leaving a Message[d [J [J
Lesson Four Proposing an Appointment over Phoneld [ [0 [0 [0 [
Lesson Five Telephone Interviewd [ [ [
Unit Four Business Meetings] [J [0 [
Lesson One Preparing for a Meetingd [0 00 O
Lesson Two Beginning the Meetingd [0 [ [J
Lesson Three Discussing at Meetings™ [0 [0 [
Lesson Four Finishing the Meeting(l 00 O O
Unit Five Business Practicel] [J [0 [J
Lesson One Inquiryd [0
Lesson Two Offer] [
Lesson Three Price Negotiations(] [J [J [J
Lesson Four Order(d] [J
Lesson Five Contracts[] [
Lesson Six Shipmentd [
Lesson Seven Claims[] [J
Unit Six Business Interactiond [0 [0 [J
Lesson One Visiting ColleaguesC] O O [
Lesson Two Introducing Newcomers[] O [ [J
Lesson Three Helping Each Other] O O [
Lesson Four Klatch(D O O [
Lesson Five Sightseeing[] [
Lesson Six Shoppingd [
Unit Seven Business TravellJ [0 O O
Lesson Onel] Reservinga Room[ [0 00 O
Lesson Two Check In0J 0 0 [
Lesson Three Room ServiceJ O [ [
Lesson Four Complaintst] [
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Lesson Five Checking Outd OO O [

Lesson Six Booking a Ticketd [0 [0 [

Lesson Seven Checking InO0 O O OO O

Lesson Eight Immigration[] [

Lesson Nine At the Customs(] [J

Unit Eight MarketingC) [0 00 O

Lesson One Market Surveys(] [0 [0 0

Lesson Two Market Development and Promotiond [0 00 0O 0O O O
Lesson Three New Product Introductiond O O O O
Lesson Four Quality and Quantitydd O O O O
Lesson Five After-Sale Services(l 0 O O

Lesson Six Sales Agents(] [ [0 00 O

Unit Nine Business Communicationst] [ [ [
Lesson One Advertising[d] O

Lesson Two Exhibitionsd [0 [J

Lesson Three Trade Fair(] [0 [0 OO O

Lesson Four Press Releasel] O 0 O [

Lesson Five Business MedialJ [J [0 [

Unit Ten E-businesst O 0 O

Lesson One Shopping Onlined 00 00 O

Lesson Two E-marketingd [0 [0 [

Lesson Three Technology[ [

Lesson Four Working at Home[d O [0 [

Lesson Five Appeal of E-Commerce0 OO0 0O 00O O
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