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Picking up someonel] [ (1)

Afrequent customer by appointment O [0 [0 00 O
A customer with no appointment O 00 O 0O 0O O
An infrequent customer by appointment
Ooooog

Call on behalfofthe bossCJ 00 O O 00 O
Someone youwantisn'tinOd O 0 OO0 00O
Arrange an appointment on behatf of the boss
Oo0OoOoDoo

Reservationd [

AbossisavailableD O OO0 OO
Abossisn'tavailableD OO 0O OO0
Receiving a peonal call itead] [0 00 00 0 O
Having the wrong numberd O 0 O
Giving a dinner for guestst] 0 O 00 O O
Shoppingd O

Showing samplesC] [0 O

Givingatourofthe company [0 O [
Sightseeing] O [0 [

Visita customerd O 0 [

Afarewell partyd [ [

Making an appointment []
Bookingaroom 0O O O

Reserving a table[J [0 00 O

InvitationJ [0 *

Arranging a meetingdd O O O

Minutest OO [0 [

Travel arrangementsd [ [ [J

Handling complaints(1)0 O 00 00 (1)
Handling complaints(2)0 O O O (2)
Keeping afile} O O O

Memol U [J

How to sendE-maillJ O O E—mail
Trafering areportt] 0 O O
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o000 oDooo

Page 4



00004, tushu007.com
<«<OQO000000>>

goon

gobbobbbuodggooobbbbbuoooogobbobbboooooobobbobboooog
gobbobbbuoogogobbbobbuooooobboooo

Page 5



00004, tushu007.com
<«<OQO000000>>

goon
gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 6



