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(0 O Daily Businesst] 00 O O Telephoneld [0 00 O Fax[ O O O Business Letter(] [ O O O O Business Trade [
00 O O Building Business Relations] (I (I [0 [0 O Inquiryd O Offer and[d Counter-offer] O [ [ O Packagel[l
O O O Priced O Terms of Payment[] [ (1 0 Signing an Order] [0 [0 [0 Uploading and Shipmentd [0 [0 00 O
[0 Business CommunicationJ [0 [0 [0 Introduction and GreetingJ [0 [0 [0 Small Talk in the Officel] O O

O Farewefld O O O Business Meeting[d [0 [0 [J Preparation for the Meeting(d [0 00 [ At the Meeting] O O

O Introducing the Productd O [0 [0 Discussiond [0 00 O O O Business Trip O O O Preparationd O [

[ TakingaPlaned O O O In a Hoteld O O O At the Customs O O O [0 O Business Negotiationd [ [

(0 Appointment [0 [0 [0 Negotiating over the Contract] [ [J [ Discount and CommissionC] [J [J [

I Buslness Representation] (1 (O O [ Tendering and Bidding[l (I [0 [0 [J [ Business Receptiond [ [J

[J Business Meall] [J [0 [J Visiting the Factory(] [0 [0 O Etiquetted OO OO OJ OO [J Legal IssuesC] [ O O Insurance
00 0O O Lodging a Complaint or a ClaimJ [0 0 0 00 O O Business Sales] [J [ [ Sales Strategy] [J [J [J Sales
Promotion and Services] 00 O O O
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[0 O Natural abilities are like natural plants that need pruning by study.[J [0 [0 [0 [0 0 00 ——Francis Bacon[]

[0 Only those who have the patience to do simple things perfectly ever acquire the skill to do difficult things easily.
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[0 O Learning English in the authentic situation] [0 Helping you conquer oral English(] OO A good mastery of oral
English(] a bright future for yould [ Master oral English(J be the winner in business
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