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Unit 1 At the Office
Lesson 1 Making Arrangements
Lesson 2 Making Contact
Lesson 3 Making Room Resevations
Unit2 Meeting Foreign Guests
Lesson 4 At the.Airport
Lesson 5 On the Way to the Hotel (One)
Lesson 6 On the Way to the Hotel (Two)
Unit 3 Hotel Services
Lesson 7 Checking In
Lesson 8 At the Business Center
Lesson 9 Checking Out
Unit 4 At the Fair (One)
Lesson 10 Visiting a Sample Room
Lesson 11 Describing Products
Lesson 12 introducing a Company
Unit 5 At the Fair (Two)
Lesson 13 Making Inquiries
Lesson 14 Making Offers
Lesson 15 Bargaining
Unit 6 At the Fair (Three)
Lesson 16 Paying by L/C at Sight
Lesson 17 Paying by D/P
Lesson 18 Asking for Other Payment Terms
Unit 7 At the Fair (Four)
Lesson 19 Packing and Shipment
Lesson 20 Discussing the Insurance and Draft Contract
Lesson 21 Signing a Contract
Unit 8 Shopping
Lesson 22 At the Foodstuff Department
Lesson 23 At the Clothing Department
Lesson 24 At the Art Store
Unit 9 At the Restaurant
Lesson 25 Inviting the Guest
Lesson 26 At the Chinese Food Restaurant
Lesson 27 At the Western Food Restaurant
Unit 10 Parting
Lesson 28 City Tour
Lesson 29 Farewell Parties
Lesson 30 Seeing off at the Airport
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[0 O (George Smith is calling to make a hotel reservation.)d [ Receptionist: Good morning. Garden Hotel. May |
help you?l O Mr. Smith:[0 This is George Smith from San Francisco. Is it possible for me to book a single room
for 5 nights starting from October 14 to 18?00 [ Receptionist: Let me see what we have. We can offer you rooms on
the fifteenth floor. Theyre quiet rooms at the back of the building.C0 0 Mr. Smith:[0 That doesnt matter. Is there a
computer in the room? O Receptionist: Yes. As a matter of fact, the room is quite well-equipped. There is also a
O O TV set, air conditioner, a computer and Internet.C] [0 Mr. Smith:[0 By the way, what services do you
provide? O Receptionist: We offer such services as laundry, dry-cleaning, food, translation, and ticketing. ]

O Mr. Smith:00 "1 would also like to know what kind of recreational facilities you offer.[] (I Receptionist: We have
an indoor tennis court , indoor swimming pool, bar, health center ,karaoke dance hall, and a bowling alley.[

[0 Mr. Smith:[J How much is a single room?] [J Receptionist: 180 dollars a night including breakfast.[] [J Mr.
Smith:0 Im afraid its a bit too expensive. Do you have any cheaper than that?
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