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Lesson 1 Introductions and GreetingsLesson 2 ChattingLesson 3 TelephoneLesson 4 Fax and E-mailLesson 5
Making An AppointmentLesson 6 SchedulingLesson 7 Business TripLesson 8 Asking for Leave and Resumption
for LeaveLesson 9 ShiftLesson 10 ShoppingLesson 11 Business ReceptionLesson 12 Booking Airline TicketsLesson
13 Booking A RoomLesson 14 Settling ComplaintsLesson 15 Advertising ServiceLesson 16 After Sales
ServiceLesson 17 Receiving VisitorsLesson 18 Commodity DisplayLesson 19 Company ProfileLesson 20 Sales
PromotionsLesson 21 InvitationLesson 22 A Company VisitLesson 23 Business BanquetLesson 24 Gratitude and
ApologyLesson 25 Request and CongratulationLesson 26 Job InterviewLesson 27 Business ConferencelLesson 28
Business LettersLesson 29 Business Negotiation [J | [J Lesson 30 Business Negotiation[d 11 [
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