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Unit One Establishment of Business Relations Pre-reading Task Text After-reading Tasks Extended
ActivitiesUnit Two Offer and Acceptance Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit
Three Agency and Claim Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit Four Marketing
Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit Five Money and Banking Pre-reading Task
Text After-reading Tasks Extended ActivitiesUnit Six Negotiation Pre-reading Task Text After-reading Tasks
Extended ActivitiesUnit Seven Insurance Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit
Eight Transport Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit Nine Partnership and
Cooperation Pre-reading Task Text After-reading Tasks Extended ActivitiesUnit Ten Stock Exchange
Pre-reading Task Text After-reading Tasks Extended Activities(] [ [ [
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[0 O Go to business events conferences] training days[] exhibitions and any eventwhere business people are
gathered.You won’ t build a lasting network.from youroffice desk.A trade exhibitions web site is a good events
listing sourcel]

[0 O Be prepared when you go out to meet new people.Have your diary’ businesscards and literature with you
and know what questions you want to ask.Start byasking them what their business is but also remember to listen. It
" sonly whensomeone else is talking that you find out anything new.Ask for their business cardand then offer your
card.[J [J Be a resource for referrals yourself.Be armed with contacts and useful infor.marion to give to others.That
will encourage a two.way flow.[] [0 Follow up quickly on new contacts either to give them the information or to
ar.range to meet.[] [ One goal of networking is to get referralsC] so don’ t be afraid to ask“ Whoelse should I be
talking tolJ

" [0 0O Regularly stay in contact with your network partners and re.establish contact.with old relationships.A
phone call will help to keep relationships going and in.elude them on your newsletter mailing.[J O Establish
yourself as an expert your fieldOJ perhaps by writing articles or bybeing available to talk to journalists.If you and
your business are in the news[] people will want to talk to you.
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