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MODULE 1 QUALIFICATIONSL Unit1 Work as a tour guide[] Unit 2 Planning a tour Unit 3 Meeting the
guestst] Unit4 Moving people [0 Unit5 Leadership skillst] Unit 6 Dealing with problemsMODULE 2

RECEPTIONO Unit 7 Enrouted Unit 8 GreetingsC] Unit 9 Hotel accommodationd Unit 10 Dining in China
00 Unit 11 Travel itineraryd Unit 12 Shopping Unit 13 Entertainment] Unit 14 Farewell Unit 15 Handling

complaints
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00 O O Generally speaking, a local schedule consists of two parts: the tourists'schedule and your working schedule.
The elements of the tourists' scheduleshould include: sites to be visited, hotels, modes of transportation,
andrestaurants to be used, dates and time for arrival and departure, meals, freetime, etc. This schedule should be
written in a way that the tour leadercould understand and use it to inform the group about each day’s activities.if
you make good preparation for this schedule, you will save lots of timeeach day by not having to go over the day's
schedule with the tour leader.Since the reader of the working schedule is usually the guide himself/herself, the local
schedule should he a detailed working schedule for theguide's own use. A good local schedule will help the guide
understand thecontent of the tour, permitting him/her to make the necessary preparationsemotionally and
practically. If you are the guide that will he with the touristspresenting information and taking care of their daily
needs, you will need anhourly schedule for the entire time that you will be with them. The moredetailed it is, the
easier it will be for you to make the tour run smoothly.You should try to think of everything that you would need to
do during thetour and write it into the schedule. And try to think of all the problems thatyou might have and
brainstorm possible solutions to these problems. Thisschedule is for your benefit. The time you spend on
preparing it will affectyou and your ability to do your job as a highly qualified tour guide. It is wisefor you to
prepare your local schedule in written form concisely providing thenecessary details. And you can put it in your
pocket along with your tour.
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