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[0 O Section 10 Meetings and Presentations [1 [ [0 [ [ 1 Calling a Meeting O [0 [J [0 2 Conducting a Meeting
0 O O O 3 Resolving an Issue Through Discussion [0 [0 [0 [0 00 O O O 4 Organizing a Presentation 0 0O O [0 5
Giving a Presentation [ [0 [ Section 2[J Trade Shows [ [1 [0 (1 6 Preparing for/Arriving at a Trade Show [ [ /
O OO OO O 7 Setting up an Exhibition Booth [0 [0 [0 [0 8 Operating a Booth 00 O [ [ 9 Going Around an
Exhibition Hall O O [0 O Section 30 Dealing with Customers and Suppliers O O O [0 10 Reaching Customers

0 Sales&Marketing 0 0 0 00 00O O OO O O 11 Making a Sales Visit 0 O O O O O 12 Following up After a
SalesVisitO 0 0 O OO OO OO O 13 Quoting/Negotiating Prices [ [1 /00 O 14 Closing a Deal [0 [0 15 Filling
out a Purchase Order [J [J O O Section 41 Communication for Business Travelers (1 [ [0 [0 16 Using a Cellular
Phone O O O O 17 Using a Public Phone 0 O O O O O 18 Using a Laptop Computer O O O O 0O 00 19
Sending/Receiving Faxes [J [0 0 [0 20 Using E-mail O OO [0 OO O 00 21 Using the Internet [ [ 0 O O Section 5
[J Meeting Business Contacts [1 [0 J 0 [J 22 Looking up Business Contacts J [J [J [J [0 [J 23 Meeting New
People O 0 O O [ 24 Getting down to Business U [ 00 O O 25 Arranging Further Contact 0 0 O 0O 0 O 0 26
Having a Business Lunch O O [0 O O O Section 61 Preparing for a Business Trip O [0 O O O O 27 Making
Airline Reservations [0 O O [J 28 Making Hotel Reservations [J [ [0 0 29 Getting Visas [ O O [J 30 Arranging
to Meet People [ [0 O O 31 Last-minute Details at the Office J O 0 O O O 0O O O O 32 Packing O O O

[0 Section 700 Air Travel for Business [J [J [0 [0 [0 [0 33 Getting to the Airport [0 O O O 34 Checking in for a
Flight O O OO O 35 Before Boarding a Flight [J [J [J 36 Boarding a Flight O [J 37 During a Flight 0 O O [J 38
Landing/Getting offa Plane 0 0 O O /0 O O 39 Going Through Immigration and Customs 0 0D 0 0 0 0 0O O
[0 O 40 Getting Ground Transportation 0 O O O O O [0 O Section 800 Acommodations [0 [0 41 Checking into a
Hotel OJ [0 [0 [0 42 Getting Settled in Your Room [ 00 00 O O O [0 43 Basic Hotel Services 0 00 O O 0 0O 0O 044
Hotel Recreation&Entertainment Services (1 [0 [0 00 0 O O O 45 Using a Hotel Business Center [ 0 O O O [
[0 O 46 Checking out of a Hotel 00 O O O Appendix 1[0 Conversation Practice Material Chapter by Chapter [
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