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CHAPTER1 MEETING AND GREETING PEOPLECHAPTER2 SHOWING VISITING AROUND A
COMPANYCHAPTER3 USING THE TELEPHONECHAPTER4 MAKING APPOINTMENTCHAPTERS
MAKING PLANS AND ARRANGEMENTSCHAPTERG GIVING EXPLANATIONS,INSTRUCTIONS AND
DIRECTIONSCHAPTER7 TRAVELLING ON BUSINESSCHAPTERS APPLYING FOR JOBSCHAPTER9
COMPLAINING ABOUT PRODUCTS AND SERVICESCHAPTER10 NEGOTIATING
PRICESSupplementary Materials for Extended Training Exercises] [ [1 [
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