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UNIT 1 Working in the OfficeGetting Familiar with Office RouOnesTask 1 Naming These FacilitiesTask 2 Taking
a MessageTask 3 Having a MeetingUNIT 2 Attending Trade: FairsGetting Familiar with Trade FairsTask 1 Naming
These FacilitiesTask 2 Trade FairsTask 3 At the Trade FairUNIT 3 Travelling on BusinessNamingThese
Necessrtieson BusinessTravdTask 1 Naming These Necessities on Business TravelTask 2 Booking a TicketTask 3
Preparing a TravelUNIT 4 Meeting PeopleGetting Familiar with Cultural DifferencesTask 1 Naming These
PlacesTask 2 Accommodating Foreign ClientsTask 3 Business CustomsUNIT 5 Attending Business
DinnersGetting Familiar with Business DinnerTask 1 Naming These CoursesTask 2 Ordering MealsTask 3
Ordering in Garden HotelTask 4 Discuss the following topics after listening to the dialogueUNIT 6 Keeping in
TouchNamingThese Options for Keeping in TouchTask 1 Naming These OptionsTask 2 Giving a Farewell
SpeechTask 3 Asking for SuggestionsAppendixdJ Appendix[] VVocabularylnternational Calling Codes
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