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1 Telephone Calls 0 00 00 0 2Fax O O O O 3 Business Letters (I [0 [0 [0 4 Appointment O O O O 5 Attending
aMeeting O O O O 6 Brainstorm [ O [0 00 7 Work Assignment (I [0 [0 [0 8 Performance O [0 [0 [0 9 About
Work [0 [0 [0 [0 10 Gettinga Raise 0 O O 11 With Boss O O [0 12 Co-worker 00 O O 13 Office Chat 0 O [0 [
[0 14 Office Politics 0 [0 00 0 O 15 Warning O O 16 Work Overtime [0 [0 17 Asking for Leave 00 [0 18 Holiday
O O 19 After Work O O [0 O 20 Secretary 0 O O [0 21 Taking Minutes [0 [0 00 [0 22 Memo [0 [0 [0 23 Office
Equipment O O O O 24 Express Service [ 0 0 O 25 Filing O O O O 26 Business Promotion 0 O O O 27
Advertisement 0 [J 28 E-commerce [0 0 [ [0 29 Customers Service 0 [0 00 0 30 Business Credit 0 0 O O 31
Company Management [0 0O [0 [0 32 Reorganization [ [ [0 [1 33 Acquisition [ [ [0 [0 34 Market (1 [0 35
Product Information [0 O O 00 36 Trade Show [0 [0 [0 37 Promotion [ [0 38 Recruitment (I 0 39 Hiring O 0
40 Occupation Mobility 00 00 [0 [0 41 Financial Management [ [0 [0 [0 42 Atthe Bank O OO 0O 00 43 Tax
Consultation 00 00 0 O 44 Tax Authority 0 O O [0 45 Tax Inspection O O [ [ 46 International Tax 0 [ 00 [J
47 Stock Market [0 [0 00 O 48 Business Contact [ O [ O 49 Negotiation [ [ 50 Business Trip [J [0 51 Factory
Tours 0 O O O 52 Seeing Off O O 53 Investment Environment [ O O [0 54 Foreign Investment [0 O O O 55
General Inquiry O 00 O O 56 Specific Inquiry 0 00 O O 57 Offer O O 58 Counteroffer [J [ 59 Price [J [0 60
Discount [0 [0 61 Contract J 0 62 Order O O 63 Quality [0 [0 64 Quantity 0 (I 65 Inspection [ [ 66 Packing
00 O 67 Delivery 00 0 68 Forwarding [ 00 69 Terms of Payment [J [J 70 Letter of Creditl] L/CO 0 O O 71
Insurance O O 72 Claims O [ 73 Agency [J U
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