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Unit 1 Making Phone CallsC] 1 This is A with X Company, calling from Beijing. 0 O O XO O OA, OO0 OO O
Ooogd

(1 2 May | speak to your purchase manager,please?C0 O O OO0 00000000

[0 3 100 e been calling him since the morning, but the linewas busy all O thetime. O O OO0 OO0 OOOOO0O
O0o000obOoOoooa

[0 4 Held inameeting. Can | take amessage?] 0 0 0O O O

O0DOo000oooooo

[0 5When canwe expecthimback?C O O OO0 0O OOOO

0 6 I'll make sure he gets the message..] O 0O 00 0O 00 [

[0 7 1 couldn't reach himall day; Do you knowwhereheis?0 0 0 0000000000000 0OO0OO
[J 8 Hold on please, I'll transfer your callto him/her.0 0 0 00 OO0 OO0 OO

(1 9 Will you be available for a cup of coffee afterwork? 0 0 0 00O OO OOOO0O

[J 10 I'd like to make the reservation for thisevening.0 O OO0 OO0 00O OO

Unit2 Business Trip[J 11 I'd like to book a flight to New York for this Wednesday. 0 O 0 000 QO OO0 OO
oooad

[J 12 How long will it take to get to the airport? D D O 00D O OO O OO

[0 13 When and where shallwemeet?0 0 0 O 0000 OO OO

[J 14 1 hope you have agood timeonyourtrip.0 0000000 OO

[J 15 The company sends me here on abusinesstrip. 0 0 O OO0 0000 0O O

[0 16 How's business going?] [0 OO [0 [0 OO [ 17 Did you have a smooth journey?] O 0 0O 0O 0O 0O O

[J 18 We have to hurry; the plane will take offin halfanhour.0 O O 0 00000 O O0OO0OO0OO0O0OOO0OO
Oo0ogd

[0 19 Excuse me, where do we check infor thisflight?0 O 0 0 0 000000000 OO0OO

[0 20 Do you have anything to declare forcustoms?0 O O O O 00000000 OOO

Unit3 Inthe Hotel OO 0 Unit4 Factory TourUnit5 ReceptionUnit6 PresentationUnit 7 NegotiationUnit 8
Chairing a ConferenceUnit 9 Numbers
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