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1 6/29 Course introduction & orientation / About you and your job
2 714 Your business activities
3 716 Location and layout of your company
4 7/11 Meeting and welcoming/The first two minutes
5 7/13 Setting up a meeting & confirming arrangements
6 7/18 Changing plans & dealing with the unexpected
7 7125 Explaining and apologizing
8 7127 Making contact by phone/Email and telephone problems
9 8/1 Dealing with incoming calls & taking and leaving messages
10 8/3 Arriving and meeting contacts/Gifts and saying thank you
11 8/8 Partings and thanks/Returning home

206+ FEE S




