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1 Globalization in Business & culture; Keyboard practice 
2 International Business and the Internet; Keyboard practice & speed test 
3 Role Playing – Asking about ability; Keyboard practice & speed test 
4 Business Etiquette; Format a resume & a cover letter 
5 Business Etiquette; Format a resume & a cover letter 
6 Role playing – Office routines, telephone routines; 
7 Questions about Globalization & Free Trade; Format a notice 
8 Individualism & Group Spirit; Format business letters 
9 Coping with Language & Culture Shock; Format business letters 

10 Role playing – Giving advice; Format various types of business letters 
11 Negotiation for “Win-win” Solutions; Format various types of business letters 
12 Marketing, Advertising Distribution; Role playing – Asking permission 
13 U.S. and Japanese Business; Review 
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Makoto Shishido, Bruce Allen, Global Understanding - Success in International 
 Business, Seibido, 2002  
Marc Helgesen, Keith Adams, Workplace English, Office File, Longman, 2005 
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Makoto Shishido, Bruce Allen, Global Understanding - Success in International 
 Business, Seibido, 2002 
Marc Helgesen, Keith Adams, Workplace English, Office File, Longman, 2005 
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