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Chapter 1 Business Communicationd [J [0 [
Unit 1 Meeting the ClientsTI [0 [0 [

1 Meeting at the Airportd O O [

2 Luggage Claiming O 00 0O O

3 Luggage Inspectiond O O O

4 Heading for the Hotel D 00 00 O

5 CheckinginO O O O

6 Room Service O O [

7 Room Change] 0 0 [J

8 Checking out] O OO 0

Unit 2 Entertaining the ClientsC] [0 O O

9 Banquet Arrangement] [0 [J [

10 Banquet InvitationJ [0 00 O

11 Seats Arrangement] O 0 O

12 Banquet AddresstJ [0 [0 O

13 Talking during the Banquetd O 0 OJ

14 Drinking a Toast[J [J

15 Appreciation for Entertainment] [ [J [
Unit 3 Visiting the Companyd [0 0 [

16 Scheduling O O O O

17 Showing Aroundd [0 O O

18 Introducing the Companyd O O [

19 Introducing the StaffCJ O 00 O

20 Introducing the Factory [0 [0 [

21 Visiting the Workshop (0 OO O

22 Running State(1 0 00 O

23 Production Capacity] 00 O [

24 Quality ControlJ O 0 O

25 Product Safety(] (0 [0 [

26 Visiting the Showroomd O OO0 O O
Unit 4 Having a Sightseeing with the Clients] [J [ [J
27 Trip Planningd O O O

28 Taking the Sightseeing Coach] O OO [0 [0
29 Renting a Car for the Tripd 0 O O

30 Taking Picturesd [0 0 [

31 Buying Souveniorst] O O O [

Unit 5 Seeing the Clients off 0 0 O [

32 Inquiring the Air TicketsO [0 O [J

33 Air Tickets Reservation(] 0 [0 [J

34 Confirming the Tickets(l 00 00 O

35 Air Tickets Changing O O [

36 Sending GiftsCJ [0 O O

37 Saying Goodbye to Each Otherd [0 OO I
Chapter 2 Business Meetings(] (1 (I [J
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Unit 1 The Process of a Meetingl] [0 0 [
38 Preparation of the Meeting [J O O
39 Meeting Noticed 0 O [

40 Meeting Rules(] [0 [0 O

41 Meeting Openingd O OO [

42 Making a Statement (1 [

43 Giving Opinions] 0 0 O

44 Objectiond O O O

45 Support] I 00 O

46 Integrating Different Opinions] [ [ [J
47 Making a Decision by Votel [0 [0 [
48 Having a Break( [0 [0 [

49 Drawing a Conclusiont] [0 [0 [
Chapter 3 Business Negotiation] 00 0 I
Unit 1 Technology Negotiation] 00 O [
50 Technical Cooperationd [J [0 OJ

51 Technology Import0) O O [

52 Technology Transfer] [0 O [

Unit 2 Patent Negotiation [ [ [

53 Patent Applyingd 00 O O

54 Patent Transfer(J [0 0 [
Unit 3 Agency Negotiation[] [0 [0 0

55 Looking for Agentsd [0 [J [

56 Agent Applying 00 00 0O O

57 Declining Agent Applyingdd O O O 0O O
58 Accepting Agent Applyingd O O O 0O O
59 Agency Commissiond O [0 [

60 Agency Agreement] [J [ [J

61 Agent Agreement Extension O O [J
Unit 4 Tendering and Bidding O [0 O O
62 Calling for Tenders(] [

63 Tendering O [

Unit 5 Joint Venture O O O

64 Investment Environment O [0 (J

65 Investment Interestd] O O [

66 Investment Risk(J O O [

67 Investment Policyd O 00 O

68 Forms of Joint Venture [J 00 O

69 Operating Management[] [0 (I O
Unit 6 Financing O 0 O O

70 Working Capital Loanstd O O O O O
71 Fixed Assets Loans] 00 0 O 0O O

72 Special Loans] 00 0 O

73 Issuing Bonds Overseastd 0O O O O O
Unit 7 Enterprises Reorganizationd O O [
74 Win-win Strategy] 00 [0 [

75 Merger and Acquisition] OO 00 O
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76 Interior Reorganizationt] 0 O [
Chapter 4 Marketing Management[] [0 (0 [0
Unit 1 Market ResearchJ 0 0 [J

77 Market Survey [0 [0 O

78 State Analysis[] [0 00 O

79 Market Positioning] 00 00 O

80 Share of the Market [0 0 O

Unit 2 Marketing Strategy O [0 00 O

81 Marketing Objectives [J [0 [

82 Seizing the Market] 00 [0 [

83 Price Strategy] (1 O I

84 Production Strategy[] [0 [ I

85 Door-to-Door Sellingtl 0 O O

86 Promotion in Shopping MallCJ 00 O O
87 AuctionJ 0 O

88 News Conference J 0 00 O [

89 Performances for Public Welfare[J [0 O [J
Unit 3 Advertising 0 [0 00 O

90 Advertising DesignJ [0 O [

91 Implementation Plan] [0 00 O

92 Advertising Effectt] OO O [

93 Magazine Advertisingd] [0 [ [

94 Television Advertising(] [0 [0 [0

95 Online Advertising] [0 [0 [

96 Outdoor Advertising 1 [0 00 O

Unit 4 Production Recommending [0 00 [0 0
97 Production Exhibition] O O O

98 Recommending ProductsC] (I O [J

99 Production Presentation] (1 (J [J

100 Analyzing Selling Points(] [0 00 O
Unit 5 After-sale Service(l 00 0 O

101 Handling with Goods Rejected] [ 0 [
102 Exchanging GoodsU [0 O [

103 Repairing for Freel O O O

104 On-site Repair] O O O

105 Dealing with Complaintl] O O [J

106 Calling for Feedback[] [0 O [J

Chapter 5 Foreign Trade Practicel] 0 [ [
Unit 1 Building Business Relationship] 0 00 O 0O [
107 Range of Products(] [0 (1 [J

108 Credit PositionJ O O [

109 Development Obijectivest] O O [
Unit 2 Inquiry and Offer [0 0 O

110 Inquiring Prices 0 00 O O

111 Inquiring Discountd O O O

112 Inquiring Commissiond I 0 [J

113 Non-firm Offerd O [
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114 Firm Offerd O O

Unit 3 Price Negotiationd [ [0 [

115 Compromise [0 00 0 O

116 Quantity Discount O [ [

117 Refusing to Cut the Priced] O O [
Unit 4 Placing an Order for Goods[] [
118 Quality Requirementd O [0 [

119 Asking for Samplest O O [

120 Placing a Trial Orderd [

121 Placing an Order [0 [J [

122 Cutting the Orderd [0 OO OO

123 Cancelling the Orderd [0 O O
Unit 5 Payment Terms O O [

124 Collection on Documentst] [ [0 [
125 Clean Collectiond 0 00 O

126 Installments™] [0 [0 OJ

127 Letter of Creditl] O O 0O O

128 OpeninganL/CO O 0O 0O O

129 Amendingthe L/CO 0 0O 0O O
Unit 6 PackingO [J

130 Packing Requirement [0 [ [
131 Packing Cost] [0 [0 [

Unit 7 Shipment[ O

132 Load and Transport[] 00 00 O

133 Date of Shippingd O O [

134 Unloading O O O O

135 Deliveryd 00 0 O

Unit 8 Commodity Insuranceld] [0 [0 [
136 Insurance Consulting] O O [
137 Rate of Premium{J [0 00 O

138 Insurance Negotiation 0 0 0O 0O O
139 Insurance Purchase] OO O [
Unit 9 Customs Clearance] [0 0 [
140 Commodity Declarationt] 0 O [
141 Inspection Procedured [J O O
142 Inspection Certificate[] [ 0 [
143 Formalities for Customs ClearanceJ [J [0 [J
Unit 10 Contract Negotiationt [J 00 O
144 Contract Discussion [ 00 O

145 Amendment of Contractl) [0 0 [
146 Signing the Contractt] O O [
Unit 11 Claims and SettlementsC] O 0O 00 O
147 Goods Shortage] [0 OO [

148 Goods Breakage[d [0 [ [

149 Delay in Delivery 0 O O O

150 Disputes on Insuranceld] [I (I [
151 Lodging Claims[] [0 [0 [
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152 Claim Indemnity Negotiation[J [0 0 [J
153 Accepting Claim Indemnity O [0 [

154 Resorting to Arbitration] [0 00 [0

Unit 12 Trade Typest 0O O O

155 Processing Trade [0 00 0 [

156 Assembling Tradeld [0 00 O

157 Compensation Tradeld [0 0 O

158 Consignment Trade O O [

159 Barter Trade(l 0 O O

Chapter 6 Workplace and Careerd [0 O [
Unit 1 Recruitment] 00 0 O

160 Self-introduction [0 0 [J

161 Reasons for Leavingd O O [

162 Salary Expectationd OO O [

163 Welfare Policyd O O O

164 Accepting the Job Offer] 0 [ [J

165 Job Negotiation] 00 0 O

166 Applying for a Secretary] O O [J

167 Applying for a Hotel Staff(] O 0 0O O 0O O O
168 Applying for a Manager AssistantC] 0 00 O [0 [
169 Applying for Trading Staff(0 00 0 0 O O O
170 Applying for a Salesman O O O O [
171 Applying for Bank Staff(] [0 00 00 00 O
Unit 2 Getting along with Colleagues(] [0 [0 O
172 Greeting Colleagues [0 [ [

173 Having Lunch Togetherd [0 00 O

174 Shopping TogetherD [0 00 O

175 Burning the Mid-night OilC] OO0 O [

176 Covering for Somebody[] [1 [ [

177 Borrowing and Returningl] 00 0 0

178 Answering the Phone for Others] 00 0 [J
179 Asking for Help O OO O

180 Asking for OpinionsC] [0 O [

181 Teamworkd 0 O [

182 Having Conflictstd O 00 O

183 Handling with Conflictst O O [J

184 Celebrating Birthdayl O [ [J

185 Celebrating Promotiond [0 [0 [

186 Romantic Relationships at Work [ [ [
Unit 3 Communicating with Managers [0 [0 [
187 Assigning Work[Dd [0 [0 [0

188 Progress Reporting[] [0 00 O

189 Praising the Employeed [0 [0 [

190 Giving Suggestion] 0 O O

191 Appreciating Your Bossl [0 0 [0

192 Explaining FaultsC] [0 [0 [

193 Releasing Complaint] OO O [0
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194 Applying for Annual Leave OO [ [
195 Asking for Job Transfer(d [ 00 O
196 Asking for Promotiond O [ [

197 Asking for Raise[] [1 (1 [J

198 Applying for Resignation O O [
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