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Chapter 1 Business Reception [ [1 [0 [ Unit 1 Picking Up the Client at the Airport[] [0 [0 0 Unit 2
Accommodating the Client] (I [0 [0 Unit 3 Factory Tours] [0 [ O Unit 4 Entertaining the Clientd O O O Unit
5 Presenting Giftld O O [0 Unit 6 Seeing Off the Clientl] 00 O O Chapter 2 Business Marketing [0 [ [ [0 Unit 1
Market Research(] [0 [0 0 Unit 2 Advertising and Promotion] [0 [0 [0 Unit 3 Product LaunchO O O O Unit 4
Promoting Salest] [J [0 [0 Unit 5 After-Sale Servicell 0 [ O Unit 6 Sale and Distributiont] 0 O OO Chapter 3
About Exhibition 00 00 00 O Unit 1 Planning an Exhibitiond [0 O 00 Unit 2 Preparation for ExhibitionJ 00 [

[0 Unit 3 Reception at the HallO O O O Unit 4 After the Showd [0 OO O Unit 5 Attending the Trade Show O [
[0 Chapter 4 Foreign Trade [J O O O Unit 1 Establishing Business Relations] [ [ [0 O O Unit 2 Calling for Bids
and Tenders[J [0 O O O Unit 3 Inquiry Quotation and Counter-Offer(] [ [0 [0 [0 O O O Unit 4 Order and
Deliveryd O OO 0 00 Unit 5 Logistics and Transportationd [J [J [J Unit 6 Barter Tradest O O [ Unit 7
Compensation Tradel] 0 O O Unit 8 Processing Trade[J [ [ 0 Unit 9 Trade Mark[d Copyright and Patent] [J
00000 O Unit 10 Letter of Credit[] O 0 Unit 11 Credit and Financingl] [0 0 O O Unit 12 Customs Entries
and DutiesTJ O O O O O O Unit 13 Import and Exportd O 00 O O Chapter 5 Business Negotiation [ [ [J

[0 Unit 1 Pricel] 00 Unit 2 Quality and Quantity[J] [J [0 [0 0 Unit 3 Commission [ Unit 4 Packingd [0 Unit5
Agency] O Unit 6 Insuranced O Unit 7 Shipmentd O Unit 8 PaymentJ [ Unit 9 Technology Transfer™) [ O
O Unit 10 Contract Terms O O O Unit 11 Establishing Joint Venture O [0 [0 Unit 12 ClaimsC O Unit 13
ArbitrationJ [J Unit 14 Inspection [0 0 O Chapter 6 Conference and Meeting O [J J O Unit 1 Arranging for
the Meetingl] O [J [0 Unit 2 Setting Agendal] [ O O Unit 3 Beginning the Meetingd [J [0 O Unit 4 Free
Discussion O O [ Unit 5 Presentation] [1 Unit 6 Closing the Meetingl] O [ [ Unit 7 After the Conference[]
O O O Unit 8 Making Appointment[] (I [0 Chapter 7 Human Resources [1 [1 [0 [0 Unit 1 Employment and
Interviewing [0 [0 [0 Unit 2 Signing an Employee Contract] (I [0 [0 [0 [0 Unit 3 Staff Training] O [ 00 Unit 4
Promotion and Demotiond O O O O Unit 5 Personnel Transfer(d 0 O O Unit 6 Fire[ Quit and Retirementd [
000000 Unit7 Salary and Bonus O 00 0O 0O O
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0O - The HCC offers a full range of financial and insurance servicesworldwidel O 0 0 00O OO OO OO
Oo0o0ooooobooooooo

0 O - We usually insure the goods against All Risks and War Risk for 11000 of the invoice value O O O 00 O O
Oooodolooo0oooooooon

O O - Ourinsurance company is a state—operated enterprise enjoying high prestige in settling claims promptly
andequitablyD D0 000000000 O0OODODOO0ODOODODOOODOOODODOOO

0 O - For transaction concluded on a CIF basis[] we usually effect insurance with the People’ S Insurance
Company of Chinaagainst AllRisks0 O O O 0000000000000 0oooooooooooon
oood

0 O - Since the premium varies with the extent of insuranceld extra premium is for buyer’ Saccount] 00 0
O0000o00o0obOOooooooDobooboooooa

OO - Ifyou desire US to insure against a special risk[] an extra premium will have to be chargedd 0 00 00 0 O
O000o0oOoo0DOOo0ooooboooooaon

O O - There are three basic coversC] namely[] Free from Particular Averagel] With Particular Average and Al
RsksDOOOODODOODODOODODOODOOOODOOO

O 0O - Willyou please quote your terms for providing the required coverd which should include loading and
dischargingDd 900 O OO0 0D O0OO0D0DOO0OO0OOODDODOOOOODODOOOOOOO

[0 O - Please send US the insurance policy together with your receipt for the premiums paid as soon as possible[]
O0000oo0o0obooooDobooooon

00 O - The consignee should apply immediately for survey to the surveying agent or the claim settling agent] [
000000000000 bO0o0oboooobOooooo

00 O - The rates vary with the nature of the goods[] the degree of cover desired and the place of destination] [
O0000000DO00000D0bO0o0bOo00oDbOOoOobDooooa
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