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Chapter 1 Embrace the opportunity[] ——Seeking business opportunity] [ [0 [0 [0 00 O Unit 1 Greetings and
introduction] O O O O O O O Unit 2 Phoning and making appointments] [ [0 00 O O Unit 3 Introducing
company and business scope] [0 0 0 0 0 0 0O 0O O O O O O Chapter 2 Partnership countsC ] ——Estahlishing
business relationshipd [0 00 00 O O O Unit 4 Hoping to enter into business relations with ABC company] [0 [0
OO0O00O0ODOOOOOUnit5 The arrival of a clientdd O O O Chapter 3 Quality firstt] ——Exchanging
product information [0 00 O O O O Unit 6 Talking about Qualitydd O O O O O O Unit 7 Talking about
packingd O O O O O Chapter 4 Show me the listC] ——Inquiry and replies] [0 00 00 O O Unit 8 Hoping to get
the price of cement and catalogue] 0O 00 0 00 0O O O O O O Unit 9 Reply to the inquiryd O OO0 O O O O Unit 10
Negotiating pricel] OO O O 00 Unit 11 Discount 00 00 [0 Chapter 5 Let” s negotiate[] ——Offer and
counter-offer] 0 0 O O O Unit 12 Making an offerC] [J [0 Unit 13 Making a counter-offer] [J Chapter 6 Just
pay it ——Payment Terms[] [0 [ O O Unit 14 Letter of Creditl] O O O Unit 15 LO C amendment and
extension] 0 0 0 0O 00O O O O Unit 16 Collection O O Unit 17 Remittanced [0 Chapter 7 Meet my
requirementst] ——Execution of an orderd 00 O O OO0 [ Unit 18 Packing O O Unit 19 Inspection

[J Chapter 8 A plain sailingl] ——ShipmentJ [J [J Unit 20 Modes of transport] [ [J [J [0 Unit 21 Shipment[]
O Chapter 9 No worry[ no riskJ ——Insurancel] O [J Unit 22 Insurance clausest] [0 O O Chapter 10 Let’ s
talk(J ——Claims and arbitrationt O [0 O O O Unit 23 Claimsd O 0O Unit 24 Arbitration[] [ Chapter 11
Mutual Trust Wins[J ——Agency O [J Unit 25 Wishing to be the sole agent for ABC companyJ [ O O O O
0O 0O O O Unit 26 Terms of agencyd O O O Chapter 12 A good helpJ ——Banking businessCJ [0 O O [J Unit
27 Opening an account] [0 0 Unit 28 Exchange rate[] [ [ Unit 29 Currency converter [0 [ [0 [ Unit 30
Check[ 00 Chapter 13 A bright future ahead[J ——Strengthening business partnershipC] [0 00 00 0O 0O 0 O

[0 Unit 31 Ina Restaurant[] [ [0 00 O Unit 32 At an exhibitionJ [0 00 [0 [0 Unit 33 At the scenery spotd [0 [0 [
O Unit 34 After sales servicel 0 0 O 0O O
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O O In our daily human communication[] greetings between each other are primarily necessary.The differences
be-tween cultures and customs cause the differences between the courtesies in greeting[] which colors the customs
ingreeting] such as nodding] bowingd hands-folding[D] hugging and handshaking] and among these[]
handshaking isregarded as a universal language in greetings. Then what shall we notice while shaking hands with
otherst]

O O 1.Firstly] we must use right hands to shake.[J O If you have something to do with your right hands] you
should explain to him or herJ or nodding to say sorrywhile showing your hands to him or herd and getting the
forgiveness. Then you should wash your hands immediatelyand treat him or her warmly. If you are wearing a glove
(0 you should take it off] putting it down or holding itC] andshake hands with him or her. Never shake hands
without taking your glove offl] or leaving it around casually] whichwill make him or her misunderstand you. But
the requirements can be lowered when it comes to womanl] when a la-dy takes off her glovel] it means she
respects especiallyl] but a lady must take the glove off while shaking hands withthe seniors.[J [0 2.Secondlyd] we
should pay attention to the orders.[J [0 Who should hand first while shaking hands(]

The seniors] the ladies and the teachers should give hands to thejuniorst] the men and the students. If two
couples meet with each otherd ladies greet each other firstC] then the hus-bands greet others wives] and the
greetings between men comes last. While the guests pay a visit generally] thehosts hand. firstC] and while
saying goodbyel] the guests hand firstC] meaning "dont bother to see me out".
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