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00000000 Daily Business Conversations[] 1. Short Conversations O [ [0 [ [ 2. Overtime Work [ I
[0 3.Break 0 0 O O [ 4. Ask for Leave and Take a Vacation [0 O O [0 00 0 5. Rush-hour Traffic 0 O O 0O O
(0 6. Late 0 OO0 O7.Company Activities 0 0 0 0 08.Joband Health O O O O O O 9. Telephone
Communication 0 0 0 O [0 10. Copy O O O 11. Fax O O O 12. Operation of Computer 0 O O O O 13.
Materialsand Data 0 00 O O O [ 14. Plan and Scheme [0 00 00 O O 0O 15. Conference Preparations [0 [0 [0 [
[0 16. Discussion During the Conference [0 00 OO O O 17. Conference of the Speech [0 [0 0 0 [0 18.Conclusion
of the Conference 0 [0 0 00 [0 19.Policy 0 0 O O O20. Workingof FundsO O OO0 OO0 QOO OO
Communicate with Customers [ 1. Making an Appointment for Meeting O O O O [ 2. Visiting a Customer [J
O 00 [O3.Serving Customer I [ O O [0 4. Introduce the Company [ [0 O O [0 5. To Know the Customers
0000 O6. Introduce Colleague 0 0 0 0 OO OO O O Sell Productst] 1. Retail Industry [0 00 00 00 [0 2.
Recommend Products OO OO 00 00 [0 3. Selling Point of Products [ [0 [J [0 O 4. Introduce New Products [ [J [
(0 O O 5. Representation of Products [ OO O O [ 6. Budget and Estimation [0 [0 [0 00 O [ 7. Enquire about the
Price 0 O OO O8.Bargain O O O O 960 9. Preferential Measures and Services [ [0 O O OO [0 10. Wait for
Reply 0 O OO O11. That saDeal O O O 12. Sign or Terminate a Contract ] 0 O 0 0 O O [ 13. Make
Payment O 0 14. Delivery 0 0 O 0O 0O O O O O Disputes and CountermeasuresC] O O [0 O O Negotiate
About the Work O 0 O O O Marketing O 00 O O 0 Human Resources
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