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Part One Conversational English for Common Use
O0000oboooooooo

[ 1. Greeting a Customer

oooooo

[ 2. Making Inquiries of a Customer
O0oon

0 3. Giving Answers to a Customer
oo0ogon

(1 4. Making Requests to a Customer
oooooo

[J 5. Making Suggestions to a Customer
oooooo

[ 6. Expressing Gratitude to a Customer
Ooo0oon

[ 7. Offering Apologies to a Customer
oo0oon

(1 8. Saying Goodbye to a Customer
Oo0ogno

(1 9. Commonly Used Expressions for Bank Clerks
O0oooooon

[0 10. Commonly Used Technical Terms for Bank Clerks
O0DO000oooooo

Part Two Conversational English for Specific Business
O0O000bOOooooooog

[ 1. Opening a Savings Account
oooooo

[ 2. Opening a Current Account
oooooo

[ 3. Opening a Personal Checking Account
Oo0oodooon

[ 4. Explaining Account Rules and Regulations
Oo0oo0ooon

[0 5. Handling Special Savings

oooooo

0 6. Handling Time Deposits

oooooo

[0 7. Handling Withdrawals

oood

[ 8. Handling a Report of a Lost Passbook
oooooo

[0 9. Applying for a Safe Deposit Box
O0oon

[0 10. Explaining Rates of Exchange

Ooood

(1 11. Exchanging Foreign Currencies
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[J 12. Making Foreign Currency Deposits
OOooogo

[0 13. Handling Foreign Remittances
OO00oO00oo

[0 14. Handling Remittances from Abroad
OO00oO0ooooon

[0 15. Handling Reconversion

oood

[ 16. Cashing a Foreign Check
oooogo

(1 17. Cashing a Traveller’ s Check
OOooogo

[J 18. Cashing a Foreign Credit Card
0000000

[J 19. Discounting a Bill of Exchange
oood

[J 20. Opening a Letter of Credit
OO0000

[J 21. Amending a Letter of Credit
oooon

[0 22. Making a Collection of Demand Draft
Ooooooon

[0 23. Offering a Renminbi Loan

O0oooog

[0 24. Offering a Foreign Exchange Loan
oooooo

[ 25. Offering a Housing Loan

oooooo

[ 26. Offering a Loan for Working Capital
O0o00ooon

[J 27. Making a Credit Investigation
oooooo

[ 28. Handling Trust Business

oooooo

[J 29. Offering an International Leasing
oooooo

Part Three Conversational English for Special Banking
Business

O0000oboooooooo

[J 1. Offering Credit Card Service
O0oooog

[0 2. Offering Personal Automobile Consumer Loan
O0o0oooon

[0 3. Offering an Introduction to Finacning Service
O0ooooon

[ 4. Offering Charges Agency Service
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[J 5. Offering Internet-banking Service
Ooooooon

[ 6. Offering Self-aided Bank Service
Ooooooon

[0 7. Offering Foreign Exchange Service
oooooo

[J 8. Offering Collection Service

oooooo

1 9. English for the Major Banks in China
O0DO0O00oooooag

Part Four Conversational English for Insurance Business
O0DO000oOOo0oooon

0 1. Functions of Insurance

oo0ogn

[ 2. Purposes for Buying Insurance
oo0oon

[0 3. Fundamental Knowledge About Insurance
Oooooooad

[J 4. Categories of Insurance

ooogn

[ 5. Offering Life Insurance

oooooo

[0 6. Insuring the Household Contents
O0o0oooon

[0 7. Offering Accident Insurance
oooooo

(1 8. Offering Automobile Insurance
oooooo

[0 9. Commission Insurance Business
O0o00ooon

[J 10. Insurance Financing Service
oooooo

[J 11. Types of Cargo Transportation Insurance
Oooooooad

[J 12. An Insurance for Woods

oooooo

[J 13. Handling Cargo Insurance
oooooo

[0 14. Commonly Used Classified Vocabulary for Insurance
Business

O0DO000oooooo

Part Five Conversational English for Securities Business
O000O0ooooooon

[0 1. Stocks

00

[ 2. Funds
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[J 3. Bonds

00

U 4. Futures

00

[0 5. Options

00

[0 6. Commonly Used Classified VVocabulary for Securities
Business

O0DO0O00oooooag
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