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Chapter 1 Business Communications [ [ [0 [0 [0 Unit 1 Answering the Telephoned O O O 0 Unit 2 DiMing a
Wrong Numberd 0O 0O O O Unit 3 Calling a Switchboard[™D [0 [0 [0 [0 Unit 4 Arranging an Appointment[] [ [J
O O Unit 5 Putting Off an Appointment [J OJ [0 [0 Unit 6 Canceling an Appointmentd O O O O Unit 7
Visiting ClientsT] O [0 [0 [0 Unit 8 Reception O O [0 [0 Unit 9 Introduction of the Companyd O [0 OO [0 Unit
10 Visiting Factoriest] OJ O [0 00 Unit 1 1 Business Meals[d [0 [0 [0 [0 Unit 12 Arranging Activitiesd O O O

O Unit 13 Seeing Off Customers O O O Chapter 2 Price and Terms of Payment 0 O 0 O [0 O O O Unit 1
Inquiryd O O Unit 2 Offerd O O Unit 3 Counter-Offerd O O Unit4CIFO O O OO0 0O O O O O Unit5 DDP
O0000D00Unit6EXWO OO OO OUNit7FOBO OO O O O Unit 8 Remittance O [0 Unit 9
Collection O O Unit 10 Letter of Creditl] [0 [0 [0 Unit 11 Letter of Guarantee[d [0 Chapter 3 Packing and
Logistics J [J OJ OJ 0 O Unit 1 Mode of Packingll O O O [ Unit 2 Ways of Shipment[d [J [J [0 O Unit 3 Date of
ShipmentJ O O O O Unit 4 Chartering a Vessel(D [J [J [ [0 Unit 5 Port of Departure[] 0 [J [J Unit 6 Port of
Destination] O O [0 Unit 7 Transshipment Portt [J O O Unit 8 Clearance of GoodsU [ [J Unit 9 Customs
Clearance [J [0 Unit 10 Export DrawbackJ O O [0 [0 Unit 11 Exemption from Dutyl O O O Chapter 4 Forms
of Trade O O O U O Unit 1 Technology Transferd O [0 O O Unit 2 Bidding O O Unit 3 Tenderd O O Unit 4
Joint Venture[d [0 OO O O Unit 5 Compensation Trade 0 O O O Unit 6 Barter Trade[d O [0 OO O Unit 7
Consignment Trade[d [J OJ [0 [0 Unit 8 Processing BusinessC] [ [0 [0 00 Unit 9 Assembling Business(] [1 [0 [J

0 Unit 10 Financing) O O Unit 11 Agentd O O O O Unit 12 CommissionO [ O O Chapter 5 Import and
Exportd U O O O O Unit 1 Credit Inquiryd O O O O Unit 2 Establishing Trade Relations) 0 O O O O O Unit
3 Quantity of the Orderd [0 [ 00 O Unit 4 Quality of Goods[ [ I [0 [0 Unit 5 Ordering Goods O [ [ Unit 6
Out of stock O O Unit 7 Insurance Rate] (I (I OJ [0 Unit 8 Commaodity Inspection] [ [0 [0 O Unit 9 Signing a
Contract[] [0 00 O O Unit 10 Revision of a Contract] [J [0 [ Chapter 6 Business Conferences [ 0 I O [ Unit 1
Preparing for a Meeting(l 00 O O O Unit 2 Agendal O O O O Unit 3 Beginning the Meetingll 00 O O O Unit4
Discussing During the Meetingd [ O O [0 Unit 5 Summarization and Adjournment [ [0 [0 Chapter 7
Company Operation 0 O O O O Unit 1 Competitiond [0 [0 Unit 2 Partnership O O O O Unit 3 Product
Launch O O O O O O Unit 4 Press Conference O O O O O Unit 5 Registering a Trademarkd O O O O Unit
6 Patent[] [ [0 Unit 7 Financial AffairsC] 0 [0 00 O Unit 8 Company Website[J (I (I O O Unit 9 Mergerst] [ [
(0 O Unit 10 Branch Offices[] [0 (I [ Chapter 8 Marketing [1 Sales [1 [0 (I [ O Unit 1 Market Research(] [ [

0 O Unit 2 Target Audiencel] 0 00 O O O Unit 3 Promotion by Salesperson O O [ [J Unit 4 Advertising
Campaignd O O O O Unit 5 Choosing Mediall [0 [0 [J O Unit 6 Details of all Advertisementd [0 O O 0O Unit 7
Promotional EventstJ [0 00 O [ Unit 8 Preparing for a Trade Show [ O O O Unit 9 Trade Shows [0 O O

[J Unit 10 Product Demonstrationst] O O [ O Unit 11 E-commercel] O 0O O O Unit 12 After-Sale Serviced [
[0 O Chapter 9 Customer Relationship Management [ [ 00 O 0O O O Unit 1 Complaints About Qualityd O [
0 O Unit 2 Complaints About Short Quantity[] OJ [0 O [0 Unit 3 Dealing with Complaintst] O [0 O [0 Unit 4
Wrong Shipment O O OO O Unit 5 Returning the Goods[ [J [0 Unit 6 Claims] OO [0 Unit 7 Arbitrationd O [
O O Unit 8 Public Relationst [0 [0 O O Unit9 Company GiftsC] [0 O O O Chapter 10 Contacting with Bank [J
00O 0O 0O O Unit 1 Opening an Account 0 O O O Unit 2 Inquiring About Interest RatestJ [J [0 O O Unit 3
Depositing and Withdrawing(d [ [ 00 O Unit 4 Closing an Accountd [0 [0 [0 [0 Unit 5 Cashing a Check O [
[0 O Unit 6 The Rate of Exchange] O O O O Unit 7 Exchanging Moneyd [0 [0 [0 [0 Unit 8 Credit Card[] [ [
[0 Unit 9 Reporting a Lost Passbook[] [0 [0 [ [ Unit 10 Investing in Stock Market[] [1 [ [ Chapter 11 Business
Trip O O O O O Unit 1 Daily Schedule[D [0 [0 [0 O Unit 2 Passport and Visall [0 [0 00 O Unit 3 Booking a Plane
Ticket[d OO0 O 0O O Unit 4 Security Checkd [0 [0 00 O Unit 5 On the Plane] 0 O O O Unit 6 Transitd O O Unit
7 Passing the Customs[] [0 [0 [0 Unit 8 By ShipO O 0 Unit 9 By Train(J O O O Unit 10 Asking the way [0

0 Unit 11 By Bus 0 O O 00 Unit 12 By Subway0 [0 [0 [0 Unit 13 Taking a Taxidd 0 O O O Unit 14 Reserving a
Room[ O O O Unit 15 Checking inCJ O O O O Unit 16 Wake-up Calll] 00 [0 0 [ Unit 17 Laundryd 0O O [

(I Unit 18 Maintenanceld [0 I O O Unit 19 Bill Mistake] [0 [0 [0 O Unit 20 Checking outd [0 OJ OO O Unit 21
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[0 O Reappearance Dialogs(] [1 Give Ita Whirl( OO A: What can | do for youll Mr. Sun?] [I B: | want to add
something to the agenda.[] [J A: | cant do that without the general managers approval.[] [1 B: But its really
important. You can see that, cant you? | want to be sure it gets the attention it needs and the information I gave you
is delivered to all the members with the meeting package.[J (I A: | agree its a relevant issue, but its not my call.[]

0 B: OK. lll talk it with Mr. Lee.l0 O Show Ones CapabilitiesT] [J A: Do you think we will spend more than twenty
minutes in the opening? O | think it should be pretty simple.[0 O B: It shouldnt take too long, but there will be a
lot of seniors at the meeting. In the opening exercises it is protocol to spend a little time to recognize them. | reckon
it should take about half an hour before we can even get to the minutes.[1 [T A: Welt, at least the minutes shouldnt
take too long to review. There shouldnt be a lot of active business left over from last meeting.[] [1 B: True. After
review and acceptance of the minutes, we have several committee reports. Old business wont take up too much
time, but sometimes the committee delegates can be a little verbose.[1 [ A: We can set a five minute report time
with a three minute question and answer afterwards.[] (] B: Thats no good. Well loose control of the meeting if we
open it up to questions too early.[] [I A: True. Well, impose an eight minute limit on the committee reports then,
well save Q and A until right before closed session.lJ [0 B: Soundsgood.] O 0 D OO0 D0OO0OO0OOODOO
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