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[0 O Chapter 100 Office Work [0 [0 00 0 [0 1 Recruiting 0 O O O O 2 Dealing with Emails 0 00 00 0 O 3
Transferrting Information 00 00 0 O O 4 Filing O O O O O 5 Releasing Notices [0 [0 [0 [0 [0 6 Taking Memos
000 O7Arranging Travels 0 O O O O 8 Procuring Equipment O OO O [0 Chapter 200 Receptions O O O [
[0 1 Making an Appointment 0 0O O O O 2 Changing an Appointment [0 O [0 [0 O 3 Meeting at the Airport [J
000 O4Introducing Myself O [0 00 O O 5 Entertaining Clients O O O O O 6 Arriving at the Company [ [
OO O 7 Inviting to Dinner O O O O O 8 Expressing Thanks O O O O Chapter 30 Business Services O O O [
[0 1 Banking Services [0 00 0 O O 2 Post Office Services 0 0 O O O 3 AirportService D O OO O41Ina
Restaurant [J [0 OO [0 5 Atthe Hotel OO OO O [0 6 Sightseeing [0 [0 [0 0 O 7 Changing Plans 0 00 00 [0 O 8
Business Reception [ [ [J (I Chapter 400 Business Meetings [1 [0 [0 (I 0 1 Making Arrangements (1 [0 [ [

[J 2 Other Preparations [0 [0 00 0 [0 3 Agenda [J [0 0 [0 [0 4 Getting a Meeting Started [J [J O [0 [J 5 Taking
Minutes [0 00 0 O 0O 6 Taking the Floor [0 0 [0 7 Discussions [J [0 [0 0 [0 8 Summary and Adjournment [ [J
O O Chapter 500 Business Calls 0 O [ [0 [0 1 Leavinga Message [ [0 O O 0 2 CallingBack 0 O 0 [0 3
Having the Wrong Number O O O OO [0 4 Calling an Operator 0 O 0O 00 O O O O 5 Proposing an
Appointment over Phone O [0 O O O O O 6 Rescheduling over Phone 0 O O 0 O O O 7 Reserving a Room U
00O 0O O8Bookinga Ticket J O 00 O Chapter 61 Business Negotiations 0 [ 0 0 O 1 Inquiryd O O

O Contents 0 2 Offer O O [ 3 Price Negofiations 0 O O [0 [J 4 Discounts [J [0 [0 5Order OJ O [ 6 Contracts
00O O 7 Shipment Delay O O 00 O 0 8 Claims [0 O Chapter 701 Deriving Sectors of Business 0 0 0 O 0 O O
[0 1 Commissions [J [0 [ 2 Trademark Registration (I [J [0 [0 [0 3 Sample Exhibition 0 O O O O 4 Sole Agent
0000 O5 Letter of Credit O O O O 6 Banking Facilities 0 O O OO O 7 Public Relations 0 OO [0 [0 18
Business Promotion [0 00 O O Chapter 801 Marketing (1 [0 [0 00 [0 1 Market Surveys [0 [0 [0 00 [0 2 Market
Developments 00 O O [0 O 3 Exhibitions [0 [0 O [0 4 Quality and Quantity [0 [0 00 O O O 5 Advertising and
Promotion 00 0 O O O O 6 New Products Introduction [0 00 0 [0 O [0 7 After?sales Services 0 O [0 [0 [0 8
Sales Agents [0 [0 [0 [0 OO Chapter 900 Business Interaction [0 00 0 O O 1 Visiting Colleagues 0 O O O O 2
Introducing Newcomer [0 [0 00 0 [0 3 Helping Each Other 0 O O O O 4 Consolation 0 O 05 Sympathy 0 [0
O 6 Klatch O O O 7 Appointment [0 [0 [0 8 Departure [0 [
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[0 O S: Alice gave me her letter of resignation yesterday. It came as a bit of a surprise. Well need to fill her position.
0 O G." Ohd no. My workload will double(]

When will she leave our company[]

[0 O S: She plans to stay until the end of the month to complete her project.(0 O G: So she gave two weeks. That
gives us time to hire and train a replacement.[] (1 S: No one will get stuck with more work if we quickly find a
replacement(]

Now, help me outline the requirements for a job ad.[0 O G: OK. Anyway we will require a four-year degree,
preferably Business Administration with a good command of English.00 O S: Also with experiences. Well require
three years experiences working in a foreign trade company. What else would you suggest[]

[0 O G: I think the person should be flexible, creative, organized and able to work in a team atmosphere.[] [1 S."
Now we have a list of job requirements and duties... What about the salary rangel]

[ O G: The salary is fifteen to twenty-five thousand dollars a month, depending on experience.lJ I S: Wow, the
salary is very attractive. Now, lets go and type up this job ad.
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