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Preface

This text/exercise book and reference manual is designed for the student who has already
acquired a good grasp of the English language. lts self-instructional feature requires that
you exercise discipline in leaming. You should make every attempt to answer the questions
and complete the exercises before consulting the Answer Key at the back of the book.
Where applicable, you should score your exercises to determine your progress. For the
benefit of the student with competence at an intermediate level, a unit preview in Chinese
has been included at the beginning of each Unit.

The text and exercises are divided into 42 units providing an opportunity to complete and
study each unit before proceeding to the next. For each unit the setting has been provided
to allow you to picture the physical environment in which the business discussions are con-
ducted. ‘

The study material includes the following components

a) Idioms and Expressions, which should be studied carefully to enrich your vocabulary and
to leam to use the English language in a business environment. immediately following this
component of the various units, the student will find additional Notes explaining trouble-
some grammatical rules, the purpose of punctuation signals, and rules regarding capital-
b). Comprehension Questions, which you should answer in comprehensive sentences, using
correct grammar and sentence structure. You are encouraged to write down your answers,
check them against the answer key, and then practise them orally.

¢) Linguistic Development, which includes a wide variety of exercises to help you increase
your word power and develop your writing skills. You should pay particular attention to pre-
cision in word choice, grammar, and sentence structure, and note that the meanings of
the words used in the text may apply only to that particular context and in those circum-
stances. In that regard, the dictionary is an important tool which. you must leam to use as
any craftsman would leam to use his tools. As a “craftsman” of word usage, you should
read all definitions provided for a particular word until you find the one that fits the situation.



d) Word Insertions, which require you to insert into the blank spaces, above the under-
score, the appropriate word(s) or word groups. Again, you should note carefully the use
of words in context, the appropriate prepositions, conjunctions, and conjunctival phrases.

e) Creative Dialogue, which affords you a further opportunity to increase your facility with
the English language in a business environment, while at the same time developing an
awareness of cross - cultural sensitivities. In that respect. of particular significance is the
fact that negotiations take place between representatives from two different nations with dif-
ferent cultures. These differences are reflected in the approach to the negotiating process
and the manner in which language is used. Preceding each Creative Dialogue unit to be
completed are additional Idioms and Expressions (CD + unit number) for the student’s
study and use. For successful completion of the dialogue, it is essential that you read and
understand fully the situation described in the text. You should then read the questions and
answers provided before attempting to complete the dialogue.

f) Sample Formats, which illustrate standard formats for letters, facsimile messages, and
memoranda, commonly used in the North American business environment. Also included
are notes on parts and placement,, salutations (business greetings), complimentary clos-
ings, and titles.

g) Sample Contracts - This final section includes one document, entited Sales Contract,
which is a very basic agreement between buyers and sellers (made available through the
courtesy of Odyssey Intemational (Trading) Group Limited, Hong Kong); a Contract of
Sale, with sample CIF and FOB clauses, and an Agency Agreement both of which reflect
the terms and conditions frequently included in a North American contract. The latter two
documents, prepared by the law firm of MacPherson Leslie & Tyemman, Saskatoon, Cana-
da, are particularly comprehensive in their content and the student will therefore note some
variation between these standard contracts and the terms and conditions negotiated by the
parties in the text. You are not expected to understand all legal terminology in these docu-
ments. However, you should attempt to acquire a general grasp of the legal obligations of
each of the contracting parties.
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SYNOPSIS

Name of Visiting Corporation : Galaxy Import & Export Corporation (GIEC)
Location: New York City, New York. U.S.A.
GIEC representatives : Ms Jane Sabina, Senior Vice President

Mr Donald Mitchell, Marketing Manager
Chinese Corporations/Organizations visited ;

First Contact Company: Huaxia National Cereals. Oils & Foodstuffs Import & Export Corporation
(CEROILFOOD)
Ceroilfood Representatives : Mr Li Zhong, Vice President
Mr Chen Ming, Division Chief
Ms Zhang Ailian, Marketing Manager

Second Contact Company: Huaxia National Silk Import & Export Corporation (SIEC)
SIEC Representatives
. Mr Liang Bin, Manager
Ms Sun Hong, Deputy Manager

Third Contact Company: Sinochem International Chemicals Co., [td., Export Division No. 4
(SINOCHEM)
SINOCHEM Representatives : Mdm Li Yan, Deputy Manager
Mr Liu Hong, Section Chief

Fourth Contact Company: Beijing Import & Export Commodity Inspection Bureau of the People’s
Republic of China (CCIB)
CCIB Representatives: Mdm Zhao Qian, Deputy Director
Mr Wang Hai, Office Director

Fifth Contact Company: Huaxia National Foreign Trade Transportation Corporation (SINOTRANS)
SINOTRANS Representatives : Mr Zhou Hui, Deputy Manager

Ms Huang Hui, Assistant Manager

Mr Liu Jun, Container Services Manager



The purpose of the visit to Ceroilfood is to explore the possibility of purchasing a number of com-
modities for importation into the United States. Negotiations culminate into two purchase contracts:
one for the importation of a quantity of Grand Bank wine and the other for a quantity of the Compa-
ny’s China Ya pear.

The purpose of the visit to SIEC is to investigate the possibility of purchasing some of the Company’ s
silk products. Time does not permit pursuing the discussions after an initial meeting. The Galaxy
representatives, therefore, inform SIEC that they will write to the Company immediately on retum to
their New York offices.

The visit to SINOCHEM involves Galaxy’s desire to represent the Company as an agent in the United
States. After lengthy negotiations an agency agreement is signed between the two parties. This first
agreement covers Galaxy’s representation of SINOCHEM for the marketing of the Company’s reac-

tive dyes.

The meeting with CCIB is arranged to give the Galaxy representatives an understanding of that Bu-
reau’s function in China with regard to the exportation of Chinese products to foreign markets and,
secondarily, the importation into China of products from foreign countries.

The purpose of the meeting with SINOTRANS is to give Ms Sabina and Mr Mitchell an understanding
of the scope of that Company’s operations in marine transportation.

To provide the student with a basic understanding of corporate organizational structures and authority
relationships, a simplified organization chart has been added for each of the above companies. It
should be noted that these charts are fictitious and are included for illustrative purposes only. Any
similarity between these and any formal structure in effect at the organizations described in the text is

coincidental .

The student should also note that managerial titles usually reflect size and type of organization (in-
dustrial, service, educational, governmental, etc.). Therefore, titles in themselves are not mean-
ingful, as they do not necessarily reflect the scope of one’s function or authority.

A vertical line (from the top downward) in an organization chart represents a superior — subofdinate
reporting relationship. A horizontal line indicates individuals with a similar scope of authority, al-
though the relative importance attached to each function may vary. For example, in a marketing
company, the function of Marketing is often considered of more critical importance than the function
of Administration. '
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BEIJING IMPORT & EXPORT COMMODITY
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HUAXIA NATIONAL CEREALS, OILS & FOODSTUFFS
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HUAXIA NATIONAL SILK IMPORT & EXPORT
CORPORATION (SIEC)
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About the Author

The business career of the author extends over four countries — The Netherlands, Switzerland, Cana-
da and, most recently, China. In Canada she developed her long term career as a manager and se-
nior executive, the last seven years as Director of Administration and Corporate Secretary with Can-
potex Limited, the world’ s largest supplier of Canadian potash to export markets. Beginning in
1992, she spent two years as a Professor of Business English and Intemational Management at the
University of International Business and Economics (UIBE), Beijing, China, under the auspices of
Canpotex and China National Chemicals Import & Export Corporation Sinochem) . For a number of
years prior to this assignment, she ‘ggggg(ft;ei management seminars on behalf of Sinochem at its Nan
Dai He Training Centre. }Y\:b‘

On her retirement from Canpotex in 1995, she joined Sinochem on a fulltime basis as Senior Advi-
saf Training and Development, continuing her Business English and Management training . pro-
grams, and contributing her _expertise to the Company s English language communication require-

ments.

Ms Plas is also Owner — President of Plasco Leaming Perspectives, Inc., a Canada company on be-
half of which she has conducted in - company training programs. seminars, and workshops in a wide
variety of subjects, including managerial techniques, intermnational management, and secretarial

S

practices and procedures &‘f&

The author holds an Administrative Assistant’s diploma from the University of Toronto ( Canada) and
a Bachelor of Arts degree (Modem Languages} from the University of Westem Ontario ( Canada)
She is also a Fellow of the Institute of Chartered Secretaries & Administrators and is currently a
member of the Hong Kong Institute of Company Secretaries.
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