21N e i AR 9 30l

EL&BEJ%'

O

0)

=
(]




AFR XNEHK £

T KRR R
M -




EHEMME (CIP) Hig

HbrR SRR DR AR, XIEKES. — M. ERETAYE LR
#, 2007.7

(21 it 28 57 2 B SR R 5 BbE )

ISBN 978-7-5623-2637-3

I Ee 1O @1 1. EEFRS - % - 035 - S5 R - 8
IV. H319.9

FERRAE B CIP BURZT (2007) 45077439 &

B & T APHELRFEREAE (M AILEREETAY 17 S8, Hi% 510640)
BT EIE. 020 -87113487 87110964 87111048 (f£H)
E-mail; scutc13@ scut. edu. cn http.//www. scutpress. com. cn _

HERE: & B

Rl & MTHRERS

F Z: 787mm x960mm €716 EP. 15.25 =¥, 282 F

R R 20074E7 ASE1RE 2007 4E7 A% 1 REIR

Ep . 1~ 3000

E i 32000

BB BhRbs



[l R A ¥ A A S N R

m E R

P A A AR DAl

S

<

2

¥ fF: BAE #ER

BlEE: sAK REHE

B OE: £FA HWEK KAW ML
ek #wld EXE IAEK
R %

<N

~az

P A < < TP <

> LT A A L TN LN PN NN I DD e D e -



&

O A
; v

21 12, BERARBIR I T 25 SRR, 4 E 0 2% 75
IR H R, PEEN N RBREE, AMALRRS AL (WI0)
DI, XSMEYEH 5 AR SR MR AE R R, (BRIt T W 2 R i
AN TRNR. B, RES R TR EER RS A WK E
R % SNBSS ZRINEB WAL o [EREA BB A BT 16 b M1 RS Bl
B ERRR BRI, A ITREHRBNENTE, WA DX —
EEMIR TR, HERERAFI TR RRERITS , RNk E B R
SR B SRR S P R

CEBRRS30E DB SR) 1 21 M 7 2 BB RIS P i —
KL TR G BRI 4 AT L EIR S5 G AR S 1 B . R
AR AR e TR B4 MR 45 308 1 B S0 SR AR AIAA
Wi, DHESHUAURIL BRI, TR RN, T B
FERHECHE . SCRIRERN, 28, RN A AR KERIE Y. TUR AIXHE RS
T2 BT S, S STMR . B2, Ri% A B R B
R RN, e IESEET SHE TR . B0, BHRESY
DR O S MO, I EL LR . FTERAETERISRER . T, #
PR B CHER TR, DURRI AN BRI . BN, HMEE
b 0 5 I SCAL A AL, (i R T AP AR 55 SO 2 5%, BRASES
WARREEST . BE, BMHEDIHRALR S LR R A RS, 2k
HE05 T MU SN A S HOH OB A T IR RIS . SN, TUIBOM BRI SO L 3
DB, BT EAREE B, ToATIREOM B . 55 Ho R IR I T K RE B
L4 |

I BTG T RIS TR R IR R, DU B o 5 9 4 4 5 B0 Y
AR5 AR

2. RASITR T RIS B 50 T HFI 5 0k nens . FOURIE TS, W
PR/, BT, T R A R R AR IR . 1k
HofE o

3. A EITIREL T 3 MM S E AR S ARG T . KRR T AN
WA R ARSI DA T, (A R, AR AT RIERAE T A



2 FRESRRo K K f

&, EEREES, EFEY. BE. 0. ERREA.

4, BARTRMT 6 ATHARRMAXHE, URBEMY BEAENE S DE
B0, 1%L EREMEITR, EEMARZFERE.

5. MAHISTRET 3 TR SEMRRIES, AUSEEERSFEEDE
HEER T XB T AT BARAESR, # DiBEHERR RSB R 5.

7. B BTTRMET WHEMM LRSS, G3ARRZENES
A, SRS UL RIRART 5 0B RE S

8. WAHITEMMEE THEMIEE, DMBMENE,

BASHEMEM WA TERETHLERWEL, FATFTRAX
B, SRBREEMEEE R Melin XTEMWHNE., XFWTLE. HBMGF
B, SEEA R REE TEAMRIE, SMEREIBRTSE T ENIMEAES
I CHEHM FIAE X YER, TEILMSGEE— B,

AFRITRAE R FEEEREEMEE, UESFIALL, &
ERIEE L. NEAFTENARFES —ERERAMIFFENENZ T T
PN A

HTFRELWAKFEER, HM PR E—SBRNA R4, BUEE
&R . R KIEEHITIBIE,

B
2007 4£ 5 A



(EPRRIS SR B R 12 M RoTdR, WAEWRE LS KRR,
PR WA, WS AR ISR AR SRR, K
oE ., ZiTAR. RE. BFSERE 12 MRS H . EM N FIouH 5
é}gﬂﬁ‘zo

1. 3% (Preparation)

A4 MIEE . D 75 5838 (Background Information) , @ # i%] ¥ (Key
Sentences) BWiTINZE. 45— A BN 20 T 5 BAICHE N A A SO 5UA
W BN IS AELA T, £k [ BT 2E, ftrdiRaTH .
XA AR R BENE, AR 3%, SRR F SRR
FEF, BT 15 ANEAATF, TR DIE IR R

2. Fk#LEEIL: (Speaking Skill Training)

AEAMIFE: D B4 40§ (Tips for Business Negotiation) , @ yE#14if
(Sample Dialogues) I H % .

RS R LT EFRR S IG RGBSR, A4 RS
B, IR W R AT R .

5 AR B STE, IR HCA TS, OB AE AL A 1 DA BB
YERR PR, PRk o TR R S ] N PR L2 A A B R 2
EHES . N T REBCFOBCERRCR, BRI, BT R
BIZET AEG . WEBRTAER, S fxHEaes TNt &ihr e
Lk, RIS, RPREF R LR — A A BRIE LS F AT — i,
HRREBREEERRIE. XARINMB R ¥ ENILE N THIER DG
LEME P — A PRE R S A R R A TR, FHRIEA RSP T, A
H 32 R4 . TR B2k (Lexical Approach) S W A LA KT 4E R AL
KBS FIE 5 S AT RRIE R, MR B SME B (K BAIE S AL,
CIEARIES PRI 5B T 90% . HTFX—FR WAL, FHE H o
— i L HRIER] B (Lexical Phrases) , LLsRE G2y > % BN BRI RE ), ToAE



BESEREeERE & F

Az ANRE. HEEE, ERERIEFMBEFIIEOERS, RUH
HEREKENDEREY, SNESEIEMRE. FiRFEICHERBRE O EM
BAMITRZ—, EMESRAORBNBEERACAHPIERFTLAIN, HE,
Wil R R T REFICIZES), TR RN M R B
LR AR FF LV EERBEEESLEN, WEHXE NG EEARE T
TR E SR % .

(1) ERiAR%5>] (Repetition Practice) , X2 AW AN —HWEH ST, RIEM
Bk, —MEEEMIE, H-FET, FeBnEBEREA, AFRETMA—
NEEWMBIAGKH R ESFENS. ERGIEL T DFHEBRABINGENF
%, BRRBEEFZANWCIZMEBREES, REOWEAHEE, i 0Ee
HiCiZ, BEFREIEREM. XX OEERNBRENZEETHBHBR,

(2) Hi¥%: (Interpretation Practice) , ZhJ HRAELUBIAN—H, —4
AWEIERT, F— M EFERNE, RZIFR. FINBHBEREFRFEMNR
FERONE . W I EBCAZ M O L BFRE . A A E K OERIIG AR A %R
WG H KX FH. RITAD REING T EAF THEFMBE S DIEREGE
71, BAVEESENGTE LRSS, FHRAERFIIEIERALKREYI%
e, REAXEINGHERARAELEY, WEFVBRBK.

(3) FFHEXIE (Guided Dialogue) , %43 H M EikEAEBIER, Mid
PR IERE TR, THREELS .. XHET P IEEEERE LT
EXEHEFTHEES (M EVBIEERE), SRBEEEANAR B BXE, @
F AR H AR RN R EREMER, DEMEEARSHAKEHCIZ, BF
ERNEAWEST RS . SR ER—FMEEREEST, REAFEHED
ENGETAT R DIEG I AR, SMRENSEEEIHRERR, BIFaTLL
REF B E RN F LT

(4) XEER (Restating the Dialogue) , 5] HRIEFFEEMIERR
. HRAHARAR—BAENERR ST, MEREEFECEFEXRY,
HATUNBENRENGEEMTESEANERN SRS, EREUEEHER
Figlie b &EE BB RA TR, CERARAUECEROIMRETR,
E—ENRE LR, FIBFGTESWEIATX, B aim i &S
$oh HEIERRRE S HIR T A EIBRMIETES . REBLITEXNIER
HE. AY. ERAAERNEHEREN TR SRE—FHELHER
feidid i, MHEBFANIEREENFTEEEM,

(5) AafakiE (Role Play) , XEXUUBFELIG RG], FEBERE
SEE RN, FSE AR OEME, @R “BHHFBRR” PRELRE,



{X;&%@@H%@H@

3]
FERRATA DEBERANEAZE CMRNF, URBRRER “Fi” HEL
RERZ

3. WIAKZBEARRE (Speaking Skill Development)

X—F o R — R REHE R XS (Functional Mini-Talks) , ] —4
DR FAAMRET R ST BN EERRFENRIARAE, B¥aA
R AFEMFE RN RERE . X — 3B FN_EAE IR NS, ATLAA
BRI, RERA.

4. RpRFZEEARE (Communicative Skill Development)

AN 3 ARFIRIES, 4R 9 B BRI 24 R 5538 IRRE ST R B
BE T HICYIGRE A HARMESR . BBLRAIRLL 4 A8 —H . TEIRRAETIL
T BEAURE S FR AR Al WIBRRA BAR . kP IREARNE , 1XRE AT Lk
RIGRHAE ML, EERLIETHMERRE, 6 “WBwR” 15 LU i
#HAT. 75, BURHRATURIEE AR E, 458 SHIEF AL L, Bot—
Beep A BB BOGEBE . IPTRERM . HLAMER “HFRIRT E5,
IEABATHEA TR, A 52 G BRAE Sy o XBERBICE A A R,
FERE ST MPF A AR

5. BZR 534K (The Country and Its Culture)

B AU EBIR . B IRRA SR —F S EBRIES) . — L E B
IR BIA KR, TR SRR RE T LT E PR, fLk
WRANKIE i F R X SO k= TR, EEIMEHFEX
Winston Brembeck 1\, H#EE T ABOULH 2 R BER IR HIE S WA K
BN, BRESXEHELE TR EN S, Eaf: © AR (The
People), @ W1 5 6] f& ( Meeting and Greeting), Q) f & & 5 ( Body
Language) F1@ /A w]3C4k (Corporate Culture) , X g 55 Mok & B A RLFH
BEME, AIMOSAERREBENE, BOTA] LLLHE2E A RSN B 32 st
w, RERE,

AEM I HRITCGINEKE, BINTRE LT EEH, RAITEI 5%
EIHEPEA BN FEHIAE 16 ACAF . BRZHE 4 R, BB IoryE I itER
4 PRet: 2 REPHF OIEM A (input) . EAMERKLE, 1RNAT
Hith (output) FEAXFEB IR, 1 IR FHRITIEK, BI04 200



asErEEenky Sf

¥ s
h4

HRECFRILHEANE, HFEsE “fRE” (Insurance) —iRfG, HITH
KA ALEERHEEITHE A, TFRAE. RE. AREE, 8% %
HE. XHRERAMINGREE THFBRROAST, NEMEMEFRERES
PORMEIR IR A BT #G BIE FAAIRLL, (2EEE SRR ML R, WIMTE R
AR TRER . BEMURDEREEES . RITHEE, EBIKERT, 242
A — B B 28 S PRI R, — 2 BB REAE SRR S0 55 18 R A B A0
THE,

£ %
2007 45 A



Contents

UNIT 1 Building up Business Relations -----cccoveeeeeenennnnnnnnn. 1

Visiting a Company 7 5] /5]
Receiving a Visitor 3:#FE A
Obtaining Business Information 3k B % 413 8.

l UNIT 2 Product Presentation ------ccccccemmiiiiiiiiiiieeae 19
8w EENE
Presenting New Products 4~%2 #7 /* &%

Recommending Products 3£ 7% = %
Comparing Products }bi& * %

' UN|T3 Enquiries ............................................................... 35
F=27x BE

Making an Inquiry 4%
Asking for the Lowest Quotation K Z{&3R #r
Inquiring Business Information 7 #7412 &

' UNIT 4 Offers & Counter-offers «-«--c-ccccceeememmmnrnmnninenennnen. 51
FHRT RESHE

Non-firm Offer 3R & &
Firm Offer 3R 5 #&
Counter Offer £ #%

l UNIT 5 Prices & Discount ................................................ 66

Inquiring About Prices 4




e

T T T4

Demanding the Best Price &K &£ &4
Meeting Each Other Half-Way &k — ¥

UNIT 6 Terms of Payment .........................................

Arranging Payment A4 3k %4
Demanding Payment by L/C & A1Z B iE ¥ 4+
Demanding to Pay by D/A or D/P 2 A D/A % D/P 4+ 3

UNIT 7 Packaging & Marks cossaseisinieesmmenpsrsbemssassas

Discussing the Transport Packing of Goods it i#i% #r é1, %
Discussing the Selling Packaging of Goods 4 #441% ¢, %
Discussing Markings 314 6, ¥ 47 &

UN'T 8 |nsurance ......................................................
FINETG RIS

Inquiring About Insurance 4] |5] £ &
Covering WPA and the Risk of Breakage 3% 7K iy oo 5% 52 1o
Insuring the Goods Against All Risks #4%—4nk

UN'T 9 Shlpment ......................................................

Setting the Date of Shipment # % %iz H #1
Suggesting Transshipment 3 3 $£ 45
Talking About Partial Shipment 3384t % 1%

UNIT 1 0 Contract ......................................................

FtEx 88
Going Over the Terms of the Contract # & 4-F] &3k
Negotiating the Contract ++#4-]
Signing the Contract 25374



X w »

, UNIT 11 Agency & Commission ..............................

Applying for Sole Agency W 324t Ik KX I2
Granting Sole Agency T i2fEik R X 2
Renewing an Agency Agreement E K 4X, 22 Hr 3L 37 (R

UNIT 12 Complaints & C'aims .................................

Complaining About Poor Packing % #f R R 6%
Making the Claim with the Supplier &4t 4% 732 th & &
Settling the Complaint  f## 4 #% iff

| Key to the EXCICISES ---s-orerumvvssnrssssesssensnmnessassssssssasss

I Bibliography «------«-seseeeeiiniiniiniii

£EH8



UNIT 1" BUILDING UP BUSINESS RELATIONS

it

Learning Objectives:

Introducing Oneself

Offering Help

Welcoming a Visitor

Explaining Purposes

Inquiring About the Line of Business
Proposing to Establish Business
Relations

* b O % % %

.

1. Background Information

Students are required to study this part in order to get the necessary
information concerning building up business relations.

This is the starting stage of developing business relations with trading partners.
You can not overvalue the importance of a good beginning whatever your purpose is—
to sell or buy some commodities in international markets, to enlarge the scope of

business and turnover.
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It is absolutely necessary to make status enquiries about the person or company
that one intends to establish business relations with. Status enquiries are those written
communications in which traders request information conceming the financial
position, credit, reputation, and business methods of other firms.

There are various ways of obtaining such information. For instance, merchants
can get business information through different channels, such as attendance at export
commodity fairs or intemational exhibitions, promotional activities like invitations and

visits by trade delegations, overseas market investigations, advertisements by trade
associations. Besides, traders sometimes may apply to banks, chambers of
commerce, or enquiry agencies. The information obtained from a bank or from a
chamber of commerce is generally most reliable.

There are many things to be done in written and spoken English at the stage of
establishing business relations. As far as spoken English is concerned, different
situations must be taken into consideration. Above all, you should be polite,

courteous and considerate when you are face to face with a customer.

¥¢ Questions

1. What information should you get about the person or the company that you would
like to establish business relations with?

2. What are the major channels through which you can get the necessary information

concerning your prospective business partner?

2. Key Sentences

Students are required to learn the following sentences by heart before class.
1. The purpose of my coming here is to find out about the possibility of doing

business with you.

kX B HIRE T MR BRI R
2. We are always willing to develop business relations with friends from all over the world

RMNEZNLHRORERRLEF KR

3. Would you please tell me something about your company and products?
HRELLR TR — A X R ARINE R EIH ™ W7
4. We have been specializing in manufacturing and exporting electronic products to

as many as 80 countries and regions.

AT —HETNERFR= R4/ D) 80 MERAMK
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5.

Our products are well received both at home and abroad.

A1 A FE B MR Z R

In 2005, the total turnover of our company reached 12 billion US dollars.
2005 4, A/ E] A LBUS 120 /2%5T.

. Our company is a state-owned enterprise which specializes in producing and

selling leather products.

A FAR—FK LTINS E R A MHENEA AR,

8. In my opinion, there are bright prospects for us to cooperate in this field.
RINARANTT X — TR A R BERTR
9. Are you new in this line of business?
ARATTRI R A S5 AN Tl g 7

10. As for our financial position, credit standing and trade reputation, please refer to
our bank or to our local chamber of commerce.
(TR SR (5 FMALR S EE, ERROTEIT P RAT R
BT o

11. I believe close cooperation between us will bring considerable benefits to both
of us.
RiINK, RITZEMEESBITTH KRB

12. Mr. Brown, have you got some idea about our products?
A, EXRAT™ AR T 7

13. They’ve met with great favor overseas, and are always in great demand at home
and abroad.
eI ZEBR, i BENSMIFT KRR

14. We always trade with foreign countries on the basis of equality and mutual
benefit.
AT — BFE -5 TR A SRt A0 SMAE

15. We hope great amount of business can be done by us.
RIFEWNHTHRERIRERRS)

B, II. SPEAKING SKILL

1. Tips for Business Negotiatior

e Appear Neat and Dress Appropriately. The first impression on others is very

important. To show up in jeans and tennis shoes and with uncombed hair would
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be a big mistake.
® Maintain Good Eye Contact. When youre talking with a »
foreign business person, you should look him or her in the .
eyes. In doing so, you are telling him or her that you are
concentrating your conversation with him or her.
e Shake Hands at the Beginning and When Parting. No matter

whether it is a business meeting or a social occasion, most

people appreciate or expect a friendly handshake.

® Keep Your Distance When Conversing with a Foreign Businessperson. Ilf a
foreigner feels you are standing too close, he or she may step back without even
thinking about it. Don’t see it as an insult.

e Smile. When shaking hands with a businessperson, smile at and greet him or
her. Even if the other person doesn’t smile, you should do it, and the other
person might remember it. While talking or listening to the other person, smile to

show your interest or amusement or your politeness and friendliness.

2. Sample Dialogues

You’'ll study three dialogues concerning building up business relations. It is
strongly suggested, however, that you should practice with a partner instead of

reading the dialogues only by yourself.

Dialogue 1

Visiting a Company

(A =Mr. Jordan, a businessman from America; B = a secretary; C = Mr. Li,

the general manager of Guangdong Electronics Export Corporation. )

A Excuse me, is this Guangdong Electronics Export Corporation?

B: Yes, sir. What can I do for you?

A. I'm John Jordan from the United States. I’d like to see your sales manager,
Mr. Li

B: Did you have an appointment with him?



