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I. Meeting Customers
From Airport to Hotel
1. How shall T confirm the customers? .......c.coccvinineinnn 2
2. How shall I introduce myself? .......c.cccoccovvivirninnnne 3
3. How shall I greet the customers I’ve never

MELBETOTE? .ocevnieec et e 4
4. How shall I greet the SUPeriors? .......cccovovvverinverenne 5
5. How shall I greet the customers I’ ve met before? ...... 6
6. How shall T taik about the trip? ......cocooeviiiee 7
7. How shall I take the customers to the hotel? .............. 8
8. Have you made hotel reservations? ..........c..cc..cceeevee.. 9
9.

Would you prefer a Western-style hotel or

a Chinese-style inn? .....ococoocvieieeccr e 10

10. How shall I offer to help the customers with
theluggage? ..o 11

11. How shall I invite the customers to get on the car? .. 12

12. How shall I chat with the customers on the car? ...... 14

13. What shall I do if [ didn’t catch the customers? ....... 15

14. How shall I show the schedule to the customers? .... 16

15. How shall I say goodbye to the customers

atthe hotel? ..., 17

From Hotel to Factory
16. Did you sleep well last night? ........cccoooevivieeirnnnan, 19
17. How shall I discuss that day’s schedule

with the customers? ........cccoveveveivnvresiieennn.

18. How shall [ show the customers around? ................. 21
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. How shall I introduce our company staff? ................ 22

. How shall I request to be introduced? ............cc.c...c..c 24
. What shall I say when presenting my name card? ....24
. How shall I show the pamphlet to the customers?...26
. How shall I show the catalog to the customers? .......27
. How shall I introduce our showroom? ..................... 28
. How shall I introduce our products? ........................ 29
. How shall I introduce our company’s size? ............. 30

. How shall [ give a general picture of

OUF COMPANY 7 o.eoveneereeeeenirerereeesteeneesscebesseeesnaeeeineans 31
. How shall T highlight our company’s advantages? .... 32
. What shall I do if the talk concerns our company’s

SECTEEST oottt e ee ettt aee e e e ee e e e een e 33
. What shall I do if I'm unable to answer? ................. 34
. How shall I invite the customers to lunch? .............. 35

. How shall I persuade the customers to take a

coffee break? ..o 36
. How shall I excuse myself for a moment? ................ 37
. What shall I say if I kept the customers waiting? ..... 38
. How shall I express YES or NO during business

tAlking? ..., 39
. What shall I say if [ want to speak in Chinese? ........ 40
. What did you think of our factories? ..........ccocevrur.es 41
. What shall [ say when we finish talking? .................. 42

Il. Talking about Business

Basic Expressions
39. What shall I say if T agree with the customers?......... 46
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What shall I say if I'm opposed to the

CUSLOMIETS? 1ottt cetie e cectie it e et e s 47
How shall I interrupt the other party?...................... 48
How shall I be frank and open? ... 49
How shall I ask those present to come back to

QU STOTY Y ooierreriinienrcreisiirenrecsssrnenaseesesnesoeacssnessonsane 51
How shall [ ask for detailed explanations? ................ 52
How shall I ask for the other party’s opinions?....... 53
How shall I reply if I'm not in a position to say

YES OF NMOT ottt seeet e e e eeva e enes 54
What shall I say if I want to think it over? ............... 55

Selling Products

48.
49,
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52.

53.
54.

55.

56.

How shall I recommend our products? .................... 56
Do you want to have a look at our new products? ... 57
How shall I stress our products’ advantages? .......... 58
How shall 1 compare our products with others? ....... 59
How shall I introduce our products’ high

EffICIENCY? ..ot 60
How shall I talk about the warranty? ........................ 61
How shall I talk about the products’ after-service
charge? ..ot 62
How shall I inquire about the products’

after-service system? .........ocooocovevecviriieeerieeeeiee 63
Who do I meet to inquire about this? ........................ 64

Discount * Payment « Delivery

57.

6.

How shall I tell the customers that we cannot
make any further discounts? ............o.cccovvvivreiirennn 66
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59. How shall I talk about the price? .....c.cccoccevvirnernnn. . 68

60. How shall I talk about the terms of payment? .......... 69
61. How shall I talk about the delivery time? ................. 71
Contracts
62. How shall I discuss the details of the contract? ........ 73
63. When will the contract papers be ready? .................. 74
64. How shall I confirm the details of the contract? ....... 75
65. How shail I further inquire about the contract? ........ 75
66. How shall [ reestablish the points we agree on? ....... 76
67. How shall I confirm points we still differ on? .......... 77
68. How shall I discuss the contract terms? ..........c......... 78

69. How shall T ask the other party to reconsider the

payment termS? ........coceveiinierecisenienennnis e e 80
70. How shall Iinsert an article? ........cccccouveenrieiriorennacnn 81
71. How shall I talk about the length of contract? .......... 32
72. How shall we terminate the contract? ..........ccoveeinne 84
73. How shall I urge the other party to make a

AECISIONT cevieceer et re e e e 85

74. How shall I urge the other party to draw up

the papers for us to Sign? .....ccocoovereniveiinieseene 86
75. How shall I make suggestions? ........cccooeieeincecienn 87
76. What shall I say if [ have reservations?..................... 88
77. What shall I say if [ want to keep informed? ............ 89

I11. Calls, Customers and Claims

Answering Calls
78. How shall I ask the other party to hold on? ............. 91
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