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Topic 1: The ways to get to know your prospective business partners

Topic 2: The things to consider when entering into trade relations
" Topic 3: What to talk about for an initial business contact
%3 HELEHRE

Topic 1 Introduction to enquiry

Topic 2; The types of enquiry

Topic 3: The characteristics of a firm offer

Topic 4; The differences between a firm offer and a non-firm offer
%3= WHEH

Topic 1: Factors to be considered when setting prices

Topic 2 ; Introduction to the form of price in international trade
Topic 3: Introduction to FOB

Topic 4 : Introduction to CIF

30 KEHHE

Topic 1; The parties involved in agency
Topic 2; Types of agency

Topic 3: The coverage of agency agreements

Topic 4 ; Introduction to commission

43H A%

Topic 1: The requirements for the appearance of packing

‘Topic 2 The functions of packing

Topic 3: The types of packing

Topic 4: A brief introduction to the markings on packing
%3 k&

Topic 1: The advantages and disadvantages of sea transportation
Topic 2; The function of bill of lading in shipment

Topic 3; A brief introduction to transshipment

Topic 4: A brief introduction to partial shipment
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Topic 1: The importance of marine insurance

Topic 2: Types of losses covered by marine ‘cargo insurance
Topic 3 : Introduction to basic coverage of marine insurance

Topic 4: Introduction to additional coverage of marine insurance

HIN ZIHFR

Topic 1: Types of payment instruments

Topic 2; Types of remittance

Topic 3: Types of collection

Topic 4 ;: Introduction to payment by letter of credit

Topic 5: The procedures of L/C

KK ETHF |
Topic 1: Introduction to the function and form of contract in international trade
Topic 2 : Introduction to the major clauses of international sales contract

Topic 3: Why to check contract clauses before signing it

%3+ HREERE

Topic 1: Types of claims
Topic 2: How to file a claim
Topic 3: How to reply to a claim

(Z) BESiEES
47— HIVSBFE

Cue Card A

Situation: Mr. /Ms. Anderson is talking with Mr. /Ms. Jin about starting new business.

® You are;
Mr. /Ms. Anderson, sales manager from Vlslonary Vehicle of United States

® For the situation ;

Introduce yourself and tell him how you know about his company
Enquire about his company and products
State benefits brought by your coming into business

Cue Card B

Situation: Mr. /Ms. Anderson is talking with Mr. /Ms. Jin about startmg new business.
® You are: g : "o
Mr. /Ms. Jin, a supervisor of Chery Co. of Chma

® For the situation;

Introduce your company and show your success
State your cars’ advantages
Explain the reasons for popularity. of your cars.
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2.
Cue Card A

Situation Mr. /Ms. : John Smith is visiting a Chinese crafts company, and Mr. /Ms. Song is showing
him around.
® You are:
Mr. /Ms. John Smith, a businessman from Australia

® For the situation:

Iitroduce yourself and tell the purpose of your visit
Show your interest and ask for the latest catalogues

Enquire about quality, financial position and credit status and so on

Cue Card B

Situation Mr. /Ms. : John Smith is visiting a Chinese crafts company, and Mr. /Ms. Song is showing
him around. |
® You are;
Mr. /Ms. Song, marketing manager from a Chinese crafts company

® For the situation ;

Extend your welcome
Introduce your business scale and products

State the competitiveness of your products

Reply to his enquires about quality, financial position and credit status and so on

3.
Cue Card A
Situation: Mr. /Ms. Patricia Marks is talking with Mr. /Ms. Lee about the business of blankets.
® You are;

Mr. /Ms. Patricia Marks ,.~.-purchasing manager from Marks ;I‘rading Company, USA

® For the situation ;

Introduce yourself by showing him your business: card
Explain your purpose of coming

Enquire about the blankets

Ask about prices

Cue Card B

Situation: Mr. /Ms. Patricia Marks is talking with Mr. /Ms. Lee about the business of blankets.
® You are; o
Mr. /Ms. Lee, sales manager from Blanket Company, Guangdong

® For the situation ;

Extend your welcome

Introduce your blankets

Give details about patterns and raw materials

Explain price differences between hand-made blankets and machine-made ones
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Cue Card A

Situation: Mr. /Ms. Wang is talking with Mr. /Ms. Oliver who wants to seek a business partner in China.
® You are:
Mr. /Ms. Wang, a businessperson from China

@ For the situation;

Extend welcome by offering some drinks
Enquire about his main products
Introduce your foreign trade policy and business basis

Cue Card B

Situation: Mr. /Ms. Wang is talking with Mr. /Ms. Oliver who wants to seek a business partner in China.
® You are: -
Mr. /Ms. Oliver, a businessperson from America

® For the situation:

Show willingness of seeking a partner in China
Introduce your main business °

Show confidence in cooperation and eagerness to know more details

Cue Card A

Situation: Mr. /Ms. Robert Hatcher is meeting Mr. /Ms. Donna Green at the airport.
® You are; ’
Mr. /Ms. Robert Hatcher, a representative from ABC water heater factory
® For the situation ;
Be friendly by enquiring about his flight and help with his bags

Show him around the exhibition center

Explain the advantages of newly-invented solar water heater

Cue Card B

Situation: Mr. /Ms. Robert Hatcher is meeting Mr. /Ms. Donna Green at the airport.
® You are;
Mr. /Ms. Donna Green, a businessperson from Britain

® For the situation;

Be happy to come here
Be willing to search for new products
Enquire about the newly invented equipments and express wishes to do business
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1.
Cue Card A

Sitaation: Mr./Ms. Lin Gang is receiving Mr. /Ms. Thompson at his/her stand at the East China
Fair.

® You are;
Mr. /Ms. Lin Gang, sales manager of Dongsheng Garments Co., Shanghal

® For the enquiry ;
Exchange greetings
Describe the strong points of embroidered shirts
Explain the reasons for the shirts being machine-made rather than hand-made

Offer the latest price list

Cue Card B

Situation: Mr. /Ms. Lin Gang is receiving Mr. /Ms. Thompson at his/her stand at the East China
Fair.

® You are:
Mr. /Ms. Thompson, a Canadian businessperson

® For the offer:
Exchange greetings
Show interest in embroidered shirts
Ask for the way the shirts are made by hand or by machine
Ask for a price list

Cue Card A

Situation: Mr. /Ms. Brook is talking with Mr. /Ms. Lin about the offer of Chinese toys.
® You are:
Mr. /Ms. Lin, sales manager of Shanghai Toys Import and Export Corporation
e For the offer:
Introduce the strong points of Chinese toys
Ask for the quantity needed
Grant no discount for the tight supply
Agree to advance the shipment for Christmas
Ask for L/C for settlement
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Cue Card B

-

Situation: Mr. /Ms. Brook is talking with Mr. /Ms. Lin about the offer of Chinese toys.

@ You are:

Mr. /Ms. Brook, purchasing representative of an American company
¢ For the enquiry;

Agree to the popularity of Chinese toys

Place a large order for the toys and ask for a discount

Ask for an earlier delivery for Christmas

Suggest D/P but agree to L/C eventually

Cue Card A

Situation; Mr. /Ms. Clive is talking with Mr. /Ms. Song about the offer of tablecloth.
® You are;
Mr. /Ms. Clive, a tablecloth agent from Australia
o For the offer:
Be glad to visit the company’s showroom
Show interest in Art. No. 652 and enquire about the price
Insist on having price quotation first and then deciding on quantity accordingly

Ask for a 3 to 5 percent commission fee for the imports

Cue Card B

Situation: Mr. /Ms. Clive is talking with Mr. /Ms. Song about the offer of tablecloth.
® You are;
Mr. /Ms. Song, a tablecloth seller from China
® For the offer:
Ask the buyer what articles he/she is interested in
"~ Ask for quantity needed to work out the offer
Make a non-firm offer on FOB basis

Grant no commission unless a sizable order is placed

4.
Cue Card A

Situation: Mr. /Ms. Xu is showing Mr. /Ms. Turner around their sample room.
® You are;
Mr. /Ms. Xu, marketing manager of a Chinese company
® For the offer;
Welcome the buyer’s visiting the sample room
Introduce the long history of the company
Show the samples of canned fruit in different sizes
Assure the buyer of the taste of canned fruit
Arrange for a further talk




10 '\ ERFEGEXEDR (ZR)

Cue Card B

Situation: Mr. /Ms. Xu is showing Mr. /Ms. Turner around their sample room.
® You are:
Mr. /Ms. Turner, a businessperson from America
® For the offer:
Be glad to see a large collection of sample foods
Be willing to establish business relationships with the company
Show interest in small-sized canned fruit
Ask about the taste of the food
Be happy to have a further talk

Cue Card A

Situation: Mr. /Ms. Chen is talking with Mr. /Ms. Joseph about the offer of glassware.
® You are;
Mr. /Ms. Joseph, a glassware importer from Britain
® For the offer:
Show interest in Lead Crystal Glassware
Place an order of 2, 000 for a start
Try to bring down the price
Ask about the validity of the offer

Cue Card B

Situation: Mr. /Ms. Chen is talking with Mr. /Ms. Joseph about the offer of glassware.
® You are:
' Mr. /Ms. Chen, marketing manager of a Chinese glassware company
® For the offer;
Ask the buyer what articles he/she is interested in
Ask about the quantity needed '
Quote a CIF price
Allow no discount for such a small order

Keep the offer open for 24 hours




