SESAME DOOR

Ry
2 Jiiin -

1LY

& 2AH

N\ B8 [ %] Chris Anderson; Iwin'S. Stein
/ [ %] Nichdas Britton; Joe Vehling

N A W e

National Defense Industry Press

JR—
E—
JE—




SESAME DOOR

%"STACK UP AGAINST

SKIWED NEGOTIATOR

F’ﬁ%m#ﬂ

FE 4
R

HwE

SE30ks

\

B

[ 2 ] Chris Anderson; Iwin S: Steif
[ 3£ ] Nichdas Britton; Joe Vetfing

B E3EHE ﬂaﬁ'%’& THRH  BRHFE
Xk R 2 F K A A2 4«
A4 B ¥ AR Haz

§mf R S
National Defense Industry Press




SIS

ABSAERLS R BHH B ELEH HE L2 A
MO FONLA, BATHSFAES FRBHAE, 5T RS ED PR
FREES BT T HSRATRARNS T AL ERBTLAAN T &5
FAHB. RN, RAGRES XA AR T OSSR E AL 2
BTVH A,

BH S B (CIP) 37

B RAB TR/ BAF % —bs . @Bl
H R, 2010. 1

(FFRBFE)
ISBN 978-7-118-06641-8

[.ORK... 01.O%. [©§IOHSKHN—IKE—0iE
V. ®H319.9

TERA B CIP S8 7 (2009) 55 216303 2

@~ F 2 EREA
(LTI KRR R 23 5 R 476D 100048)
LR R €5 BRI PR BT 24 5]
HHEBELE
*
F 2 700 x 1000 1/16 ENgK 1814 F¥ 309 T
20104 1 A5 LRSS | YCENR) BN 1—6000 At ZEH} 36.00 T (& H4%)

(FEBMFERER, RUEARFRFR)

EIBTH/E: (010) 68428422  RATHEWI: (010) 68414474
RATIEH: (010) 68411535  %47Wr 4. (010) 68472764



W

FEMHiEHFER wRE-AMTERERARE, pRABIEITF
RAHE, wRAECERERVEHAINS I, R ABSERELGHIR, Rk
HerR A BFREA R EORE, R G FHERERABIHEE SR, o
RARLIANEERBEHA, R EEXGFELRERARE L— 85174
ZIF, RAHRMNXE (FoREIL) , hdibthBmnid £, KEA BIKGH
A, SHERAF, R A, MEAM, AT, BBER,

F—18 BITEE EAFSL LT MARHEGR TR ER —A
AZiE, LEHF ANEHF, BISRGF, Tk, IR A—FED
iEH!

FTHR BERA £FB0ERAORANFEECRE, HHF
A—RZHGET, RERGOR, BB 5, FHEGLE

E=R KBS ARAWMYITE, RPFENETATREE

EEIREANS, AL LRFILR Y, KEFEHERLBRNA

R, REEFEXKXF TR BEREES, EXFZARMNGEE

A2E. BTG LFAL, dosb i T

FNE RHRE LHEHEE, FHANEER—A T @iE

Mo R, BRANGER, RARETAR I mE, Ho i)

 EHB RBIAIL AAeiEiCaE RN, —8RG 0
oo, —HIREGBER—FAMEXZE, F3H —HIE AL
ERIE BEMPIEX £#+R&d, KFshE, EkEP,

FRAKE, EETUARMPI TR TR, ABFEM4ET, LE£745

HBHAE T, EATR MR RHE T, SR IEAR B R TR A IR 6 B4R O, iRk

ZBT B TR T AR T ——ik 4R 0 £ B SN AR AR R )

FEE WEEX AMFEXFFBHITEXRSRIHEALLR
PE, SR LEIEERFHRLE 4 3} 64 3R 15 A 38

ABLFOIE (FHAESZFIRY. B FLHEHFiERY. (G40
S F ). (KPR ERKFHFE8). (B 5505 F 3. G kg Fit
BN CBERRBH TR CRFAEZF LR, 84 B LA M FH LIRIK

e, MEXEHCEITHOES, TUABMARE X Fo “BR” £

X, 5EESFRntR)

% &
20104E T B




Chapter
Extending Business #fE %

Unit1 Making an Appointment FiZ%& f

Unit2 Picking Up the Guests jlI3% = 7
Unit3 Visiting %[ 135 12
Unit4 Self-Promotion [ 3 H#E4Y 18
Unit5 Greeting Each Other % &1 24
Unit6 Factory Tour S T.J 28
Unit7 About the Company 2\ &] {84} 34
Unit8 Market Research Hii7iE 2 40
Unit9 Attending the Exhibition 2y Bs 47
Unit10 Channels of Distribution 448 1€ 14 53
Unit11 Dining with Clients Fj4+ 52 59

——-—__ﬁ——_s



ﬁi%lﬁ#ﬂ CEACE S Stack Up Againt Skled Negotiaor

Chapter
Trade Negotiations 7 5% ¥

Unit1 Inquiry and Offer ]34 66
Unit2 Bargain Tactics i AR T2
Unit3 Quantity 7T E%# 78
Unit4 Packing 4402 83
Unit5 Shipment #4355 89
Unit6 Discount and Commission #3154 95
Unit7 Insurance {3157 100
Unit8 Commodity Inspection R 5K 106
Unit9 Terms of Payment {7 3X 514 112
Unit10 After-sale Services B J5 IR 5% 118

Chapter 3
Forms of Trade {{EFERX

Unit1 Agency UBEEEE 126
Unit2 Merger and Acquisition & 3 53% 3 132
Unit3 Joint Venture £ %25 138
Unit4 Processing Business /il T.% 5 145
Unit5 Technology Cooperation £ R &1k 151

Unit6 Bid and Tender #AREIR 157




Contents

Chapter

Contract Negotiations 25 24i% ¥

Unit1 Statement ¥R,

Unit2 Suggestion for Amendment & I,
Unit3 Compromising Z-tpik4

Unit4 Reaching a Consensus % LR
Unit5 Signing a Contract Z3T i

Chapter

Business Meetings FEj&5£il

Unit1 Arranging a Meeting & HEZ 1Y
Unit2 Meeting Notice 21338 4

Unit3 Beginning the Meeting £ FF 14
Unit4 Agenda €172

Unit5 Free Discussion £3[8]35
Unit6 Tea Break £[H]{k &,

Unit7 Voting by Ballot $ZH3
Unit8 Closing the Meeting £33 45k
Unit9 Press Conference 7/ & e

164
169
175
180
185

b

192
197
202
208
214
219
224
229
235




Chapter

Dealing with Complaints

Unit1 Delivering Untimely {t58 S & B

Unit2 Wrong Shipment £& & 124

Unit3 Complaints about Quality R E#f
Unit4 Complaints about Short-weight 45 B i/
Unit5 Goods Damage 55431

Unit6 Asking for a Refund ZE3K B ¢

Unit7 Accepting a Claim 257 &

Unit8 Rejecting a Claim 3545 R E

Unit9 Arbitration 15 {h#k

k Stack Up Against Skilled Negotiator

ALIERE

6

242
247
251
256
262
268
272
277
283




Extending Business

RS

Unit1 Making an Appointment iz %




AR P HEEFEI:
: LER L. RREEFBHETRIELN T, BEHBAZRE, X, LF 8
B 10 SOLHA RS —) M B, 2 L BB B 6, §T IR BT S T X AR
DB, B, AR B O RS EUARAS IR, DL B | N O A R B R R
2. HEEHCHWAE LS., RIEREFAEEANE, FILHF OB —aE, U
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I'd like to see you to discuss something about the cooperation.

BAEBRAISMEREIHE S ERNER,

There is a matter of grave importance. It can only be solved by a direct meeting.

A — LR H B R AN F LS E A REULTE 2

Would it be possible for me to talk to you in person tomorrow?

B R AE S R ?

I'd like to come over and see you tomorrow.

AR L WA

Could I come to see you this afternoon?

AR T4 0] LAFFE UG 7

Do you mind if I call on you tomorrow?

BHXFEVI AN BB ?




Chapter 1 Extending Business

When is the earliest time we can meet?

T A B AT IR AR A Bt R A DL T 7

When are you available? Please suggest a date of your convenience.

ARGEE 2ARMEE 27 52— By B e ]

Wednesday is a bit difficult; I'm tied up all day. How about Thursday?
B =FmLEXE, REXBAHE, BB

I'm afraid I'm fully booked up this week. Let’s move it up to next week.

R FRX A~ B R B BREHE T, 33 T AR,

Sorry, I won’t be in tomorrow. But any time after that would be fine with me.

HK, RIARARAE . At B Kt A B (R 4547

Can we make it a little later?

FRATAE A Ik [a] PR — T ARG, 7

. B

I have something urgent tomorrow, so the appointment will have to be canceled.

BREAH SF, B R RS BN,

I'm sorry, I won’t be able to keep my appointment with you on Thursday.

R, BIAURABEFAT o

I'm sorry, something urgent has come up, and I won’t be able to keep my appoint-
ment with you on Friday.

RAH, AL H, B ARARERY T,

I’'m afraid I’ 11 have to postpone our appointment.

RHA LI RN TR LIS IER

I’'m going to schedule it for that time and inform Mr. Yang about the change.

SR I E 22, AR 5 R e Ak

Mr. Wang has been hospitalized with appendicitis and has to cancel his trip to your
country. He asks to postpone the meeting indefinitely until he recovers.

S [ 8 B R 4% A e 0 BT T ML UK B B OO R AT o A A SRR 2 T RO B D
REMEIFRZE,
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rA Good morning, ABC company. Can I ' (A BB, X HE ABC /\j\

Mm

help you? [ REEF R4S

B: Could I make an appointment with Mr. B. AR T 54 29 1k a] I

Martin, please? Eo

A: Who shall I say is calling, please? A BB

B: Wang Jing from Shanghai. B: EBMER.

A: I'll check Mr. Martin’s schedule and see A: BEEEFE -TSTRAMH

if T can arrange an appointment for you. BEBEFRENELH, %—

Just a moment...Yes, Mr. Martin seems to “reares B, 5T e R EN

have time on Monday moming, Wednesday ®] ¢+ — L BH=TFFMEHAT

afternoon and Friday afternoon. FHZE

B: Could I make an appointment for B. RENEEY=TF15?

Wednesday afternoon, please?

A: Would 3: 30 be convenient? A: 3 JUETTER?

B: Yes, that’ll be fine. B: &2Hy, MR

A: I'll make a note of that. Would you like A: BBEIE—-T. BERHEAX

me to confirm the appointment? WA RLIG? ‘

B: Yes, please. You can contact me any- goss . B:‘ﬁEKh ‘ﬁiﬁﬂ«lﬁﬁﬁﬂﬂ'[ﬁlﬂ

time at Shanghai. 88563203 extension 7. IR LEREK R, miES
\_ ARG 7 88563203 , 52 HLE 7, Y

Scene 2 HWIHRE

rA; Excuse me. Could I speak to Mr. Kingﬂw(A: R EES & S YHEwg A
B: I'm sorry, he isn’t in right now. May I T”‘% B: WARE, X & ILFEE, #
help you? ‘ Hito%E?
A: Well, I'd like to make an appointment r% A B REAMBERAE, &
RRENFINIBRE,

with him for tomorrow. This is Chen Jing

of the Sky Corporation. ﬁAk
\ y Lorp:

J




Chapter 1 Extending Business %%

Would sometime later be all right?
A: Well, I'd prefer tomorrow. But if that

&

(B; I’'m afraid he won’t be free tornorrow.\ (B RUg b Bl R A 28 fﬁFKN
e /:\Bﬂa?ﬁr@?

: WL RAERM R, Ading

can’t be arranged, what about the day after Tﬁﬁjcﬁliﬁﬂﬂai JEREARE?
tomorrow? "™
B: Could you call back this afternoon? s BRAK TR RIEE AR
Then you can fix a definite time with him. ﬁﬁ{zijU'—ﬁfﬁ‘]ﬁEﬁﬁiﬂﬂﬁ] 5

(&; No problem. Thank you. Goodbye. j A BERRE, WK, B )

Scene 3 mu&ﬂﬁ

(. o)

A: Good afternoon! MBC. How can I help A: T MBC A #]l, Hfe

you?

I
called just now, could you put me through
to Mr. Johnson?

A: Sure. Just a moment.

B: Hello. This is Lisa from Beijing.

C: Johnson speaking. Who's calling, please?
B: Hello, Mr. Johnson. This is Lisa from
Beijing.

C: Hello! Nice to hear your voice again.

B: Me, too. We are making arrangements
for your visit and I’d like to go over a few
of the details with you.

C: Good. So things are moving forward.

B Certainly they are. I want to check sorme-
thing with you. We will meet at ten the day

after tomorrow, right?

&Yes , that’s right.

G;,T«' .

© IS ARG
B: IR&F, X BRI R Ik,
BHIA T B iE, e BRI A S
e g ?
A MRWTLL, H% T,
C: BELHE , FRIE 2

: IREF Amahded, R
RE@HWI‘O
C: B, IRiF. EEM—
BMREIS S
B: R, RAVELHSK X
VT, BT LA AH R £ A — s LK
I,
C: W1, B ok 315 i R AR I A
s
B: K. REMBHA—-THLH
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Mr. Smith regrets being unable to meet with 1 SESEA IR RIRAGE
you and has to cancel his appointment with you | S5#<H, FRIE SHEH A2,
HERREETESEM, AR
HHESPUE S WBE ELF &
SR 30 S A N 4 UL T £ e R
RE AR, SRR
PR B TRR, B F T e
suggest another date at your earliest convenience. e YN
s e e ./

for the reason that something urgent has come
up. The directors of the company board are
scheduled to meet on the very day for which his
appointment with you is committed. Mr. Smith
makes apologies and will appreciate it if you can

. i

SO

e e :
reschedule [ ri:'fedju:l ]v. F|HritHi :
airline [ 'ealainn. iz A\ H] ,".
come up AIHHH B, &4

make it 3, IpaLEh

rearrange [ 'rio'reindz |v. EHLHE
the trade fair &

* put through 5@

confirm the arrangement A )€
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make an appointment g 244>
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S BRSSO R 0 R %gaw'g
| AP —ENE. ML R B RATIT & TR, J P,
L L BHTEREN,
L 2. RIBFREESTRE CHLEI, BUCH IS A R SR A W, B 4
 REQERRE, LR PRI IS,
3. AT, 5B G TN,
4 TERTERRLSIZ AT, SRR AR BISEAT BUBIRAEOT B 5 R I RE A R4 U
B FEBE HE CHLEHRIA , B AT A R, LUR R S

When are you arriving?

At amH RS2

What is your airline and flight number?

R AL BB AT ZS 48 ] KL, AR BE S R L7

Shall I book a room for you?

T BERAEITIHEG?

Would you please give me a call when you arrive?

DA ARIT N RIELTG?

Could you tell me your arrival time so that I can pick you up at the airport?

BB S RSB IAR D 7 RIFEVIFEL,

We’ll be at the airport to meet you.

Hi&E=HIFERE,
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Excuse me,but I think you are Mr. Brown of Century Company.

XA , AR ER 20 R A A B e A 2

Excuse me, are you Mr. Karl of City Bank?
A, BRI T AR T 8RR A G

You must be our long-expected guest, Mr. Miller of Future Company.

B RBENBBCANEA—RRLD AR B B4R !

You must be Mr. Smith, how nice to see you again!

RSB EHEAE, BRI B EER R T !

Hello, Mr. Baker. Welcome to Beijing. I've been looking forward to meeting you.
WREF, T FE5EA , il BHb 5ok , 3 — B HHE WLER

I want to extend a cordial welcome to all of you.

RANKR W B F i H AL,
— oS =

How was your flight?

RATHRAR AR 2

Did everything go all right?
—JINGF L 2

Did you enjoy your trip?

it ik Ao PR 7

Did you have a good trip?

i i e R 2

Did you get any sleep on the flight?
TE KA L BESE T G2

How are you feeling?
IR an ey 2

I bet you're tired.

BREL—ERET,

Did you have any trouble clearing customs?

3 R BA A2 BRIBTIE 7
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Scene 1

UMEFRE

America?

B: Yes, and you are. . .

A: I'm Wang Hai from MB Import & Ex-
port Company.

B: How do you do, Mr. Wang? Thanks for
meeting me at the airport.

A: You’re welcome. Very pleased to meet

(A Excuse me, are you Mr. Green fromw (A T, FEEEMNEER
r“‘k

w

E’J’fﬁ%ﬁ‘ﬁiﬂ%?
p AT
A: KEMBHEONFNE
‘?ﬁo
B, ESeAR Bhgm R

ﬁ@%%%&o

A RAES AEH BRI,

you.
B: Where is the luggage claim area? B frasi\SFatregp s ¢
A: It’s over there. How many pieces of A: BUTEIRS . #9F JLgiT2s0
luggage do you have? -
B: Only one suitcase. j ® B BT,

\ A: Let’s go there to fetch it. &A: ATt e, Y,

R Scene 2 '-3'2195"’“’

e —

A: There’s a car waiting for you just outs1de A ERTENIAMNES, EXhE,

the door. Right this way, please.

B: OK!

A: Let me put your cases into the trunk,
and please get in the back.

B: Thanks!

A: How was your flight?

B: It’s comfortable, but now I'm a little
tired.

A: We'll reach the Peony Hotel in another

twenty minutes. When we arrived there ,

you can go up and have a rest. The hotel

has very good service, and it’s considered ®
\_as one of the best hotels in our city.

iy
x4

B: {71

A BRI AT ERAIEIT SR
HIEi# FE,

B 55!

“re A: FRITIHLG?

B: REFIR, HERMELSE,

A RATETE 20 4350 N ) k4t
FHUE o BATTH Bt 2, #4577 1Y
J:i‘;’éﬁku Fo MEEWEIIR
Y ARG, AT A SAB IR AT I B2 J
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