0000 O, tushu007.com
<«<OgQpgQoooon o>

gobooo

O00<<0ODODOooonooggds>>
1300 ISBNUO O 0 9787515902487

1000 ISBNO 10 10 7515902485
0dodon2012-7
gooooboooogooao
godooobobotde OO

000360

00 O 0O 347000

gobbobbobougoggopbrODooobbbobooooooobon

00000000 http://www.tushu007.com

Page 1



0000 O, tushu007.com
<«<OgQpgQoooon o>

0O

gobbobbbouoooogobbobo
gobbobbbuoooogobbbbboooooobobobboogg
gobbobobbudggouobbobbbudooguoboobbuoooooon
O000&dguod &dquo,0 D0 DO OO0 0OO00OOOO0O0OO0OO0ODOODODODOOODODOO
gobboobbbuodgoguobobobbuodoodobobobobooooooobobboougya
U
goboboobooeotudoggonbobbboogeouooobbobbooggecocdononbn
goboboobobooeotbouoooon
gobobobbbodgooooeobobbuodooooooboobbooooooobooboboboooa
gobboobobbooooooboboobbodoooobobobbtooooooobobobboooa
gobooobbooooooon

goboboboooo4doon
golroodoooobobobotodgooowoobbbbooooobbbbboooooo
gobobobobbooooooobbbbbooooooo

0020000000000 00000DO00DO0O0OO0DO0ODDO0OO0DO0OO0DO0O&Idguo;d O
O&dquo,0 0000000000 OOO0ODOO0ODOOOO
go30booboobobooboobboobuo4boobbooboobbooboobbo
gobbobbouogooobobbobboooooobbobboooooobbobo
gobbobbbougooobobbobbbdooogoboboobo
gb4bogoogobbobbbodoooobbobbbuooooobbbbbuooooon
gobbobbbudgoogobobbodago
gobbobbbuodoooobbobbuooooon
gobbobbbudgoogobbobbbouooooobobbobodogo
O000000b00b0ob0obobobbo40ob0bb0ob00ob00ob0bo0obUobUobUé&ldguo O
O00000000&rdguo,0 OO0

gobobobbbouogoogoboomp3tdg
gobbobobbodooooboboobbodoooooboobbooooooobobobbooaa
gobboobobbooooooboboobbodoooobobobbtooooooobobobboooa
HEN

goboboobb2012060 000

Page 2



0000 O, tushu007.com
<«<OgQpgQoooon o>

goon

gpoogoogeocbogboobbooboobbuooboobobooboooo
gbooobb4ibbooboobbooboecoboobbooboobbecobobbod
gpoogpooeotdoboobooobogbeoidbbooobg
gobbobobbudggogeubobbuoogoooobbobbuooooooboboobougg
gobboobbbuodgoguobobobbuodoodobobobobooooooobobboougya
gobbobboooodaon

Page 3



0000 O, tushu007.com
<«<OgQpgQoooon o>

goon

Chapter 1 0 00 O O Office
Routines

o10oon

Leaving a Telephone Message
00000

Office Memorandum

a0 oo

Printing and Photocopying
40000

Fax and Telegram
o000

Sending E-mails

o6 o

Sending Letters

oro oo

At the Bank

s oOn0

Business Travel

00 oon

Managing Archives1001 [0 00 O
Office Equipment
Chapter2 0 O O O Receiving
Clients

10000

Customer Visit

120000

Making an Appointment
130000

Meeting at the Airport
140000

Greetings and Introductions
/0o

Arranging Schedules

le0 00

Visiting the Factory
170000

Inviting to Dinner
180000

Introducing the Company
no0o00o

Sightseeing Tour
00000
Accommodation in the Hotel
210000

Seeing Clients Off

Page 4



0000 O, tushu007.com
<«<OgQpgQoooon o>

Chapter 3 O O [0 Business
Presentation

220000

Meeting Preparation
230000

Chairing the Meeting
240000

Work Summary

250000

Analysis of Current Situation
260000

Development Planning
210000

Merger and Acquisition

2800 0000

Meeting Minutes and Summary
Chapter 4 0 OO 0 O Exhibition and
Negotiation

20000

Booking a Booth

p0 000

Preparation for an Exhibition
310 oon

Sponsorship to an Exhibition
0000

Confirming the Agenda
3OO0

Inquiry and Offer
000

Bargaining

BpOaOo0o

Preparation for Negotiation
pU 000

Negotiating on the Conflicts
Chapter 50 OO OO O Marketing and Cooperation
Jru oo

Market Research

/O OODO

Advertising Campaigns
0000

E-marketing

00000

Marketing New Products
410000

Sales Promotion

20000

Other Promotions

Page 5



0000 O, tushu007.com
<«<OgQpgQoooon o>

430000

Sales Agency
40000
Commissions
450000

Bid and Tender
460000

Auctions

AT0000
Technology Transfer
480000

Joint Venture
0000
After-sales Service
S000 00O
Trademark Registration
Ss1o oo

Patent Registration
50000
Franchise

Chapter 6 [0 [0 [0 O Financial
Affairs

50000

Costs Calculation
540000

Budget Control
50000

Financial Management
560000

Cash Cycle
510000

Financial Statement
58000000
International Payment
SUunooo

Deferred Payment
600 0 00O

Credit Control
Chapter 70 O O O International
Trade

610000
Compensation Trade
620 00 0O

Barter Trade

630 000
Consignment Trade
64000 0O

Page 6



0000 O, tushu007.com
<«<OgQpgQoooon o>

Processing Trade

650 000

Order Confirmation
660 0 00O

Entry Formalities
670000

Foreign Currency Exchange
680 0 00O

Package Inspection

690 0 00O

Mode of Transportation
00000

Delivery Period
710000

Customs Clearance
20000

Customs Inspection
B30 000

Premium Rate
740000

Business Visa
BOoaoo
International Taxation
0000

Insurance

7oo0aono

Delivery Terms
Chapter8 0 O O O Legal Affairs
80000

Signing a Contract
0000

Executing a Contract
g oo

Legal Assistance

gl oo

Trade Disputes

820 000

Lodging a Claim

830 0ad0O

Settling a Claim

g40 0 admO

Foreign Trade Arbitration
g o adn

Free Trade

8ol O OO

Foreign Trade Policy
Chapter 9 0 O O O Etiquette and

Page 7



0000 O, tushu007.com
<«<OgQpgQoooon o>

Taboo

gronoaonO

Dressing Code

g8u OO

Table Etiquette

g oadn

Customs and Taboos
0000

Giving and Receiving Gifts

Page 8



0000 0O, tushu007.com
<O gdgoooo odnogds>>

good

O0000D0O0O0O0O100ADO May I speak to Ms. SunJ pleasel]

O O BO 1&rsquo;m sorry[] but her line is quite busy at the moment. Would you like to leave a note[]

O O AO Sure. 1&rsquo;m Alan Steve from P.Y. Corporation.[J] [0 BLI And you&rsquo;re calling for...[I
O O AO 1&rsquo;m calling to reschedule the meeting with Ms. Sun.OJ OO BO 1&rsquo;ll make sure Ms. Sun will
getthismessage. 0 DA O O OO OOOOOOO
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0 020 O AO Hello. May | speak to Lily] please[]

O 0O BO This s Lily speaking..J 00 AO HilJ Lilyd this is Wei Wang calling. How are youl

O 0O BO Verywelld thank youll Mr. Wang. How are youlJ

00 O AO Not bad. 1&rsquo;m phoning to say I1&rsquo;m sorry | won&rsquo;t be able to keep my appointment
with Mr. Smith today. My flight is delayed.[] O BOJ 1&rsquo;m sorry about that.[J [J AL Do you think I could
see him tomorrow[

00 O BO Let me see. He&rsquo;s free 100 20 tomorrow afternoon. Would that be good for you[

00 O AO Yes. Thank you very much.[0 [0 B[O You&rsquo;re welcomell sir 0 0AO OO OOOOOOONO
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O O 0 2233-4455[]

O0AD0O0OD0DDO0O0O0O0OO0O0ODDOOoOooDDO

OooBOODODO

O O AO Ocean Company. [0 BO May | speak to Ms. Shawn[d pleasel]

0 O A0 Hold ond please. 1&rsquo;m sorry[d but she&rsquo;s not in at the moment.[0 0 B What time do
you expect her to get back[d

O O AO She&rsquo;ll probably be back around 4.00 0 BO Can | leave a messagel]

O O AO Sure. May | know your name[]

0 O BO YesO it&rsquo;s Jie Lin. 1&rsquo;m from East Zone Company.OJ O ALl May | have your phone
number(]

0O 0O BO Yes. It&rsquo;s 2233-4455.00 [0 AL OK. Ms. Shawn will call you back as soon as possible.CJ [0 BO
Thank you.O [0 &hellip;&hellip;
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