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Chapter 1 Green Hand In Work Placed [1 [0 [
1I'veGotAlJobO D OO OO
2.The First Dayd [0 [0 [
3.Familiar With The Job O O O
4.A New Position O [
Chapter 2 Business Communications] [0 [0 [0
Section 1 Special Occasionst O O [
1.At The Exhibition(0)O O O O (O)
2.At The Exhibition(0)O O O O (O)
3.At The Trade Faird 0 [ [J
4.Business Telephone Call] 0 00 O
5.Booking A Ticketd [
6.Making A Hotel Reservation[ [J [J [
7.Receiving Guests[] [J
8.Making An Appointment O 0 O
9.At Dinner] O O
10.Seeing Off0J OJ
Section 2 Business Activities[] O [ [J
1.Making An Invitation] O
2.Making Schedules] 00 00 0
3.Welcome ToOur Factorydl OO0 OO0 00O
4 Establishing Business Relations(] 00 O 0 0 [
5.Credit Investigation] 00 O O
Chapter 3 Business Procedures] [0 [0 [
Section 1 Bargainingd O O O
1.The Price(] OJ
2.The Quotationd O O
3.1t's Much Too Hight O O
4.Discount] [J
Section 2 Order And Contractl] 0 0 O [
1.Placing An Orderd O [0
2.Signing The Contractd O [
Section 3 Packing And Shipmentl O O 00 O
1.Packingd [J
2.Shipment] O
3.Talking About The Dutyd OO 0 OJ
Section 4 Delivery And Payment O O [ [
1.Delivery Datel]1 00 O I
2.Terms Of PaymeniO O OO [
Section 5 Insurance And Dispute] O O O [
1.Inspectiond O O O
2.Getting Insuranced [
3.Making A Complaint] O
4.Claiming A Loss[ [J
Chapter 4 Agency] [
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Chapter 5 Joint Venture[d [0 00 O

Chapter 6 Bidding And BidUO O 0 O [

Chapter 7 Business Letterst] [ [ [J

Section 1 Business Communication LettersC] [ O O O 0
L1.Invitation(J O
2.ThanksO [
3.Notice(] O

Section 2 Foreign Trade correspondencesd O [ [
1.Establishing Business Relationstd O O [0 [0 [
2.Credit Investigationd 00 0 O
3.Inquiry And Offerd O O O O
4.Counter-offerd J
5.Placing An Orderd O
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