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Section One Daily ReceptionService([1 [0 [ 00 O O )Unit 1 Greetings and Reception(C] O [0 [0 [J )Unit 2
Making Suggestions to Customers(C] O O O O O )Unit 3 Offering Apologies to Customers(d O O [

[ )Practical SentencesExercises for Section OneSection Two Savings Business(C] O O O )Unit 1 Opening a
Current Account(CD [0 OO O 0O O )Unit 2 Making Deposits(C] [0 00 00 )0 0 Handling Time Deposits(CJ O O O
0 O0)O O Depositing Money in One’ s Account(Cd [0 )0 0 Making Foreign Currency Deposits(0 O O O O
[0 )Unit 3 Handling Withdrawals(CJ 00 OO 0 )Unit 4 Telling Customers the AccountBalance(C1 O O O O O )Unit
5 Handling a Special Account(d O O O O O )Unit 6 Interest Rates(C] [ )Unit 7 Using an Automated Teller
Machine(CD O O O O O O )Unit 8 Reporting a Loss(C] [ )[J [ Reporting a Lost Bankbook (I [0 I 1 )[J

(1 Reporting a Lost Cheque([J O O O )Unit 9 Closing an Account(] [ )Practical SentencesExercises for Section
TWOSection Three RemittanceBusiness(L] 0 O O )Unit 1 Incoming Remittance(UJ O O O )Unit 2 Outgoing
Remittance([] O [J 00 )Unit 3 Telcgraphic Transfers(CJ [ )Unit 4 Mail Transfers(CJ [J )Unit 5 Making a
Collection(d O O 0 )Practical SentencesExcrciscs for Section ThreeSection Four Foreign ExchangeBusiness([J
00O 0O 0 O)Unit 1 Currency Exchange(C) O O O )Unit 2 Handling Reconversion(C] O O O )U nit 3 Buying
Traveller S Cheques(UJ O O O 0 O )Unit 4 Encashing Traveller’ S Cheques(U [ O O O O )Unit 5 Encashing
a Foreign Cheque(O O O O O [ )Practical SentencesExercises for Section FourSection Five Credit Cards
Business(J O O OO O )Unit 1 Inquirying about a Credit Card(CJ [0 O O O )Unit 2 Applying for a Credit Card(O
000 O)Unit 3HOW to Use a C redit Card(C) O O O O )Unit 4 Commissions Charged for CardService([
O OO O O )Unit 5 Cashing with a Foreign Credit Card(0 O O O )Unit 6 Reporting a Loss of Credit Card( [
00 O O )Practical SentencesExercises for Section FiveSection Six Lending Business(CI [J [J [1 )Unit 1 Asking for a
Dollar Loan( O O O )Unit 2 Offering a Loan([J 0 [0 [0 )0 0 Offering a Foreign Exchange Loan(0 O O O O
[0)0 O OfferingaRMB Loan(0 O O O O O [0 )[O O Offering a 100 oan for Working Capitals(C0 O O O 00 0O O
[0 )Unit 3 Housing Mortgage Loan(C] O O O O O )Unit 4 Clverdraft(CD O )Practical SentencesExcrcises for
Section SixSection Seven Other Services(( [ [ O )Unit 1 Renting a Safe Deposit Box(CO O O O O O O )Unit 2
A Credit Inquiry(O O O O )Unit 3 Payroll Account Service(d O O O )Unit 4 Commission Insurance(CJ O O O
O O )Unit 5 Service on Bank—Securities Link(CJ O O O O )Unit 6 E—bank Service(D O O O O O )Practical
SentencesExercises for Section Sevend [J [J [J
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[ O Practical Sentences[] [ 1[0 HelloO this is Credit Department] What can I doforyow?0 O O O OO 0O O
O0000D0O00000O0? 020 As aregular customer with good reputation in Chinall you can meet the
commercial loans terms Of Chinall

000000000000 00oo0b00obOoooboooooo

00 O 30 What currency of loan doyouwant?] 0 0 0 0 0 0O 0O O O O ?0 O 40 We have shortd term

O mid-term and long—term loans[] fixed or floating rate loans[] loans with security or withoutd O 0 O O O O
000000000000 000DO000000DbO0o0bO0oOooDbOooooOon

(0 050 We’' dadopt a floating rate foreign currency loanwithsecurityD O O 0 0 OO0 OO0 0000 O OO
[0 O 601 But according to the regulations] we must first make an investigation of your credit standing(] the
operational state of the enterprisel] the ability torepay theloan0 O 0 000D 000000 0OOOODOOO
00000000 DbOOooooon

0 O 70 Please fill out this loan application and come tomorrow(] presenting your application and the relative
documentsU O OO0 00000 DOODOOODODODOODOOODODOO

00 0080 We’ Il pay immediate attention to your report and tell you our decision in aweek or sol] [ 00 0 00 O [
O0o00o0oOoobOOoooooooboooooon
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