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UnitlDO DO OO

100000 Small Talk

200 0 0O 0O O Getting Down to Business
30 00 00O Clarifying

A0 0O 0O O O Breaking Off

50 0O O O O Renewing Negotiation

600 O O O O Concluding Negotiation
/00000 InAgreement

800 0 OO O O Difference of Opinion

900 OO 0O O O Not Final Decision

100 O 0O O O Giving Suggestion

110 0 0 0 O Meeting Half-way

1200 0 0 0 O Unilateral Concession
1300000 TheBall’ sin Their Court
140 0 0 O O Exerting Pressure

150 0 0 0 O Hard Line

1600 O 0O O O Helplessness

170 O O O O Negotiating Arbitration
1800 0O 00 O O Signing Contract

190 O 0O O O Business Review

2000 O O O O Business Prospect
Unit20 000

210 0 0O O O O O Establishing Trade Relations
220 0 0O 0O O Company Profile

230 0 0 0 O Line of Business

24000 000 Interested or not

2500 0O O Making Inquiries

2600 0O 0O 0O 0O Way of Quoting

270 0 0 0O O Quality of Goods

2800 0 O O O Quantity of Goods

2900 O O Making An Offer

300 O O O U O Validity of Offer

310 0 00 0O O O Price on the High End
320 0 O O O Asking for Price Reduction
330 U O O O No Room for Bargaining
3400 0 O O O Making a Reduction

3500 0 00000 Adjusting Selling Price
361 0 O O O Negotiating Commission
3700 0 O O O Negotiating Discount
3801 O J Acceptance

391 OO O Declining an Offer

4000 O O O O Terms of Payment
41000 00O O Paymentby L/C

420 0 0 0 0O O Expiry Date of L/C
430 0 0 0O O Collection
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4400000000 00O Asking for More Favorable Terms
450 0 O O O Currency for Settlement

4600 O O Packing

A0 00 0OD0O/00 Marking

4800 O O O O Mode of Transportation

4901 0 O O O O Containerization

5000 O O O O Multi-modal Combined Transportation
510 000000 Setting Date of Delivery

5200 O O Prompt Shipment

530 0 0O O O Partial Shipment

540 0 0 O Loading Port

5500 0O 0O O Unloading Port

5600 O OO O O Chartering &amp; Booking Shipping Space
5700 0 O Transshipment

5800 O O O O Shipping Instructions

500 0 OO O Shipping Advice

600 O O O Shipping Company

610 0 00O O Freight

6200 O O Arranging Insurance

631 0 O Placing an Order

6400 0 O O O Out of Stock

65001 00 O O O Commodity Inspection

661 00 00 O O O Opening L/C

6700 O O O O O Expediting L/C

681 00 00 0O O O Amending L/C

6901 00 O O O Making Earilier Delivery

7000 O O O O Expediting Shipment

710 0 0 O O Making out Documents

720 0 0O 0O 0O O Making Payment

730 0 0 0O O Improper Packing

740 0 0 0O O O Damage to Goods

750 0 0 0O O Wrong Delivery

7600 0 O O O Inferior Quality

7700 00 00 Short Delivery

7800 0 0O /0 O Late Shipment

790 0 OO DO Lodging a Claim

800 00D UO——-0000D0 Accepting Claim

810 000 U0 ——-D0000 Turning Down Claim
820 0 0O 0O 0 ——-0000O Dealing after Check
LBUOOOO——-000000/00 Insurance/Shipping Company at Fault
Unit30 000

841 0 O O O Looking Out For An Agent

8500 0 0O 0O 0O OO Accepting Agency Offer

861 0 0O O O O Applying For Being An Agent

870 0 0O 0O 0O OO Approving Agency Application
8801 0 OO O OO Declining Agency Application
80 000000000 Conditionally Approving Agency Application
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9000 0 U O O O Advantages of Being An Agent
910 00O 0O0O0OO/O Annual Turnover
920 0 00O 0000 Marketing Plan

930 0 OO OO Commission of An Agent
940 0 0O 0O O O O Requirements for An Agent
9500 0 0O 0O 000 Signing Agency Agreement
960 0 O O O O O Renewing Agency Agreement
70000000000 Performance of Agency Agreement
O0O0oooad

0 0O 0O O Bid Invitation &amp; Tendering

O 00O Merger &amp; Acquisition
000000 Investment Environment

0 00O Joint Venture

00 O O O Technology Transfer

0000 0O Compensation Trade

000000 Processing &amp; Assembling Trade
00

Units50 000

1050 0O 0O 0 O O Keeping An Appointment
10600 O OO O O Calling Without An Appointment
1070 0 0O 0 O O Office Reception

1080 OJ O Invitation to Dinner

1090 O O O O Feast Address

1100 O O Drinking

1110 0 0O 0 O Food Preference

11200 O O Ordering

1130 0 0 O O Services in Restaurant

11400 0 O Paying Bill

1150 0 0 0 O Entertainments

11600 OO 0 O O No Ceremony

1170 0 0 O O Taste Comments

11800 00 0O O O Taking Leave

1190000 00O O Invitation to Sightseeing
1200 00 O 0 O Tour Suggestion

1210 O O Shopping

1220 0 0 O O Present Giving
O0ooooad

1230 O O O O Marketing Philosophy

12400 0 0 0 O Ready Market

1250 0 0O O O Poor Market

12600 0 0O O U In Season

1270 0 0 0O O Off Season

12800 00 O O O Market Advancing

12900 00 0 O O Market Falling

1300 O O O O Short Supply

1310 0 0 O O Excess of Supply over Demand
13200 0 0 O O Market Survey
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1330 O O O O Market Share

1340 O O O O New Market Presence

13500 0O O O O O Market Positioning

13600 00 00 O O Marketing Target

1370 0O 0O O O Marketing Performance

13800 00 00 O O Product Strategy

13900 00 O O O Advertisement Strategy

14000 O O O O Price Strategy

14100 0O O O O Promotion Strategy

14200 0 O O O Packing Strategy

1430 0 O Retail

144700 00 O Wholesale

Unit70000

1450 0 0 0 0O O O Importance of Customer Service
14600 O O O O Principle of Customer Service
1470 00 0 0 O Customer Complaints

14800 0 OO O O O Person In Charge

14900 00 O O O Sincere Appology

1500 O O O O Advancing Promise

15100 00 0 0 O Solving the Problem

1520 O 0 O O Customer Satisfaction

1530 0O 0O O O Service Provision

1540 0 00 00O Cultivating Loyal Customer Base
Unit80 0 00O

15500 00 0 O O Arranging A Meeting

15600 00 0 0 O O O Preparing Articles for Meeting
1570 0 0 0 0 0O O Other Preparations for Meeting
15800 00 OO0 O O Number of Attendees

15900 OO 0O O O Meeting Requirements

16000 00 00 O O Notifying a Meeting

1610 0 O O O Declaring A Meeting Open

1620 O O O Opening Remarks

1630 O O O O O O Announcing Purpose of A Meeting
16400 O 0 O O Task Assignment

1650 O O O O Minutes

16600 [0 00 O O Meeting Agenda

1670 0 0 0O O O O Keeping the Meeting on Time
1680 U 0 O O O O O Keeping to the Point

16900 00 0 O O Moving On

1700 O O Interrupting

1710 0 0 0O O Invitation to Address

17200 0O O Taking the Floor

1730 0 0 0 O Concluding Remarks

1740 0O O Asking Questions

1750 0O O O O Answering Questions

17600 O O O O O O Keeping In Order

1770 0 O O O Commenting on Remarks
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1780 0 0 0 O O Motion &amp; Second

1790 O O O O Taking A Vote

18000 0 00 O O Result of Voting

18100 00 0 O O O Recapping the Meeting

18200 00 O O O Taking A Break

18300 OO0 O O O Coming to a Conclusion

18400 00 0O O O Teleconferencing

18500 00 0 0 O O O Discussion for Appointment and Remove
18600 00 00 O O O O Project Status

Unitoo 000

18700 0O O O O Getting Someone over the Phone

18800 0 0 0 0 00O O Speaking to the Person Intended to Reach
1890 0 0 0 0 00O AGood Time to Call?

1900 000 00O O Not AGood Time to Call

1910 0 0 0O O O O O Improper Calling Time

1920 0 0 0 0 OO Speaking to Operator
193000000000 Transferring A Call

1940 0000 0000 Unable to Reach

1950 0 00 00O 0O 00O DO O Responding to Above Situation
19600 00 00 O O Leaving or Taking A Message

1970 0O 0 0 O O O O Explaining the Reason for Calling
1980 O O O Bad Connection

19900 00 00 O O Dialing the Wrong Number

20000 O O O O O O Proposing An Appointment over the Phone
2010 000 00000 Making An Appointment over the Phone
20200 O O O O O O Rescheduling over the Phone

2030 0 0O 0O 000 Cancelling An Appointment over the Phone
20400 0 0O O O Good News over the Phone

20500 O O O O Bad News over the Phone

20600 0 O O O Concluding A Call

Unit100 0 00O

2070 O O O O Management Strategy

20800 O O O O Taking Risks

20900 0 O O O Successful Experience

2100 0 O O O Learning from Lessons

2110 0 O O O Looking Far And Aiming High

21200 00 0O O O Answering the Reporter

2130 0 0 0 0O ——-00 Inthe Black

2140 0 000 ——00 IntheRed

2150 0 0 0 0O O O Economic Situation

21600 0 O O O Analyzing Competitive Situation

2170 0 O O O Facing Problems

21800 [0 0 Making A Decision

21900 0 O O O Framing A Plan

22000 0 O O O Taking Actions

2210 0 0 0O O O Mergers &amp; Acquisitions

22200 0 0O 0O O OO Branching Out
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22300 [0 O O O Sourcing Support

22400 0 O 0O O Strategic Cooperation

22500 0 O O O Raising Money

226001 0 O 0O O Cutting Expense

2270 000 00O Stocks &amp; Investment
22800 [0 0O O O Intellectual Property Right
22900 0 O O O Motivation Spur

2300 O O O O Corporate Culture

2310 0 0 0 0O 0O Humanized Management
2320 0 0 O O Brain Drain

2330 0 0O 0O O Inventory Management
23400 0 0 0O O Logistics Management
2350 0 0O O O Capital Management

23600 0 O O O Finance Management

2370 0 0O 0O 0O 0O 0O Human Resource Management
23800 0 O 0O OO Supplier Management
23900 0 O O O Time Management

24000 O O O O Project Management

2410 0 0O O O O Renting Offices

Unit11 00O 00O

24200 [0 O O O Punching Time Card

2430 [0 [0 Working Overtime

24410 [0 O Request for Absence

24500 0 O Commuting

24600 [0 [0 Business Trip

2470 O O Report Expenses / Reimbursement
24800 [0 O O O Chatting on Life

24900 00 O O O Gossip

25000 O O O O Talking about Colleague
2510 0 0O 0O O Talking about Boss

25200 0 0O O O Talking about Work

2530 0 0O 0O O Work &amp; Stress

25400 0 O O O Business Attire

25500 0 0O O O Compensation Package
25600 O O O O Negotiating A Raise
25700 00 0000 Getting A Salary Raise / Bonus
25800 O O O O Negotiating A Promotion
25900 0 O O O Getting A Promotion

26000 O O O O Position Transfer
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